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I. Introduction 
  
Welcome to the Colorado Springs School District 11 (D11) Research Review Board (RRB). Our 
district hosts a wide diversity of schools, staff, and students that warrants a robust research 
capacity. By collaborating with universities, foundations, the State of Colorado, and the U.S. 
Department of Education, D11 is poised to discover practices in leadership, teaching, and 
learning that advance student achievement within D11, across the state of Colorado, and 
throughout the Nation. Research, however, is secondary to our goal of educating each and 
every student we serve. Approval is reserved for proposals that support the D11 Strategic Plan, 
avoid duplication of effort, and do not interfere with instruction or the efficient operation of D11, 
or its schools. 
  
The aim of the research request protocol is to maintain an open attitude toward cooperative and 
collaborative research that can improve district practices while ensuring that it will not interfere 
with classroom instruction and the efficient operation of the school district. D11 also welcomes 
opportunities to partner with research agencies, universities, educational programs, and other 
organizations to co-author research publications. 
  
The administration of research programs in D11 is the responsibility of the Education Insights 
Research Review Board (RRB). The responsibilities of the RRB include: (1) review of research 
proposals, (2) monitoring of projects, (3) coordination of research projects, and (4) 
dissemination of research findings to staff members. 
  
We welcome your interest in doing research with D11! 
  

II. General Policies 

The Colorado Springs School District 11 Board of Education (the Board) recognizes that 
requests will be made on occasion by Colorado Springs School District 11 (District) and non-
District personnel and/or agencies to conduct research projects in schools that have educational 
and social benefit.  

However, because such projects invariably involve school personnel and interrupt class 
instructional time, it is necessary to evaluate carefully the merits of each project before 
permission is granted.  

All research requests should be initiated through the Education Insights Office. Completed 
requests will be furnished to the Chief of Strategy and Data Acquisition for Education Insights 
electronically so that coordination with the appropriate District personnel can be expedited. 
Request forms to be submitted with the proposals may be obtained at the Education Insights 
office or from the District web site.  

Information about the project shall be provided to parents/guardians and students in advance. 
No student shall be the subject of any research project without the prior written consent of the 
student's parents or guardian or of the student himself if the student is 18 years of age or older. 
No “passive consent” (stating that consent is assumed unless the document is returned) will be 
authorized.  

All researchers shall be required to explain in writing the purpose, risks, benefits, procedures, 
results and intended uses of the project in understandable terms. A student's or 
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parent's/guardian’s decision not to participate in a research project shall be kept private and 
respected in all cases.  

No students shall be required without prior written consent to submit to a survey, analysis or 
evaluation that reveals information concerning:  

1. Political affiliations  

2. Mental and psychological problems potentially embarrassing to the student or his family  

3. Sex behavior and attitudes  

4. Illegal, anti-social, self-incriminating and demeaning behavior  

5. Critical appraisals of other individuals with whom respondents have close family 
relationships  

6. Legally-recognized privileged and analogous relationships such as those of lawyers, 
physicians and ministers  

7. Income other than that required by law to determine eligibility for participation in a 
program or for receiving financial assistance under such program  

The following guidelines pertain to all research projects, studies, experiments and services:  

1. A minimum of six weeks must be allowed between submission of the proposal and the 
time the research is to begin.  

2. All instructional and supplementary materials used in connection with any research 
project, study or experiment shall be available for review by the parents of students 
involved in the project.  

3. The Family Educational Rights and Privacy Act (FERPA) will be strictly adhered to in 
handling of data. In addition, the joint standards for research of the American Education 
Research Association and the American Psychological Association will be followed.  

4. In reporting the findings of the study, the names of the research subjects, the school and 
the District will be kept anonymous.  

5. The importance of the research information to District priorities as well as the time 
involved to conduct the study will be of major significance in judging a proposal.  

Current practice codified 1994 Reviewed May 1995 
Revised November 2011 Reviewed May 2014 Reviewed January 9, 2019  

LEGAL REFS: 20 U.S.C. 1232h  

CROSS REFS.: GCS, Professional Research and Publishing JLDAC, Screening/Testing of Students  

JRA/JRC, Student Records/Release of Information/Student Data Privacy  
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Federal Regulations Compliance  
 
The RRB will review proposals to ensure Family Education Rights and Privacy Act (FERPA) and 
Health Insurance Portability and Accountability Act (HIPAA) compliance. 

Family Education Rights and Privacy Act (FERPA) 
FERPA is a federal privacy law (20 USC 1232g) that gives parents certain protections 
with regard to their children's education records, such as report cards, transcripts, 
disciplinary records, contact and family information, and class schedules. 
 
