Abercrombie Lab Requirements & Guidelines for Research Assistants
Updated 1/22/13
Lab Work (~75% of grade)

1. Mandatory Training: Students must complete the CITI Human Subjects Training (both the UW Biomedical & Social and Behavioral Sciences courses) and HIPAA training before having contact with research participants or handling subject data.  See “Mandatory Training” document found at https://psychiatry.wisc.edu/abercrombie/memberinfo.html (username: heather, password: jasper) for more information.

2. Lab Work Hours: 3 hours/week/credit

a. 2 credits = 6 hours/week (85.71 total hours/semester)
b. 3 credits = 9 hours/week (128.57 total hours/semester)
c. Logging Work Hours: You should log work hours and turn in to supervisor(s) at the end of each month and at the end of the semester.  If short on work hours one week, you should make up the hours another week.

d. Prorated Weeks: Work hours for “short” weeks (e.g., the week of Thanksgiving, Memorial Day, & Labor Day) are prorated.  This is already factored into the Work Hours Template that you will use to log your work hours.
e. Work that can be counted toward lab work hours:

i. Lab meetings & study-specific meetings
ii. Meetings with supervisors about lab work or semester project

iii. Reading journal articles that were assigned for lab or study-specific meetings

iv. Data entry & processing (for the lab & for semester project)

v. Subject recruitment efforts: flyering, phone screening, etc.
vi. Study sessions

vii. Excel, SAS, SPSS classes through DoIT – can count ½ time
f. Activities that cannot be counted toward lab work hours:

i. “Career development” meetings with supervisors

ii. Working on final paper for the lab (this is considered “homework”)

iii. Davidson lab meetings
iv. Travel time to get to WISPIC

v. Doing homework

vi. Personal conversations

vii. Sending non-lab-related email

viii. Eating lunch
g. Talk to your supervisor!  If you have questions about your work hours or are falling behind, please talk to your supervisor.  We can work out a plan to keep you on track.
3. Lab Work Schedule: Set regular lab work times with supervisor & stick to schedule throughout the semester.   

4. Attending Meetings: 
a. Attend lab & study-specific meetings (if schedule allows).  
b. Set times to meet with supervisor(s) and/or Heather during the semester.  Meet with Heather at the beginning and end of each semester.
c. Arrive at meetings on time and inform supervisor(s) if cannot come to a meeting.

d. Take notes!

5. Responding to Emails: Respond to lab-related emails in a timely manner.
6. Write things down!  Take clear notes & revise your notes.  Write a protocol so that others can clearly repeat what you have done.  YOU WILL FORGET!
7. Data Entry & Processing: Regularly go to WISPIC for data entry and processing.
8. Subject Recruitment: 
a. During data collection, RAs should help with subject recruitment weekly (either by flyering or phone screening).
b. Flyering:  At least monthly.
c. Phone Screening:  At least bi-weekly.
9. Study Sessions: 
a. Be on time! 
b. Be prepared!  You should know what your duties are for the study sessions.  If you do not know what is expected, you should ask your supervisor or refer to the study protocol.  Periodically review study protocol to ensure that you are doing everything correctly.
c. Be responsible!  If you cannot come to your regularly scheduled session time, you should give your supervisor as much notice as possible.  You should also assist your supervisor in finding another person to cover your shift.

d. Ask questions!  If you’re not sure about something, ask your supervisor. In case of technical problems preventing you from running a session, distress or discomfort reported by a participant, or participant endorsing suicide items on questionnaires, contact one of your supervisors IMMEDIATELY. If you can’t reach the first person you try by phone, try someone else. You can also get help from the HERI MRI staff when applicable.
e. No session: If a study session is cancelled or no subject is scheduled, you should do other lab work during your regular session time (i.e., data entry, data processing, phone screening, flyering, or work on project).  Students may do lab work at a different time of the day if study sessions are at an inconvenient time.  Just check with your supervisor first.
Semester Project (~25% of grade)

Students must write a paper every semester (including the summer session) if they are registered for research credit (i.e., Psych 695, 681, 691). Guidelines and length requirements are the same for papers written during the regular academic year and the summer session.  They are also the same for all amounts of credits taken.  
Students can expect Heather or their supervisor(s) to be willing to meet with them on one or two occasions to discuss their papers and to read one draft.  Students should plan to have a draft completed by mid-semester (see due dates on the “Member Info” section of the lab website).  Time spent working on the paper does not count toward a student’s lab work hours; however, meeting with Heather or your supervisor(s) about the paper does count toward lab work hours.

