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NOTIFICATION OF DEPARTMENTAL STAFF OF RESEARCH ACTIVITIES

For any research study in which the recruitment of subjects or conduct of research requires the
participation of departmental employees or the presence of non-departmental study staff in a
city facility, unit or other property the investigator must:

1.

2.

Include in the study protocol a discussion of all anticipated impacts on department
operations, including but not limited to:
a. The anticipated frequency and duration of non-departmental study staff
presence in each unit
b. The space and equipment needs of non-departmental study staff (e.g, folding
table in the waiting room for distributing study information, private office space
for meeting with potential subjects)
c. The information and records to which, and people to whom, the non-
departmental study staff will require access

Obtain written approval from the director of each facility or unit involved that includes:

a. The name(s) and contact information for at least one site-specific point of
contact to whom the non-departmental study staff will report upon arrival and
prior to beginning any research activities for the day

b. Verification that the point-of-contact person and all affected employees have
been notified of:

i. The names of non-departmental study staff who are approved to be

present in the facility

ii. What the non-departmental study staff are approved to do

iii. Where in the facility or unit the non-departmental study staff are
approved to go

iv. What information, records, or people the non-departmental study staff
are approved to access

v. What level of participation is expected of employees

vi. Whom to contact if employees or unit managers have questions or
concerns, or if they witness study activities other than those that have
been approved.



