Information for Psychological Sciences Graduate Students
Keys & Security
UConn IDs issued Fall 2013 or later are used for proximity building access. Graduate students will be able to use their
UConn ID cards to enter the Psychology Building (for evening, weekend, and holiday access) and designated areas
within the building. Common areas for all graduate students are the first floor classrooms (109, 160, 161, 162, A101,
A101A, A105, A106) and the Graduate Student Computer Rooms (BOUS 190C and A316). [Note: New students and
students admitted prior to Fall 2013 who obtain a new UConn ID should provide the 5-digit code on the back of the card to the
Technical Services Director, Garvin Boudle (garvin.boudle@uconn.edu), so that access to the BOUS building can be added to
the card. Students who were previously issued a white proximity card for building access should return their proximity card to the
Program Assistant once proximity access has been added to their UConn ID.]

Keys to TA cubicles and labs are available from the Administrative Assitants in BOUS 106. TA cubicle keys will be
given automatically to all TA’s; KEYS TO LABS MUST BE SPECIFICALLY REQUESTED BY THE
FACULTY SUPERVISOR. If you will be meeting with undergraduate students in a lab in a restricted area, you
should make arrangements with the student to meet you in a common area or provide them with a phone number
where you can be reached for them to gain access to the lab; students should not be told to go to the front office and
ask to be let in to the lab or to have a staff-member call down to the lab to reach you. Keys should be requested
through the departmental process for undergrads who will be working in a lab on a regular basis.
Lost or stolen cards or keys should be reported immediately to Garvin Boudle (garvin.boudle@uconn.edu) and
the Front Office (psychology@uconn.edu).

Computers
The graduate student computer rooms, (BOUS 190C and A316) contain PCs and MacIntosh computers and printing
services for use by PSYCHOLOGY GRADUATE STUDENTS and FACULTY. Authorized undergraduates who are
working with faculty/graduate students on research projects will also be able to use the computer rooms upon request.
These rooms are not, however, open to all undergraduates. Users of these facilities must have a university network
account (NetID).
Our four teaching laboratories (Whetten Graduate Center, Rms 300A to 300D) are NOT public-accessible, meaning
they are generally not available for student, faculty, or staff use. It is mainly a teaching facility, primarily for General
Psychology (1100) and Psychology 2100WQ. (The rooms are available for faculty research when no classes or
maintenance is scheduled; faculty research requests must be submitted via the department work-order system.) Only a
few people have proximity card access to these rooms. For special access during school breaks contact Garvin
Boudle.

Lounge, Rm 187
The lounge (BOUS 187) is available for graduate student, as well as faculty and staff use. Undergraduates will use
the room for meetings of Psi Chi, Psychology Club, or similar functions however it should not be used by
undergraduates as a place to study.
The lounge contains candy/snack and drink machines, as well as microwaves, a refrigerator, and a dishwasher, which
are available for your use. Since this is a shared space it is important that all users contribute to keeping the room neat
and clean. (Please do not leave dirty dishes in the sink or expired food in the fridge and do not remove any items that
do not belong to you.) The Bousfield mezzanine (open to everyone) is another nice location to eat, study, etc.
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Mail
Each faculty and staff member and graduate student has a mailbox in the department mailroom. [Faculty mailboxes
are located straight-ahead and to the right; staff mailboxes are on the right after the faculty and lab boxes; graduate
students mailboxes are on the left.] Be sure to check your box with some regularity, so that mail does not build up and
prevent new deliveries. Faculty, staff, other graduate students, and any undergraduate students in your purview
(including those participating in experiments that you might be running) may rely on your mailbox as a means of
reaching you quickly.
Due to a shortage of space relative to the large number of graduate students that we have, you will be sharing your
mailbox with one other student. PLEASE BE CAREFUL TO NOT REMOVE YOUR MAILBOX-MATE'S MAIL!
This is particularly important for any memos that are distributed by faculty/staff to everyone. When such general
notices are issued, 2 copies will be placed in each graduate student mailbox, and they will not have your name on
them. Take one, but leave the other for your box-mate.
Postage for personal mail cannot be charged to the Departmental account. Examples include mailing of application
materials for a job/internship, mailing of questionnaires for your research, mailing of personal letters, bills,
correspondence.
Department mailboxes should also not be used for receiving personal mail. Personal mail, particularly personal
packages, may be returned to the sender by University Mail Services if it appears to be non-business-related.

Photocopying / Scanning
There are photocopying and scanning services available through the Homer Babbidge Library across the street from
BOUS (http://learningcommons.uconn.edu/resources/scancopy.htm), as well as other locations on campus
(http://print.uconn.edu/). However, for your convenience, there are also 2 photocopy machines in the Psychology
Center, BOUS 101. All 1100, 1103, 2100WQ, and graduate IORs are allowed to use these machines for class-related
copying. In many instances, you can reduce your copies by scanning material and distributing the information
electronically. One of the copy machines in BOUS101 doubles as a scanner and can be used to easily scan documents
to a thumb drive (instructions on scanning can be found near the copier). If you have an undergraduate student
photocopying for you, please instruct them on how to use the machines.
Please be aware that the photocopy machines in the Department are here primarily for use by staff and faculty. Thus,
there is a hierarchy that should be followed when time-crunch emergencies arise:

Staff
Faculty
TAs/Lecturers
Other Graduate Students
(Undergraduate students are not allowed to use these copiers, except those working for faculty and staff.)

