
Welcome! 

 

Congratulations on deciding to become a research assistant. It is a great step toward your career. 

Please keep in mind that being a research assistant does not equate an “easy A”. A research 

assistant is supposed to take on responsibilities which will help make a researcher’s life easier. 

It is possible to get a grade lower than an A for your work as a research assistant. Take it 

seriously! If you do, it will be an excellent learning experience for you. If you do it well, it may 

even get you some great recommendation letters for graduate school. 

Please review the research assistant duties (along with some basic laboratory rules and norms). 

Then proceed to the test. You must make a 100 in order to continue on the path to becoming a 

research assistant. 

  



Department Research Assistant Duties 

Dr. Vanhoy's research assistants (RA’s) are the little minions of the lab (Graduate students = big 

minions, Graduate Assistant = the ULTIMATE minion). These individuals have shown good 

work ethic, responsibility, and intelligence in Dr. Vanhoy's previous classes or just in 

interactions with her. They are expected to follow any directions they are given and they are 

expected to contribute to the functioning of the lab and the research that the lab carries out. Here 

are the duties of an RA. 

 

Daily 

 

Do whatever needs to be done to keep the lab clean and presentable, without needing to 

be reminded regularly! We are all adults and should not require babysitters. 

 

Random tasks could arise, such as grading or proctoring a test, and RA’s should be 

willing to do all of these.  

 

Check and empty all the recycle bins 

 

Make sure all printers have paper 

 

Make sure all items on boards are up to date (remove items which have past the date). 

 

Update the PsyFri twitter account 

 

Take delegations from the GA. Usually, the GA is pretty busy and tends to have a lot to 

do outside of printing posters or cleaning the lab. If this is the case, RA's should be able 

to take delegations from the GA and accomplish the tasks asked of them.   

 

General lab neatness 

 

Weekly 

 

Check in with the Graduate Assistant (GA). RA's should do this weekly if the GA has not 

given them specific things to do that week.  

 

Come to Psyence Friday every Friday at 12:05 pm. This is a gathering of students and 

faculty where research is presented weekly. The lab meets roughly an hour prior to each 

Psyence Friday. Lab meetings are the first Friday of every month (we will meet in either 

309 or 311). 

 

Water the plants (309, 307, & 303)  

 

Vacuum the lab 

 



Help with research. RA's should be research assistants for other lab members or 

confederates, depending on the researcher's needs. RA's should be flexible and should 

make themselves available to do this. After all, that is what the title of RA means. 

 

Monthly 

 

 Dust every surface in the lab. 

 

 Clean monitors 

  

 Vacuum Chairs 

 

 Go to the lab meetings in room 311 on the first Friday of every month 

 

Semester 

 

Update lab manuals. 

 

Check PHRP’s 

 

Update SONA (delete/add new gen psych classes) 

 

 

Annually  

 

Redo the lab's inventory (usually done at the end of the Spring semester). 

 

 

  



Note to Students:  

Psychology, like other forms of scientific research and study, requires a strong work 

ethic, which means spending much time and effort reading and working in the lab or at 

the computer.  As you proceed through your career, you will find that most good 

researchers are diligent workers with obstinacy, determination, curiosity, and common 

sense.  This lab is provided to encourage development in these areas and to assist in 

developing relationships that may transcend beyond the time spent at University of 

Central Oklahoma (UCO).  

    

You would not be here if you did not have success in your field as your personal goal. 

Because it is this department’s goal, and the overall goal of  UCO, to produce high 

quality researchers who can make significant contributions to their fields as well as 

humanity, it is expected that students training in this lab show considerable progress in 

attaining any targets set before them. The pages following are some expectations and 

guidelines for day-to-day research conduct that will help you achieve all desired goals. 

 

Failure to adhere to the guidelines may result in being verbally reprimanded.  If the 

behavior continues, written notification of revocation of lab privileges will result. Failure 

to make corrections to inappropriate behavior or technique may also result in academic 

consequences including, but not limited to, suspension from the program. 

 

 

 



Welcome 

The Dynamics and Cognition Lab is located on the 3rd floor in the education building in room 

309. The use of this laboratory is a privilege granted to the members of the psychology 

department for experimental and/or educational services. In order to allow as many people as 

possible to utilize the lab in an environmentally controlled manor there are some rules that must 

be observed. 

