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[bookmark: _Toc437250440][bookmark: _Toc501378811]Overview
All individuals who conduct research with human subjects in the Psychology Department are expected to follow the policies and procedures articulated in this document. These guidelines pertain, generally, to all human subject researchers (faculty and students) and also specifically to those who use the Psychology Department Participant Pool (participant pool).
The participant pool allows for data collection from undergraduate students in return for partial fulfillment of course requirements.  All 100-level psychology students are required to participate in a set number of research credits dictated by the needs of the researchers and they must do so in two of their 100-level courses. Research credits are earned either by participating in research studies or completing a reading-and-writing alternative.  If students do not complete this requirement, their grade in the 100-level course will be lowered by two levels (e.g., from a B to a C+).  Thus, researchers’ behaviors directly affect students’ grades.
Conducting research has pedagogical implications, as well. Student researchers learn how to develop and run studies, analyze data, and write manuscripts. It also teaches responsibility, critical thinking, and other valuable skills. Student participants learn about how psychological research is conducted and the wide-ranging topics that psychologists study.  They also learn about the ethical component to research through reading informed consent forms and debriefing statements. Research participation is a vital component of their introductory psychology experience.  For many of these students, this may be their first and only exposure to the research process. 
Given the importance of adhering to proper research protocol, all human subjects researchers are expected to read this document thoroughly. Researchers will be held accountable for all of the contents of this document when they conduct research in the department. 
If you have any questions about these procedures, contact the Academic Technician, Bridgette Rodgers (Kaufman 157 Tech, 717-254-8374, rodgersb@dickinson.edu).
* Please note that the policies in this document describe how research is typically conducted and, as such, is subject to change. All changes will be e-mailed to faculty supervisors and posted on our website, along with other forms and documents.

[bookmark: _Toc437250441][bookmark: _Toc501378812]Guidelines for those who Conduct Human Subjects Research in Psychology 
[bookmark: _Toc501378813]Who Conducts Research in the Psychology Department?
Our faculty maintain active programs of scholarship and often enlist help from student research assistants who may work on a voluntary basis, for course credit, or for payment. Students also design and conduct their own studies under faculty supervision in their research methods courses (e.g., PSYC 200-levels and PSYC 300-levels) and in the course of an independent research project (PSYC 550). 
[bookmark: _Toc501378814]Research Participants
Given the wide variety of sampling needs for psychology researchers, there are no restrictions regarding the populations from which our researchers can sample. That is, researchers can recruit participants from the participant pool, the general student population, the general population outside of the College, and from online pools (e.g., Amazon Mechanical Turk or Craigslist). However, there are restrictions on actually recruiting student participants, so as not to create confusion for participant pool functioning. 
[bookmark: _Toc501378815]Amazon Mechanical Turk Guidelines
A set of guidelines has been established to recruit participants through MTurk for research. Other necessary information and pertinent details can be gathered from the Technician.
· All participants (regardless of whether their data will be used) must be paid. This means that all workers will have their work approved (i.e., no rejections can be given).
· The average wages are ~$0.10/minute of work.
· Within the survey (typically on the first page where workers provide informed consent) the names and contact information of the supervising faculty member and the department chair are present so that workers may contact these individuals in case any problems arise.
· If the data being collected through MTurk will be published or presented outside of Dickinson College, the project must have IRB approval before any HITs are posted.
[bookmark: _Toc501378816]Recruiting Participants and Advertising Studies
First and foremost, researchers should not, in any way, actively recruit participants who are currently in the participant pool. This holds true both for those who use the pool for their research and those who do not. Participants in the pool are required to participate in research based on the needs of the researchers who plan to use it. As such, if you did not request credits to use the pool you must find participants by other means and never recruit or collect data from students in the pool.
Researchers must make a ‘good faith effort’ not to advertise studies to students in the participant pool. If recruiting outside of the pool, you must state, “This study is also available for PP credit. If you want to receive credit, you must sign up through Sona before completing the study.” Researchers may hang fliers advertising paid studies, but may not advertise studies for participant pool credit. To that end, researchers may advertise paid studies to students in 300- and 400- level classes via PowerPoint slide announcements before class. However, researchers should not advertise to 200- level classes, as they may contain high numbers of students in the PP. Researchers are normally not permitted to advertise their paid studies in 100-level classes to avoid confusion with the participant pool requirement.
To minimize confusion regarding participant recruitment and advertising, researchers should contact the Academic Technician before advertising their study. The Academic Technician will review the advertising plan and make sure that it is in line with the policies in this document.
[bookmark: _Toc501378817]CITI Training
All researchers in the Psychology Department must complete the ethics program from the Collaborative Institutional Training Initiative (CITI). The CITI training teaches researchers why and how to conduct research in an ethical manner. Students must complete two courses: 1) Social & Behavioral Research Students-with two modules named Dickinson College & Students in Research; 2) Social and Behavioral Responsible Conduct of Research (RCR)-with modules including Dickinson College and 9 others.
These modules are lengthy to complete.  Make sure enough time is provided for students to complete all modules—perhaps suggesting to span the modules out over time. Below includes directions to add the required courses after students create an account from the link above:
· Under Dickinson College Courses, click "Add a Course"
· Check the first two boxes about conducting research for "...Live Human Beings", and "I want to take the course on RCR". Click "Next"
· Check the box for "Social & Behavioral Research Students" learner group. Click "Next"
· Choose the circle for the "RCR for Social & Behavioral Researchers" under RCR courses.
· This should pull up both Courses listed above. Clicking on each will bring students to the required modules and quizzes.
[bookmark: _Toc437250445][bookmark: _Toc501378818]IRB Approval
Governed by federal ethical guidelines for conducting research using human participants, all human subjects studies conducted in the Psychology Department must have IRB approval.  
[bookmark: _Toc501378819]Scheduling Rooms for Conducting Research
Coordinate with the Academic Technician to use specific rooms to conduct studies. Typically, this will be in our research suite (K157B-L). To use other rooms in the department (such as a lecture room for the administration of questionnaires in a group) contact the Conferences and Events Services (CASE; 717-245-1900).  Please be aware that before CASE will accept a reservation from a student, a faculty member must first provide CASE with the names of students who are eligible to schedule rooms on their own. Alternately, faculty members and students may request the Academic Technician to reserve rooms through CASE for research purposes.
[bookmark: _Toc437250449][bookmark: _Toc501378820]Typical Research Session
1. Proceed through informed consent.  A faculty member’s name should be associated with all research projects; during informed consent, the faculty supervisor should be clearly identified so that participants can contact him or her with questions or comments.
2. Proceed through the research session itself, following the researcher’s procedure.
3. Provide a clear debriefing statement (verbally or in writing).  The debriefing is an integral educational tool, during which researchers educate students about the research process, topic, question, methodology, and the use of deception (if relevant) and its rationale. Again, the faculty supervisor should be clearly identified.