Members of each lower segment of the hierarchy must give way to members of upper levels, even if they have started
using the machine. (9 times out of 10, the higher-ranking individuals will tell you to finish your job, unless it's a
particularly long one or unless they are in an emergency situation, such as needing handouts for a class that begins in
5 minutes, etc.) Nevertheless, OFFER to relinquish the machine rather than wait for the higher-ranking person to ask
you to step down.
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Funding
Departmental funding assignments are made by the Head of your Division, with input from your faculty advisor. All
Graduate Assistantships (whether for teaching or research) include a tuition waiver and health insurance benefits.
Other types of funding distributed by your Division include predoctoral fellowships and summer fellowships.

Graduate Assistantships
Teaching assistantships have responsibilities with the teaching mission of the department. Research assistantships are
allocated by the particular faculty member who has a grant allowing for the hiring of personnel. Some students have a
combination of teaching and research duties, which are clearly defined in the offer letter.
There are 3 levels of funding for Graduate Assistants, depending on how far along you are in the program. The rates
below are for the 2017-2018 academic year.
I. BEGINNING RATE
10 hours: $5,757.01
15 hours: $8,635.47
20 hours: $11,513.92
II. EXPERIENCED WITH AT LEAST A MASTER’S DEGREE OR EQUIVALENT
(e.g., completed at least 24 credits of graduate-level course credit)*
10 hours: $6,057.77
15 hours: $9,086.66
20 hours: $12,115.45
III. PASSED GENERAL EXAM FOR Ph.D.
10 hours: $6,734.95
15 hours: $10,102.43
20 hours: $13,734.95

*Teaching Assistants should notify Carol Valone (carol.valone@uconn.edu) as soon as they have earned 24
graduate-level course credits (regardless of whether or not they have been awarded a Master’s degree by this time) and
as soon as they have successfully completed the General Exam (including submission of the relevant form to the
Graduate School). Carol will then process the paperwork to increase your pay to the next level.
Research Assistants should notify the manager of the grant from which they are paid, as well as Carol Valone
(carol.valone@uconn.edu), as soon as they have earned 24 graduate-level course credits (regardless of whether or not
they have been awarded a Master’s degree by this time) and as soon as they have successfully completed the General
Exam (including submission of the relevant form to the Graduate School). Carol will process the paperwork to
increase the pay level and the grant managers will make the necessary adjustments to the PI’s grant budget.

Work Period for Graduate Assistants
One of the most potentially confusing and problem-causing considerations pertains to the DUAL ROLE of Graduate
Assistants. One role GAs have is that of STUDENT—the role you are most familiar with and the role around which
you typically plan your lives, including vacations, holiday breaks, etc. However, GAs also have the role of STATE
EMPLOYEE. The employment dates for Fall and Spring semesters are as follows:
Fall: August 23 – January 5
Spring: January 5 - May 22
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The time period encompassing a GA’s role as student is not the same as that encompassing their role as
employee. Thus, as a student, GAs will be finished taking their final exams by the final day of the semester; however,
your presence may still be required beyond that time, as an employee. While we do not want to prevent people from
traveling and going home for winter break, grades for the Fall semester may still be being determined up until the
university grade submission deadline (December 20, 2017 for the Fall 2017 semester). The same applies for the end
of the Spring semester. Research Assistants may be required to work during the semester breaks. Even though your
supervisor may no longer require your presence after his/her course has ended, the Department may still require your
presence. Therefore, Graduate Assistants should NOT make any travel plans that cannot be changed easily until you
have checked with (1) your immediate supervisor and (2) the TA Coordinator -- in that order.

Need-Based Financial Aid
Many graduate students are also eligible for various forms of need-based financial aid, for which eligibility
requirements may be found through UConn’s Office of Student Financial Aid Services website
(http://financialaid.uconn.edu/graduate/) or by contacting the Financial Aid office (860-486-2819 or
financialaid@uconn.edu). If you are interested in applying for Federal Work-Study money for the next academic year,
it is advisable to check the Financial Aid office website before the end of the Fall Semester to obtain (1) application
materials and (2) UConn’s deadlines for application. The Financial Aid office has been known to strictly adhere to
application deadlines, which usually occur in early March.

Other Funding Sources
Dissertation Fellowships and travel funds are available from the Graduate School (see the Graduate School funding
page (http://grad.uconn.edu/financial-resources/internal-funding-opportunities/) for details). The Psychology
Department also provides travel and workshop funding for graduate students.
Additional sources of funding include external funding opportunities such as National Science Foundation Graduate
Fellowships and NIH-NRSA pre-doctoral awards which can be for multiple years. Both awards are VERY
COMPETITIVE. The Graduate School “External Funding Opportunities” webpage (http://grad.uconn.edu/financialresources/external-funding-opportunities/) provides information on these award competitions, as well as UConn
resources to assist students in completing applications for external funding awards.

