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Policies and Procedures for External Researcher Projects

1. Introduction

1.1 Overview

A.

F.

State law directs the Maryland Longitudinal Data System (MLDS) Center to conduct research
that will improve the State’s education system and guide decision making by State and local
governments, educational agencies, institutions, teachers, and other education professionals.
(Md. Code, Ed. Art. §24-703(f)(4) and (5)).
The data in the System may only be used for the following purposes:
i.  The audit and evaluation of State and federal education programs;
ii.  The performance of educator preparation programs; and
iii. Best practices regarding classroom instruction, education programs and curriculum, and
segment alignment.
Only authorized staff of the MLDS Center may access the data in the System. Researchers who
are authorized staff of the MLDS Center may only utilize de-identified data to conduct research.
Only de-identified, aggregate data may be released in reports and analysis. To support the
research directives and the mission of the MLDS Center, the Executive Director may designate
researchers as authorized staff of the Center (COMAR 14.36.06.01.C(2)(2)(iii)).
The procedures outlined in this document identify how a researcher may be designated as
authorized staff of the Center. This document governs how a researcher shall conduct research
using the System on topics specified by State statute, the MLDS Research Agenda, and/or which
otherwise support the mission of the MLDS Center in conformity with applicable State and
federal laws.
A researcher who wants to utilize data from the MLDS must develop and submit a proposal to
the MLDS Center. If the proposal is approved, the researcher must complete the Center’s
Restricted Use Data Agreement, a security background check, non-disclosure agreements, IRB
and reporting requirements. The full process includes the following steps. Each of these steps is
outlined in the remainder of this document.
i Research Proposal and Application
ii. Review Process
e MLDS Center Internal Review
e Research and Policy Board Review
e Final Determination
iii. Restricted Use Data Agreement

iv. Institutional Review Board (IRB) Approval
v.  Access to the MLDS

vi.  Conduct Research

vii.  Conclusion of Research

Applicants are encouraged to contact the MLDS Center (mlds.center@maryland.gov) prior to

submission to ensure a successful proposal.
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1.2 Definitions

A. Aggregate data means data that is compiled into data summaries to ensure individual student
or worker data cannot be identified.

B. Cross Sector Research means research on what happens to students before and after critical
transitions and that utilizes data from, at minimum, two of the three partner agencies of the
MLDS Center.

C. De-identified data means data in which personally identifiable information has been removed.

D. Executive Director means the Executive Director of the MLDS Center, or the Executive Director’s
designee.

E. External research project means a project that is not currently aligned with the Center’s research
priorities.

F. External Researcher means any researcher not part of the MLDS Research Branch.

G. MLDS Research Staff means a permanent member of the Research Branch funded in the annual
budget as part of the Memorandum of Understanding between MLDS Center and the University
of Maryland, School of Social Work. Research Branch staff includes graduate and postdoctoral
students working under the direction of Research Branch staff.

H. MLDS Project means a project that is aligned with a Center research priority, falls under the
research agenda, and is conducted by a current member of the Research Branch.

I.  Partner Agencies means the state agencies that provide the majority of the data to the MLDS,
including the Maryland Department of Labor, Licensing and Regulation, the Maryland State
Department of Education, and the Maryland Higher Education Commission.

). Qualifying Institution means an institution that provides unit record data to the Maryland Higher
Education Commission.

K. Research Applicant (RA) means a researcher or team of researchers applying to access and use
MLDS data pursuant to these procedures or, as indicated by context, a researcher who received
access to use MLDS data and is working on a project under these procedures.

L. Research and Policy Advisory Board (RPB) means the Executive Director’s advisory Board
established to ensure ongoing input and participation from key stakeholders in the MLDS
Center’s research and policy agenda, related output and general operations.

M. Unit-record data refers to any information collected and maintained in the MLDS on individual
students or workers.

N. Visiting Research Branch Staff means a member of a University System of Maryland institution
who has been appointed to the research staff by the Executive Director and is working on a
specific, limited engagement project.

1.3 Applicability
The procedures and requirements established in this document are applicable to:
A. An external researcher; or
B. Any researcher seeking to use MLDS data for an external research project or a grant funded
research project.
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1.4 Limitation

A

B.

An application submitted under these procedures will only be accepted from staff or faculty
from a qualifying institution.