[bookmark: _Toc501378821]Additional Guidelines for those using the Participant Pool
[bookmark: _Toc501378822]How the pool works
All students in introductory 100-level courses are required to complete a research requirement. To complete this requirement students must either 1) participate in research, or 2) read and answer questions about a research article – this is called the alternative activity. By completing research studies or alternative activities students earn credits toward the completion of the research requirement. The number of credits changes each semester as a function of the faculty members’ research needs. If a student fails to complete the research requirement their grade will be lowered by two levels (e.g., from a B to a C+).
[bookmark: _Toc501378823]What is a Credit?
One credit of research is equal to 30 minutes of research participation.  If your study takes up to 30 minutes for each participant to complete, those who participate will earn one (1) credit; if your study takes between 30 and 60 minutes, those who participate will earn two (2) credits, ad infinitum.  All study times are rounded up to the next 30 minute interval.  That is, if your study lasts any length of time less than 30 minutes it is treated as a one credit study; if your study lasts any length of time greater than 30 minutes, it is treated as a two credit study, ad infinitum.  To the best of your ability, please keep your study’s length well within the 30-minute ranges to avoid situations where a 35-minute study is awarded 2 credits.
[bookmark: _Toc437250459][bookmark: _Toc437250443][bookmark: _Toc501378824]Participants’ Grades Impacted:
The research requirement, which is part of the participants’ grades, varies from semester-to-semester and is determined by credit requests – if all allotted credits are not used by researchers, participants are negatively impacted.
[bookmark: _Toc501378825]IRB Approval for Pool Use
For those who wish to use the participant pool, they must specify this request (along with the number of research credits that will be allocated to participants) in the IRB application. The IRB is familiar with the mechanisms of the participant pool, so researchers need only indicate that this is their chosen method of recruitment. If you plan to use the pool you must send the Academic Technician all IRB approval notices before you begin data collection.
[bookmark: _Toc501378826]Composition of the Participant Pool
Below is the typical composition of the participant pool (ranges gathered from last 4 semesters). If the population you are interested in studying is not well-represented by the participant pool, please consider recruiting some of your participants from outside the pool (and factor that into your credit request).
· Size: the pool tends to have 170-200 participants
· Gender: the pool tends to be 73-80% female
· Sexuality: the pool tends to be 80-90% heterosexual straight 
· Race: the pool tends to be 65-80% White 
· Class Year: the pool tends to be 77-90% first years and sophomores 
[bookmark: _Toc501378827]Requesting Credits
To use the participant pool to collect data, researchers must submit your credit request to the Academic Technician before the start of the data-collection semester (the credit request form is embedded at the bottom of this document as an appendix). The deadline for this request is typically 2 weeks before the semester begins, but researchers should confirm the deadline each semester with the Academic Technician. This holds for faculty members’ personal research, 300-level course projects, and 500-level independent research projects. Faculty members should submit separate requests for each type of study. Note, however, that if a professor wants her/his 300-level course to use the pool, she/he only needs to submit one request for all of the credits and divide them among the groups.
In a given semester the number of available hours is divided among all those who have requested hours.  The faculty member will receive notification of the number of hours allocated to her/him by the beginning of the semester. If you do not submit a request to collect from the pool before the due date, then you will not be able to use it until the Open Pool during the last two weeks of the semester (see section: Open Participant Pool).
[bookmark: _Toc437250460][bookmark: _Toc437250444][bookmark: _Toc501378828]Considerations for Credit Requests
[bookmark: _Toc501378829]Other Faculty Using the Pool
Please keep in mind that other faculty will be collecting data through the participant pool (and may be planning to publish this work) when making your requests – the pool has finite resources. 
[bookmark: _Toc501378830]Research Courses
Before requesting credits for classes, consider having students collect some data from the participant pool but also be responsible for recruiting some participants themselves. This will reduce the burden on the pool and prioritize research being conducted by faculty and students in PSYC 500-level courses.
[bookmark: _Toc501378831]Eligibility Requirements
If only certain participants can sign up for your project, be prepared to have your project up and running early in the semester – if posted too late, there may not be enough eligible participants needing to complete the requirement late in the semester.
[bookmark: _Toc501378832]Start Date
Projects should be available to participants by midterms (at the latest) – beyond this point, the alternative assignment is available to participants and without the option for research, you may lose some prospective participants.
[bookmark: _Toc501378833]Credit Use
Sona will prevent researchers from using more hours than they were allocated by limiting the number of time slots that can be advertised. That is, if you are allocated 50 credits for 50 participants in a half-hour study, then your study on Sona will have a 25 hour limit; you will be barred by Sona from creating more than 25 hours’ worth of timeslots. However, if you create 25 hours of timeslots and participants either don’t sign up for them or don’t show up to your study, then you can create more, insofar as you remain within that 25 hour limit.