Problem Resolution
In striving for efficient administration of the many concerns of the department, we try to follow a hierarchy of
individuals to solve problems. The first person you should talk to whenever a problem of any kind arises is your
ADVISOR. If your advisor is unavailable (e.g., out of the country for an extended period of time, etc.) or you feel as
though your advisor is dealing with the problem inadequately, the next person in the hierarchy with whom you should
speak is your DIVISION HEAD. If you are still unhappy about the situation, then you should feel free to see the
relevant ASSOCIATE DEPARTMENT HEAD, or the DEPARTMENT HEAD.
For more general concerns or suggestions about the graduate program, please feel free to contact your Graduate
Student Advisory Representatives or Associate Deaprtment Head for Graduate Studies, Etan Markus.

Phones
There is NO departmental phone number where messages can be left for graduate students. Students should distribute
their e-mail address and/or a lab phone number (if relevant) or personal phone number (if you choose) to students,
research participants, or others who may be trying to reach you.
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Check with your advisor about his/her policy on long-distance calls from phones in his/her lab. Long-distance calls
for personal business are prohibited on all Departmental phones (except, of course, for 1-800 numbers).
All campus business phones (i.e., everything except dormitories) begin with the prefix 486. If you are dialing from a
486 phone to another one, just dial 6 plus the remaining 4 digits.
To dial a local call off campus from a 486 phone, dial 8, then 860 or 203, then the entire 7-digit number.
To dial long distance INSIDE Connecticut, dial 8, then 1, then 860 or 203, then the 7-digit number.
To dial long distance OUTSIDE Connecticut, dial 8, then 1, then the area code plus the 7-digit number.
Computer logs are kept automatically of all calls made from each phone within this Department (as well as all
University phones).

Academic Program Requirements
Listed below are the various sources of information on university, department, and divisional procedures and
requirements and procedures for completing the Master’s (if applicable) and PhD programs in Psychological Sciences.
It is the student’s responsibility to make sure that all Graduate School, Psychological Sciences Department, and
Divisional (if applicable) degree requirements are met.

Graduate School Catalog: http://gradcatalog.uconn.edu/
This catalog outlines the policies and rules of the Graduate School for completing a graduate program of
study. It is recommended that you become familiar with these policies and refer to the catalog as you
complete your program to ensure that you are meeting all requirements.
Departmental Graduate Study Policy Handbook - "Policies and Rules for Graduate Study in Psychology":
http://grad.psych.uconn.edu/wp-content/uploads/sites/702/2016/08/GradPoliciesRules_2016-2017_Final.pdf
This handbook outlines the Department of Psychological Sciences’ policies and procedures for completing a graduate
program. These policies are in addition to the Graduate School policies outlined in the Graduate Catalog. It is
recommended that you become familiar with these policies and refer to the departmental handbook as well as the
Graduate Catalog as you complete your program to ensure that you are meeting all requirements.
Divisional Policies and Procedures:
Your program division may have its own policies and procedures in addition to the policies and procedures outlined in
the Graduate Catalog and Department Handbook. Your advisor or the Head of your program division can provide you
with any divisional policy manual.

IT & DEPARTMENTAL RESOURCES - UPDATED 2017-2018
Computer Committee: Janet Barnes-Farrell, Garvin Boudle, Matt Butwill,, Charles Davis (student rep.),
Jim Magnuson, Etan Markus (head), David Miller, Eddie Rivera.
Note – special Computer Support office hour during the first week of classes! 28 August – 1 Sept from 12:30-1:30pm room 190C
If you have a computer problem…
1. Call the help desk at 48(6)-4357 [6-HELP]
(they provide excellent support for basic e-mail, networking, graphics, netid, software issues) If they cannot assist you, then…
2. Fill out a web-based Work Order Request at https://psyk1.psy.uconn.edu/ .
If you are not on campus connect via <https://vpn.uconn.edu> (strongly preferred) or use the e-mail option…
3. E-mail Eddie Rivera at: heriberto.rivera@uconn.edu
If you do use the email option and don’t get a confirmation from Eddie within 3 hours normal working hours, or your e-mail
doesn’t work(!), or if it is an emergency then phone him at…
4. Call Eddie at 6-4170 or 860-377-8403; if he is unavailable call Matt 6-2350 or Garvin 860-377-5538
Emergency cell phone numbers - Eddie (860-377-8403; Matt (860-377-9018); Garvin (860-377-5538)
5. If you are unsatisfied with the response you should contact Etan Markus 6-4588
IT Resources
Department policies and a list of hardware and software supported are at: http://psychologyit.uconn.edu/hw-sw-policy/
1.

