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Jones Evidence-Based Restoration 
Lab Policy Manual 

Last updated: August 2020 

 

Lab Philosophy 
Our lab studies the biodiversity crisis and how we can conserve endangered species and repair 
damaged ecosystems.  We produce science in collaboration with and in support of ecosystem and 
species managers because that’s where we think we can make the most impact.  We have diverse 
interests but are all united in a common goal to push conservation/restoration science forward, 
and have fun doing it. Our lab centers mental health, work-life balance, and values diverse 
perspectives; we foster a stimulating, supportive atmosphere for lab members to learn from and 
teach one another.  We understand that as scientists, we should take our work seriously, but that 
it’s equally important that we create a respectful, enjoyable environment in which to do science. 
 
Lab members should have a passion and dedication to learn and be good scientists.  Lab 
members will be trained in how to effectively communicate scientific findings, how to establish 
and foster collaborations, and how to choose and pursue scientific research questions.  
 
Our goals for this lab are to:  

1. Create a supportive, stimulating, challenging environment that helps students navigate 
school and prepares lab members for the careers of their choice.  

2. Foster an open, honest lab environment where people are respectful, conscientious, and 
productive members of a lab community. 

3. Produce high-quality, management-relevant science in a challenging but supportive 
atmosphere.  Lab members are encouraged to take risks, and to have fun while they 
expand their skills sets. 

General Expectations 
Ethics (adapted from Steven Cooke) 
I expect lab members to adhere to the highest standards of ethics in data collection, reporting, 
and dissemination.  Lab members should also adhere to the highest ethical standards of conduct.  
This means ensuring they help me create a safe space and welcoming environment for everyone.  
Harassment of any form will not be tolerated nor will academic dishonesty – both are grounds 
for immediate dismissal.  We produce great science but we do so honestly.  That means no 
tampering with, plagiarizing, making up, omitting, or fudging data/research in any way.  
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This is an anti-racist and inclusive space 
Systemic racism is a tenet of U.S. institutions, and academia is no exception, nor is NIU, which 
until the 1960’s was a sundown town. In this lab, we will discuss some of the racist history of 
science, and the current perpetuation of racism in the sciences and our society. I expect every 
member of this lab to do their part to build up a just and equitable society by engaging in anti-
racist behavior. This includes honoring the uniqueness of every student and actively avoiding 
treating people differently because of race, sexuality, gender, creed, culture, or religion. It could 
also include honest reckonings with the materials I’m providing you or the way I frame certain 
topics. Anyone not adhering to these principles could risk immediate dismissal. 

 
Team Environment (adapted from Steven Cooke) 
Our lab is a team.  Our lab (and science generally) is collaborative, not competitive. Lab 
members are expected to help create a safe, positive, welcoming atmosphere for all lab members.  
Lab members are expected to support other members as time and work permits (e.g. teaching 
techniques, R/statistics, field work, lab work, input on presentations, manuscripts, job materials, 
etc.).   
 
Lab members should take ownership of the lab space and know that it is their responsibility to 
maintain it, and that they, as a team, have permission to arrange and decorate it to their liking. 
All lab members are expected to clean up messes in the lab, contribute to organizing it and 
keeping it clean, wash all their own dishes, and take turns watering the plants.  The lab should be 
locked with the lights off when no one is in it. 
 
Professionalism 
All lab members are expected to act in a professional manner.  Lab members are expected to 
show up and on time to lab meetings, classes, and field work obligations. Lab members should 
wait their turn to speak in meetings, not interrupt, and encourage others to listen to all voices 
during meetings and interactions.  Lab members should come to lab meetings prepared, having 
read the material to be discussed.  Lab members should disseminate lab meeting materials early 
enough for people to come prepared. 
 
We have a lot of desks and people working in close quarters.  If a lab member has headphones in 
and/or otherwise is clearly engaged, respect their space and table conversations until later.  If 
some lab members need to talk but others are clearly engaged, the talking lab members should 
head to the student lounge for conversations.  Office interactions are important and encouraged, 
but they must be balanced with quiet working times.  Each lab cohort may have different 
preferences, so each could agree to, for example, quiet times and break times, to ensure people 
can interact and have quiet time as needed.  Please take ownership of the lab environment and 
talk to one another about how best to make the lab a productive space. 
 