Faculty members should make every effort to use allocated hours by posting sufficient timeslots for students. The Academic Technician will email faculty around Midterms to assess the progress of their research.  If a faculty member will not be able to use the allocated number of hours for any reason, the Academic Technician should be notified.  The PPC can either redistribute unused credits to the remaining users of the pool, or, if absolutely necessary, will notify PSYC 100-level students that their requirement has been reduced.  These decisions will be made on a case-by-case basis.
Note: Faculty members may distribute the allocated hours among their own research projects in any way with the understanding that they must use all of the allotted credits within that semester.
[bookmark: _Toc501378834]Returning Credits to the Pool 
If researchers do not think they will use all the credits they were allotted at the beginning of the semester, these credits can be returned to the pool for other researchers to use – this must be done at least two weeks before the start of the open pool (i.e., by Week 10 of the semester).
[bookmark: _Toc437250447][bookmark: _Toc501378835]Research Assistant Training
Student researchers are required to undergo a Research Assistant (RA) training that is to be held prior to the start of any data collection (faculty researchers will be asked about their start-date plans around the 3rd week of the semester, and then the Academic Technician will plan the session for all RAs to attend; multiple and/or individual sessions may be required). During this hour-long training, RAs will learn procedures on how to use the participant pool, the ethical obligations associated with conducting research with human participants, the educational role researchers play in teaching 100-level psychology students about the research process, a brief introduction to Sona, and common what-if scenarios that they may encounter when conducting research. Any needed training on Qualtrics Survey building, MTurk usage, Sona study setup, etc. can be scheduled for a later time in group sessions (or individual sessions if necessary).
Faculty may not provide their own training in lieu of the required training.
Student researchers must complete this training for every semester that they collect data.  Our policies are regularly updated, and student researchers must have the most recent information.  Additionally, minute details about running studies are difficult to remember, and the training each semester will reinforce all aspects of a researcher’s responsibilities.
[bookmark: _Toc501378836]Advertising to Students in the Pool (Also see: “Recruiting Participants and Advertising Studies”)
Students in the pool will be notified via email each time a new study is made available. This email notification can be tailored to any specific groups based on study criteria and pre-screen responses. Researchers may not contact individual students in the PP. Each researcher may request that the Academic Technician send out one additional email reminder to the pool per study later in the semester.
If a researcher will be recruiting participants both from the pool and from the general student population, then their advertising must not reach students in the pool at all. As a reminder, researchers must make a ‘good faith effort’ not to advertise studies to students in the participant pool. They may hang fliers advertising paid studies, but may not advertise studies for participant pool credit. Researchers must disclose their plan to advertise and recruit for their study to the Academic Technician to identify and avoid any potential problems. 
[bookmark: _Toc437250456][bookmark: _Toc437250457][bookmark: _Toc501378837]Open Participant Pool
The last two weeks of the participant pool will operate as a “free for all.” During the Open Pool there are no limits placed on the number of credits that can be offered. All researchers are free to use the Open Pool – assuming that they have IRB approval. That is, both researchers who were preapproved to collect data from the pool and researchers who were not preapproved to collect data from the pool can post timeslots on Sona to offer credits to students during this time. The Open Pool is meant to accommodate researchers who needed to collect more data on top of what they had during the Regular Pool and/or researchers whose studies were not ready in time to submit a request for credits. Researchers who were not allocated credits may post their study with timeslots on Sona the Wednesday before the Open Pool begins. This time typically occurs during the last two weeks of classes. It ends on the last day of the pool, that is, the last Monday of classes.
[bookmark: _Toc501378838]Submit Abstract at End of Semester
It is required that researchers submit an abstract describing the study to the Academic Technician to send to all students in the pool at the end of the semester. The abstract should include: (1) minimal background information, (2) research questions/hypotheses, (3) method (including a description of the participants), (4) main findings, (5) implications, (6) potential future directions, and, (7) contact information for the professor supervising the project. If data collection is not yet complete, abstracts may include “preliminary” results. However, abstracts must still be submitted for distribution to the participants.
[bookmark: _Toc437250458][bookmark: _Toc501378839]Revoke Ability to Use the Pool
Use of the participant pool to collect data is a privilege, not a right.  Researchers must treat participants with respect.  An example of not using the pool responsibly would be an RA failing to grant credit or no-show within 48 hours of the study, or missing scheduled research sessions.  To encourage students in 300-level classes to use this resource responsibly, faculty should consider deducting points from a student’s research project for misuse of the pool.  A researcher may have the right to use the PP revoked if several violations occur (whether committed by the faculty or the respective RAs). 
If problems occur, the Academic Technician will inform the student researcher and associated faculty mentor and request that the faculty address these issues with the RA.  Consequences will be determined based on the nature of the violation and will be considered on a case-by-case basis.  The decision to revoke the right of an RA or a faculty member to use the PP can be appealed to the Provost of the College.
[bookmark: _Toc437250462]