Paper Guidelines:
1. Length: 6-8 pages in length, not including cover page or references
2. Topic: The topic should be related to our laboratory’s research (but it does not need to be about the primary lab project that you are working on).  Some broad lab-related topics include affective neuroscience, psychoneuroendocrinology, depression, early life adversity, stress, cortisol, and emotional learning/memory.  You can learn more about our research by reading the “Lab-Related Readings” on the “Member Info” section of the lab website (http://www.psychiatry.wisc.edu/abercrombie/memberinfo.html; username: heather; password: jasper).
3. Format: We recommend writing one of the following types of papers:
a. Literature review.  Papers should sufficiently cover the selected topic.  

b. An Introduction & Method section for the primary lab project you are working on.

c. A proposal for a future study.  This should include Introduction & Method sections.

4. References: A minimum of 7 references from refereed journals should be used (i.e., NO citations from popular press sources such as Psychology Today or CNN).  Useful search engines for finding journal articles are PubMed, PsycINFO, and ISI Web of Knowledge.  You can also find relevant references from papers you read; sometimes papers will cite articles that didn’t show up in the databases. 
5. Style: The paper should be written using the American Psychological Association (APA) format.  If you don’t have an APA Manual, the Purdue Online Writing Lab is a good resource for everything APA:  http://owl.english.purdue.edu/owl/resource/560/01/ 
6. Due Dates (See “Member Info” section of lab website for specific due dates each semester): 

a. 2nd month of the semester: Get approval for your topic from Heather.  Email paragraph/outline describing your research question to Heather.  
b. Once Heather approves your topic: Schedule a meeting with Heather to discuss your research question.
c. 3rd month of the semester: Draft of paper due for peer review.  Email peer review draft to partner & Roxanne.
d. After peer review: Turn in revised paper to Heather.  Paper should be revised based on the comments and suggestions you received from peer review, and should be as close to a final draft as possible.
e. Finals week: Final version of paper due.  Email final version to Heather & Roxanne.
Lab Guidelines for Professionalism
1. Behavior: If you are interacting with research participants or others from outside the lab, part of your job is to make those individuals feel as comfortable as possible.  You can help to accomplish this by acting in a professional manner.  When in the presence of a subject:

a. Avoid drawing undue attention to mistakes that may have been made.

b. Do not comment on an individual’s data more than is necessary.

c. Do not make negative comments about the subject even if you think they can’t hear you.

d. Avoid personal conversations with your co-workers.

e. Don’t use language or make jokes that could be considered off-color or offensive.

f. Perform your tasks with confidence.
2. Dress code: Business casual.  

a. Wear professional clothing when you are running study sessions (don’t wear jeans!).  If you are working in the Abercrombie Lab (room 1419) and not having contact with subjects, it’s okay to wear jeans.  

b. Clothing and shoes should be clean and in good condition.

c. Clothing should not be excessively revealing.  In other words, no underwear or bras (or a conspicuous absence thereof) should be visible in the workplace.  Similarly, midriff revealing clothing, spaghetti-straps or strapless tops are not considered professional attire.

3. Lab maintenance & security:

a. Be careful with lab supplies and equipment.

b. Pick up after yourself.  Put items back where you found them and how you found them (e.g., wind up power cords; secure laptops w/Velcro strap inside their cases).
c. Put recyclables in the proper containers.

d. Log out of computers if you aren’t using them, and leave computers running overnight (updates are conducted by IT staff at night).

e. If you are the last person leaving the lab, close & lock the door.
4. Phone etiquette:
a. Cell phones are not allowed in data collection rooms during sessions.

b. Minimize personal calls on your cell phone.

c. If the Abercrombie Lab phone rings (263-6114), please answer it and take a message.  Please answer with: “Abercrombie Lab.  This is ________.”  Be sure to get the person’s name and phone number when taking a message.

5. Using VPN to log in remotely to WISPIC:
a. Don't process any data over VPN unless it has been authorized by Heather, Roxanne, or Erin.  

b. If somebody else is currently using a file, it will tell you and you'll have to wait until they're done to use it.

c. When using VPN, make sure that you're easily accessible by phone/email so that other people can contact you if they need to use the file.  

d. People who are at WISPIC have 1st dibs on all files.  

e. When you're done using a file, close it immediately so that others can use it.

f. Remember to save often, as VPN sometimes terminates unexpectedly.

6. Maintain subject confidentiality.  

a. Remember to lock up confidential information (phone screening binders, “confidential” binders, any forms with subject’s name, phone number, email address, social security numbers, etc.).
b. Don’t discuss subject names or PHI with people outside of the lab.
c. If you see a subject from our studies, don’t initiate conversation.
7. Be very careful when you are working with subject data.  
a. Be sure to put subject binders/folders back where they belong.  
b. Don’t delete files if you’re not sure whether they should be deleted.
c. Back up data after study sessions.
d. Keep forms in order in subject files.
8. Food & beverages: Experimenters cannot bring any beverages into wet lab areas.  You may eat and drink in the Abercrombie Lab (room 1419), but please be careful around computers, keyboards, and other equipment. 
9. Ask questions!  Please feel free to call or email Heather, Roxanne, or Erin if anything is unclear or if you are unsure.
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