Health Insurance Portability and Accountability Act (HIPAA) 
The HIPAA Privacy Rule gives individuals a fundamental new right to be informed of the 
privacy practices of their health plans and of most of their health care providers, as well 
as to be informed of their privacy rights with respect to their personal health information. 

 
  
 Key Departments and Contacts for Specific Data 
  
Specific types of data are housed within different departments in D11. You may find that your 
research will use data easily accessed from the Colorado Department of Education School View 
data dashboard (https://www.cde.state.co.us/schoolview). Please consult this source prior to 
submitting data requests from the district. 

 
Unavailable Data  

 
Student Demographics: 
● Free/Reduced Lunch (FRL) Data: Only aggregate and unsuppressed as reported 

on School View, with no less than 16 students per grouping. No student-level FRL 
data will be provided. 

  
Human Resources (HR) Data: 
Items HR is unable to share: 
● Information that is in any way identifiable. This means that demographic data can 

only be shared if the sample sizes for each sub-group are at least five. 
● School leader demographic or performance information. 
● Requests related to teacher performance data and teacher performance decisions 

require an internal district sponsor from someone on the Executive Leadership 
Team. 

 

How to Create a Successful Application 

  
Successful applications will reference D11 documents and highlight how the research will inform 
these areas. Requirements include: 

1. The research must be of value to the district, as evidenced through their contributions 
towards the district priorities or strategic plan. 

2. Researchers must secure D11 sponsorship from a director, department chair, or higher-
level district administrator and provide evidence of ongoing partnership with D11 as part 
of the application process. 

3. The research must be pedagogically and methodologically sound and have the potential 
for successful completion. 
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4. Research must be feasible to carry out in terms of the amount of time involved, the 
numbers of teachers and/or students participating, and the possible expense to the 
district. It must not impose undue burdens upon students, staff, or other resources such 
as D11 funds, volunteers, or staff time. Any required time for D11 to pull data (exceeding 
2 hours) and follow up with researchers on requests will be billed at $35 per hour. 

5. There must be a reasonable certainty that no child in D11 will suffer educationally or 
otherwise as a result of the research. 

6. The study must protect the privacy of students and staff and ensure compliance with 
state and federal law. The Federal Educational Rights and Privacy Act (FERPA) and 
Health Insurance Portability and Accountability Act (HIPAA) are based on the idea that 
information about an individual student is private and confidential and generally may only 
be accessed with parent consent. 

  
The policies and guidelines are not intended to discourage the development of creative projects, 
but are set forth to ensure the greatest benefit from the time and resources expended. 
  

III. Procedures 

Who needs to submit an External Research Application?  
● External researchers and evaluators should submit a request to the RRB if their project 

is research-focused and involves human subjects (e.g., students, teachers, school 
leaders, etc.). Research is considered to be a systematic investigation, including 
research development, testing, and evaluation, designed to develop or contribute to 
generalizable knowledge. This includes: 

○ Individuals, organizations, or agencies outside of D11 who wish to conduct 
independent research. 

○ Companies or entities that wish to conduct product research to study a product’s 
effectiveness for potential sale to D11. 

○ Individuals or groups that have established programs within D11 (e.g., grantees, 
foundations, service providers) who wish to evaluate their programs. 

○ D11 employees who wish to conduct research for personal purposes outside of 
their work duties and/or work hours (e.g., research for the completion of a 
master’s thesis or doctoral dissertation). Employee theses or dissertations will 
only be considered if the topic aligns with district and school priorities. 

○ Agencies that have established a formally approved research collaborative 
relationship with D11 will need to follow the Handbook procedures to submit a 
request. 

  

Research Review Board review process  

1. A minimum of six weeks must be allowed between submission of a complete the 
proposal and the time the research is to begin. Any incomplete applications will not be 
considered, and can be resubmitted with another six-week window. Requests requiring a 
data pull may take significantly longer and should be accounted for in the study timeline. 

2. If the application represents a recurring request, we will need to see evidence of how the 
research is benefiting D11 before sharing additional data. 

3. Applicants will receive a confirmation e-mail once their application is received with a 
request number. An RRB member will contact you with follow-up questions about your 
proposal within six weeks from receiving a request number. To reduce questions 
regarding your proposal, please complete the Research Request Application Checklist in 
Appendix A. 
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4. Applicants will be notified of the RRB decisions upon full review of the proposal. 
Potential decisions include: 

a. Approval of the request or 
b. Rejection of the request. D11 reserves the right to reject applications that are 

incomplete, inappropriate, or do not align with the district’s interests. 
5. If a researcher chooses to re-submit an application that had previously been rejected, 

the new application will be treated as such, with no ties to the previous application. 