Staff or faculty from a non-qualifying institution may partner with staff or faculty from a
qualifying institution to submit an application under these procedures.

1.5 Overview of Relevant State and Federal Laws
The relevant state and federal laws that restrict access to the data contained in the Maryland
Longitudinal Data System and the privacy of the personally identified information maintained in the

System are detailed below:

A

Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) provide
for the security and privacy of students’ personal identifiable data;

National Research Act (1974);

Education Article, §24-703(f)(4) and (5), Annotated Code of Maryland, identifies types of
research that may be conducted using data from the MLDS;

Education Article, §24-703(g), Annotated Code of Maryland, restricts access to data in the
Maryland Longitudinal Data System to authorized staff of the Center;

COMAR 14.36.06.01(C)(2)(iii) established the appointment of additional researchers as
authorized staff to provide additional analysis in furtherance of the Center’s functions and
duties as specified in Education Article, §24-703(f)(4) and (5), Annotated Code of Maryland; and
COMAR 13A.08.02 ensures confidentiality and privacy in regard to the disclosure of information
contained in Maryland State Department of Education student records to outside agencies.
The laws administering the Federal State Unemployment Insurance Program (UI)(20 CFR Part
603) governs the privacy and security of workforce data and the MLDS Center’s use of that data
in the performance of the agency’s statutory duties.

2. Research Proposal

2.1 Contents of Research Proposal

A.
B.

All Research Applicants (RAs) must complete an MLDSC External Researcher Application.
The MLDS Center External Research Proposal & Application (Appendix 1) includes the most
frequently asked questions from the MLDS Governing Board, Research and Policy Advisory
Board (RPB), and MLDS Center staff. Additional information on each of the parts of the
Application are included in Appendix 1.
The following documents must be uploaded at the time the application is submitted:

i.  Complete MLDSC External Researcher Application;

ii. Formal Research Proposal (See 2.2 Formal Research Proposal below);

iii.  Curriculum vitae for the RA who will serve as the principal investigator for the project;

iv. IRB documentation or statement of exemption, if available at the time of the
application;
V. Data Request Template; and
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Vi. Grant Application Checklist, if applicable.

2.2 Formal Research Proposal
A. Aformal research proposal must be submitted as part of the application. Proposals should be no
longer than 15 pages in length, excluding references. The formal proposal may take the format
most suited to the RA. The formal proposal should expand on and fully explain the information
included in the application. A complete research proposal will include the following:
i.  Atitle page with the project title, the name of the RA who will serve as the principal
investigator, and the date of submittal;

ii. An abstract;

iii. A descriptive narrative of the research;

iv. Problem or issue under consideration;

V. A detailed explanation of how the research:

e Aligns with the MLDS Research Agenda;

e Evaluates a state or federal education program;
® |s cross-sector research; and
® Provides a benefit to the State of Maryland;

Vi. A clear research question or hypothesis;
vii. Description of the methods and procedures proposed;
viii. The RA’s available resources, such as staffing and funding;

ix. A description of a Center product and plans for further developed works (see B. Center
Product and C. Further Developed Work of this section); and

X.  Atimeline for completing the project.

B. Center Product
i. As stated in section 1.5D, Maryland law restricts access to data in the MLDS to

authorized staff of the Center. Accordingly, no project will move forward unless the RA
successfully completes all required steps for becoming staff of the Center. As staff of
the Center, the work conducted must be work for the Center. All proposed research
conducted by an RA pursuant to this document must result in a product for the Center.

ii.  The Center product may take on many forms. Center staff will assist the RA in selecting
the most appropriate form for the Center product. Some examples include:

e Aseries of tables and graphs developed for a dashboard in conjunction with
Center staff;

® A public presentation through the MLDSC Research Series, or

e A summary report of the research and findings.

iii. The Center product must:

e Convey in non-technical language the original research question, the results and
analysis of the completed research, and implications for policy makers or
practitioners;

e Include an identified audience; and

e A method for dissemination.

iv.  The Center product is derived from the research conducted pursuant to the research
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proposal, but does not have to report on all facets of the research conducted. For
example, the RA may conduct in depth preliminary analyses and statistical tests to
determine the best method to use for the research and the appropriateness of the
method. The Center product may include a brief description of the method chosen and
the findings. The explanation of the preliminary analyses and appropriateness of the
method does not necessarily need to be included in the Center product.