1. The bulletin board outside the lab has information containing important dates and times 

on it.  It is a good first stop for resources pertaining to psychology programs, Psyence 

Friday schedules, job openings, and any other information the GS’s or professors wish to 

pass on. It is good practice to check this board once a week for any updates. 

 

2. The Lab is a controlled 

access area. This is to 

ensure quality data 

extraction and provide a 

good environment for 

study.  To obtain access 

please follow the 

following steps. 

 

a. Entering the lab should always be performed in a quiet and respectful manor so as 

not to interrupt work in progress. There are 3 levels of access to the lab as 

follows. 



 

i. If the lab door is open you may enter and leave freely. 

 

ii. If the lab door is closed but the light is on and the gate is not in front of the 

door, knock and wait for one of the occupants to assist you.  

 

iii. If the lab door is 

closed and the 

gate is in front of 

it please sit in the 

waiting section 

until informed 

that it is once 

again safe to enter 

the lab. 

 

3. No food or drinks without a screw on lid allowed in the lab. 

 

4. Maintain security. Please close and lock all doors when you are the last to leave. 

 

5. Please conserve our resources. If you do not need to print, open a new box of electrodes, 

use any expendable resource, etc.…  DON’T! 

 



6. Be frugal: the department may be willing to purchase some of the supplies you require as 

long as it meets the following requirements. 

 

a. It has to be reusable and useful to the department. 

 

b. It has to be justifiable for your experiment.  

 

c. It becomes property of the lab and is made available to anyone that has need of 

the item. 

 

d. All purchases are at the department’s discretion.   Acceptance and rejection can be 

determined by the powers that be without providing reason. 

  

7. All programs placed on computers should be licensed and paid for appropriately. Group 

computers should never be used for computer games. 

 

8. All items produced for use in the lab or stored in the lab must be properly labeled and 

approved through the proper authorities. 

 

9. Personal Hygiene: Although not customary in all countries, Americans generally bathe at 

least several times per week. As a result, many Americans are offended by the infrequent 

bathing habits of others (whether Americans or internationals). Thus, you may be leaving 

a negative impression of yourself without ever knowing it. Unfortunately, bad 



impressions are often difficult to overcome. Likewise, be sure to use an underarm 

deodorant since most Americans find body odor to be most offensive. I have seen people 

causing themselves to be ostracized by others simply because of poor personal hygiene 

habits. 

 

10. Harassment: All forms of harassment (sexual or otherwise) will be subject to a zero 

tolerance policy as per UCO guidelines and will be reported to appropriate authorities.   

 

11. Unless directed by a professor, Graduate Assistants are the final say in the lab. If you are 

asked at any point to perform any reasonable action you will be expected to comply. This 

includes request to leave. 

 

http://www.uco.edu/academic-affairs/files/faculty-handbook/Appendix-I-2013FH.pdf


Lab Space Sign-Out Procedures 

The lab is designed for Undergraduate and Graduate students to conduct experiments as well as a 

place to study quietly. If you are conducting research, you MUST check out lab space in this 

notebook before you setup timeslots in SONA. If there is a discrepancy, this notebook will be 

considered the authority by the Graduate Assistant as to who has access to the space.  

Remember, you must always sign out a room if you are in it. Even if you are simply studying, 

you MUST sign out the room. 

We ask that you treat the space and others with respect and courtesy. This means to be mindful 

of your volume while speaking with others as well as cleaning up the space once you are 

finished.  

There are no open drink containers or food allowed at any time. If you are seen breaking this 

rule, you will be required to throw away any and all food and drink.  

When checking out lab space:  

1. Only use pencil. Do not use pen. 

2. Only 3 hour blocks maybe checked out at a time. 

3. Print your initials in the timeslots you are checking out. 

4. If something happens and you no longer need the space, please erase your initials. This 

is to communicate and allow others to use the space. 

5. If you are planning to use the lab after normal hours (8am-5pm), make sure you are 

able to access the lab. It is your responsibility to ensure you have access after-hours. If 

you have any questions, please contact one of the Graduate Assistants or your advisor. 

