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Guidance & Template: Letter of Permission

A letter of permission from an authorized official must be obtained for research that involves the use of site resources (i.e. data source) or engagement in research procedures on site. Letters of permission typically required for sites that would be considered “private” and not open for general public / commercial use. 

A letter of permission does not need to be submitted to the IRB, however, it must be maintained in the research record and made available upon request. Please note that the IRB may require a copy of the letter at any time. Additionally, the letter may be required as part of a routine quality improvement review. 

It is the responsibility of the Principal Investigator (PI) to:
· Obtain the letter of permission prior to beginning any research activities at the site 
· Maintain the permission letter with the study documentation  

The required elements for a letter of permission (see template below):
· Written on institutional/business letterhead or their email account
· Name of PI
· Title of research project
· For research at school sites: Requirements of the Family Educational Rights and Privacy Act (FERPA) and the Protection of Pupil Rights Amendment (PPRA) (If not applicable remove all references from template)
· Signed by an authorized official (e.g. district official / school principal, site manager, director, owner)

Additional Information, to be included as appropriate:
· Any stipulations as required by the site, such as requiring documentation of IRB approval or requesting to review research findings
· Any explicit restrictions to agreement/permission




[INSTITUTIONAL LETTERHEAD/EMAIL]

DATE

To the UCI Institutional Review Board,


The purpose of this letter is to inform you that [Principal Investigator’s (PI) Name] has permission to conduct the research titled [Title of Research Study] at [Name of Site / School]. 

For research at school sites: This also serves as assurance that this school complies with requirements of the Family Educational Rights and Privacy Act (FERPA) and the Protection of Pupil Rights Amendment (PPRA) (see next page for specific requirements) and will ensure that these requirements are followed in the conduct of this research.


[Name of Site / School] is happy to support this research project.


Sincerely,

[Name]
[Title]


Requirements of the Family Educational Rights and Privacy Act (FERPA) and
the Protection of Pupil Rights Amendment (PPRA)

· The right of a parent of a student to inspect, upon the request of the parent, a survey created by a third party before the survey is administered or distributed by a school to a student. Any applicable procedures for granting a request by a parent for reasonable access to such survey within a reasonable period of time after the request is received.

· Arrangements to protect student privacy that are provided by the agency in the event of the administration or distribution of a survey to a student containing one or more of the following items (including the right of a parent of a student to inspect, upon the request of the parent, any survey containing one or more of such items): 
· Political affiliations or beliefs of the student or the student’s parent. 
· Mental or psychological problems of the student or the student’s family. 
· Sex behavior or attitudes. 
· Illegal, anti-social, self-incriminating, or demeaning behavior. 
· Critical appraisals of other individuals with whom respondents have close family relationships. Legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and ministers. 
· Religious practices, affiliations, or beliefs of the student or the student’s parent. 
· Income (other than that required by law to determine eligibility for participation in a program or for receiving financial assistance under such program). 

· The right of a parent of a student to inspect, upon the request of the parent, any instructional material used as part of the educational curriculum for the student. Any applicable procedures for granting a request by a parent for reasonable access to instructional material received. 

· The administration of physical examinations or screenings that the school or agency may administer to a student.

· The collection, disclosure, or use of personal information collected from students for the purpose of marketing or for selling that information (or otherwise providing that information to others for that purpose), including arrangements to protect student privacy that are provided by the agency in the event of such collection, disclosure, or use. 

· The right of a parent of a student to inspect, upon the request of the parent, any instrument used in the collection of personal information before the instrument is administered or distributed to a student. Any applicable procedures for granting a request by a parent for reasonable access to such instrument within a reasonable period of time after the request is received.
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