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[bookmark: _Toc213068857]Background Information

The PSY Department has two lab spaces – the ASH Psychology laboratory space, located on the first floor of AuSable Hall, and the Downtown Psychology Common laboratory space, located on the first floor of DeVos Center Building A. 

PSY Department researchers include faculty and student research assistants. The information below applies to both groups of researchers, unless indicated otherwise. These policies also apply to other individuals who utilize the space, such as participants, staff, and other faculty. 

Please direct all questions or concerns about research or lab spaces to the PSY Department Lab Manager Hannah Todd (psychlab@gvsu.edu) and/or the Assistant Chair for Research Kristy Dean (deankr@gvsu.edu).

[bookmark: _Toc213068858]Au Sable Lab Space and Usage Policies
1. [bookmark: _Toc213068859]Keycards and Training
a. All researchers using the ASH Psychology lab spaces must utilize the keycard system for entry. Keycards can be requested via the CLAS Lab Key Card Request Form. Brief training modules must be completed as part of the keycard request process. Upon completion of the training, keycards are typically delivered to the PSY Department office for pick-up within 2-5 days.
b. Faculty should submit their own keycard requests.
c. Student researchers can submit their own keycard requests or their faculty/PI may submit the keycard request on their behalf if they select “Requesting or modifying a card of a student or another faculty member”.
d. If an approved keycard holder leaves their key card at home, they may check out a key from the front desk in the main psychology office, however this should only be used for extenuating circumstances.
e. If an approved keycard holder loses their key card, they should notify the Lab Manager as soon as possible. The Lab Manager will notify the Director of Lab Support who will deactivate the lost keycard. Then the individual who lost the keycard will need to complete the CLAS Lab Key Card Request Form and select “Replacing a lost or broken card?”

2. [bookmark: _Toc213068860]ASH Psychology Lab Rooms
f. 1201 ASH – Waiting Room – This space is equipped with seating for participants and a monitor that displays instructions and other information. 
g. 1202 ASH – Conference Room – This space is equipped with seating for 8 and a monitor with HDMI hookup. This room is suitable for any psychology meetings.
h. 1203 ASH – Lab Conference Room – This space is equipped with seating for 8 and a monitor with HDMI hookup. This room is suitable for psychology lab and research related meetings.
i. 1204 ASH – Computer Lab – This space is equipped with 16 computers for data collection.
j. 1205 ASH – Lab Conference Room – This space is equipped with seating for 8 and special equipment for formal Zoom meetings, such as dual monitors, and built in camera and microphones. This room is suitable for psychology meetings that require Zoom capabilities.
k. 1207 and 1208 ASH – Individual Testing Rooms – These spaces are located directly off the research lab hallway. They each contain a single computer and space for two people. These rooms are suitable for computer tasks that require a distraction-free environment or additional privacy as well as dyadic interaction studies.
l. 1209, 1210, 1211, 1212 ASH – Small Group Testing Suite – This space includes 3 individual testing rooms located off a central group testing room. The individual testing rooms are equipped as described above. The group testing space contains a conference table with seating for 10, a monitor with HDMI hookup, and an Owl recording device.
m. 1213 ASH – Special Equipment Room – This space will house the eyetracker.
n. 1215 ASH – Large Group/Seminar Room – This space is equipped with seating for 32 and a projector. The tables and chairs can be stacked and moved to the storage room to create an open space. This room is suitable for data collection, option 2 enrichment activities, and certain large faculty meetings, like job talks or colloquium.
o. 1216 ASH  - Computer Lab – This space is equipped with 8 computers for data collection.
p. 1217 ASH  - Computer Lab – This space is equipped with 16 computers for data collection.
q. 1218 ASH  - Computer Lab – This space is equipped with 8 computers for data collection. This room also has a sink and cabinets.

3. [bookmark: _Toc213068861]Responsibility for Guests
r. Anyone can access the waiting room, however only approved keycard holders can access the lab hallway and internal lab spaces unsupervised. 
s. Faculty and student researchers are responsible for all meeting guests or participants they bring into the lab hallway and spaces.