C. Further Developed Work

i.  The Center product must be submitted prior to the further development of the research
product.

ii.  The further developed works occur after System access is terminated and, therefore
may only utilize aggregate, de-identified data sets that were developed as part of the
work for the Center product.

iii.  The researcher may further develop the research for purposes such as writing a paper,
journal article, or dissertation using the research conducted pursuant to the research
proposal and consistent with the main research question in the original research
proposal.

iv.  The further developed work may include an in-depth discussion of the research on the
topic, the statistical methods utilized, why the methods were chosen, what the findings
are and how the findings advance scholarship in the field.

v.  The further developed work may not utilize new or different data or analyses other than
what was created for the Center product.

2.3 Identifying Data Needed for Proposed Research
A. Prior to submitting a research proposal, RAs are strongly encouraged to determine if the Center
has sufficient data for the intended research. To do this RAs should:
i Use the following links to the MLDS Data Inventory and information from the MLDS
partner agencies to understand the data elements:
e MLDS Data Inventory: https://mldscenter.maryland.gov/Datalnventory.html
e MHEC Data Dictionary:
https://community.datacookbook.com/institutions/mhec

e MSDE Maryland Report Card: http://reportcard.msde.maryland.gov/; or

ii. Contact Center staff.
B. Once the RA has determined that the Center has sufficient data for the RA’s intended research,
the RA must identify data for the proposed research using the Data Request Template.

C. The data identified on the RA’s Data Request Template must be consistent with the research
proposal.

3. Reimbursement of Costs

3.1 Center Costs
A. To facilitate a new research project, the Center will incur costs for security background checks,
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system access, compiling a data set for research, support, monitoring, review of materials to
ensure data suppression guidelines are appropriately applied, and technical and subject matter
assistance and review.

B. To offset these costs, the Center will provide the RA with an estimate of costs using the MLDS
Fee Schedule (Appendix 2) that the RA will be required to reimburse to the Center if approval of
the application is given.

3.2 Waiver Request

A RA may submit a request to the Executive Director to have reimbursement of costs waived for the
proposed research project. The Executive Director, in consultation with the RPB and consistent with the
criteria provided on the Fee Schedule, may waive all or a part of the costs.

3.3 Grant Funded Projects
A grant funded project must include the MLDS Center costs as a line item in the grant budget.

3.4 Special Funded Projects
If the proposal has special conditions with funding, please include the conditions in the research
proposal.

4. Review Process

4.1 MLDS Center Internal Review
A. MLDS Center staff will review the External Research Application and supporting materials
submitted to the Executive Director to determine whether the research proposal meets the
following criteria:
i Includes a complete MLDS Center External Research Application;
ii. Is a cross-sector analysis;
iii. Relates to the audit or evaluation of a State or federal education program;
iv.  Aligns to the MLDS Research Agenda;
V. Provides timely and accurate information about student performance that can be used

to improve the State’s education system and guide decision makers at all levels;

vi.  Contains clear and concise research questions or hypotheses;
vii. Applies appropriate and rigorous analysis and research methodologies;
viii.  Seeks to use data that aligns with the research request;

iX. Presents a unique topic that does not duplicate research already completed or
underway by the Center’s Research Branch or an external researcher;

X. Demonstrates that the RA has the research background, experience, and qualifications
to successfully complete the proposed research; and

xi.  The topic of the study provides a benefit to the State.

B. After the internal review, the Executive Director will either:
i Refer the application to the RPB for review and input;
ii. Reject the application because it does not meet the above criteria; or
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iii. Respond with additional questions, suggested edits, or requests for clarification.

4.2 Review by Research and Policy Advisory Board
A. The RPB will review the application at its next scheduled monthly meeting.
B. The RA s encouraged to attend the meeting, make a brief presentation on the proposed study,
and answer questions from the RPB members.
C. The RPB will make a recommendation to the Executive Director on whether to accept, reject, or
request a revision to the proposal.

4.3 Timeline

A. The internal review process (4.1A) will be completed within 21 days of receipt of the completed
proposal from the RA.

B. The executive director will make the determination under 4.1B within 10 days of receiving the
internal review whether to continue with the proposal.

C. If the executive director continues with the proposal, the proposal will be referred to:

i Counsel and subject matter experts for the partner agencies for review and comment;
and

ii.  The RPB for review at its next scheduled meeting that is at least two weeks from the
date the proposal is sent to RPB members.

