Research Advisory Committee
400 Taunton Road East
Whitby, Ontario
L1R 2K6
905-666-6026

RESEARCH IN DURHAM
Carefully planned and executed research can have an important impact on education. Accordingly, high
quality research is encouraged and valued in Durham.

Purpose for a Research Procedure
It is anticipated that requests will continue to be made to conduct research in Durham schools. Common
procedures that facilitate the processing of such requests are desirable. This procedure is designed to assist
anyone wishing to undertake research in the Durham District School Board.

External Research
1.

A request from a non-Board employee or a Board employee collaborating with a non-Board agency.

2.

A board employee wanting to do research outside her/his own area of responsibility.

Internal Research
1.

A school or classroom project related to local or regional initiatives.

2.

A teacher wishing to conduct research in her/his own classroom.

3.

A teacher wishing to conduct research beyond her/his own classroom, subject to the approval of the
Principal and, when appropriate, other staff.

4.

An employee wishing to conduct research beyond her/his own area of responsibility, subject to the
approval of her/his supervisor.

5.

An employee conducting research that meets specific Board needs should be facilitated through the
Accountability and Assessment Department as internal research.

Research Advisory Committee
All external research which requires access to Durham schools, teachers and students must first be approved
by the Research Advisory Committee.
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Research Advisory Committee – Membership
The Research Advisory Committee will meet, as required, from September to the end of May.
Membership consists of:
•

The Accountability and Assessment Officer

•

The Superintendent of Programs

•

A representative from Durham Elementary School Administrators (DESA)

•

A representative from Durham Secondary School Administrators (DSSA)

•

A representative from The Durham Elementary Teachers’ Federation

•

A representative from The Durham Secondary Teachers’ Federation

•

A meeting quorum will constitute at least 4 members (the chair and any other three members)

Research Advisory Committee – Role
It is the role of the Research Advisory Committee to:
•

Screen requests for external research, and advise the system of approvals

•

Monitor the quantity and topics of research to ensure a fair distribution of research studies
throughout Durham schools

•

Protect Durham schools and their staff and students from invasion of privacy and from unwarranted
and excessive demands on their time by external researchers

•

Approach schools on behalf of researchers

The Committee wishes to encourage the professional growth of Durham staff and recognizes its responsibility
to provide an opportunity for the training of potential educational researchers. In this regard, preference will be
given to applications from Durham employees.

How Should This Procedure Be Used?
There are three sections, all of which should be read to provide an overview of research procedures in
Durham.
•

Section A outlines the criteria that should be addressed by anyone conducting research or
assessing research proposals. The Research Advisory Committee will follow these criteria

•

Section B contains other procedures and practical suggestions for external and internal
researchers

•

Section C offers information to principals on the practical implications of external research. It also
describes procedures to be followed by principals and other supervisors evaluating internal
research requests.
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Section A
Criteria For Conducting/Assessing Research
A.

Benefit to the Durham System
1. The study must be worthwhile and have a high degree of educational relevance and be consistent with
Durham goals.
2. It should be a valuable experience for participants considering time lost from other activities.
3. There must be direct research benefits to the system through, for example, the provision of feedback,
workshops, materials and/or summary data.
4. A priority will be placed on research projects which are designed to inform the decision making process.

B.

Moral and Ethical Issues
1. The equity of all groups must be ensured. The researcher should ensure that materials used do not
reinforce racist, sexist, religious or other stereotypes.
2. The researcher must explain to participants all features that might be expected to influence their
willingness to participate.

C.

Protection of Individuals
1. The researcher must have adequate safeguards to ensure confidentiality of individuals and schools.
2. Where appropriate the researcher must obtain parental consent and student permission.
3. Research activities must not substantively disturb the work of schools; the amount of time involved
should be minimal.
4. The researcher must minimize stress on the part of participants.

D.

Feedback
1. Researchers must submit a copy of their written report to the Accountability and Assessment
Department within two months of its completion.
2. Researchers should offer feedback to participating schools in the form of workshops, written material or
other means.
3. Additionally, where appropriate, researchers should cooperate with schools who wish to give feedback
to parents through school newsletters.
4. Researchers must ensure that the anonymity of students, teachers and schools is preserved in
subsequent publications and inform and discuss any such publication plans with the Accountability and
Assessment Officer.
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E.

Technical Concerns
1. The research methods used should enable valid conclusions to be drawn and should use appropriate
data analysis procedures.
2. Any cost to the Board or school must be clearly stated and appropriately accounted for and/or
arranged.
3. The researcher must take into account the appropriateness of the time of year for data collection.
4. The research design should take into account the presence of any similar or related Board study or
program.
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Section B
Other Procedures and Practical Suggestions for Researchers
A.

External Research
1. Researchers should consider the following when designing projects:
a) If asking teachers for personal data there is a need to consult with appropriate Federations.
b) When conducting research involving students under 18, parental consent is necessary and
desirable. Well documented permission is critical:

∗

i.

If information is needed about student home circumstances

ii.