4. [bookmark: _Toc213068862]Usage Guidelines for ASH Psychology Lab Rooms
t. Everyone using the lab space is asked to be respectful of the space and all other users by being mindful of volume and keeping the space tidy.
u. Classes and class activities cannot be scheduled in the ASH Psychology lab spaces. PSY399/PSY499 is not considered a class for this policy.
v. The location of 1202 makes it suitable for use by any PSY faculty for any meeting purposes. Conference rooms 1203 and 1205 are primarily intended for research-related purposes, though they are available for non-regular, non-research meetings especially if no other rooms are available and/or Zoom capabilities (in 1205) are needed. If you are conducting a meeting within the lab space, please be sure to follow the usage guidelines and be mindful of nearby data collection.
w. Food is permitted in 1202. Food should be limited in conference rooms and 1215 to faculty-led meetings. Food is not permitted in computer labs or individual testing rooms with computers. If your research study involves food consumption, please notify the Lab Manager in advance. Please try to dispose of any food in the main trash can in the waiting room. If the trash cans in the conference rooms are used to dispose of food or drinks, please bring them out into the lab hallway so they are noticed by the custodial crew. 
x. Researchers are responsible for ensuring that the lab space and equipment meets their needs before they begin running studies. If researchers require special software, equipment, and/or storage, they should communicate these to the Lab Manager in advance. 
y. Researchers should also keep the Lab Manager informed if a study will no longer run that semester or if it has been delayed. These notifications help facilitate usage of the space and the participant pool.

5. [bookmark: _Toc213068863]Scheduling Lab Spaces
z. Lab spaces are reserved on the online Team-Up calendar. Faculty researchers are responsible for reserving lab spaces on Team-Up and communicating those reservations to their research assistants. 
aa. Lab spaces MUST be reserved on Team-Up before timeslots are posted in SONA. If a scheduling conflict arises, priority use will be given to the researcher who has already reserved the space in Team-Up.
ab. If a reservation is no longer needed – a meeting is cancelled, a study session is cancelled for non-enrollment – please delete the reservation in Team-Up to allow others to use the space.
ac. Currently, a space-sharing meeting is held the first or second week of each semester to accommodate early requests for lab space and to foster equitable sharing of space. 
ad. If faculty have questions about using the Team-Up calendar or need their unique Team-Up URL resent, please contact the Lab Manager. 
i. Faculty and staff should not share their unique Team-Up URL with others as the URL functions as the individual’s account. Using another individual’s URL can lead to confusion and issues with reservations.

6. [bookmark: _Toc213068864]Lab Storage
ae. 1214 ASH is the storage room for the ASH labs. As we have limited storage space, this room is primarily intended to store communal research materials and equipment, however it may also be used to store individual research materials and data that are being used in active data collection, if there is space. Note that the center of the storage room must be kept free of materials to store the tables and chairs from 1215 ASH large group room as needed.
af. Data and documentation from studies that are not in active data collection that semester should be stored in the respective faculty member’s office.
ag. If a faculty member has materials that they wish to store in the lab storage room, they should contact the Lab Manager. The Lab Manager will check for available space, determine an appropriate cabinet/drawer, and help track who needs access to which cabinet keys. This will help us protect confidential data and keep our space organized.

7. [bookmark: _Toc213068865]Zoom Room
ah. The 1205 Zoom Room features two monitors and a built-in camera and microphones allowing for higher quality auditory and visual input during Zoom meetings.
ai. To utilize the Zoom Room’s built-in camera and microphones, meetings must be conducted through the room’s tablet. 
aj. A Zoom meeting can be created directly through the tablet at the time of use. Alternatively, if the meeting needs to be scheduled in advance, the host can create the Zoom meeting through their individual Zoom account. At the scheduled meeting time, the host or another participant can enter the meeting ID into the tablet to join the session.
ak. Participants in the Zoom Room may share their screen by connecting their laptop via the provided USB-C cable or by using the screen share function within Zoom on their laptop. Please note that connecting via the cable enables screen sharing only. It does not replace the need to join the meeting on the tablet.
al. The microphones activate automatically once the tablet connects to a meeting. When active, white glowing rings will appear around the microphones on the ceiling. If the microphones are muted using the tablet, the ring will turn red. If the microphones are off, no light will be emitted from the microphones. 
am. If the host or other participants who are physically present in the Zoom Room join the meeting on their laptop while the meeting is running on the tablet, they must mute both their microphone and speaker on their laptop to prevent auditory feedback.