When lab members work with collaborators, pursue outreach opportunities, or travel for work, 
they are representing our lab and are expected to act accordingly.  Lab members working in 
different states or countries should commit to spending time learning the cultures and customs of 
the places in which they work.  Maintaining good relationships with collaborators is of utmost 
importance. This is best done by maintaining cordial lines of communication. If any lab member 
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is encountering challenges with respect to collaborators, they should speak to me immediately 
before acting or reacting. 
 
Desk Space 
Each lab member has a dedicated desk space, with a keyboard, mouse, and docking station.  
Each lab member also has shelf space available. Talk to me if you are unsure where your space is 
or if your needs are not met.  Everyone is welcome to use the lab computer and printer/scanner.  
Lab members are encouraged to make their desk spaces their own. Decorations, wall art, etc., are 
all welcome. 
 
Working Hours and Time Off 
Lab members are expected to maintain a healthy work-life balance while working in the lab.  
Recognizing when to take time off can be hard, and academia, especially with field work, makes 
working regular business hours difficult at times.  Regular work weeks should be around, but not 
exceed 40 hours, though field work, grant deadlines, or other obligations may make for heavier 
workloads occasionally.  Lab members are expected to ensure that it is only occasionally, 
however.  I highly encourage lab members to engage in hobbies or interests outside of science.  
This helps you grow into a well-rounded individual, and lessens the likelihood of burnout. 
 
Lab members should take time off as needed to promote healthy work-life balance.  As long as 
lab members are meeting their obligations, it’s unnecessary to communicate about any time off 
they are taking or about their work hours. However, if someone will be missing a scheduled one-
on-one or group meeting, please let me know.   
 
Lab members are expected to spend at least a portion of their working time at a desk in the lab 
during normal business hours.  Lab members can work remotely as life and necessity dictate, as 
long as they are able to meet their work obligations while working remotely.   
 
Everyone has different times that they feel most productive or that they are able to work.  Thus, 
lab members should work whenever best suits them, but should keep the following in mind: 

• Lab members should not expect others to check emails or respond during non-business 
hours.   

• Sending emails during non-business hours contributes to cultural expectations for us all 
to be connected to email 24-7 and I thus discourage it.  If your most productive work 
times lie outside normal business hours, I’d encourage you to add something to your 
signature to recognize that you may send emails at odd hours, but don’t expect responses, 
or to use send later email features, that will send your emails during normal hours. 

• I do not check emails at nights or on weekends except in extenuating circumstances.   If 
you need to get a hold of me outside business hours, please use my cell phone.  

 
Lab members may wish to work or consult in jobs outside the lab in addition to their coursework, 
research, outreach, and/or teaching responsibilities in the lab.  This can be feasible as long as 
they meet and prioritize their lab obligations.  Managing an outside job in addition to graduate 
school can be a useful outlet from academia, but it could also be overwhelming.  Lab members 
should ensure they are maintaining proper work-life balance whether they take on extra 
responsibilities outside the lab or not.  If outside work is interfering with the ability of lab 
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members to meet their lab/school or home responsibilities, a reevaluation of priorities may be 
necessary, or an alternative arrangement that meets the financial needs of the student and 
research goals of the lab could be discussed.  Reach out to me if you are struggling to balance 
your obligations. 
 
Communication Modes 
The best and preferred way for lab members to communicate with me is through email.  
However, I am often behind on emails, so if something is urgent, lab members should feel free to 
text or call me.  Please ensure the subject lines of emails are descriptive of the subject (i.e. please 
don’t reply to an email thread about a topic with a different subject), and that if you are   
requesting something of me, that you give me a deadline and remind me of the deadline. 
 
When I’m working from home or outside business hours, you can also always reach me if you 
need me by my cell phone.  In the spirit of work-life balance, please reserve communication 
outside business hours for emergencies. 
 
Open Door Policy 
My door is always open, figuratively and literally.  At work, when I’m available for people to 
drop by, my door is open. Feel free to come talk to me if there’s something you want to talk 
about or need that can’t wait for our meeting.   
 

Academic Expectations 
Applied Research 
All lab members should commit to producing meaningful, novel contributions to science, and 
designing a research project that relates to environmental problem solving in some way.  When 
students or post-docs are developing research projects, they should therefore have direct 
management implications.  Lab members are encouraged to work directly with managers to 
pursue questions of relevance.   
 
Timely Research Dissemination (adapted from Steven Cooke) 
I expect advisees to work on manuscripts for publication continuously from the beginning of 
their career in the lab. Lab members are expected to present their research at scientific meetings 
and publish their findings in appropriate scholarly journals in a timely manner.  Master’s 
students are expected to have one publication in review before defending their thesis and 
doctoral students are expected to have 2-3 publications in review before defending their 
dissertation.  Discuss a timeline for publications with me early and often. 
 