Faculty network printers Printer118; Printer145a; Printer173 (name depicts location), and in the departmental computer rooms
(190C & A316)
http://psyweb2.psy.uconn.edu/asp/webcal/start/clientlogin.asp
2. Room and equipment reservations
(Note: your Psyweb ID is your UConn email address; if you do not know your password, use the « Forgot your password? » link)
3. Psychology Web Page & Departmental e-mail
http://psych.uconn.edu/ psychology@uconn.edu
4. Psychology Computer and Networking Resources
http://psychologyit.uconn.edu/category/it/
5. Guest Net Registration
http://www.affiliate.uconn.edu/
6. University Enterprise File Server (can store10 GB)
http://fileserver.uconn.edu/
7. UConn posting/sharing temporary files
http://dropbox.uconn.edu/dropbox http://Filelocker.uconn.edu
8. UConn SkyBox (virtual computer lab)
http://skybox.uconn.edu/
9. University of Connecticut VPN*
https://vpn.uconn.edu/dana-na/auth/url_default/welcome.cgi
10. UCONN’s discount/free Microsoft academic software
http://uconn.onthehub.com/WebStore/ProductsByMajorVersionList.aspx
11. UCONN software licensing options
http://software.uconn.edu/
12. Psychology floor plans and more
http://psychologyit.uconn.edu/2015/10/05/psychology-building-plans/

Other Resources
13. Department Listserv posts: PSYFAC-L@LISTSERV.UCONN.EDU (faculty) and /or PSYGR-L@LISTSERV.UCONN.EDU
(grad students)
14. Jackie Soroka (Overall Administrative Operations)
486-3824
jackie.Soroka@uconn.edu
15. Chelsea Zabel (Undergraduate Advising)
486-4301
chelsea.zabel@uconn.edu
16. Jessica Groves (Undergraduate Advising)
486-2183
jessica.groves@uconn.edu
17. Carol Valone (Grad Payroll/H.R.)
486-3519
carol.valone@uconn.edu
18. Linda Anievas (Purchasing/ Travel)
486-3276
linda.anievas@uconn.edu
19. Rachel Borden (Program Assistant)
486-0562
rachel.borden@uconn.edu
20. Debbie Vardon – (Clinical and Clinic Support)
486-2057
debra.vardon@uconn.edu
21. Sarah Redlich (Graduate Program Coordinator)
486-4725
psychgrad@uconn.edu
22. Francesca D’Antonio (Grants)
486-4558
francesca.d’antonio@uconn.edu
23. Library Liaison – Valorie Banfi
486-2824
valori.banfi@uconn.edu
24. Psychology Administrative Office (Student Assistants)
486-3515
psychology@uconn.edu
25. Library’s Psychology Resource Page
http://classguides.lib.uconn.edu/psychology
26. Inter-Library Loan on the Web
http://www.lib.uconn.edu/services/ill/

Student Assistants
27. Taylor Theroux (Graduate Program Assistant)
28. Gabriella Martone (Administrative Assistant)
29. Ashley Matasavage (Administrative Assistant)
30. Alyssa Caffrey (Administrative Assistant)

486-4725
486-3515
486-3515
486-3515

psychgrad@uconn.edu
psychology@uconn.edu
psychology@uconn.edu
psychology@uconn.edu

GRADUATE STUDENT ADVISORY COMMITTEE (GSAC)
In 2007 the Psychological Sciences Department instituted a Graduate Student Advisory Committee
(GSAC) to allow a venue for graduate students to develop ideas and provide feedback to the
department about the graduate programs.
The committee consists of a student representative from each of the department’s six divisions and
the Associate Department Head for Graduate Studies. Representatives serve staggered two-year
terms with three divisions selecting new representatives in alternating years (except the IO division
which selects a new rep each year). Students entering their second year and beyond are eligible to
serve as representatives.
Recent Committee Activities/Accomplishments:
• Successfully lobbied to have IOR positions raised from 10-hour TA to 15-hour TA
• Successfully lobbied for increase in departmental Graduate Student Travel Funding
• Clarified process for IOR mentoring
• Requested clarification of proctoring responsibilities/authority resulting in new departmental
Proctoring Policy (see Grad Student Handbook)
• Registered GSAC as a university organization to secure additional funding for GSAC
activities
• Created a Graduate Student Resources webpage (http://grad.psych.uconn.edu/ )
• Created a grad student “brag board” for current publications
• Established a successful new departmental tradition, a Graduate Poster night facilitating
cross divisional interaction
Other Activities:
• Meet with the department head to discuss issues and concerns
• Coordinate invitation of speakers for Departmental Colloquium (please see your division rep
if you have ideas for speakers)
• Serve as a resource to new students to answer questions and provide information regarding
life at UConn in general and in their particular programs.
• Coordinate interdivisional social activities
Upcoming Events:
• New/Old Student Outing: Happy Hour Tuesday, August 29th, 5:00pm, Nathan Hale
• Graduate Student Poster Night – Spring 2018 (save your posters!)
Below is the name, division, and email address of each representative. Please feel free to contact
them with any questions/concerns you may have.
Division

Representative

Term

Email

BN

Renee Rotolo

2017-2019

renee.rotolo@uconn.edu

CL

Timothy Michaels

2015-2018

timothy.michaels@uconn.edu

DV

2015-2019

IO

Meaghan Perdue
Lauren Gannon &
Taylor Barr

2016-2018

meaghan.perdue@uconn.du
lauren.gannon@uconn.edu
taylor.barr@uconn.edu

PAC

Charles Davis

2016-2018

charles.davis@uconn.edu

SO

Mora Reinka

2016-2018

mora.reinka@uconn.edu

TRAVEL INFORMATION
Psychological Sciences Department Contacts:
Division
Travel Processing
BNS
Psychological Sciences Front Office
Clinical
Preferred email:
Developmental
Psychology@uconn.edu
I/O
Phone: 860-486-3515
PAC
Social

