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Developmental Disabilities Lab Volunteer Application Package

Thank you for your interest in volunteering as a research assistant with the Developmental Disabilities Lab at Queens College, CUNY. 

Research in the Developmental Disabilities Lab bridges developmental psychology and applied behavior analysis to develop and demonstrate interventions informed by current knowledge about core areas of impairment in young children with developmental disabilities. Understanding the characteristic strengths and weaknesses, or behavioral phenotype, of a specific disorder, helps us tailor interventions to better address critical needs. This approach to intervention has the potential to prevent and/or minimize the cascade of negative sequelae associated with early deficits, resulting in significantly improved outcomes. 

Current projects:

· Investigation of intervention to teach social communication skills such as joint attention to children with autism. 

· Examination of intervention and intervention intensity to address early impairments in young children with Down syndrome. 
· Evaluation of the effects of sibling support and training for siblings of children with developmental disabilities. 
http://qcpages.qc.cuny.edu/~ejoneshuwer/
As a volunteer research assistant you will gain valuable knowledge about research and intervention with children with developmental disabilities including autism and Down syndrome. You will learn about research design and implementation including behavioral observation coding, assessment, and intervention. You will have the opportunity to observe interventions and may even be able to assist with assessments and interventions working directly with children who participate in research projects in the Lab. 

Duties
General tasks in which our research assistants are involved:

· Data entry

· Video and live coding of children’s behavior

· Observation of and assistance with assessments and interventions with children 

· Assistance with SIBS Club  

· Preparation of materials for research projects (e.g., toys, prompts)

Expectations

You must attend a scheduled orientation, training, and tour of the Lab.

Volunteers must commit to work an agreed number of hours on a scheduled basis that is acceptable to the volunteer and supervisor. 

Volunteers are expected to be forthcoming about their abilities, interests, and time availability and only commit to assignments they can complete well and by the expected deadline.

Volunteers must notify the Lab beforehand of any absence by emailing the person with whom they were supposed to meet. 

Volunteers must conduct themselves in an appropriate and ethical manner at all times (see Standards of Conduct for additional information).

Have fun and ask questions. Remember we are here for you!

Required Skills

· Office tools (Word, PowerPoint)

· Data entry and handling in MS Office tools (Excel)

· Written and oral communication
Commitment

ALL volunteer applicants must be available for at least 2 semesters for 3 hours/week. Preference given to persons available for 1 year. Number of available positions varies based on research requirements.

Training in the Protection of Human Subjects
All CUNY faculty members, postdoctoral scholars, graduate and undergraduate students involved in human subjects research as key personnel must complete the Basic Course in the protection of human subjects prior to Institutional Review Board (IRB) approval of their protocol. Key personnel are defined as the Principal Investigator, co-investigators and research personnel who interact directly with human subjects or who have access to private information related to human subjects during the course of a research project. Key personnel also include faculty sponsors /advisors who provide direct oversight of research with human subjects or research using private information about human subjects. Certificate of completion of the basic course is valid for three years. Key personnel of human subjects research protocols must complete a refresher course every three years.

INSTRUCTIONS
Please follow the steps outlined below to complete your training:
1. Log-in (or register if you are a first-time user) at https://www.citiprogram.org/Default.asp
2. Your participating institution is “City University of New York (CUNY).”  Check “No” for anticipating CME/CEU credits.  

3. Click on “Add a course or update your learner groups”
4. Select the curriculum which you would like to complete: Human Subjects Protection Basic Course
5.  You must completed 2 required courses and all the modules with a score of 80% or better:

Basic: Human Subjects Basic Course (or refresher) for undergraduate or graduate students 
RCR: Responsible Conduct of Research Course
6. Submit a copy of your completion certificate to Dr. Jones. 
Standard of Conduct

The standards of conduct for the Developmental Disabilities Lab are important to maintain a productive work environment and a professional setting for the families and children who visit the Lab. All volunteers must become familiar with these rules and standards and follow them in their own jobs and in conducting all activities in the Developmental Disabilities Lab. 

While not intended to list all the forms of behavior that are considered unacceptable in the workplace, the following are examples of rule infractions or misconduct that may result in disciplinary action, including termination of volunteer status.