Authorship (adapted from Steven Cooke) 
At the start of a new project, the student or post-doc taking on the lead role can expect to be first 
author.  For students continuing ongoing projects, they are expected to take a lead-authorship 
role in the research that they develop to build on the ongoing project and include past data 
collectors on their authorship list.  If lab members are actively making progress on publications 



 5 

after graduation, they retain first authorship. If a lab member has not published their results 
within a reasonable timeframe (~1 year following graduation) and is no longer actively working 
on publishing, they may lose first-authorship.  They would also cede first authorship if they hand 
their project off to another lab member. The policy is to prevent data from remaining 
unpublished, but give priority to the person who collected the data.   
 
Reproducible Research (adapted from Mariam Aly) 
Our goal is to conduct reproducible research.  That is, if you gave your methods, data, and code 
to someone, they should be able to recreate what you did.  Your analyses therefore have to be 
well organized, commented, and documented.  You should take notes at every part of your 
analysis, including what you did, and in what order.  This includes documenting every step of 
pre-process data editing (e.g. changing capitalization to ensure your factor levels are correct), 
model running, and stats.  All code should be well commented so anyone could read, run, and 
understand it.  Finally, I encourage you to use version control (e.g. Git/GitHub) to keep track of 
code changes and to share code with others.  
 
Weekly One-on-One Meetings 
My policy is to have weekly meetings with all lab members. Please keep the following in mind 
about these meetings: 

• Have an agenda, so we can be efficient and get to everything we need to talk about. 
• Except when students are in their finishing semester, our meetings are 30 minutes long.  

If you need more time than that, let me know and we’ll select a slot with more time.  
• If you don’t have anything to talk about or to update me on, feel free to cancel the 

meeting and try to give me as much notice as possible.  
• If you want me to come prepared to the meeting having read something, send it to me at 

least 3 business days before the meeting. 
• Show up to the meetings on time, but not early. I know that sounds super weird but 

meeting days are scheduled by the minute for me, so I often need the time before the 
meeting to prepare. 

 
Outreach 
Each lab member should commit to some form of public outreach during their time in the lab.  
This can be hands-on conservation or restoration activities, such as volunteering for work days, 
or it can be connecting to non-scientists in some way.  Reach out if you need ideas. 
 
Grant Writing 
All lab members are expected to create a research proposal and submit it to funding agencies, 
with my guidance.  Learning to write a grant is one of the most important skills lab members can 
gain, no matter what their chosen career is. I will help guide you through this process and will 
ask you to help guide your fellow lab mates. 
 
Data Management and Sharing (adapted from Steve Cooke) 
Lab members are expected to routinely backup their data and will share it with other lab 
members, agencies, and collaborators as needed/appropriate. To ensure timely sharing of data, 
they should be copied from data sheets and put into an electronic form ASAP after returning 
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from the field. Back up data daily when possible and always keep multiple copies of data.  Back 
data up online on Dropbox, Google Drive, or One Drive (provided by NIU), scan datasheets and 
put them online, and use a hard drive to back up data on your personal computer.  All data 
should be given to Holly upon graduation or finishing with the lab and students can take copies 
with them or request the data at any time.  Law dictates that data gathered while working in the 
lab is the intellectual property of the university.  It falls on me to ensure they are properly stored.   
 
Original Literature (adapted from Moin Syed) 
Being up to date on the literature in our field is essential, no matter what a lab member’s career 
aspirations are.  Thus, lab members are expected to spend significant time weekly reading 
relevant literature.  Lab members should read literature directly relevant to their topic, but also 
literature of relevance to ecology more generally. For example, students with interests in prairie 
restoration should not limit their reading to prairies, but should engage with the broad 
scholarship on restoration and grasslands. Students should begin by discussing a reading list with 
me. From there, they should do all of the following to stay current on literature: 
  
1) Sign up for journal article alerts. Please peruse the lab’s wiki under Journal Club for some 
ideas and talk to me about potential journals to keep up on. 
  
2) Google Scholar alerts. You can receive alerts for articles matching keywords you suggest, 
and/or set alerts for specific researchers who have a Scholar profile. Consider making your own 
Google Scholar profile as well. 
  
3) Blogs, Twitter, and Facebook groups. To keep up on online first and breaking/high impact 
research, lab members should look to social media.  You should follow journals, science 
journalists, and other scientists on social media to take advantage of the research making news. 