Grant Information
Grant Management Services
Francesca D’Antonio
francesca.d’antonio@uconn.edu
Grants and Contracts Assistant
860-486-4539

Travel Procedures for Psychological Sciences Department
*For general information and procedures, please visit Department Travel Resources website:

http://psych.uconn.edu/travel/
Pre-Trip
Complete Pre-Trip Travel WebForm:
- All travel requires completion of a pre-trip Travel WebForm (*See directions on Psych Travel
Resources webpage)
Secure funding and record account number in PreTrip Notes section of Travel WebForm
- Psychological Sciences Department Travel Award
o Graduate students in their first 5 years of studies are eligible for up to $500 of travel funding
per year. This funding is restricted to first authors presenting University of Connecticut
research material. Those that meet these qualifications may apply for these funds by completing
the Psychological Sciences Department Travel Award form which can be found on the
Departmental Travel Resources page*
o The form should be signed by your division head and submitted to a financial assistant in the
front office before you leave for your trip.
o If using this funding, write “Psych Dept Travel Award” in the Pre-trip notes section of the
Travel WebForm
-

Graduate School Doctoral Funding
o Travel Funding up to $750 TOTAL is available to doctoral students who have successfully completed
30 credits towards their doctoral degree. The form to apply for these funds can also be found on our
website*
o This form should be signed by your advisor and then submitted to Psychological Sciences front
office staff who will then acquire the remainder of the signatures. Write “Grad School Doctoral
Funds” in the pre-trip notes section of WebForm

-

Other Funding:
o If you are being funded on a grant or have made other funding arrangements with a faculty
member, you will need to obtain the correct KFS account # and enter this in the pre-trip notes
section as well.

Post- Trip
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MEALS
Meals do not require receipts for reimbursement and can be claimed via per diem. Region-specific rates can be found
here: US Per Diem Rates: http://www.gsa.gov/portal/category/21287 , Foreign Per Diem Rates:
http://aoprals.state.gov/web920/per_diem.asp . If any meals are provided by the conference without an additional fee,
these must be noted and subtracted from the per diem rate for that day.
MILEAGE
To receive mileage reimbursement, indicate the start and end location. Please note that the travel department requires
us to subtract daily commute (mileage from house to official duty station) from the total if the traveler leaves directly
from their house. For example:
Home: Willimantic
Official Duty Station: Storrs
Daily commute: 10 Miles
Mileage from House to Bradley: 50 Miles
Reimbursable mileage: 50-10= 40 Miles

AIRFARE
All airfare should be purchased directly through Sanditz. Any airfare claims submitted for reimbursement not
purchased through Sanditz require a list of alternative itineraries from Sanditz for price comparison. Also, please
ensure a payment section is shown on receipt.
LODGING
Lodging can now be reserved and directly purchased through Sanditz, and charged to a KFS account. Alternatively, it
can be purchased with personal credit card and reimbursed. Please be sure a zero-balance and nightly rate is listed on
receipt.
REGISTRATION
Registration can be pre-paid for you using a departmental credit card. Email psychology@uconn.edu for more
information. You can also purchase registration with your personal credit card and be reimbursed. Again, be sure
proof of payment is shown.
PARKING
Graduate students are eligible for Bradley Airport parking permits from the Travel Department as long as they are
traveling as employees for University business / not as part of their schooling. Please apply for permit on Pre-trip
Travel WebForm.
Other: Save all documentation and receipts provided to you, and submit to front office after trip completion.
Compile your receipts and submit all materials in travel envelop to a financial assistant in the front office.
They will then process your Post-Trip Travel WebForm which will be routed to you for approval, via email.

Any additional questions you may have can be directed to the psychology general mailbox.

Psychology@uconn.edu
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Fall 2017

Information for Teaching Assistants (TAs)
Cubicles
Every TA who has direct contact with undergraduate students is assigned to one of the cubicles on the first
floor of the Psychology Building. Typically, this includes instructors for all lab courses (e.g., 1100, 1103,
2100WQ, etc.) and all Grading Assistants. Regardless of whether you have space elsewhere in the building,
you MUST meet undergraduates in your cubicle.
You will be sharing your cubicle with several other graduate students. The cubicles are tiny, with just enough
room for 1 desk and 2 chairs. Most do not have electrical outlets. Feel free to decorate your cubicle (after
conferring with your cubicle-mates), but please do not use tape on the walls - it tears off the paper surface.
Use thumb tacks, nails, etc. instead. Please use tape when decorating the doors, however, as thumb tacks,
nails, etc. can damage them. Cubicles do not have phones so please be sure to provide your students with an
email address or some other means to contact you if necessary.
Keys to your TA cubicle are available in the front office (BOUS 106) from the Student Administrative
Assistants. ALL CUBICLE KEYS ARE TO BE RETURNED TO THE FRONT OFFICE STUDENT
ADMINISTRATIVE ASSISTANTS AT THE END OF THE SEMESTER UNLESS YOU WILL HAVE A
TA ASSIGNMENT FOR THE SPRING SEMESTER! If you have a TA assignment for both the Fall and
Spring semesters, your cubicle key must be returned at the end of the Spring semester. New cubicle
assignments will be made and cubicle keys re-issued at the beginning of each academic year.Theft occurs on
campus (including our building), so you should NEVER leave your cubicle unlocked, even if you leave for a
minute or two. The key that opens your cubicle door also opens the doors to the wing of the building in which
your cubicle is located.
Please be sure to report immediately any lost or stolen keys to Garvin Boudle
(garvin.boudle@uconn.edu) and Rachel Borden (rachel.borden@uconn.edu).