Attendance/Punctuality

The Developmental Disabilities Lab expects that all volunteers will keep regular and punctual attendance. This means being in the Lab, ready to work, at the scheduled starting time each day. Absenteeism and tardiness places a burden on others within the Lab. If you are unable to report for work for any reason, notify your immediate supervisor before your regular start time. 

*You are responsible for speaking directly with someone in the Lab about your absence. 

*Repeated absences or absence without notice will result in termination of your volunteer status. 

Absence Without Notice
When a volunteer is unable to work because of illness or accident, he/she must notify a member of our staff. This will allow the DD Lab to arrange to cover necessary duties. Absences without notification cannot be tolerated because it directly influences the quality of research and participant care.

*Absences without notice will result in termination of your volunteer responsibilities in the Lab. 

Disrespectful Behavior

Respectful behavior means being courteous, kind, responsive, and helpful to Lab mates as well as the children and families who come to the Lab.

Use person first language (i.e., child with autism rather than autistic child) when discussing children and families who come to the Lab. 

Use basic niceties such as please and thank you.

Refrain from interrupting ongoing meetings

Clean up your workspace at the end of your time in the Lab each day. 

We are often faced with a need to discuss sensitive issues. Make sure you do so in a private confidential setting. When you see children and families, be careful to refrain from talking about the child/family in front of them. Reserve your questions for a private space with Lab supervisors. 

As a part of the Lab, you must also present yourself in the same respectful professional manner that other Lab members do. You will be seeing children and families and we must maintain a professional work environment. Volunteers should be well groomed and dressed appropriately for work. The following items are appropriate for the Lab and seeing children and families:

· Jeans or slacks in good condition (no holes or tears)

· Casual shirts/blouses

· Golf shirts, turtle necks, and sweaters

· Dresses or skirts

· Shoes - casual, in good repair

*Behavior that berates or belittles or is condescending or patronizing will not be tolerated and will result in your immediate termination of your volunteer responsibilities in the Lab. 
Confidential Information

Material related to research and clinical activities must remain confidential. As required by our Institutional Review Board protocols, materials must be stored in locked offices/labs and/or on password protected computers. Materials must not leave the Lab.

Knowledge you gain about participants must remain confidential. This means you do not share identifying and unnecessary information with anyone outside the Lab. If you are unsure about the scope of this, please speak with Dr. Jones. 
Application Form

NAME:       

ADDRESS:     
PHONE NUMBER:       E-MAIL ADDRESS:      
MAJOR:       LEVEL:      
Why are you applying for this volunteer position?     
Please describe any experience you have had with research:      
Please describe any experience you have had with data entry or data management:      
Please describe any experience you have had with working with children with developmental disabilities:      
How long will you be available to volunteer for: (e.g., This summer? this semester? next semester? next year?)      
How many hours do you propose to volunteer based on your schedule (per week, per month etc)      
Please check off when you are “generally” available below:

	TIME
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	9 a.m. -12 p.m.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12 p.m. - 3 p.m.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3 p.m. - 6 p.m.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Volunteer Service Agreement

Section 1 – Volunteer Information

Name:       Phone #:     
Email:      
Home Address:      
Emergency Contact:       Phone #:     
I understand the following about the position(s) for which I am applying:

	YES
	NO
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Participation and Supervision: As a volunteer, I agree to abide by all applicable rules and regulations of Queens College and guidelines of this unit/department and to fulfill the volunteer responsibilities to the best of my ability. I also understand that a Supervisor manages activities each research site and I agree to operate under their direction.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Work Description and Schedule: I am expected to participate in all research activities as scheduled. The daily schedule is determined by my Supervisor based on research needs. Activities include: observations/data recording; computer data entry; and other duties that may be deemed necessary by the supervisor. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Compensation: I understand that I will receive no monetary benefits in return for the volunteer service I provide.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Early Termination: I further understand the DD Lab may terminate this agreement at any time without prior notice


Volunteer Signature: _____________________________________ Date: __________________________
Section 2 – To be completed by Supervisor

Supervisor responsible for volunteer: _____________________________________
Supervisor’s Telephone Number: _____________________________________
E-Mail: _____________________________________
Please describe the services the volunteer is expected to perform: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Volunteer service will begin ___________________________ and end ____________________________
Supervisor’s Signature: _____________________________________ Date: _______________________