Expectations of Dr. Jones (adapted from Erika Zavaleta) 
I will set aside time to help lab members choose research topics and questions, design 
experiments or monitoring to pursue those questions, and help them pursue extramural funding 
to help fund their research projects. I will provide career-related advice and, if asked, other types 
of advice. I will visit lab members’ field sites, talk about their career goals, and identify potential 
collaborators to help them achieve their research objectives and career goals. I will invest heavily 
into providing constructive feedback on manuscripts, posters, and presentations about their 
research.  I strive to conduct productive lab meetings where lab members get feedback from 
other lab members and me on research and job application materials.  I will create and maintain a 
safe and secure working environment. 

Wellbeing (adapted from Jen Heemstra) 
I want our lab to pursue exciting, interesting science that matters to management, and is 
ambitious, pushing science forward.  However, I do not want science to come at the expense of 
your wellbeing.  I want lab members to come out of their experience in the lab healthy, happy, 
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and whole.  Your mental and physical health are thus paramount and should always be thought 
of first while you’re in the lab.  Scientists who maintain hobbies and interests outside science, 
and who maintain healthy relationships, while pursuing science they are excited about are the 
most successful scientists.  Science and life are not mutually exclusive; it is imperative we all 
find ways to live and have identities outside what we do as scientists.  Rejection is very common 
in science and eventually, scientists learn to use it as an opportunity to improve.  Maintaining life 
outside work helps to make sure that when you do receive a rejection, you are less likely to take 
it as a personal affront to you as a person. Below are some general guidelines on wellbeing.   
 
Mental and physical health concerns 
I highly recommend seeing a counselor to promote your mental health and wellbeing.  Everyone 
can use a sounding board, even if they aren’t going through big stuff.  It’s also especially helpful 
to have someone with whom you have a good rapport before you do end up going through big 
stuff.  I’d recommend continuing to try new counselors until you find one with whom you jive.  
Sometimes it takes a while.  Contact your insurance first to see who is covered and then search 
until you’ve found someone that works best for you. 
If you are not feeling physically or mentally well, take the time off you need to get help and take 
care of yourself.  If you are struggling with depression, anxiety, or other issues, I expect you to 
take time off, even if it’s in the middle of a field day/season, and get the help you need.  If you 
have an urgent situation that requires help, take the time you need off with no questions asked. If 
you will be out for more than 3 days or will miss a group meeting, let me know so that I know 
you are okay – no details are necessary if you don’t wish to divulge them; just send email and 
say that you have a personal health emergency.  If you need to take more substantial time off, I 
can help you facilitate that. Being an undergraduate, grad student, or postdoc is stressful. Our lab 
is here to support you however you need. 
 
Personal emergencies  
If you are a member of the lab for multiple years, it’s likely they will experience some sort of 
personal emergency. For example, my mom had breast cancer while I was pregnant with Adalie 
and defending my dissertation. In these times (as in all others), the top priority is taking care of 
yourself and dealing with the situation.  If possible, let me know that you are dealing with 
something and approximately how much time off you will need.  You can share as much or as 
little detail as you feel comfortable with.  
 
Work-life integration  
Pursuing ambitious research agendas and working hard are part of our lab culture, but this 
pursuit should come from a perspective of growth and fun – of pushing your limits and exploring 
what you are capable of. It is imperative, therefore, that you know/learn your limits. We want 
you at a level that pushes you to be the best you can be (i.e. I’m uncomfortable but I can handle 
this), but not at a level that pushes you so hard you burn out or are unwell (i.e. I’m 
uncomfortable and I can’t maintain this level of obligation without harm to myself). Learning 
how to pursue ambitious science while integrating your hobbies, life, and commitments outside 
the lab is one of the most important skills you have to learn/hone while you’re here.  It’s an 
important component of leadership and responsibility that you will continue to benefit from for 
the rest of your life.  I have plenty of thoughts on how to achieve this, and we will also spend 
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time in the lab directly discussing this in various ways.  There are a ton of resources out there so 
please reach out to me and the rest of the lab for options. 

Offboarding 
Before you leave the lab, be sure to: 

• Clear out your desk and surrounding area completely 
• Take all books, notebooks, etc., with you, unless you’ve spoken to me about leaving 

something 
• Leave all lab supplies in the lab, especially anything tagged with a barcode is NIU 

property and must remain here 
• Discard your samples unless you’ve talked to me about storing them 
• Upload your data to Dropbox or another storage system and ensure it is shared with me 
• Discuss a timeline for publication with me if you have remaining research to publish 