[bookmark: _Toc501378840]The Sona System
All pool related scheduling and credit granting happens through the Sona Systems participant management program. This is a web-based program that Dickinson users can access by using their Dickinson email address. There are several types of user accounts in the Sona System: Participant, Researcher, Principal Investigator, and Instructor. Each type of account grants different rights as a user. That is, Participants can only sign up to participate in studies, Researchers can only offer timeslots and grant credits. Only Participants can create their own accounts; the Academic Technician must create accounts for all other user types, and additional roles can be added to existing accounts by the Technician as well. Each different type of account requires a different login, but all accounts are managed through your Dickinson email. See section below on how to use the Sona System.
[bookmark: _Toc501378841]Studies in the Sona System
Study names, which are often opaque and arbitrary, could cause major confusion, especially to introductory-level students. To avoid confusion, all studies in the Sona System will be assigned the name of a state (e.g., OHIO, TEXAS) that is easier for the students to encode and remember. The researcher must ask the participant for the state name at the beginning of the study in order to ensure that the participant is at the correct study. The studies are broken down into two major types – Standard Lab Studies and External Online Studies – which are elaborated below.
[bookmark: _Toc501378842]Standard Lab Studies
The most traditional, popular, and likely way that you will conduct your study will be as a Standard Lab Study in which participants physically show up to a location to complete a study. In this type of study, you will create timeslots that specify when and where participants are to come to complete your task. Participants are granted credit for coming into the lab with the intention of completing your study. Any positive progress toward completing your study, including reading and deciding not to participate, is worthy of credit. Credit must be granted within 48 hours of the timeslot. Alternatively, if a participant does not show up to the timeslot they are given a no-show (see No-Show Participants below), which also must be granted within 48 hours. 
[bookmark: _Toc501378843]External Online Studies
The other option is to collect data entirely online via an external link to Qualtrics that students can access from Sona. As such, you would only create one single timeslot for all of the participants for which your study was approved. Students are prompted to take the study immediately upon signing up and have 7 days to complete it. If they do not complete it in 7 days they are to be marked as an unexcused no-show. Automatic crediting should be set up so that students are given credit for completing the study immediately upon finishing it. A detailed tutorial for creating an online study with automatic crediting is in Appendix C.
[bookmark: _Toc501378844]Verifying Participation
Researchers should verify that each participant (1) has a Sona ID and (2) has come to the correct study (by asking about the state name).  These policies are to ensure that the students are participating in the right study and will be correctly awarded credit.  It also ensures confidentiality, as Sona IDs ensure that participants’ names and email addresses are not made available to researchers.
[bookmark: _Toc501378845]Procedures for awarding credit:
Log in to dickinson.sona-systems.com:
a. Go to the ‘Timeslots’ tab of your study
b. Next to the time slot that you wish to update, click ‘modify’
c. Beneath each student participant’s identification number, check either “Credit” or “No-Show” (either excused or unexcused).
d. All students should be awarded a credit or no-show within 48 hours of the completed timeslot.  After two days without credit or penalty being given to participants who signed up, the system automatically notifies the Academic Technician.  At this time, your ability to continue using the Participant Pool will be formally questioned.  (See Section titled “Revoke Ability to Use the Pool”.)
[bookmark: _Toc501378846]Late Participants
Faculty and student researchers should discuss in advance how to handle the situation in which a student, who had already signed up for the study, shows up late for a session. It is a good idea to make clear in the study description the importance of being on time. Here are the options for handling late participants: (1) If there is enough time, the researcher may mark the participant as ‘present’ and allow him/her to complete the study; (2) If the participant would not have time to complete the study, or if admitting the participant into the room may be distracting to other participants, the participant may be marked as an ‘Unexcused no-show’. Again, it is imperative that all researchers working on a given study decide, in advance, which method will be followed so that all participants are treated the same. Additionally, if a participant displays a pattern of not showing up to a particular study, they may be barred from participating in that particular study, limiting their options for completing the requirement.
Additional note: If a student shows up to a study who has not signed up and the researcher wishes to allow the student to participate, the researcher may log in and sign the student up for the current timeslot if it is prior to the start time for the study. If the start time for the current timeslot is passed, the researcher may create a new timeslot for the student. Alternatively, the researcher could email the Academic Technician with the participant’s Sona ID so that the Tech can manually grant credit.