[bookmark: _Toc213068866]IRB-Related Policies

1) All research conducted by faculty or students within the Psychology department must abide by GVSU’s IRB and ORCI policies. Please consult the Research Compliance & Integrity website, the Institutional Review Board website, and the IRB website for Policies, Procedures, & Guidance for details. Faculty researchers bear ultimate responsibility for ensuring their research activities and research personnel comply with IRB and ORCI policies. 

2) Approved Researchers
a. According to GVSU IRB guidelines, all faculty and student researchers must be listed as study personnel on an IRB protocol, and that protocol must receive IRB approval, before any interaction with participants occurs. Please note that researchers must be named as study personnel on each specific IRB protocol they work on.

[bookmark: _Toc213068867]SONA-Related Policies
[bookmark: _Toc213068868]1. General Policy
a. SONA is the online study scheduling system that facilitates the posting of available studies/enrichment activities, communication with participants, and crediting of participants.
b. The Lab Manager acts as the primary SONA administrator with the assistance of the Assistant Chair for Research. The SONA administrator is responsible for creating new user accounts, creating and modifying studies/enrichment activities, and general management and troubleshooting of the system. Questions for the SONA administrator should be emailed to psychlab@gvsu.edu.
c. Principal Investigators (PIs) and researchers are responsible for posting timeslots to their respective studies/enrichment activities. Researchers are also responsible for crediting in person participants and marking “No-Shows”. If researchers need assistance, they should contact the SONA administrator. 
d. PIs and researchers should not attempt to create or modify their own studies/enrichment activities and should instead send requests to the SONA administrator to ensure consistency across the system and adherence to the IRB protocol. 
e. If a new study needs to be added to SONA, the PI should email the SONA administrator the relevant IRB protocol approval, the consent form, and the debriefing. The email should also include the number of credits, the expected time to complete the activity, the modality, restrictions such as if participants must be 18+, and the names and email addresses of all researchers. Depending on the specific study, the SONA administrator may require additional information.
f. If a PI wishes to change the number of credits/duration, researchers on the study, modality, or other design changes, the PI must first receive approval for the change from the IRB. Once approval has been granted, the PI should provide the approval letter to the SONA administrator so the administrator can make the changes. Adding unapproved researchers to a study, or changing the modality or credits without prior IRB approval may constitute a violation of IRB guidelines. 

[bookmark: _Toc213068869]2. Training
g. It is recommended that all student researchers receive some direct training on SONA, either from their research mentor or from a training session provided by the Lab Manager.
[bookmark: _Toc213068870]3. Crediting of Timeslots
h. Researchers are asked to grant credit for in person studies/enrichment activities within 24 hours of completion of the session. If a study is completed on a Friday afternoon and credit is not able to be granted right away, please do so on Monday morning. If you are unable to grant credit promptly, please work with your PI or peers within your lab. If this is not feasible or you have questions, please contact the Lab Manager.
i. Credit for online external studies/enrichment activities conducted through Qualtrics should be granted automatically upon participant completion of the task.

[bookmark: _Toc213068871]4. Researcher Cancellations
j. If a researcher needs to cancel an in-person timeslot with more than 24 hours notice during the majority of the semester, this can be completed through the standard timeslot cancellation email process in SONA.  
k. If a researcher needs to cancel an in person session with less than 24 hours notice, participants enrolled in the study will receive credit. This requires a different cancellation procedure. Specifically, the study session is not cancelled in the SONA System, and instead researchers should select "contact” participants in the “Modify” timeslots screen to notify participants that the session will not run and they will receive credit. Then the researcher should email the Lab Manager so the Lab Manager can grant credit to affected participants. 
l. During the last three weeks of the semester, due to significant SONA System and research participation traffic, researcher cancellations occurring within 72 hours of the study appointment time will result in enrolled students receiving credit for the study. Please follow the steps listed above in section b.
m. If the researcher is unable to send the notifications or complete cancellations as instructed here, the Lab Manager should be contacted for assistance in notifying participants.  