Proctoring
All TAs, including graders, are assigned proctoring duty in addition to their regular jobs. The TA
Coordinator is in charge of issuing and keeping track of all proctoring assignments. Proctoring is an
important part of your job, and key features of the departmental policy with respect to proctoring are
described in the Proctoring FAQs handout accompanying this information sheet.

Office Hours
In addition to time spent in-class, graduate students who teach labs and courses, as well as grading assistants,
are expected to hold office hours each week. TAs, IORs and Graders should designate 1 hour per week for
every hour of in-class time as office hours. You may also want to check with your immediate supervisor, as
he/she may have other expectations. You must be in your cubicle during your office hours. You are NOT to
leave a sign on your office door during your office hours indicating that you can be found elsewhere.
Office hours must be actual times—not "By Appointment" (though you may designate "By Appointment" in
addition to your regular hours, as many graduate students have done in the past).
Choose your office hours before the end of the first week of class AND POST THEM ON A CARD
TAPED TO YOUR DOOR. (An index card for this purpose is included in your meeting folder.)

Fall 2017
For example:
CHRISTOPHER PANZA
Office Hours: Monday 9 to 10
Wednesday 3 to 4
& By Appointment

In selecting your office hours, you need to consider 2 things:
1. The office hours of your cubicle-mates. Thus, you must consult with them to make certain the times
you select do not overlap, as there is room for only one graduate student in the office at a time.
2. Availability to your undergraduate students. Since undergraduate courses are usually MWF or TuTh,
please pick time blocks that are on alternating days. For example, instead of choosing MW 10am11am, MTu 10am-11am would accommodate more students.
Your students are going to view you as "professors," and you, as employees of the University and this
Department, are here to help them learn the material. Thus, even if you do not have a "By Appointment"
option, you should be receptive to seeing students outside of your office hours if they indicate to you that
they cannot be at your office during your posted times due to legitimate conflicts.
Undergraduate students (not to mention your faculty supervisors) get very annoyed when graduate students
fail to show up for office hours or are routinely late. IN THE EVENT OF AN EMERGENCY which will
cause you to miss your office hours, please contact someone to post a message on your door alerting people
not to needlessly wait around for your arrival.

Reserve Readings
Any readings that you want to put on reserve for your undergraduate students should be done through the
Homer Babbidge Library Course Reserve Services (http://lib.uconn.edu/services/reserve/index.html).
Instructors can avoid processing delays by submitting their reserve requests AT LEAST two weeks before
the date they are needed on the syllabus.

TA Meetings
PSYC 1100 lab instructors, 1103 discussion leaders, and 2100WQ lab instructors are expected to attend
weekly preparation meetings with the course instructor or coordinator. These are mandatory meetings and
are part of your TA duties.

End of Semester
At the end of the semester, you are expected to remain on campus until proctoring of exams in ALL
psychology courses is completed and grades are submitted to the Registrar for the course to which you are
assigned. Please note the end dates listed in your offer letter. Keep in mind that your commitment as an
emplolyee continues even though you may have finished with your own coursework. THIS IS PART OF
YOUR JOB. Exceptions, if any, must be worked out with the TA Coordinator and your particular supervisor
as early in advance during the semester as possible.

Grad Travel

Psychological Sciences Department

Grad Travel Procedure Overview
•Apply for funding
•Submit Pre-Trip Travel WebForm
•Make Travel Arrangements
• Sanditz

•After return from trip, submit receipts to
front office for reimbursement

DEPARTMENTAL TRAVEL FUNDING
• WHO

• Psychology graduate students

• in FIRST FIVE YEARS of graduate studies
• 1st author/Presenting research at conference

• WHAT

• $500 per year, 5 years

• WHEN

• Year resets start of Academic year

• i.e. Fall 17, Spring 18, Summer 18 = 1 year, $500

• Should be requested prior to departure

• HOW

• Students download application at http://psych.uconn.edu/travel/

GRADUATE SCHOOL TRAVEL FUNDING
• WHO

• all graduate students

• With 30+ credits toward doctoral degree
• Presenting research

• WHAT

• $750.00 total (NOT PER YEAR)

• WHEN

• Broken up into 2 travel periods

• Fall  Travel between July 1 and December 31
• Spring  Travel between January 1 and June 30