[bookmark: _Toc501378847]No-Show Participants
Not all participants will show up to their designated timeslot. When participants fail to show up, they are to be marked as Excused or Unexcused no-shows in Sona. An Excused no-show may be marked if the participant cancels her/his timeslot or contacts the researchers in advance of the cancellation deadline (i.e., typically 24 hours before a timeslot). An Unexcused no-show may be marked if a participant tries to cancel her/his timeslot within 24 hours or fails to show up for a study without notice. Excused no-shows do not carry the consequences that unexcused no-shows do. If a participant accrues two (2) unexcused no-shows for any particular study, then that participant will no longer be able to sign up for future timeslots for the study that she/he accrued the two unexcused no-shows. That is, unexcused no-shows penalize the students and limit their ability to earn credits, but only for the study that they failed to show up to.
[bookmark: _Toc501378848]Researcher Cancellation
If a researcher is unable to run a scheduled study session due to exceptional and unavoidable circumstances (e.g., weather, health, crisis, technological problems, etc.), the researcher must notify participants through Sona with at least 24 hours’ notice.  If researcher must cancel timeslots within a    24-hours period, credit must be given to those individuals who were scheduled to participate in the cancelled study session; the researcher will lose those credits from the set allocated to for that semester.
[bookmark: _Toc437250446][bookmark: _Toc501378849]Creating a Study in Sona
Log in to Sona, click on “Add a study.”  Select the type of study you are conducting (i.e., standard, two-part standard, and online external survey).  Be sure to select the correct study type, as it cannot be changed once a study has been created. You are required to fill in the following general information about your study: Study Name, Brief Abstract (initial description that participants will see), Detailed Description (more specific information that participants will see before signing up), Duration (rounded to 30 minute increments), Credits (30 minutes = 1 credit), Researcher (select RA[s]), Principal Investigator (supporting faculty member), and Active Study (check yes). An IRB code is not required, but before a study can be approved a final IRB approval must be sent to the Academic Technician. Additionally, if the study is an online external survey, you are required to put the link to the survey in Survey URL. You may also adjust the participant sign-up and cancellation deadlines to whatever best fits your schedule. Pre-requisites, disqualifiers, and course restrictions are solely at the discretion of the researcher on a study-by-study basis. Please consider carefully which options will be appropriate for your study. See Appendices B and C for more detailed tutorials on creating studies.
If you are using the research suite to collect data, you will also schedule those spaces through Sona. You do this when you add timeslots. When adding a new timeslot, you can choose from the list of rooms in the research suite after viewing the “schedule” of rooms currently in use. It is important to always check the schedule to avoid double booking. 
[bookmark: _Toc501378850]Prescreen
The student participants are required to complete the Prescreen questionnaire before they can participate in any studies. It is a survey that asks students for their basic demographics and any other questions that meet researchers’ needs. This questionnaire is administered on the Sona System and can be used to select which participants are eligible to participate in studies. Sona allows for researchers to create restrictions to sample from only certain participants. Prescreen restrictions are created after studies have been added on Sona. To create a prescreen restriction, click “View/Modify Restrictions,” choose the question(s) and response(s) related to your restriction.
[bookmark: _Toc501378851]Requesting study approval
When you are creating your study be sure to select “Yes” for “Email Approval Notice.” This will generate an automatic email that is sent to the Academic Technician to review your study. The Academic Technician will review the information you have posted and inform you (within two business days) that you have been approved to start offering time slots for student participation. The Academic Technician will also add a Study Code (i.e., state name) at the beginning of your study’s name.
No researcher should post study time slots until they are completely ready to begin data collection.  Thus, the faculty researcher and RAs should consult carefully with one another to determine that (1) the IRB project has full approval, and (2) the procedures for the research study are fully complete prior to allowing sign-ups.  In the case of a study using computers or other technical equipment, researchers should test this equipment prior to posting time slots to fully ensure that their procedure can progress as planned.
[bookmark: _Toc501378852]Study Checklist
Each study should have a completed study checklist associated with it. It is required for studies to be approved. Researchers should complete it before sending a request for their study to be approved. It requires that both the CITI training certificate and IRB approval notice be attached, that a request for a room to conduct research and recruitment plan for the study be written, that the question “What is your Sona ID?” be added to your study, and that your study and timeslots be created on Sona. The Academic Technician will review the materials of your study, follow up as necessary, and then approve it when everything has been properly submitted.


