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Guidelines for Conducting Research
with Chicago Public Schools
A Visualization of the Board of Education’s External Research Policy

The Chicago Board of Education has policies, standards and guidelines in place establishing requirements
for requesting authorization to conduct research in the Chicago Public Schools (CPS) and/or to receive
CPS data for research purposes.* The External Research Office in the Department of School Quality,
Measurement and Research evaluates requests to comply with these regulations.

To read the External Research Policy and Research Review Board (RRB) Guidelines in full, as well as find
additional resources, user guides, and links to online forms, please visit us online at
www.cps.edu/about/district-data/conduct-primary-research.

You can reach us directly via email at research@cps.edu.

External Research Regulatory Environment
Just as you could not walk into a hospital and ask for the medical records of its patients, researchers and
those engaged in learning do not have a right to access school communities and individual level school
records. Below is a brief overview of the Federal, State and local Board of Education policies governing when,
where and how data can be collected from school communities.

The district provides a significant amount of aggregated data at the school and district level online at
www.cps.edu/about/district-data. For requests related to obtaining records through FOIA**, please
visit www.cps.edu/about/freedom-of-information-act-foia.

*External Research Study and Data Policy (Section 203.4 | Board Report 19-1211-PO3)
**Freedom of Information Act (FOIA): The law provides that a person can ask a public body for a copy of its records on a specific subject.
Some records may be subject to confidentiality provisions imposed by other state or federal laws. The FOIA process for disclosure of
information does not supersede these other applicable statutory and judicial mandates.

http://www.cps.edu/about/district-data/conduct-primary-research
mailto:research@cps.edu
http://www.cps.edu/about/district-data.
http://www.cps.edu/about/freedom-of-information-act-foia/
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How Do We Define “Research”?
Chicago Public Schools has several processes in place to help external researchers conduct research and
collect data. The CPS External Research Office groups requests for research into two broad categories:

How to Submit Materials for Review
The Research Review Board (RRB) is the External Research Office’s process used to assess proposals
to conduct primary research in CPS. Proposals are reviewed 5 times per year, approximately 6 weeks
before the start of each quarter, including the summer session. You can view the current RRB calendar
here.

Beginning in 2022, the External Research Office began accepting proposals for primary and secondary
research using our online portal, called IRBManager. We can also now accept payments online via the
Illinois E-Pay site, found within the RRB and External Data Request forms in IRBManager. All requests to
conduct research or access secondary data should be submitted via IRBManager.

If your request is approved, it is valid for one year from the date of approval. If activities extend beyond
this date, your project will need to be reauthorized in the system, called a Continuing Review; or if you
make changes to your project (recruitment pool, research instruments, etc), your approval will be
renewed through this Modification.

http://www.cps.edu/about/district-data/conduct-primary-research/
http://www.cps.edu/about/district-data/conduct-primary-research/
https://cps.my.irbmanager.com/Login.aspx
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Am I Required to Obtain RRB Approval?
While not all projects may meet the Board’s definition of External Research and require RRB review and
approval, you should reference the matrix below to determine which definition your project falls under.
Below, you will also find an FAQ on further determining if your project meets the Board’s definition of
research.
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When Should I Submit Materials to the RRB?

RRB Flow Chart
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RRB Restrictions to Note
The following are important CPS and RRB policies to consider in your research activities, including selecting
participating schools; determining recruitment and data collection procedures; and providing compensation
for participation:
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Using CPS Data in Secondary Research
If your study and/or evaluation will require secondary administrative data on individuals (CPS staff or
student level data) a formal data request must be submitted through IRBManager. School and District
level data can be found publicly on our school data page and the City of Chicago’s Data Portal.

Below are some important notes to consider when submitting your request for Secondary Research:

https://www.cps.edu/about/district-data/
https://data.cityofchicago.org/


External Research, SQMR
Spring 2023

FAQ: Evaluation & Research
In some instances, CPS vendors providing services to CPS students or staff wish to evaluate their services.
The question of evaluation versus research is only applicable to CPS vendors who are providing direct
services to students or staff. Below, you will find more information on whether or not a CPS vendor should
submit their evaluation to the Research Review Board.