If access to test results or other private information is required

A short (single page) letter must be sent to parents/guardians requesting their permission
(see sample in this procedure).

c) If a research application is approved, responsibility for all the necessary materials lies with the
researcher.
2. The researcher will fully complete an application form (sample in this procedure) for the Research
Advisory Committee and forward it to the Accountability and Assessment Officer. At least one month
should be allowed for the processing of applications. Please include 7 copies plus the original.
3. The researcher may be requested by the Accountability and Assessment Officer to attend a meeting of
the Research Advisory Committee.
a) During the Research Advisory Committee meeting requests may be made for changes to the
proposal as a condition of approval.
b) Any subsequent changes must be approved by the Committee.
4. The decision of the Research Advisory Committee will be forwarded to the applicant, in writing, by the
Accountability and Assessment Officer.
5. If the research is approved, the Accountability and Assessment Officer will make the initial contact with
schools regarding the project.
6. When the Research Advisory Committee approves an external project the researcher must also obtain
agreement from the school principal and staff and where appropriate from individual students.
7. The researcher will forward all final reports to the Accountability and Assessment Officer and make
appropriate information available to participating school.
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B.

Internal Research
1. Internal researchers must be familiar with and follow the Criteria of Durham’s Research Procedure.
2. A completed Internal Research Project Form is requested from each researcher to permit a greater
awareness of the extent and nature of undertaken projects. Forms should be sent to the Accountability
and Assessment Officer for the Research Advisory Committee.
3. Internal researchers may be invited, where appropriate, to share their findings with Durham educators.
Where appropriate all internal research results would be shared/communicated with all participants of
the study.
4. The Accountability and Assessment Department is available for advice and assistance on the design of
projects and on the collection, analysis and interpretation of data.
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Section C
Procedures and Information for Principals and Supervisors
Part A is directed specifically at Principals, and focuses on the implications of having external researchers in
their schools. Part B is written for Principals and all other staff members who supervise an internal researcher
(see definitions of Internal Research in the Introduction).

A.

External Research
1. Principals will be informed through electronic mail of system-wide projects approved by the Research
Advisory Committee.
a) If only a small number of schools are required by the researcher, Principals will be contacted
individually by the Accountability and Assessment Officer.
2. Involvement in external research studies is voluntary.
a) Principals are expected to become familiar with the criteria upon which research applications
are judged. This will better enable them to decide whether or not to participate.
b) The Accountability and Assessment Department is available if any questions or concerns arise
regarding a particular study.
3. Feedback will be provided to participating schools.

B.

Internal Research
1. All supervisors of internal researchers are expected to become familiar with the criteria of the Research
Advisory Committee for approval of research projects.
a) If there are any concerns regarding a proposal, the instruments or the value of a study, advice
may be obtained from the Accountability and Assessment Department.
b) Questions regarding whether the proposal constitutes internal or external research (see the
definitions in the Introduction), should be referred to the Accountability and Assessment
Department.
2. Researchers are requested to forward an Internal Research Project Form to the Accountability and
Assessment Officer to enable our Research Advisory Committee and system to monitor the extent and
variety of internal research and allow project networking among participants.

It is hoped that this procedure explains Durham’s research protocols. Where there are queries or problems,
please telephone the Accountability and Assessment Department at 905-666-6026.
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DURHAM DISTRICT SCHOOL BOARD
PARENTAL CONSENT FORMS
A single page in clear, plain language should include the following information.
1. An introduction which includes specific and detailed information about the researcher and the research.
2. Information about the nature of the involvement of the student (e.g., ½ hour of class time to complete a
questionnaire).
3. When the testing or data collection will take place.
4. Assurance that the study has been approved by the Durham District School Board and the school's
Principal.
5. A guarantee of confidentiality of individual results.
6. That the Principal has the telephone number of the researcher should parents wish further information.
7. An appreciation extended to parents for consideration of the request.
8. A tear-off portion to be signed by a parent/guardian and returned to the researcher through the school
by a specific date (or, should space be limited, a second page to be returned).
On the reverse side is a sample of a parental consent letter which may provide a model for researchers as they
design parental consent forms.
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DURHAM DISTRICT SCHOOL BOARD
SAMPLE LETTER AND CONSENT FORM
Dear Parents:
I am a graduate student at the University of _______________ and I am conducting a study that looks
at children's problem solving in academic and social situations. A child's approach to solving problems affects
all aspects of her/his life both in and outside of school. I hope that this project will lead to a better
understanding of how children solve problems, and how solving problems in school-like tasks relates to solving
problems with friends. I would like to include your child in the study.
In three half hour sessions during April, I will ask children to arrange short stories into similar
categories, and to describe their reasons for doing this. This is a fun activity that is also a thinking and learning
experience. I am interested in the information children use to do this task. Your child's responses will not be
identified by name and I will not use information from school records.
This study has been officially approved by your child's school Principal and the Durham District School
Board's Research Advisory Committee. When the study is complete a report on the findings will be available
to interested parents in the school library.
Please complete the form at the bottom of this letter and return it to your child's teacher by March 23.
I sincerely appreciate your co-operation. If you would like to receive more information about the study,
please contact me through the school Principal.
Thank you
Jane Brown
Graduate Student
Department of Psychology
University of _________________________

School Name

______________________________________________________________________

Child's Name

______________________________________________________________________

Check Here
___

I give permission for my child to participate in the University of _________________________ study
conducted by Jane Brown.

___

I do NOT give permission for my child to participate in the University of _________________________
study conducted by Jane Brown.

Signature of parent/guardian ________________________________

Date _________________________

Please return to your child’s class teacher by March 23
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