[bookmark: _Toc501378853]Appendix A: Credit Request Form
Below is a form that is an embedded document. Double click on the form and it will open up a new document. Make all of your changes in that document and ‘Save As’ to send it to the Academic Technician.


[bookmark: _MON_1521965695]
[bookmark: _Toc501378854]Appendix B: How to Create a Standard Lab Study
Below is a tutorial for creating a standard in-person lab study in Sona. Double click on it and it will open up as a pdf. 


[bookmark: _Toc501378855]Appendix C: How to Create an Online-External Study
Below is a tutorial for creating an online-external study in Sona. Double click on it and it will open up as a pdf. 
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Psychology Department Participant Pool   (PDPP)   Credit Request Form :  Spring 201 8     Instructions :  P lease complete one copy of this form for each project requiring participants from  the  PDPP   (i.e., if you are requesting participants for  two   separate  studies,  you will need to  complete two copies of this form).   Forms should be emailed to the Psychology Department  Technician by  January   8 , 201 8 . Please direct any questions to the Participant Pool Committee  (PPC).    

Name:   Click here to enter text.  

Proposed  Project  T itle:  Click here to enter text.  

Project  P urpose   (please select one) :     Choose an item.  

Length of  s tudy  per participant  Click here to enter text.   minutes  

N umber of participants requested :  Click here to enter text.  

Proposed start date  for data collection :  _____________  

How do you plan to collect data? (choose) :  Choose an item.  

  T he  PPC   has identified  the following  as  reasonable benchmarks   to complete data collection and  ensure responsi ble use of the PDPP. We hope that following  this timeline   will 1) allow  participants to  commence  participation   at a reasonable time   in the semester, 2)  provide  ample  time for all allotted credits to be used   before the Open Participant Pool is available. Please select  the benchmarks that you  realistically   believe you will meet   this semester from the list of options  below. If you select but are then unable to meet these benchmarks, we request that you contact  the PPC as soon as possible (t he PPC will  also  check - in with researchers  during   the se mester ).     ☐     Submit IRB application for project(s) for approval  (Week 5)   ☐     All research assistants complete researcher training  ( Week 5)   ☐     Pilot test/finalize the study procedure and materials   (Week 6 )   ☐     Begin data collection  (Week 7)   ☐     Use  at least  20% of allotted credits per week  (Weeks 7 - 12 )   ☐     Use all allotted credits  (Week 12)*   *Additional data collection can occur during the Open Participant Pool (Weeks 12 - 13) when any researcher can  collect data without credit restrictions     See the  next page for questions related to the Prescreen Questionnaire.      


Microsoft_Word_Document.docx
Psychology Department Participant Pool (PDPP)

Credit Request Form: Spring 2018



Instructions: Please complete one copy of this form for each project requiring participants from the PDPP (i.e., if you are requesting participants for two separate studies, you will need to complete two copies of this form). Forms should be emailed to the Psychology Department Technician by January 8, 2018. Please direct any questions to the Participant Pool Committee (PPC).



		Name: 

		Click here to enter text.



		Proposed Project Title:

		Click here to enter text.



		Project Purpose (please select one):   

		Choose an item.



		Length of study per participant

		Click here to enter text. minutes



		Number of participants requested:

		Click here to enter text.



		Proposed start date for data collection:

		_____________



		How do you plan to collect data?(choose):

		Choose an item.





The PPC has identified the following as reasonable benchmarks to complete data collection and ensure responsible use of the PDPP. We hope that following this timeline will 1) allow participants to commence participation at a reasonable time in the semester, 2) provide ample time for all allotted credits to be used before the Open Participant Pool is available. Please select the benchmarks that you realistically believe you will meet this semester from the list of options below. If you select but are then unable to meet these benchmarks, we request that you contact the PPC as soon as possible (the PPC will also check-in with researchers during the semester).



☐  Submit IRB application for project(s) for approval (Week 5)

☐  All research assistants complete researcher training (Week 5)

☐  Pilot test/finalize the study procedure and materials (Week 6)

☐  Begin data collection (Week 7)

☐  Use at least 20% of allotted credits per week (Weeks 7-12)

☐  Use all allotted credits (Week 12)*

*Additional data collection can occur during the Open Participant Pool (Weeks 12-13) when any researcher can collect data without credit restrictions



See the next page for questions related to the Prescreen Questionnaire.




Below are the core approved questions on the Sona Prescreen Questionnaire:



1. What is your gender?

2. What is your age? 

3. What is your academic status?

4. How do you identify your sexual orientation?

5. How would you best describe your ethnic background?

6. How do you identify your racial background?

7. Did you learn English before the age of 7?

8. Did you learn any other spoken or signed language besides English before the age of 7?

9. Do you currently consider yourself to be fluent in a spoken or signed language besides English?

10. Do you smoke cigarettes?

11. What is your handedness?

12. Do you have a prescription for corrective eyewear (i.e. contact lenses, glasses, bifocals)?

13. If so, do you wear corrective eyewear (i.e. contact lenses, glasses, bifocals)?

14. Do you have a hearing impairment, or have you ever had hearing loss greater than 30dB?

15. If yes, do you use corrective equipment to aid in your hearing?

16. What is/are your major(s)?

17. What is/are your minor(s)?

18. What country(ies) have you spent the majority of your life living in?

19. What U.S. state(s) have you spent the majority of your life living in? Include all states that have been your primary residence for at least two (2) years.

20. What is your country of origin?



Are there any questions that you wish to add to these? (If so, you must obtain IRB approval to add questions.)

		Yes

		☐

		No

		☐

		

		





If ‘Yes,’ please write your answers in the box below:

Click here to enter text.



Do you plan to use the prescreen to set restrictions for your study?

		Yes

		☐

		No

		☐





If ‘Yes,’ please indicate which questions you plan to use below: (this will ensure that this question is properly formatted in Sona to allow this feature)

Click here to enter text.



Have you obtained IRB approval for questions that you wish to add? (Technician must receive copy of IRB approval.)

	

		Yes

		☐

		No

		☐





Updated December, 2017
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Creating and Managing a Standard Lab Study 
This is a dedicated tutorial for creating a standard lab study (i.e., one where participants would physically come to a 
location like the research suite or classroom) on Sona. It illustrates every step from adding a new study through 
creating timeslots and granting credit or no-shows. Follow this tutorial exactly to avoid any problems with your 
study on Sona. 