[bookmark: _Toc213068872]5. SONA System Deadline
n. All SONA studies/enrichment activities must be completed and credited by the last Friday of the semester before finals at 5pm. 
o. We suggest that all online studies/enrichment activities have a deadline of the last Friday of the semester before finals at 4pm to address uncredited timeslots. 
[bookmark: _Toc213068873]Prescreen-Related Information and Policies
[bookmark: _Toc213068874]1. Purpose of the Prescreening Survey
a. One purpose of the prescreen survey is to screen participants to determine eligibility for individual research studies. A second purpose is to administer questions to participants that, if included in the context of the main study, might lead to biased responding or potentially reveal the purpose of the study. Currently, a full study cannot be conducted within the prescreen survey.

[bookmark: _Toc213068875]2. Preparing the IRB Protocol for the Prescreen Survey
b. The prescreen survey has its own IRB protocol. Every change to the prescreen survey – including survey items and research personnel on associated studies – must be documented in an IRB protocol amendment. IRB protocol amendments will be submitted at least 1 month before a new semester begins, to allow time for IRB review/approval and prescreen survey preparation in SONA. 
c. Questions can only be included in the prescreen survey if the main study protocol has received IRB approval. The main study protocol must explicitly state which study questionnaires/items will be included in the prescreen survey. 
i. If the main study protocol is under review/revision, researchers can still include questions within the prescreen survey, so long as approval for the main study is obtained by the first day of the semester.
d. In July (in preparation for Fall semester research) and November (in preparation for Winter semester research) the Assistant Chair for Research or the Lab Manager will contact PSY faculty via email to solicit requests for including items or questionnaires in the Prescreen Survey. This email will include a link to a Qualtrics survey where researchers can submit their study information (e.g., IRB approval #, study # in SONA, etc.), and the specific items or questionnaires to be included in the Prescreen Survey. Researchers should be sure to specify the questions they want included as well as the specific response scale and scale labels that should be displayed to participants. These will not only dictate what will be displayed to the participants but also how the data will be appear when exported. Any changes to existing Prescreen Survey items/questionnaires should also be reported at this time. 





[bookmark: _Toc213068876]Downtown Psychology Commons (DEV Lab Space) Policies

[bookmark: _Toc213068877]1. Keycards
a. All researchers using the Downtown Psychology Commons must obtain a keycard or key for entry into the suite. Keycards can be requested via the Grand Rapids Facilities Services Key Request Form. 
b. The form requires individuals to log in and select the campus where the key will be used. After selecting Pew Campus, individuals should select “add” under Access Card and enter the desired locations. It is recommended that individuals request 141A DEV to access the suite and 139A DEV to access the nearby kitchenette and workroom.

[bookmark: _Toc213068878]2. Downtown Psychology Commons Rooms
c. 141A DEV – Lobby/Waiting Room – This space is equipped with a front desk for check in and seating for participants and researchers. 
d. 142A DEV – Conference Room – This space is equipped with seating for 9 and a monitor with HDMI hookup. This room is suitable for research and lab meetings.
e. 144A DEV – Testing Room – This space is equipped with one computer for participants to complete computer-based tasks.
f. 145A DEV – Coding Room – This space is equipped with two computers for researchers to code data.
g. 146A DEV – Observation Room – This space is equipped with cameras for observational data collection.
h. 147A DEV – Control Room – This space is equipped with two computers to control the cameras and complete other experimental tasks.

[bookmark: _Toc213068879]3. Scheduling Lab Spaces
i. Lab spaces are reserved on the online Team-Up calendar. Faculty researchers are responsible for reserving lab spaces on Team-Up and communicating those reservations to their research assistants. 
j. If a reservation is no longer needed – a meeting is cancelled, a study session is cancelled for non-enrollment – please delete the reservation in Team-Up to allow others to use the space.
k. If faculty have questions about using the Team-Up calendar or need their unique Team-Up URL resent, please contact the Lab Manager. 
i. Faculty and staff should not share their unique Team-Up URL with others as the URL functions as the individual’s account. Using another individual’s URL can lead to confusion and issues with reservations.