• MUST be requested prior to departure

• HOW

• Students can be linked to application at http://psych.uconn.edu/travel/

Pre-Trip Travel WebForm
• Location

• http://travel.uconn.edu/

• Direct link and instructions on our website http://psych.uconn.edu/travel/

Making Travel Arrangements
• Airfare

• Strongly encouraged to use Sanditz Booking Agency

• Registration

• Can be pre-paid with departmental credit card and charged to KFS account
• Contact psychology@uconn.edu for more information

• Lodging

• If you split lodging, only the person who pays for the lodging will receive the
reimbursement check. Please note when you turn in your information who you
split the lodging with- that way appropriate funds can be deducted from
individual awards

Making Travel Arrangements continued
• Meals

• Don’t need to save receipts, can claim per diem rate

• Parking

• THE ONLY WAY TO OBTAIN A BRADLEY PARKING PERMIT IS TO APPLY ON A
PRE-TRIP FORM. Travel will NOT reimburse you for Bradley parking if you
do not obtain the parking permit beforehand.

• Other expenses

• Reimbursed by submitting receipts/proof of payment to front office after
trip

SANDITZ

• Travel.uconn.edu
• Click ‘Sanditz Booking Tool’
• Log-in with NetID and Password

Sanditz – Additional Info
• Charges flight directly to KFS account to reduce out-of-pocket
expense

• If you DO NOT use Sanditz– need to print out Sanditz comparison in order to
be reimbursed
• If you are flying out of an airport other than Bradley, the comparison should
still be from BDL to your destination. Should the cost (flight, mileage, tolls,
parking, etc.) exceed the cost of travel out of Bradley, you will only be
reimbursed for the cost of comparable BDL travel.
• If you use a company aside from Sanditz, you will only be reimbursed for the
comparable Sanditz amount

• Can also purchase and direct bill hotel accommodations and rental
cars, but not mandatory

After you return from trip...
• Submit all receipts/documentation to front
office staff member for processing of
reimbursement

Email us
•Grads are encouraged to email
psychology@uconn.edu with any
and all travel questions!!!!!

GRADUATE STUDENT ADVISORY COMMITTEE (GSAC)
In 2007 the Psychological Sciences Department instituted a Graduate Student
Advisory Committee (GSAC) to allow a venue for graduate students to develop
ideas and provide feedback to the department about the graduate programs.
The committee consists of a student representative from each of the department’s
six divisions and the Associate Department Head for Graduate Studies.
Representatives serve staggered two-year terms with three divisions selecting new
representatives in alternating years (except the IO division which selects a new rep
each year). Students entering their second year and beyond are eligible to serve as
representatives.

GRADUATE STUDENT ADVISORY COMMITTEE
Etan Markus - Associate Department Head for Graduate Studies
- Graduate Program Coordinator

Instructor of Record (IOR)
Benefits – provides teaching experience
IOR positions requirements:
• TA experience
• MS completed
• Departmental need for an instructor
Resources for IORs:
• Faculty mentor is provided
• HuskyCT website
• Center for Excellence in Teaching and Learning

GRADUATE STUDENT ADVISORY COMMITTEE

Recent Committee Activities/Accomplishments:
• Successfully lobbied to have IOR positions raised from 10-hour TA to 15-hour TA
• Successfully lobbied for increase in departmental Graduate Student Travel Funding
• Clarified process for IOR mentoring
• Requested clarification of proctoring responsibilities/authority resulting in new departmental Proctoring
Policy (see Grad Student Handbook)
• Registered GSAC as a university organization to secure additional funding for GSAC activities
• Created a Graduate Student Resources webpage (http://grad.psych.uconn.edu/ )
• Created a grad student “brag board” for current publications
• Established a new departmental tradition, a Graduate Poster night facilitating cross divisional interaction
• Organized a LinkedIn group for Psychology graduate students
Other Activities:
• Meet with the department head to discuss issues and concerns
• Coordinate invitation of speakers for Departmental Colloquium (please see your division rep if you have
ideas for speakers)
• Serve as a resource to new students to answer questions and provide information regarding life at UConn in
general and in their particular programs.
• Coordinate interdivisional social activities

GRADUATE STUDENT ADVISORY COMMITTEE

Recent Committee Activities/Accomplishments:
• Successfully lobbied to have IOR positions raised from 10-hour TA to 15-hour TA
• Successfully lobbied for increase in departmental Graduate Student Travel Funding
• Clarified process for IOR mentoring
• Requested clarification of proctoring responsibilities/authority resulting in new departmental Proctoring
Policy (see Grad Student Handbook)
• Registered GSAC as a university organization to secure additional funding for GSAC activities
• Created a Graduate Student Resources webpage (http://grad.psych.uconn.edu/ )
• Created a grad student “brag board” for current publications
• Established a new departmental tradition, a Graduate Poster night facilitating cross divisional interaction
• Organized a LinkedIn group for Psychology graduate students
Other Activities:
• Meet with the department head to discuss issues and concerns
• Coordinate invitation of speakers for Departmental Colloquium (please see your division rep if you have
ideas for speakers)
• Serve as a resource to new students to answer questions and provide information regarding life at UConn in
general and in their particular programs.
• Coordinate interdivisional social activities

GRADUATE RESOURCES

GRADUATE RESOURCES
•
•
•
•
•
•
•

Etan Markus - Associate Dept. Head for Graduate Studies
- Graduate Program Coordinator
Graduate division representatives
Psychology Graduate website http://grad.psych.uconn.edu/
PhD program guideline sequence http://grad.psych.uconn.edu/current-students/ph-d-program-sequence/
Psychology LinkedIn Group
Department Graduate Student Handbook

As a courtesy to our new students & faculty…

Please fill in & wear a name tag
Thanks!