1. Adding a Study 
This is what the home screen looks like when you sign into Sona as a researcher. Notice that there are two buttons 
to choose from to add a new study. On the following page, ‘Standard Study’ must be selected. 


 


 


 







2. Necessary Study information 
You must pay very close attention to the information that you place online about your study. It should be 
descriptive, yet brief and not too revealing. Be direct. Tell participants enough for them to be informed when they 
sign up. A good example of a ‘Brief Abstract’ is “This experiment tests the effects of different types of phrases on 
problem solving.” A good example of a ‘Detailed Description’ is “You will be asked to read through several scenarios 
containing problems and come up with solutions that you think will work the best.” Simple, direct, and to the point. 
Of course, each study will be different. Work out what will be best for your study’s purpose.  


You should know before you create your study roughly how long it should take participants. Indicate that here only 
in increments of 30 and adjust the number of credits accordingly. The Academic Technician will adjust the number 
of hours allowed to match the number of credits your study was allocated. 


 


 


Find your name (and any other researchers on the project) in the box on the left and click on it so that it appears in 
the box on the right. In the drop down menu, select the professor advising on the project. 


 







If you wish, enter your ‘IRB Approval Code,’ or just send the Academic Technician a copy of the approval. Be sure 
that you indicate that your study is ‘Active,’ meaning that you are ready to begin collecting data upon approval. The 
Academic Technician will review and approve your study. 


 


3. Optional Study information 
‘Pre-Requisites’ and ‘Disqualifiers’ specify which participants can and/or cannot participate in your study. That is, if 
their eligibility depends on previous studies that they have taken. For example, if a current study is very similar to 
one that you have conducted in the past it may cause participant bias because they would know too much about 
your current study.  


 


 


  







 


4. Finalizing your Study 
Because this is an in-person lab study you do not want to make your study available for participants to view outside 
of the lab. If there is any type of URL associated with your study, you should not under any circumstances, put it on 
Sona. 


 


You can adjust these numbers based on your preferences. There is no formal policy on how late a participant can 
sign up for or cancel timeslots for your study. That is, if you don’t mind participants signing up for your study 1 hour 
before it begins you can certainly do that. Be advised, though, that you, as the researcher are responsible for being 
in the research suite for all of your timeslots. Do not make the deadlines too soon before a study that you miss your 
appointments. 


 


Again, there is no formal policy on receiving emails for sign-ups and cancellations. They are just helpful when 
planning for running participants.  


If there is more than one researcher on your study you may wish to allow researchers to be assigned to specific 
timeslots. This allows you to run more than one participant at a time in the research suite. However, this needs to 
consider the needs of other research suite users.  


Always be sure that ‘No’ is selected for the option of participants signing up for your study multiple times. 


 


Comments are not necessary, but can be helpful. Use them as you wish. 


Once you have entered all of your information you are free to click ‘Add This Study.’ 


 







5. Completed Study 
This is what your completed study should look like before you have received approval. If your information is entered 
correctly (i.e., proper credit ‘Duration,’ concise and direct ‘Abstract’ and ‘Description,’ adequate ‘Sign-up’ and 
‘Cancellation Deadlines,’ and correct ‘Researcher’ and ‘Principal Investigator’) you should email the Academic 
Technician to request Approval for your study. 


 


Note that the ‘75 hours’ in the ‘Timeslot Usage Limit’ box is the default amount and the Academic Technician will 
adjust this. Notice, also, that the ‘Direct Study Link’ is crossed out. This is because you should never email your link 
to any participants, students or not. Here is what your study will look like after the Academic Technician modified 
and approved it. If your study requires that only certain participants can complete your study based on the the 
prescreen, you should indicate that now by clicking ‘View/Modify Restrictions’ in the ‘Prescreen Restrictions’ box. 


 







6. Adding Timeslots 
There are two main buttons to get you to the timeslot adding menu. 


 


 


Clicking either of those buttons will take you to this page where you will click the ‘+ Add A Timeslot’ button. Other 
buttons are highlighted to show you that there are multiple sources for you to view and manage your older and 
upcoming timeslots. 


 







 


 


 


This is what the ‘Add Timeslots’ page will look like before you add your first timeslot. Notice that it keeps track of 
your ‘Timeslot Usage’ in the top right. Enter the required information, but make sure that you only enter the 
location that has been confirmed by the Academic Technician before your study was approved. 


 


After you have added your first timeslot your ‘Timeslot Usage’ will have adjusted accordingly. 


 







However, if you reach the upper limit of your credit allocation, you may only create as many timeslots as you have 
been granted. Sona will not allow you to add more than the limit. 


 


Once you have timeslots added, you can view and manage the timeslots in the ‘All Timeslots’ and simply collect 
participants until you have reached your limit. 
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Creating and Managing an Online Study 
This is a dedicated tutorial for creating a an online external study (i.e., one where students complete the study in a 
Qualtrics survey remotely) on Sona. It illustrates every step from adding a new study through creating timeslots and 
granting credit or no-shows. Follow this tutorial exactly to avoid any problems with your study on Sona. 


