APPENDIX B

VARIAN SELF ASSESSMENT CHECKLIST

NAME: ______________________________   
SIGNATURE: _________________________

DATE: ______________________________   

	Objectives:
	Completed

	Terminology: 

(2D, 2D/2D, 3D/3D, kVS, kVD, OBI, CBCT, FOV, PV)
	

	QA:
	

	Perform unit start up and shut down procedures
	

	Use correct sequence for logging into and off of computers 
	

	Perform all aspects of morning QA  
	

	MLC initialization
	

	MACHINE OPERATION IN ROOM:
	

	Understanding of emergency procedures

· Emergency buttons

· Emergency Pendant/ Emergency bed procedure
· Touch guards/Collision plates
· LPO (Last Person Out)
	

	Operation of the treatment couch
· Understanding of all functions & buttons
	

	Operation of Imaging Devices (Portal Vision & OBI)
· Understanding of all Hand Pendant functions

· Charging of the hand pendant

· Imaging field sizes (e.g. 26.7 x 20 @ 150 SID)
· Position of electrical wires in MV & kVD panel 
· Tube warm up (done in morning QA or after 4 hrs of inactivity) 

· Extract and retract panels
· Offsetting of MV & kVD panels 

· Avoiding collisions

· Avoiding electronics in panel

· Adjusting area in interest for imaging
· CBCT Modes: 
· Half Scan vs Full Scan
· Bowtie filters (half/full)

	

	Wedges
	

	
	

	MACHINE OPERATION OUTSIDE ROOM:
	

	Operation at the Console

· Move gantry/collimator
· Move bed

· Retract imaging panels

· Beam on (MV and kV)

· Interrupt beam (MV and kV)

· Terminate beam
	

	Operation of the 4D ITC Console & Treatment Workflow with electronic health record
	

	Understand the Status ball (e.g. meatball) and how to clear the faults
	

	
	

	On Board Imager (OBI)
	

	Acquisition of kV exposures (2D & 2D/2D) 
· Selecting 2D vs 2D/2D

· Verify reference image is loaded on OBI workstation

· Selecting appropriate fields for imaging (dragging from Dynamic Window)

· Selecting Anatomy for exposure

· Track changes

· Download Axes

· Foot switch or hand control
	

	Acquisition of MV exposures (2D & 2D/2D)
· Selecting 2D vs 2D/2D

· Adding an imaging session on the 4DITC (EPI, cassette)

· Verify reference image is loaded on OBI workstation

· Selecting appropriate fields for imaging (dragging from Dynamic Window)

· Entering MUs for exposure (2 MUs)

· Entering a Delta/open exposure f/s 

· Manually entering field size to avoid electronics
	

	Analyzing 2D images
· Identify the reference images

· Identify the MV or kV images

· Adjusting image quality with Windows and Levelling (toolbar) or using Filters

· Identify which is the active window

· Performing a manual match

· Understand viewing tools: blending, split window, moving window

· Applying shifts 
· Deleting unwanted images (e.g. planned image only) 

· Save Match vs Save Image
	

	3D/3D CBCT Acquisition:
· Understand the safe zone (e.g. Lat +/- 5, Vert -19)

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

· Understand which filter is required with what technique

· Treatment couch in ISO position before selecting 3D/3D

· CBCT Wizard

· Acquiring New Scan, Quick Scan (Param Display), Reconstructing an Existing Scan

· New Scan: Select the CBCT Mode (e.g. Standard Dose Head)

· CBCT Offset (to view anatomy outside of FOV)
· Moving treatment couch in safe zone

· kVD offsetting

· Rotating gantry to start position

· Starting and completing data acquisition

· Pause data acquisition and resume

· Accept and export data
	

	Analyzing 3D/3D images:

· Identify the reference & acquired image
· Using the Dynamic Window

· Adjust image quality with windows and filters (bone, lung)

· Identify which is the active window

· View slices in different planes (transverse, frontal, sagital)

· Scrolling through slices & using the indicator bars to focus on a particular location

· Zooming in and out

· Turning contours on and off

· Understand viewing tools: blending, split window, moving window

· Perform Automatic Match 

· Setting the Clipbox/lockbox (refer to site specific imaging policies)

· Select Anatomy

· Intensity Range (bone or soft tissue)

· Visual verification to be followed after every auto-match

· Applying shifts 
· Save Match
	

	Troubleshooting:
	

	Dicom stream errors: How to clear the error  
	

	Reconstructing an existing CBCT
	

	Reference image not appearing on OBI workstation

· Reference image not available in electronic health record
· Not tagged “Use for tx definition”

· Icon on OBI workstation not selected

	

	Undo an unwanted adjustment with image matching 

· Select Reset Shifts (returns all shifts to 0)

· Control + Z (undoes the last move made)
	

	Head Scan gantry position (22°-180°)
	

	“Unable to perform match”message after CBCT-try resetting field edges on clip/match box & hit auto match again. This usually corrects the problem & allows the auto-match.
	

	
	

	Mosaiq Users:

· Loading reference data (Reference Planning CT) into OBI workstation from Mosaiq for CBCT only

· Treatment fields (e.g. longitudinal 100, vertical 10)

· Imaging set up fields

· Reference CTs

· Code Capturing (kV and CBCT workload)

· SRO (Spatial Resolution object) Entering shifts manually if SRO failed
· Off line image review instructions

Troubleshooting:

· Warning message from electronic health record when downloading field to 4DITC: 3D image matching is not available; 

· Load reference data must be performed

· Reference planning CT not available (CBCT IGRT not being used for patient)

· CBCT field in electronic health record incorrect (e.g. Type must be CT, couch positions don’t match treatment fields)
	