Q1: Are you a CPS vendor providing services directly to CPS students or staff?
Yes - Go to Q2
No - If you want to provide services but you are not an approved vendor or you do not have an
agreement or MOU with CPS, you will need to first complete those processes. If you want to provide
services for the purpose of evaluating those services, you are required to submit your materials to the
RRB.

Q2: Do you want to collect survey responses ONLY from recipients of your services?
Yes, surveys only - go to Q3
No, I want to collect surveys and/or other types of data (focus groups, interviews, etc) - go to Q3
No, I do not need to collect any data, I just need administrative data - this process is not applicable to
you

Q3: What is the purpose of data collection?
Program evaluation, continuous improvement, user experience - go to Q4
Program impact, “Did it work?”, effectiveness - this is research, and needs to be reviewed by the RRB;
this type of data collection is typically NOT covered in vendor agreements or MOUs

Q4: Does your vendor agreement or MOU clearly articulate the data collection you are seeking to
perform, including the types of data (surveys, focus groups, interviews, etc)?

Yes - you may collect data for program improvement purposes per your agreement or MOU. Data
collection instruments should be attached as exhibits in your agreement; if they are not, please
provide them to the External Research Office and to your CPS business partner for review and
approval prior to administration.
No, it only includes surveys - go to Q5
No, it includes neither surveys nor other data collection - go to Q5

Q5: You will need to amend your vendor agreement or MOU. Is your CPS business partner willing to
facilitate such an amendment?

Yes - proceed with amending your agreement; upon amendment, you may collect data for program
improvement purposes per your agreement or MOU. Data collection instruments should be attached
as exhibits in your agreement; if they are not, please provide them to the External Research Office and
to your CPS business partner for review and approval prior to administration
No - you will not be able to collect the information you are seeking absent support from your CPS
business partner and an agreement specifying data collection

https://www.cps.edu/procurement/how-to-become-a-vendor/
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FAQ: Conducting Research
How often does the Research Review Board meet to consider proposals?
The CPS RRB meets quarterly to review external research proposals, typically 6 weeks before the start
of each quarter, including the summer session.

Can I approach school communities about a research proposal prior to getting RRB approval?
Yes, but keep in mind that RRB approval is necessary to begin any official recruitment of research
subjects. You may approach schools to gauge interest and capacity, as well as collect any necessary
Letters of Support, but should keep in mind that school principals and administrators have ultimate
authority regarding any study activity in their school. RRB approval should be considered a
“permission slip” to approach schools and research subjects for recruitment, but does not give an
external researcher the right to enter a school and conduct the proposed research activities.

Do I always have to gather written consent from guardians? Is a notice to opt out of research
activities an option?
In studies involving primary data collection, the Board’s External Research Policy requires active
informed consent in almost all circumstances for research or evaluation participants. Active written or
verbal assent for minors is strongly encouraged by the Board.

What if I am a graduate student who wishes to partner with CPS to fulfill requirements of my
education?
Currently, the CPS RRB only considers graduate proposals from CPS staffmembers looking to conduct
research to complete a Master’s Thesis or Doctoral Dissertation. Please be aware that the Board’s
External Research Policy states that youmust use independent research subjects in your studies (i.e.
you must not have a position of authority over proposed research subjects or have a conflict of interest
with proposed research subjects). This means you cannot conduct research on any current or future
students, or staff over whom you have authority. If you are a school-based staff member, this likely
means that you will need to conduct your research outside of your current school building.

Where do I go to submit documents for a re-submission or re-authorization of an existing
RRB project?
Re-Submission of a Project (RRB Determination of Revise & Resubmit)
After a decision has been made by the RRB, you will be notified via email from IRBManager. In some
cases, your proposal will be neither approved nor denied, and the RRB will request more information or
specific modifications. These should be submitted within IRBManager, keeping in mind that this is still a
new submission and not a modification to an approved project.

Modifications and Continuing Review
Modifications and Continuing Review applications are reviewed on a rolling basis; these are not
adherent to the dates found on the Research Review Board Calendar. A $50 processing fee is still
required for consideration. All modifications and continuing reviews must be submitted through
IRBManager. You should not submit a new form for Modifications and Continuing Reviews, but rather
amend the form currently in your dashboard. You can expect your submissions to be reviewed and
processed within 15-20 business days.

More information about submitting forms in IRBManager can be found in our User Guide in
www.cps.my.irbmanager.com.

https://cps.my.irbmanager.com/Login.aspx

