APPENDIX B

ELEKTA SELF ASSESSMENT CHECKLIST

NAME: ____________________________

SIGNATURE: _______________________

DATE: ____________________________ 
	Objectives:
	Completed

	Terminology: 

(iVIEW, kV and MV images, XVI, CBCT, FOV)
	

	QA :
	

	Perform unit start up and shut down procedures
	

	Use correct sequence for logging into and off computers 
	

	Perform all aspects of morning QA  
	

	ELEKTA DESKTOP:
	

	Understand the need to click on “Receive external prescription” 
	

	Access/understand tab functions:
· MLC
· Table functions
· Accessories                     
	

	Review restrictions/inhibits
	

	Linac PC cabinet:  

   Identify and understand the functions of:

· Key reset
· Beam MU monitor
· Power Button
	

	MACHINE OPERATION IN ROOM:
	

	Understanding of emergency procedures

· Emergency buttons

· Emergency bed procedure (manually)
· Touch guards/emergency stops 
· LPO (Last Person Out)
	

	Operation of the treatment couch

· Understanding of all functions & buttons
· Operate the user Interface to move the bed
	

	Operation of Imaging Devices 

· Understanding of all functions

· Imaging field sizes 
· Position of electrical wires
· Tube warm up (done in morning QA or after 4 hrs of inactivity) 

· Extract and retract panels
· Offsetting of MV & kV panels 
· Avoiding collisions
· Set correct FOV
· Avoiding electronics in panel

· Adjusting area of interest for imaging
· CBCT Modes: 
· Half Scan vs Full Scan
· Filters and collimators

	

	Confirm wedge orientation
	

	Manually move collimator in room
	

	MACHINE OPERATION OUTSIDE ROOM:
	

	Operate function key pad:   

· Move gantry/collimator
· Move bed
· Retract iView panel
· Beam on (MV and kV)
· Interrupt beam (MV and kV)
· Terminate beam
	

	Ensure MLC Shape is acceptable according to the Unit
	

	IVIEW IMAGES
	

	Select patient and acquire images:

· Single exposure
· Double exposure
· Multiple exposures
	

	Change field description to ensure correct association when sent to Mosaiq
	

	Delete patient and images from database
	

	Set reference images (annotations if required)
	

	View images from other machines (show all stations)
	

	Understand shift information and directions
	

	XVI IMAGES
	

	Understand the importance of testing gantry clearance for the complete rotation for CBCT (in safe zone if applicable) and treatment position
	

	Import reference image

· Set clip box
· Set automatic match (Bone/Grey value)
· Determine collimator length
· Determine which structures/contours are needed
· Determine appropriate preset in Mosaiq
	

	Acquire image (In/Out of Synergistiq mode if applicable)
Verify:  

· panel position
· filter
· scan parameters

	

	View and manipulate/analyze images:

· Visual verification after every auto-match
· Display modes (Cut, Green-Purple, Localization)
· Measuring tools
· Contrast and brightness
· Manual adjustments (numbers and arrows)
· Review previously registered CBCT scans


	

	Rotations

· Zero out rotations if needed

· Site specific tolerances as per policy


	

	Shifts

· Site specific tolerances as per policy
· Remote table shift limits (Function key pad)
· Manual shifts (using XVI screen)
· Convert to Correction for Table Shifts
· Understand shifts (Table vs. Isocenter shifts)
· Recording of shifts (manual or capture)
· Retrieve shift data from: XVI and Mosaiq


	

	Move images
	

	Inactivate a treatment course
	

	Export images to Mosaiq or other programs
	

	Image Reconstruction
	

	Adjust clip box on reference scan
	

	Delete patient and images from database
	

	TROUBLESHOOTING


	

	Machine Components/Functions:
· Unable to move table/gantry etc. 

· Process following beam interruption by therapist

· Process following termination of beam by therapist 
· Touch guards were activated

· Linac ASU function is not working
· iView: exposure buttons are not available (grey)
· Interlocks/Inhibits are activated
· List common interlocks for each centre

	