D. After input from counsel, subject matter experts from the partner agencies and RPB members,
the Executive director will make a determination within five business days whether to continue
with the application and seek:

i.  Governing Board approval at its next scheduled meeting; or
ii. Approval of the Chair of the Governing Board if a final determination is needed prior to
the next scheduled Governing Board meeting.

4.4 Notification
A. The Executive Director will provide written notice to the RA informing the RA that the project
has been accepted or rejected..
B. If the project has been accepted, the Executive Director and the RA will establish a project start
date that:
i.  Commences as soon as practical after approval has been granted; or
ii. Is delayed up to six months:
e At the discretion of the Director, due to Center workload; or
e At the request of the RA, due to funding issues or other constraints.
C. Project approval will be rescinded after six months if the project has not started.

5. Restricted Use Data Agreement (RUDA)

A. A Restricted Use Data Agreement (RUDA) (see Appendix 4) which identifies the legal terms of
the arrangement between the RA and the MLDS Center is required prior to starting a project.
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The principal investigator(s) of the project must sign the RUDA.

If the principal investigator is a graduate student, the RUDA must also be signed by that
student’s faculty advisor who will accept responsibility for monitoring the work being done by
that student and ensuring compliance with the RUDA.

6. Institutional Review Board (IRB) Approval

A

Each project approved by the MLDS Center must obtain IRB approval. The final IRB approval
must be submitted to the Executive Director before access is given to the MLDS data. All
individuals given access to the data must be named on the approved IRB.

Contact the Center’s Director of Research if you have questions or need assistance with
obtaining IRB approval.

7. Access to the MLDS

7.1 Staff Authorization and Access Procedures

A

B.

The MLDS houses data that contain personal information about individuals protected by the
Family Educational Rights and Privacy Act of 1974 (FERPA) and State and federal laws regulating
the confidentiality and disclosure of state Unemployment Compensation records. Each agency
has a Data Sharing MOU with the MLDS Center that, along with applicable federal and state laws
and regulations, controls the confidentiality, use, redisclosure, and access regarding the data.
To protect the confidentiality of this information, Education Article § 24-703(g)(1), Annotated
Code of Maryland limits access to the MLDS to authorized staff of the Center. Accordingly, RAs
must complete the Staff Authorization and Access Procedures (Appendix 5), which include the
following:
i A non-disclosure agreement relating to confidentiality of student and workforce data;
ii.  Anacknowledgement confirming review of the data sharing MOUs between the MLDS
Center and the Maryland State Department of Education, Maryland Higher Education
Commission, Maryland Department of Labor, Licensing and Regulation, and Maryland
Motor Vehicle Administration;
iii. A Criminal History Background Investigation;
iv. Acknowledgement of receipt and review of required documents (including the MLDSC
Data Security and Safequarding Plan); and

v.  Complete the required trainings described in section 7.2 below.

7.2 Training

A

RAs are required to complete the following privacy and security training:
i Cyber Security Awareness training for Department of Defense Employees

Complete the course for Department of Defense Employees. Please note that this
course should be taken using Windows Internet Explorer. Other browsers may have
trouble producing the certificate of completion needed to gain access to the MLDS.



https://mldscenter.maryland.gov/egov/Publications/DataSecurity.pdf
https://mldscenter.maryland.gov/egov/Publications/DataSecurity.pdf
http://iase.disa.mil/eta/cyberchallenge/launchPage.htm

Policies and Procedures for External Researcher Projects

FERPA 101 training course through the Privacy and Technical Assistance Center at the
U.S. Department of Education. You will be required to create a login and password in
order to take the course. The prompt for login will appear once you click on the course

name.
FERPA 201 training course through the Privacy and Technical Assistance Center at the
U.S. Department of Education. You will be required to create a login and password in
order to take the course. The prompt for login will appear once you click on the course

name.

B. Additional security and privacy training or information may be required as determined by the
MLDS Center Chief Information Officer.
C. RAs must:

a.

b.

Prior to starting the project, provide evidence of completion of the Collaborative
Institutional Training Initiative (CITI) program on Human Subjects Research — Social-
Behavioral-Educational and Responsible Conduct of Research to ensure understanding
of behaviors necessary to enhance the integrity and professionalism of investigators and
staff conducting research; and

Throughout the staff appointment, provide any necessary update certifications required
by the program.

