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 Policy:  All investigators interested in conducting research studies are required to meet all the requirements of the Institutional Review Board (IRB) and the adhere to MEG Core Facility policies and procedures as outlined below.

Procedure:
I. Becoming a User
1. Protocol Approval 
a. User groups are required to have an IRB approved protocol with a description of the intended MEG research before a user account ID or scanning time can be assigned.

2. User Accounts
a. A Facility Access Request must be filled out to establish a user account.  Filling out this request will initiate the process of establishing a user account ID and password.
b. The account ID and password will give users access to the scheduling calendar and also provide access to the MEG Core Facility data storage system.  All requests must be sent electronically.
d. The account ID information will be emailed to the email address provided in the Facility Access Request Form, generally within 24 hours, if not call the Staff Engineer at 301/402-2362.

3. MEG Orientation / Facility Tour
a. Users must schedule / attend an informal MEG orientation / tour to become familiar with the lab operations and equipment.
b. Established users with new protocols will be required to complete a “new” Facility Access Request for each new protocol indicating the new protocol number.
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    II.   Initiating a MEG Study

1.  Study Design Review
a. Users must provide the director and/or staff scientist with a description of the research study design including information regarding setup requirements, software and equipment needs.


2.  System Testing / Task Setup 

a. Users must schedule a time to test their task / paradigm, equipment, software, etc.  When scheduling indicate in the scheduling module that the appointment is for a “system test”.  
b. Also indicate whether programming or scripting support will be needed for the stimulus program. 
c. Also indicate whether technical support is needed – i.e., training or assistance with EEG/EP electrode placement or setup.   If you have a specific electrode setup or placement and require MEG Core staff assistance you must provide a detailed description of your setup.


3.  Pilot Studies
a. Most protocols will require a pilot study to test equipment, paradigms / programs and refine procedures with a test subject. Users must provide their own volunteer subject; if this is an external volunteer, he/she must be consented according to IRB guidelines.  Usually this will be discussed and arranged during the MEG orientation tour.

b. You must schedule time for the pilot study via the web calendar.  Please indicate in the description that time is being requested for a “pilot study”.


4.  User Training

a. There is a three step training program specifically designed so that users can acquire practical experience. The user is expected to become competent in performing all aspects of MEGs on their own subjects.  MEG Core staff is available to provide training and technical assistance as needed.
1. Instruction – (without a subject) MEG setup instructions and equipment operation.

2. Observation – (with a subject) instructions and observation of MEG setup and scan.

3. Practicum – hands on training session running a subject during a MEG scan.

b. Users must provide their own volunteer subject for training; if this is an external volunteer, he/she must be consented according to IRB guidelines.  
c. User training must be scheduled via the web-based calendar.
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5.
Scheduling Scan Time
a. Scan time must be requested electronically via the web-based calendar at http://kurage.nimh.nih.gov/cal/.  Currently scan time is scheduled on a first-come-first-served basis. 
b. To Request Time – Enter User Name and Password; click on Login; enter form information; save. 
c. Approvals - All requests must be approved before they will go “live” on the public calendar.  You will receive an email message notifying you that your time has been approved. All unapproved requests will appear in red.
d. To Edit Or Cancel An Appointment – Enter User Name and Password; click on Login; click on the entry to be changed (at the point where it gives the little popup detail description); click on option: Edit entry, Delete entry, Add to My Calendar, etc. *Please note: you must be the owner to be able to edit or delete an entry in the schedule.
e. To Update Calendar - click on My Calendar.
f. Certain times in the schedule will be reserved for maintenance / quality assurance. 
g. Allow about 2 hrs per subject for MEG (depending upon the study) and about 3 hrs for a MEG with EEG.

III.
User Log  

Users are responsible for signing in the User Log Book.  Subject information and all other pertinent information must be filled out in the log book, i.e., date, PI name, operator’s initials, protocol #, subject’s initials, MIS -#, and the gantry position.
IV.
Lab Safety

1. Equipment Operation - When performing a MEG study there must be at least two persons assisting with a study; one person must be capable of operating the equipment.  
2. Subject Safety – a subject must never be left in the MSR.  The subject must be observed at all times and must never be left alone in the MSR for any reason.  Two persons must be available for assistance if the subject were suddenly to take ill or if something unexpected were to happen.
3. Chair / Table Safety – Care should be taken when raising the chair / table when you have a subject sitting or supine in the gantry.  In order to avoid injury it is important to understand how to operate the chair and table.  Operating instructions are located in the MEG Policy & Procedures Manual and the CTF Users Manual.
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4. Gantry Safety – It is important to understand how to operate the gantry. Never adjust the gantry (tilt or angle) when a subject is seated in the chair or lying on the table.  Instructions are available in the MEG Policy & Procedures Manual and also the CTF User’s Manual.
5. If a medical emergency occurs call X111.  For Fire or Police call 9111. For any other emergency contact the director or staff scientist for assistance at the phone numbers posted in the lab.  
 V.  Process Improvement / Variance Reporting

1. Process Improvement / User Feedback – Users may make suggestions or give feedback to the MEG staff via the Variance Process Improvement Report.  Feedback may also be provided via the MEG Discussion List at MEG_DISCUSSION@LIST.NIH.GOV.   
2. Variance Reporting – Users are responsible for reporting complications, incidents, or problems that occur involving the facility via the Variance  Process Improvement Report.

3. Users are also responsible for reporting any equipment failure or any equipment that may not be working properly via the Variance Process Improvement Report.

4. Any equipment that is inoperable or broken should be tagged with an Out of Service / Do Not Use sticker indicating the date and time taken out of service.  Also the name, phone number and a brief description of the problem should be outlined.
5. All non-urgent communications will be reported using the Variance / Process Improvement Report.

VI.   Magnetically Shielded Room (MSR) Guidelines
There are no known risks associated with MEG/EEG recordings. Although wearing metal objects while in the MSR (Magnetically Shielded Room) is not harmful to the individual, bringing magnetic objects into the MSR can cause trapped flux in the SQUIDS, which can lead to long and expensive service breaks which would cause obvious interruptions and scheduling delays.  As a result we have established these guidelines:

1. No metal objects are allowed inside the MSR.  Anyone entering the MSR must first “de-metal” (remove any metal objects; empty pockets; remove jewelry, hairclips, pens, clipboards etc.). These include belts, keys, watches, coins, eyeglasses and pieces of clothing with magnetic parts such as bras with under wires. Objects such as cell phones, pagers, cameras, flashlights, or any other electrical equipment are strictly forbidden. Do not use small metal objects (i.e., staples, paper clips) around the MSR.   

2. Magnets are never allowed inside the MSR.

3. Do not take shoes into the MSR.  In order to prevent any magnetic dust from getting into the MSR shoes must be removed before entering the MSR.

4. Any “unapproved” equipment will not be allowed in the MSR.  Any “special” equipment must be approved by the director or staff scientist prior to its use.

5. NO equipment will be left in the MSR other than the equipment that belongs in the MSR.  

