October 23, 2015
A Note on the Political Science Survey Lab Policies
IRB

It is imperative that you receive IRB approval for your study PRIOR to the quarter in which you intend to use the pool. In our application you MUST state that you plan on using the Political Science Subject Pool. Until you complete your PhD you will need a faculty member to sign off on the study. This can be your advisor, who you should contact with a brief description of the study and a heads up the approval is coming. This includes IRB’s your advisor signs off on for exit polls and staff samples that may or may not be directly associated with the lab. Failure to have IRB in hand prior the start of the quarter may and often will mean no access that quarter.
Software

We are obligated to use software owned by the lab. This includes Survey Monkey and Z-tree. If you would like to use different software this needs to be discussed with Jamie.


It is also lab policy to have an undergraduate student both program the survey and organize the data. This can be coordinated with the lab stuff (Jamie and the lab coordinator at the time). This is done in an attempt to approach a standard of blind studies. Thus you will not see the data collected until it is cleaned and ready. To facilitate this process though, you must create a key on what you’d you like your data to look like. Some exceptions can be made to this policy but need to be cleared prior to implementation with the lab staff.

If you have any questions about specific lab policies and procedures, do not hesitate to contact the graduate student Research Pool Coordinator (Richard Shafranek for 2015-2016 academic year) and/or Jamie. If you would like to use the pool, please contact Richard Shafranek about availability (RichardShafranek2018@u.northwestern.edu). 
Availability and Use of the Pool

Three criteria are relevant:  a) timing of request (earlier the better), b) standing in the political science department (some priority is given to political science department members and students but this is not a trumping criteria given the lab is funded largely by the college at large), and c) times of use. These criteria will be used to determine who can use the lab in a given quarter when demand for use outweighs the number of participant hours available. In general, if demand exceeds supply, no one can as a single or co-author use the pool more than 2 quarters a year. Ultimate decisions on use are made weighing these criteria by the lab staff.

When using the pool, you will be provided with the list of participants, but the researcher is expected to contact all the students on that list and make sure that they sign up to participate. It is also the job of the researcher to keep track of who has completed their study and who has not. 


Note the pool can also be used OUTSIDE of the lab for (experimental) surveys (e.g., using survey monkey). The above rule still applied but is often a viable option as they are less time consuming and may allow for greater usage under conditions of high demand.

Other notes:

· Check the lab calendar for when classes are being held in the lab. It is the researcher’s responsibility to completely take down the lab setup, and have the room prepared for a seminar when one is scheduled (move desks, take down partitions, put away computers, etc.). This can be coordinated with the lab coordinator and class times can be obtained from the undergraduate Dept. coordinator.
· Please pick up and dispose of any trash that students leave behind.

· If a computer is not functioning properly, contact Jamie and/or Courtney about the issue.

· Headphones and mice are available for all of the computers if you require them.

· The lab typically has 14 working computers and spaces. However, it is common practice to only schedule 12-13 participants per session (to account for students arriving late/early, students that require additional time, computer malfunctions, etc.). You should contact the lab coordinator about the exact number of working computers.
· Ethernet cables are provided and should be used if you want to connect the computers to the internet.

· Note that one can potentially use the lab with participants NOT from the pool – this usually involves obtaining finances to pay non-student participants. We do not allow payment of student participants during times when the pool is in use.

· Please NEVER use the word “experiment” in your studies but rather refer to your study as a “survey.”