8. Conducting Research

8.1 Data Request
A. Center staff will assemble a data file that meets the specifications requested by the RA on the

Data Request Template (See Appendix 6).

B. Because of the time and effort expended by Center staff in generating the requested data file,
subsequent requests to supplement or correct the data may not be granted. Accordingly, the

RA’s Data Request Template will be carefully reviewed with MLDS staff to ensure:

The completeness and accuracy of the data requested; and
The RA fully understands the data being requested, its limitations, and other possible
sources that may be more appropriate.

C. The requested files will be available on the RA’s private project folder in a subfolder named New

Files Released.

8.2 Data Usage
A. The RA may only use MLDS data for the research project as specified in the RA’s research
proposal. Access to and use of MLDS data is granted for a fixed amount of time and may be
renewed if needed at the discretion of the Executive Director.

B. The Executive Director will immediately terminate access in cases where there is significant risk

of unauthorized disclosure of confidential information, violation of security guidelines, or use of

data in a manner that is not consistent with the RA’s research proposal.
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8.3 Workstations
A. RAs may only use the computer listed and approved in the Staff Authorization and Access
Procedures or a Center workstation.
B. Center workstations are located at the MLDS Center offices at 200 West Baltimore Street,
Baltimore, MD 21201 and will be available by appointment between 10:00am to 4:00pm. To
enter the building, researchers must show a government issued form of identification and

receive a visitor’s pass. All researchers with personal electronic equipment must complete a
Property Pass on entering the building. MLDS Center staff may admit researchers into the
restricted area.

8.4 Statistics Programs available on Workstations
A. MLDS computers are loaded with commonly used statistical applications (See Appendix X).
B. If a RA requests an older or newer version of the provided statistical applications or other
software not available through the Center, it may necessitate an additional fee to cover the
licensing and IT labor costs.
C. Any special requests should be directed to the Executive Director and CIO.

8.5 Progress Updates
A. Good communication with the MLDS Center will help avoid issues related to the timeline and
ensure that the Center can provide any needed support in a timely manner.
B. RAs are required to submit quarterly progress reports in February, May, August and November
to the MLDS Executive Director. The reports should include:
i. Project Status;
ii. Issues encountered; and
iii. Work anticipated for next quarter.
C. Asnecessary, the MLDS Center may also ask for interim updates. When an interim update is
requested, RAs must respond within five business days.

8.6 Research Project Approval Period & Extensions
The Executive Director will determine the period of time for which the project is approved. The Director
will base the decision on:

A. The scope and complexity of the research project proposal;

B. The availability of the required data;

C. The timeline proposed by the RA as part of the research proposal; and

D. Recommendations from the RPB and the Research Branch Director.

8.7 Project Amendments
A. Timeline
i. A RA may request an extension if the research project cannot meet the set completion
date established at the time of approval. The RA should complete the Project
Extension/Amendment form (see Appendix 7) and submit it to the Executive Director.

ii. The Executive Director may grant an extension if there are extenuating circumstances

10
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beyond the control of the RA that justify an extension beyond the original timeline.
iii. Examples of extenuating circumstances beyond the control of the RA include:
e Data was not available as expected because it was received late from a partner
agency or not loaded in a timely fashion by MLDS Center staff;
e Apersonal issue, such as a serious illness or death in the family has prevented
the RA from working on the project;
e Adelay in grant funding; or
e A member of the research team member leaves the project.
B. Subject and Data
i Requests for changes to the subject matter of the approved research proposal or the
data provided pursuant to section 8.1 require a formal request to the Executive Director
using the Project Extension/Amendment Form (Appendix 7).
ii. After reviewing the requested amendment, the Executive Director will:
® Approve the amendment upon determining that the requested amendment is
minor in scope and does not significantly alter the purpose or nature of the
research proposal that was originally submitted and reviewed; or
e Deny the amendment upon determining that the amendment is substantial in
scope and materially changes the purpose and nature of the research proposal
beyond what was originally reviewed.
iii. If the amendment is denied, the RA may either continue pursuant to the original
research proposal and data set or end the project and submit a new application for
approval.

