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Various Lab Responsibilities – 

Calendar & Scheduling

Several people use the lab to run studies at varying times. We’ve been lucky in that not that many people have used the lab, but it’s possible that everyone will. As soon as one study is running, you’ll need to email all parties that could run studies and get information about their sessions and then compile that into a calendar. You’ll also want to post the calendar on the door of the lab. 

Supplies

Pens & Pencils – Periodically check and make sure there are some in the lab. If not, get some from the supply closet upstairs. You’ll need more when running studies where participants have to fill out surveys with pens or pencils.

Printer Paper – Periodically check this and get some from upstairs (the department supply closet or in the copy room) because the undergrads can’t get paper because they’re not really supposed to be getting stuff from the supply closet and we’re not supposed to get paper from the atrium.

Printer Ink – If you somehow forget and the printer runs out of ink, the undergrads will all let you know. Try to keep an eye on it since we have to order the ink – when it gets to be around 30% full, email Tom with the name of the printer (brand, model #) and ask him to re-order. Ideally, this prevents running completely out of ink, though that rarely works in practice.

(Computer) Maintenance

SPSS License – This should really only expire once every six months to once a year, but sometimes other problems result. You can try to fix them, ask Tom to fix them, or ask Tom to contact Jon Hoskin to fix it.*** 

*** In general, it’s much faster to ask Tom to contact Jon Hoskin, as he responds much more quickly to request from faculty.

Lab Shelves – Every once in a while I like to make sure that everything on the shelves by the door to the lab is being used. If it’s not being used, make sure to clip papers together or rubber band them or put them in envelopes and rubber band those and then label each stack (on the envelope or on a post it that you clip on so it really never comes off) and then move to the back shelves or the closet/cabinet next to the front shelves. Treat the data as if it were your own because one day it will be!
Responsibilities Related to 498 Class –
(Contact) Information

Maintain list of contact information for everyone in the lab, including phone numbers and email addresses. It’s also VERY helpful to maintain a list of what projects everyone is involved in and how many hours each person is taking the course for (undergrads only, of course).
Syllabus & Course Overview Plan (General Course Planning Assistance)

This just means that you’ll want to help and be involved in planning the projects for the semester with Tom. This means preparing documents at the beginning of the semester that outline the various projects to take place, setting goals for those projects (for the whole semester), and t

Wednesday Lectures

· Most of the time this means (last minute) xerox’ing. 

· Sometimes this means that you’ll plan the lecture or give the lecture. Virtually every single semester this means that you’ll plan a lecture on how to enter data in SPSS and another lecture on general SPSS use stuff (basic outlier and missing data screening, computing variables, calculating scales, using syntax) and information. Something that should be a HUGE help to you is the use of documents I created for a 310 class on how to use SPSS – the most basic information – complete with screenshots. This document is printed and contained in the red “important lab documents” folder and on the lab desktop. Undergrads who have been in the lab have used this before too.

· Actually, officially, two documents for 310 class: one involves entering data and computing scores, calculating scales, and Cronbach’s alpha (lab 1). The other covers basic ANOVA and correlations (lab 2).  I’ve put both documents up on my web site so you can download them from there (http://melissawaitsman.webnode.com/spss-help/) or look at those in the lab.
· The other big lecture (or several lectures) involves writing a resume and/or CV and general getting into graduate school, general graduate school in psychology information. Another thing that should really help you out is the web site I created for both my 492 class AND the lab with information about all of these things. Also, Kate is VERY good at doing the resume and CV lecture stuff – she worked at the Career Center for 7 years (full time for a lot of those years), though she is now concentrating on the program full time. But she’s always willing to do this stuff and obviously extremely qualified. Take advantage of this awesome resource!
· My web site: http://melissawaitsman.webnode.com/info-for-clemson-undergraduates/. This is a link to the “for Clemson undergraduates” page and then you’ll find links to everything related to CVs, resumes, and the grad school application that I’ve put together (including tons of links).  (This information used to be located on the site I had for 492, but in trying to create my own web site, I just moved it there…)
Assorted Other Responsibilities

· A lot of the undergrads will ask you for help in reviewing their resumes and CVs, as well as graduate school essays and pieces of those applications. I usually try to help with that as best I can, but tell people I need time to edit everything (more than 24 hours).

· Occasionally you might get requests for letters of recommendation. Make sure that you find out how long these should be, what the undergraduate would like this letter to address specifically (research skills, character, etc.), whether it will be submitted online, and make sure the undergraduate checks to make sure that a letter from a graduate student will be acceptable and meet the standards of the graduate school.
Other Important & Helpful Notes – 
Starting a Study or Sessions with the Undergrads

· Before you have undergrads actually running the study, you’ll want to give them all contact information for all other people involved in that study and strongly suggest that they program those numbers into their cell phones now. You want them to be able to call everyone possible to cover a session for them when something bad happens, and no one has the computer when it’s raining and the bus isn’t coming or the power went out and the alarm didn’t go off and they’re driving to school from Siberia. This means that they will call other undergrads to cover for them (ideally) and not you!
· Write out instructions for running the study, print those out, and have them available to the undergrads in the lab. You’ll usually want to hold a training session to go over everything with them too.

· Don’t forget about HPR and assigning credit… this means that you’ll want to make sure the undergrads know how to use HPR to check their sessions (if you set them to close 2 hours before the start of the session then the undergrads appreciate it because they’ll know if they can go home because the session is empty, etc.) and to assign credit. Usually I just try to make sure that the undergrads give credit to people in their own sessions. If credit isn’t assigned pretty promptly, you’ll get some fun emails from participants.
Data Entry with the Undergrads

· Without fail, this is when SPSS will malfunction or completely break down and threaten to shut down the whole desktop. Just try to leave extra time so that you can get this fixed without giving the undergrads only two days to do their data entry.
· Emailing data out and asking to get it emailed back can help avoid these problems because then the undergrads can enter data on the computers in the atrium and never have to mess with the lab computer.

· Create the data file and get it all set up with items entered, decimal view changed to be most helpful (minimal), include value labels, etc. in the variable view. Basically, make sure questions and answers are included in the data file before you send it out. 

· Use diffusion of responsibility to your advantage by making sure you assign data to be entered to specific people and make sure undergrads know that you can figure out who didn’t do their data entry. Having people email their data back to you helps with that (especially with longitudinal data that is usually assigned for data entry in paper stacks rather than by subject number). 

· Always save a copy of the data file you have set up (if you email it out to people, you can just save that outgoing email). You never know what form of the file you’ll get back.

· There are usually issues with the data (people circling two answers for one item, etc.) and so it’s helpful if you have the undergrads record these issues in a consistent way so that you can keep track of them and make sure it’s all consistent. Usually, you’ll want to make sure undergrads don’t just use post-its on the paper survey itself and that they report the subject number, the issue, AND how they handled it when entering data.