Submission of the application 

  
Submit electronic copies of all necessary documents (as described in Section IV Research 
Request Submission Components) to the RRB at David.Khaliqi@d11.org. 

IV. Research Request Submission Components 

  

Application Checklist 

  
Complete the Application Checklist (see Appendix A). 

 Cover Sheet        

     
Complete the Request to Conduct Research Coversheet (see Appendix C). 
  

Executive Summary or Abstract 

  
In no more than 500 words (one single-spaced page), provide a synopsis of the proposed 
research including purpose, participants (e.g., students, teachers, etc.), and length of time data 
collection is to take place. This statement should be written such that persons unfamiliar with 
the research will be able to understand, in short, what the researcher is proposing. 
  
 Full Proposal 
              
The proposal must contain the following elements, where applicable, in the order outlined 
below: 
  

1. Project title 
2. Researcher status and title: Statement naming Primary Investigator, title and status 

within institution or organization (e.g., student, professor, director, etc.). D11 employees 
must disclose D11 employment status and position in this section. 

3. Statement of purpose, research problem, and alignment to D11 area(s) of research 
interest. This should include a detailed proposal of how findings will inform D11 priorities 
and a timeline of how the researcher will collaborate with D11 staff to ensure that the 
findings inform D11 decisions. This timeline should be corroborated by the sponsor’s 
statement. Specific meetings to update D11 and review findings, along with a list of staff 
that will participate, should be included with the proposal. 

4. Research question(s) and hypotheses. 
5. Benefit/cost to D11 and/or the profession of education. Benefits include any positive 

changes or discovery of knowledge that could improve the function of the district, 

mailto:David.Khaliqi@d11.org
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classroom instruction, and/or administrative procedures Costs include any financial or 
time commitments that are incurred as a result of research participation. 

6. Research Sponsorship 
a. Researcher must also obtain the appropriate level of Research Sponsorship as 

evidence of the proposed research’s value to the district’s students. 
i. Research within more than one school: If the research involves data 

from more than one school, the sponsor must be a director, department 
chair, or a higher-level district administrator (D11 Sponsor; see Appendix 
C). In addition, if the research involves access to school buildings for data 
collection, each school’s principal must give consent (Principal Consent; 
see Appendix D). For any request that takes place in more than one 
school, the sponsor will need to write out a detailed summary of how they 
plan to use the results of the research, and a timeline for ongoing 
partnership with the researcher, as well as a date(s) to review ongoing 
and final results. Sponsors should expect to be available for a call from 
the review committee in the weeks after the deadline to explain how the 
research will benefit their work. 

ii. Research within only one school: A sponsor may be a school principal 
(other than the researcher if applicable) if the research is bound within the 
context of one school. The Principal Consent (see Appendix D) is 
sufficient and no additional sponsorship is required. 

iii. Student thesis/dissertation amendment: While a director, department 
chair, or higher-level district administrator is the preferred D11 sponsor, 
students who are requesting to conduct research for a thesis or 
dissertation may use a manager within D11 as their sponsor. However, 
this option is only available for students who a) do not plan to publish their 
thesis or dissertation, and b) do not plan to present their results at a 
professional setting, such as a conference. Note that you will still need 
sponsorship from a director, department chair, or higher-level district 
administrator if you plan to publish your thesis/dissertation (including in 
online thesis/dissertation databases) and/or present your research in a 
professional setting. 

7. Methods 
a. Sample: sample population includes the procedure for selecting the sample (e.g., 

students, classes or grade levels, teachers, schools, etc.). 
b. Data collection methods: Describe whether primary or secondary data will be 

used for the study. 
i. Primary data is data that has not already been collected. These data will 

be gathered by the researcher through focus groups, interviews, 
observations (including on video or tape recording), or a survey. The 
researcher will actively participate in the primary data collection process 
and obtain the appropriate level of informed consent from research 
participants recruited for the study. See Appendix F. Checklist for the 
Informed Consent for additional information on obtaining informed 
consent. 

ii. Secondary data is data that D11 collects, stores, and maintains and 
requires no involvement from the researcher in the data collection 
process. 