9. Conclusion of Research

9.1 Suppression

A. The RAis required to make sure all work is compliant with FERPA and Ul regulations in
accordance with Suppression Guidelines for MLDS Center Dashboards, Presentations, and
Reports (Appendix 8). MLDS Center Staff will review, but not perform, the suppression analysis
and needed masking for the RA.

B. The MLDS Center recognizes that there are several techniques used to avoid the disclosure of
personally identifiable information. Moreover, there may be a unique situation in which the
Guidelines fail to meet the needs of the RA and/or FERPA or Ul compliance. In such a situation,
where the Guidelines are inadequate, the Center may require the RA to take additional
precautions through the application of additional masking techniques. The Center will work with
the RA to find the best possible solution to meet both the RA’s needs and disclosure avoidance.

9.2 Release of Research Products
A. Research Products include written outcomes or displays resulting from the confidential data,
such as, output from statistical software, tables, or graphs. Research products are intended to
be viewed by individuals who are not approved to access the System.
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B. Center Review
i.  Only the Executive Director may authorize the removal of research products from the
MLDS.
ii.  The Executive Director will review the research products to ensure:
e Data tables for export report only aggregate data and small cell sizes are
properly suppressed; and
e The work is consistent with the research proposal.
C. To begin the review process, the researcher must send an email that includes the following
information:
i Folder where research products are located;

ii. Name of the research products that the RA wants to have reviewed for release;

iii. A summary of what the research products contain (Example - These are regression
results. The outcome variables are individual student test scores. The independent
variables are individual student demographics.); and

iv. Definitions of variables that have been derived or renamed that may not be discernible
to the reviewer.

D. Review Outcome
i.  The Executive Director will only authorize release of the research products upon a
determination that:
e The data are properly aggregated and small cell sizes are suppressed; and
® The research conducted is consistent with the research proposal.

ii. If the release of research products are not authorized because of a suppression issue,
the RA will be directed to fully suppress the data and resubmit for review.

iii. If the release of research products are not authorized because the work is inconsistent
with the research proposal:

e The RA will be directed to make necessary modifications to the research to
conform it to the original research proposal; or

e |[f the research is substantially different than the proposal, the project will be
terminated and the RA will be denied further access to the data and research
products.

9.3 Center Product Review
A. The research product developed for the Center must be delivered to the Executive Director for
review and comment.

@

Center products must conform to the Center’s publication standards.
C. The Executive Director will consult with:
a. The RPB during its next scheduled meeting; and
b. Subject matter experts, as needed, in the appropriate partner agencies.
D. The review will be completed in less than 60 days.
E. Once the review and comment is complete, the final research product will delivered to the
Center for its use and dissemination.
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9.4 Further Developed Works

A

E.

As required by the RUDA, the RA must provide the Executive Director further developed work
for review 60 days prior to it being submitted for presentation or publication.
Except as provided in paragraph C of this subsection, further developed works must made
available to the MLDS Center in an electronic format for posting on its website.
If a further developed work is copyrighted the RA must provide, at no cost, a single copy to the
Center and partner agencies.
The RA shall provide the Center with any additional dissemination plans other than those
outlined in the original proposal.
Further developed works must include the following:
This research was conducted using data from the Maryland Longitudinal Data System
(MLDS) and with the technical support of the MLDS Center staff. The conclusions of this
research do not reflect the opinion of the State of Maryland, MLDS Center, the MLDS
Governing Board, or its partner agencies.

9.5 Removing Access

A. Access to the MLDS workstations and secure environment will be rescinded on the approved
project end date or an earlier date if the research concludes before the project expiration date.
When access is rescinded, physical access to the workstations will expire along with login
permissions. All researcher folders/workspace files will be archived for a period of five years
then destroyed.

B. Staff Authorization will be rescinded within one year of the completion of the project and
removal of system access.

Appendices

1. MLDS Center External Research Proposal & Summary

2. MLDS Fee Schedule

3. Restricted Use Data Agreement (RUDA)

4. Staff Authorization and Access Procedures

5. Data Request Template

6. MLDSC External Research Project Extension/Amendment Form

7. Suppression Guidelines for MLDS Center Dashboards, Presentations, and Reports

8. MLDS Center Internal Review Rubric
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https://docs.google.com/a/maryland.gov/document/d/1jMx7qTukQDkFstcqxPb_OC9_sXmge8cGciFXjVyaX10/edit?usp=sharing
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