1. Adding a Study 
This is what the home screen looks like when you sign into Sona as a researcher. Notice that there are two buttons to 
choose from to add a new study. On the following page, ‘Standard Study’ must be selected. 


 


 







2. Necessary Study information 
You must pay very close attention to the information that you place online about your study. It should be descriptive, 
yet brief and not too revealing. Be direct. Tell participants enough for them to be informed when they sign up. A good 
example of a ‘Brief Abstract’ is “This experiment tests the effects of different types of phrases on problem solving.” A 
good example of a ‘Detailed Description’ is “You will be asked to read through several scenarios containing problems 
and come up with solutions that you think will work the best.” Simple, direct, and to the point. Of course, each study will 
be different. Work out what will be best for your study’s purpose.  


You should know before you create your study roughly how long it should take participants. Indicate that here only in 
increments of 30 and adjust the number of credits accordingly. The Academic Technician will adjust the number of 
hours allowed to match the number of credits your study was allocated. 


 


Find your name (and any other researchers on the project) in the box on the left and click on it so that it appears in the 
box on the right. In the drop down menu, select the professor advising on the project. 


 







If you wish, enter your ‘IRB Approval Code,’ or just send the Academic Technician a copy of the approval. Be sure that 
you indicate that your study is ‘Active,’ meaning that you are ready to begin collecting data upon approval. The 
Academic Technician will review and approve your study. 


 


3. Optional Study information 
‘Pre-Requisites’ and ‘Disqualifiers’ specify which participants can and/or cannot participate in your study. That is, if their 
eligibility depends on previous studies that they have taken. For example, if a current study is very similar to one that 
you have conducted in the past it may cause participant bias because they would know too much about your current 
study.  


 


 


  







4. Add Qualtrics Link 
Because your study is will be completed on Qualtrics you will have to add the link that students will click to access your 
study. In Sona, you will paste the link in the box here: 


 


To get the link from Qualtrics, log in to your Qualtrics Account, access your survey, and click on the ‘Launch Survey’ 
button. 


 


On the launch survey page, copy the ‘Anonymous Survey Link’ in the middle of the page. 


 


Back in Sona, paste the link in the box next to ‘Study URL’ 


 







5. Finalizing your Study 
There is no formal policy on study Deadlines. You can adjust the ‘Sign-Up’ and ‘Cancellation’ deadlines to be anything 
that you want. For Online Studies, it is recommended that you significantly reduce the ‘Sign-Up Deadline’ so that 
participants can have as much time as possible to sign up for and complete your study. However, you should not make 
the deadline less than the length of your study. Adjusting the ‘Cancellation Deadline’ does not have that much of an 
impact on Online Studies. 


 


 


Again, there is no formal policy on receiving emails for sign-ups and cancellations. They are just helpful when planning 
for running participants.  


The ‘Researchers at Timeslot-Level’ should be ‘No’ because of the uniqueness of timeslots for Online Studies. 


Always be sure that ‘No’ is selected for the option of participants signing up for your study multiple times. 


 


Comments are not necessary, but can be helpful. Use them as you wish. 


Once you have entered all of your information you are free to click ‘Add This Study.’ 


 


  







6. Completed Study
This is what your completed study will look like before you have received approval. Notice that the ‘Direct Study Link’ is 
crossed out. This is because you should not be emailing anyone the Sona link to complete your study. Verify that your 
information is entered correctly (i.e., proper credit ‘Duration,’ concise and direct ‘Abstract’ and ‘Description,’ adequate 
‘Sign-up’ and ‘Cancellation Deadlines,’ and correct ‘Researcher’ and ‘Principal Investigator’). Before emailing the 
Academic Technician you need to set up your study for automatic crediting. 







7. Automatic Crediting
First, at the end of the ‘Study URL’ that you pasted from Qualtrics type (without quotes) “?id=%SURVEY_CODE%” 


After your study has been created, go back into Qualtrics. Click on the ‘Edit Survey’ tab and choose the ‘Survey Flow 
option.’ 


Your study might look different depending on how many blocks it has and/or any special study orders. Go to the very 
last block at the bottom of your survey flow. Add a new element by either clicking ‘+ Add a New Element Here’ or ‘Add 
Below.’ 







On the new block click the ‘Embedded Data’ button. 


 


Type (without quotes) “id” into the textbox that appears. 


 


Click anywhere out of the textbox and drag the block to where it will be before any other blocks in your survey by using 
the ‘Move’ button. 


 


Add another element at the very bottom of the survey by again clicking ‘+ Add a New Element Here.’ 


 


  







On the new block, click the ‘End of Survey’ button. 


 


Click the ‘Customize’ option. 


 


A dialog box will appear. In it click the ‘Override Survey Options’ button. 


 


Of the ‘Override Survey Options’ click the ‘Redirect to a URL…’ option. 


 







Go back to your study in Sona and select and copy the ‘Completion URL:’. 


 


Paste the ‘Completion URL:’ in the box next to ‘Redirect to a URL…’. 


 


 







I couldn’t get a screen shot of it,  but at the end of the completion URL that you just pasted into Qualtrics (seen 
immediately above) delete (without quotes) “XXXX” and type (without quotes) “${e://Field/id}”. Click ‘OK’. 


 


You’re all done! 
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