1. Data Protection Agreement (DPA): Secondary data, including 
student-level and aggregate unsuppressed (showing less than 16 
students per group), will require a signed and executed DPA. 
Please link the information from your proposal (e.g., title, 
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researcher(s), research questions for which the data will address) 
to the DPA. If your study requires a DPA, please request a copy of 
the DPA from the RRB at David.Khaliqi@d11.org.  

c. Time required of participants. If primary data is collected, complete the Time 
Requirement form (see Appendix E). 

d. Instruments: interview, focus group, or observation protocols; survey items, 
rubrics, etc. Copies of all instruments used must be included with your 
application. 

e. Methods for analyzing results: The methods to be used for analyzing or 
evaluating the results (e.g., analysis software, statistical methods, etc.). 

f. Research timeline: must include tentative start and end date of all research 
activities, data collection, and reporting of results. Please note that input from the 
D11 Sponsor is needed regarding dissemination of findings. The RRB and D11 
sponsor have the right to review publications prior to release. 

8. Human Subjects Protection 
a. Institutional Review Board (IRB) Approval Documentation (required) 

i. If you are affiliated with a university or other research institution, you are 
required to provide documentation of IRB approval from your home 
institution before we can approve the start of any research within D11. 
The RRB process can be initiated and completed while you are awaiting 
IRB approval, but we cannot allow research to start without IRB approval. 
IRB approval ensures protection of the rights and welfare of human 
research subjects (e.g., district staff, principals, teachers, and students) 
recruited to participate in research activities. 

b. Procedures to ensure participant confidentiality and privacy 
i. Data Security: You should outline a detailed plan about how you intend to 

keep data confidential and secured during the course of your research. 
ii. Data Destruction: You should also discuss how you will destroy your data 

following the conclusion of your research project. 
c. Benefit, compensation, and risk to participants 
d. If the study requires direct contact with participants or the collection of 

information that may lead to the identification of participants, attach active 
consent letters or parental/guardian consent letters in the cases where the 
participants are minors. Refer to Consent Letter Checklist for letter content 
requirements (see Informed Consent Guide). If there is the possibility that 
parents and/or students speak a language other than English, forms in 
appropriate alternative languages must be provided. 

i. Parental Consent is required for all research that collects primary data 
directly from students (e.g., interviews, focus groups, or surveys). 
Parental consent may not be necessary for research where the students 
is not the object of study and no identifiable information on students is 
being collected (e.g., a study on teacher effectiveness where lessons are 
videotaped and students are present, but not explicitly identified). Parents 
must provide “active” consent (signatures) for their child to be included in 
the research results. If parents decline to have their child participate in the 
study, please respect their wishes and remove this child from participation 
in your study. See the Informed Consent Guide for an example of a 
Parent Consent letter. 

ii. Informed Consent: If primary data are not being collected from students, 
informed (or “passive”) consent is acceptable for the study participants. 

1. For students, informed consent is okay when the students are not 
the object of the study and no personally identifiable information is 

mailto:David.Khaliqi@d11.org
https://docs.google.com/document/d/1xsuwf8jLmnK1cx2PQ-DEFJOyfXPri8NihGS5rbzI3V0/view
https://docs.google.com/document/d/1xsuwf8jLmnK1cx2PQ-DEFJOyfXPri8NihGS5rbzI3V0/view
https://docs.google.com/document/d/1xsuwf8jLmnK1cx2PQ-DEFJOyfXPri8NihGS5rbzI3V0/view
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being collected on students. The parents of all students must 
receive an informed consent letter with details about the study, 
use of the data, and contact information for the researcher. See 
the Informed Consent Guide for an Informed Consent Letter 
example. 

9. Documentation, Funding, and Dissemination 
a. D11 Partnership Documentation: If applicable, please briefly describe and 

provide additional documentation for the project activities (e.g., Memorandum of 
Understanding, contract, scope of work, etc.). 

b. Project Funding Description: If applicable, please briefly describe and provide 
additional documentation for the project funding (e.g., contract, grant, etc.). If 
funding is available, please describe if this funding will be used as an incentive 
for research recruitment and participation (e.g., gift cards, etc.). 

c. Dissemination Plan: Describe plans for the dissemination of research findings. 
Be sure to include plans to disseminate results to the D11 Sponsor and 
Research Review Board as well as external publications or journals (if 
applicable). Please ensure the anonymity of the district by refraining from naming 
D11 within external journals and publications. If there would be benefit to D11 to 
share the research results with “Colorado Springs School District 11” name, 
please contact the RRB for further guidance. 

 
  

V. Conducting the research 

              
After the proposal has been approved, the researcher must comply with the following: 
  

1. The procedure must be carried out according to the original proposal, as approved. 
Researcher must sign the approval letter and e-mail to the RRB at 
David.Khaliqi@d11.org following the instructions on the letter. 