 

On the following page is a diagram of the layout of the Experimental Lab. Room 9 is used as the 

Graduate Assistants’ Office.  Room 7 has two additional Cubes inside, and is labeled as a Group 

Room. It is preferred that more than one person use this room at a time (for group study/work).  

If you have other questions, please contact the Graduate Assistants (EDU 309, Room 9) or Dr. 

Vanhoy (EDU 303D). 

  



EDU 309 Lab Layout 
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Sign-Out Sheet 

Date: _______________________________ 

Time Cube 1 Cube 2 Cube 3 Cube 4 Room 5 Room 6 Room 7 

*Group* 

Room 8 Room 9 

*GA* 

8:00am          

8:30          

9:00          

9:30          

10:00          

10:30          

11:00          

11:30          

12:00pm          

12:30          

1:00          

1:30          

2:00          

2:30          

3:00          

3:30          

4:00          

4:30          

5:00          

5:30          

6:00          

6:30          

7:00          



Lab Equipment Sign-Out Procedures 

The lab is designed for both Undergraduate and Graduate students to conduct experiments. As 

such we have many items that will assist one in their experimental progress.   

 

1. This equipment may be checked out by any member in good standing with the 

department of psychology.   

 

2. To check out an item one needs to demonstrate the knowledge required to operate the 

item in question and gain approval from the proper authorities. 

 

3.  Equipment should always be returned in the condition it was when it was checked out 

 

4. Unless specified by an approving authority all items must be returned by 5:00 on the day 

they are checked out.  

 

5. Any addition wear and tear on the item will be the responsibility of the person who 

signed for the item. 

 

6. Checking out the item: The person wishing to be responsible for the item should ask for 

an approving authority to sign the item back into the lab by initialing the Check In box on 

the sign out sheet.  

 

7. Returning the item: The person responsible for the item should ask for an approving 

authority to sign the item back into the lab by initialing the Check In box on the sign out 

sheet.  

 

8. Approving authorities include the professor who operates the item, graduate assistants, 

and research assistants. 

 

9. Damaged to items can result in academic penalties including, but not limited to, academic 

suspension pending a conduct committee hearing.    

  



Lab Equipment Sign-Out Sheet 
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Data Stations 

 

1. There are currently four data 

stations in the main room and 

the option for an additional 

two in room 7. 

 

2. It is the researcher’s 

responsibility to insure the 

data stations are returned to 

their original position.    

 

3. Do not walk up to people in the cubicles and start talking (also 

known as popping in). The researcher should first address you so 

that you know they are not active in an 

experiment. 

 

4. The walls of the cubicle may be 

extended by researchers as needed. When 

separating dividers do so while holding 

the magnetic strips so they are not pulled 

from their respective slots. It is the 

researcher’s responsibility to return them 

to their original location. 

 

5. When leaving the room, return the mouse to the keyboard tray and 

push it back under the table, even if you are leaving for a brief 

period.  

 

  



The Experiment Rooms 

 

1. It is the researcher’s 

responsibility to insure the room 

is returned to its original 

position.  
 

2. Do not walk up to people in the 

rooms/data stations and start 

talking (also known as popping 

in). The researcher should first 

address you so that you know 

they are not active in an 

experiment.      

 

3. There are currently five rooms 

in the cognition lab. There are 

three single participant rooms: 

room 5, 6, 8, and 9.  

 

4. There is one group room (room 

7) with the option of 

transforming the area into four 

data stations. There are only two 

computer stations in this room.  

 

5. The walls of the cubicle may be 

extended by researchers as 

needed. When separating 

dividers do so while holding the 

magnetic strips so they are not 

pulled from their respective 

slots. It is the researcher’s 

Room 6 

Room 5 

Room 8 

Room 7 (Group Room) 



responsibility to return them to 

their original location. 

 

6. When leaving the room, return 

the mouse to the keyboard tray 

and push it back under the table, 

even if you are leaving for a 

brief period.  

 

7. There is a trash can located in 

each room for participant use 

only! It is the experimenter’s 

responsibility to empty the trash 

can and return it to its upside 

down position when done with 

the room. 

 

 