[bookmark: _Toc213068880]Department Technology and Equipment Policy

[bookmark: _Toc213068881]1. General Policy
a. The Lab Manager is responsible for the lab technology equipment and the department loaner technology. If there are issues or questions about the technology within the labs, the Lab Manager should be notified. Issues or questions about office or classroom-based technology should be communicated to IT. 

[bookmark: _Toc213068882]2. Department Loaner Laptop Policy
b. General Policy
i. The Psychology Department has some loaner laptops available to support faculty with research, instructional, and administrative tasks. These laptops are intended for temporary use when someone’s normal laptop is nonoperational, a specific software is needed, or additional devices are needed to support lab operations. Department loaner laptops are not intended to replace someone’s faculty or personal laptop long term. 
c. Checkout Procedure
i. If a faculty member needs to check out a department loaner laptop, they should contact the Lab Manager. They will assess the requester’s specific software and location needs to determine which laptop is appropriate. 
ii. If the Lab Manager is out of the office, faculty can email the Sciences Computing Specialist Zach Hancock (hancocza@gvsu.edu) to assist with loaner laptop needs. 
iii. If a faculty member has already determined a routine laptop checkout arrangement with the Lab Manager, such as using a laptop weekly during a lab meeting, the Lab Manager will notify other staff and student workers in case the laptop needs to be collected when the Lab Manager is not present.
d. Duration
i. Loaner laptops are intended for short term use of less than two weeks.
ii. If a faculty member needs to use a loaner laptop on a specific day each week but does not need to use the laptop continuously, the Lab Manager can organize a plan to have that laptop ready for collection on or before that day each week. This system ensures that laptops are available for others when not in use. 
iii. If a faculty member needs to borrow a laptop for an extended period of regular use, such as active data collection or analysis that’s occurring multiple days per week, this should be communicated to the Lab Manager. The faculty member will be asked to check in with the Lab Manager at least once per month to ensure that the laptop is still functioning properly and has necessary updates.
e. Student Use
i. Students cannot check out laptops themselves. All laptop checkouts must be completed by a faculty or staff member. In select circumstances, faculty or staff may be able to check out a laptop for a student to use, however the faculty or staff are assuming responsibility for that laptop. 
ii. If a student research assistant (RA) needs to use a lab laptop, their PI/faculty member needs to check out the laptop on their behalf. The faculty member must collect the laptop themselves, unless there is an established preapproved arrangement, such as a PI and their RA always check out a laptop together before a lab meeting on Mondays and the RA can check out the laptop prior to the meeting moving forward.
iii. If a student needs to use a loaner laptop for an exam or in class assignment, the instructor should coordinate with the Lab Manager in advance. The laptop will then be checked out to the instructor directly to be used under supervision within the classroom. Alternatively, if the exam is completed in the Psychology Office, the office staff and student worker can supervise the student using the laptop during the exam.
iv. If a student needs to use a loaner laptop outside of class time to complete classwork and they have exhausted other options, the faculty member can discuss this with the Lab Manager and the department Chair to see if there is anything the department can offer.

[bookmark: _Toc213068883]3. Other Technology Loaner Policy
f. General Information
i. The Psychology Department has some technology available to support faculty with research, instructional, and administrative tasks. These items include but are not limited to: video cameras, the OWL, Yeti Microphone, and presentation clickers. 
g. Checkout Procedure
i. If a faculty member needs to check out department technology, it is recommended that they reach out to the Lab Manager in advance, if possible, to check availability.
ii. If the item is available, the faculty can collect the item from the Lab Manager’s office and sign out the item on the designated clipboard. 
iii. If the Lab Manager is out of the office, the office staff or student worker may help the faculty obtain the item from the Lab Manager’s office, but they must first check that the item does not have a note that there is another upcoming reservation and that the faculty signs out the item on the clipboard.
iv. Faculty should communicate how long they need to check the item out for. 
1. If the item is needed at multiple points throughout the semester but is not needed daily, the faculty may be asked to return the item in between uses so it is available for use by others. 
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