2. For secondary data requests, a D11 analyst will contact the researcher upon receiving 
the signed approval letter with an estimated total cost for pulling data, if required. 
Payment must be received before data is released to the researcher. Secondary 
data will be released to the researcher by the agreed due date. 

  

Research Modification Coversheet 

  
1. Any major deviation from the approved proposal must have prior clearance. The 

applicant must complete the Research Modification Coversheet (see Appendix G) and 
attach a brief description and rationale for the proposed changes. 

a. Deviations include, but not limited to: inclusion of additional years in the study, 
pulling additional variables, or adding more schools. 

b. Large changes to research procedures, instruments, or otherwise key 
components may require modification through your institution’s IRB. Please 
check with your IRB to make sure you are following proper ethical research 
protocols. 

2. Studies are typically approved for a period of one year, though some exceptions for 
longer-term studies may be considered. Extensions to the study must be requested 
using the Research Modification Coversheet (see Appendix G). 

https://docs.google.com/document/d/1xsuwf8jLmnK1cx2PQ-DEFJOyfXPri8NihGS5rbzI3V0/view
mailto:David.Khaliqi@d11.org
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3. Along with the Modification and Continuing Review Process Coversheet, researchers 
must obtain an updated D11 Sponsor’s Statement of Support outlining and agreeing to 
the modified changes. 

  

VI. Dissemination of results 

  
Once the study has concluded, the researcher must submit a report of the findings to the D11 
RRB as specified in the research timeline prior to publication or distribution of findings to 
other parties. If co-authorship with D11 is established, D11 should be actively involved in the 
writing of the report or paper. Please send results to the David.Khaliqi@d11.org and to the D11 
Sponsor. 
  
If the researcher does not follow through with disseminating the results to D11 as outlined in the 
application, this will impact the ability of future researchers from the same institution to receive 
approval. If this is part of a recurring request, subsequent data will not be pulled and the 
researcher will need to submit a new request. 
  
D11 reserves the right to provide comments or suggestions that the author will consider prior to 
dissemination and/or publication of findings. Further, D11 reserves the right to restrict 
dissemination and/or publication if participant, school and/or district anonymity is compromised.  

VII. Required Documentation 

Background checks are required to conduct research on an approved study with D11.   The 
researcher, or Principal Investigator, must keep copies of the background checks and insurance 
coverage on file to be made available to D11 upon request.  
  
Background Checks 
The researcher, or Principal Investigator, and all research team members must have a criminal 
background check.  The results of the background check must comply with D11 policy (24-72-
305.3, C.R.S.) and be conducted prior to the start of the approved research study. Upon 
request, the results of the background check will be available to D11.  All costs associated with 
the background check are the responsibility of the research team members. The researcher, or 
Principal Investigator, for this study is responsible for ensuring that the appropriate background 
checks have been conducted for each person prior to conducting the research. Before the study 
begins, each person may be asked to sign a notarized affidavit disclosing any previous criminal 
convictions or whether he or she has or has not been charged or convicted of a felony, 
misdemeanor, municipal ordinance or similar violation.  Thereafter, any new research team 
member must satisfy the requirements set forth in this Section before working on the research.  
D11 also reserves the right to conduct its own criminal background check of every person 
before the study begins.  
  
By signing the approval letter, you certify that no research team member working on the 
research has been convicted of a criminal offense in Colorado or any other state.  If a criminal 
offense is discovered at a later time or occurs during the duration of the study, please notify D11 
immediately. You understand that allowing any research team member with a criminal history 
access to students, district records, or entrance onto D11 property constitutes a material breach 
of the research approval letter and may result in the immediate termination of the research 
study and referral to law enforcement for possible criminal charges, or additional civil sanctions 
pursuant to federal and state law.  Upon request, you will provide documentation of every 

mailto:David.Khaliqi@d11.org
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person working on the research to substantiate the basis of this certification.  You agree this is 
necessary to ensure the utmost protection of D11 students, teachers, and leaders. 

VIII. Appendices 

1.    Appendix A: Research Request Application Checklist 
2.    Appendix B: Request to Conduct Research Coversheet 
3.    Appendix C: D11 Sponsor Statement of Support 
4.    Appendix D: Principal Consent Form 
5.    Appendix E: Time Requirement Form 
6.    Appendix F: Informed Consent Guide 
7.    Appendix G: Research Modification Coversheet 
8.    Appendix H: Initial Interest in Naming the District in Research Results 
 