GRADUATE MENTAL HEALTH RESOURCES AND FACT SHEET
FACTS:

IF YOU ARE FEELING ANXIOUS, OVERWHELMED, OR
DEPRESSED, YOU ARE NOT ALONE
o

Approximately half of PhD students1 and faculty2 exhibit clinical
levels of depression. This rate is three to four times greater than
the general population3.

o

40% of academics consider leaving their jobs on at least a
weekly basis2.

o

Certain groups, such as LGBTQ+ folks, seem to be especially atrisk for the feelings of cultural exclusion that can lead to lower
life satisfaction in grad school1.

o

Among grad students1:
 Inadequate sleep is the number one predictor of
depression
 Stressful living conditions is the primary predictor of
poor life satisfaction
 Social support, including feeling valued and included, is
a top predictor of both depression and life satisfaction.

What can you do?
o
o
o
o

o

o

Mindfulness and yoga have been shown to reduce stress and increase quality of life4
 UConn’s Wellness and Prevention Services regularly offers free yoga classes
Social support is key
 Join community groups, clubs, cultural centers, or attend GSAC social events!
Get some sleep!
Maintain a work-life balance
 Grad student Writing Retreats through the Writing Center offer boundaried work time so you
can spend the rest of your weekend relaxing, guilt-free
Practice exercise and healthy habits
 Physical health is a major predictor of mental health1, so eat nutritious food, take a Body Wise
class at the rec center, or take a walk around this beautiful campus when you start to feel
overwhelmed
Engage in proactive, respectful dialogue with your advisor about expectations, feedback, and
performance
 If you have issues with your advisor, you can always seek the help of another faculty member,
your division head, the associate head for graduate studies, the department head, or the UConn
Ombuds, who is trained to act as third party advice for situations of conflict

Student Group and Inclusion Services:
Graduate Student Advisory Committee (GSAC): http://grad.psych.uconn.edu/gradresources/gsac/


Venue for psych grad students to develop ideas and provide feedback for the department

Veteran’s Affairs and Military Programs: http://veterans.uconn.edu/
 Provides support to service members such as benefits processing and community outreach
Graduate Students of Color Association: http://gsca.rso.uconn.edu/


Cultural organization that advocates for the success of underrepresented graduate students at UConn

International Student and Scholar Services: http://isss.uconn.edu/


Provides counseling and support to international students on immigration or visa issues, cultural adjustment,
and cultural activities

Cultural Centers: http://studentunion.uconn.edu/cultural-centers/


Link above provides the full list of cultural centers in the Student Union

Health Services:
Wellness and Prevention Services: http://wellness.uconn.edu


Helps students achieve lifelong well-being through services and events

UConn Recreation: http://recreation.uconn.edu/


Offers outdoor activities, club sports, fitness classes, competitions and special events

Counseling and Mental Health Services: http://counseling.uconn.edu/


Provides both counseling and psychiatric resources, depending on your circumstances, and can refer you to an
outside provider if you are worried about anonymity in the UConn psychology community

Center for Students with Disabilities: http://csd.uconn.edu/


Provides accommodations support for those with a documented disability, including mental health, such as
alternative testing environments or formats, as well as extensions on assignments or projects.

Professional Services:
Career Center: https://career.uconn.edu/graduate-students/


Provides events and one-on-one training for interviews, application materials, and job search advice

UConn Ombuds, Jim Wohl: http://web9.uits.uconn.edu/ombudsman/


A neutral and confidential resource for students and employees to address conflicts and facilitate productive
communication

UConn Graduate Employee Union (GEU-UAW): http://uconngradunion.org/


Organizing union representing all GAs, TAs, and RAs that engages in collective bargaining with UConn and
offers contract grievance support.

Office of Institutional Equity: http://equity.uconn.edu/


Enforces non-discrimination and anti-harassment policies

Crisis Services:
24/7 On-Call Crisis Services at UConn: 860-486-4705
Suicide Prevention National Lifeline: 1-800-273-TALK
UConn Consultation and Support Drop-In Hours: Mon-Fri, 1-2 PM

References: 1 Graduate Student Happiness & Wellbeing Report. (2014). http://ga.berkeley.edu/wellbeingreport/. 2 Kinman, G. (2001). doi:
10.1080/01443410120090849. 3 Winefield, A. H., Gillespie, N., Stough, C., Dua, J., Hapuarachchi, J., & Boyd, C. (2003). doi: 10.1037/1072-5245.10.1.51. 4
Wolever, R. Q., Bobinet, K. J., McCabe, K., Mackenzie, E. R., Fekete, E., Kusnick, C. A., & Baime, M. (2012). doi: 10.1037/a0027278

