[bookmark: _Toc97136360]Competency assessment form for band 6/7

 (
Radiology Department Image Administration for Band 6 and above
Competency to Practice
)
	PACS Image administration for Band 6 and above
	Date:


	Name:

	Name of Assessor:

	Task
	Users Signature
	Assessors Signature

	Log in and search exam level for patient images on Web CCP.

	
	

	Select the correct image for deletion or update, what is the next step?

	
	

	Do we need to keep a copy of this image and where?
	
	

	What is the final confirmation you have the correct image or series? Do not proceed without taking this step!

	
	

	If updating have you got the correct number for updating, what is this number?
Understanding the differences between hospital number, accession number & limitation of CRIS number. Awareness of system being region wide.

	
	

	What do you need to select next to enable the deletion or update?
	
	

	How can you see that the image/s has been deleted or updated.
	
	

	. Email PACS team to let them know what you have done

	
	

	Awareness of importance of maintaining and up-dating patient details for accuracy of system
	
	

	What would you do if you accidentally deleted the wrong image/series?
	
	

	
	
	

	
	
	







[bookmark: _Toc95841613][bookmark: _Toc97136361]Competency to Act as a System Administrator in PACS and/or CRIS
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 (
Radiology Department
Competency to Act as a System Administrator in CRIS
)



 (
This sheet must be completed 
by all system administrators
)
	Name:                                        

	Name of assessor:


	PACS/CRIS Question / Task
	Answer or signature if task related
	Verified by:
Signature 

	Can you login to CRIS with your admin login and locate the tables?
	
	

	Can you generate a new password on CRIS and a new user?

	
	

	On CRIS how do you add a new referrer, link to hospital if a consultant or link to GP surgery if GP

	
	

	How do you need to update Communicator for a new referrer?
	
	

	Can you access stats and run a basic stat on CRIS?
	
	

	Can you schedule a stat on CRIS?

	
	

	How would you pick up your scheduled stats?
	
	

	For super user, can you demonstrate how to change security setting for a user group?

	
	

	What XR settings need to be changed for a Carestream Workstation on CRIS?

	
	

	Where is the procedure for correcting duplicates on CRIS?
	
	

	Do you know why using CRIS launcher is important and correct install procedure?
	
	

	Can you perform the daily tasks for using OCS?
	
	

	What is the call logging procedure for CRIS for routine and urgent issues?

	
	

	If the worklist goes down, how would you identify a CRIS or PACS issue?
	
	

	What is the errors folder used for?
	
	

	How do you move an event on CRIS to the correct patient? Could this impact the images on PACS?
	
	




Comments ………………………………………………………………………
	      ………………………………………………………………………

Further training required YES /NO

Please specify……………………………………………………………………

	          ………………………………………………………………….

Has further training been organised?  YES /NO
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 (
Radiology Department
Competency to Act as a System Administrator in PACS
)



	Name:
	Name of assessor:


	PACS/RIS Question / Task
	Answer or signature if task related
	Verified by:
Signature 

	What is the procedure for creating a new user on PACS and what is the password change procedure? 

	
	

	How would you set up DTI for a reporter to use and would you need to consider anything different for a rotating registrar

	
	

	Can you log into Vue Motion? 
Perform a search?
Use filters to restrict number of results displayed?

	
	

	How do you export an image for teaching?

	
	

	What is the GWL and what sites are included?
	
	

	How do you publish to GWL?
	
	

	Do you know the correct procedure to follow if PACS and/or CRIS go down out of normal working hours?


	
	

	Do you know where to find the instructions to send images via IEP?
	
	

	Can you login to database admin? 
When you need to log into primary and secondary admin?
A – For image updates
B – Demographic changes
	
	

	How do we merge images on PACS?
· Select correct patient
· Select correct series
· Identify correct accession number
· RIS synch as required
	
	

	How do we split images on PACS?
· Select correct series
· Identify correct accession number
· Select correct patient
RIS synch as required
	
	

	How do we RIS synch images on PACS?
	
	

	What is the correct procedure for importing images into PACS? 
When would you NOT import images?
	
	

	How do you identify PACS duplicates?
· Check database admin primary for correct identifiers
· Check database admin secondary for correct identifiers
· How do you remove incorrect using ‘Manage Patient ID’ icon
· Compare CRIS records
· Where do you check to make sure NHS numbers are correct to feed through
· Would you delete or change the NHS number directly on CRIS
· How would you update the details on PAS using CRIS
· How would you update a populated field on PACS with a blank field on CRIS
· Would you normally se ‘Middle Name Field’ on DB Admin?
· How would you add this field?
· How do you check patient demographics in IS link? If incorrect, what would you need to do if resending CRIS message did not work?
· Would you then check patient just on your local PACS?
· If there were still discrepancy, would you inform other Trusts in CAM or  Carestream

	
	

	Can you login to IEP?
	
	

	How do you change a password on IEP
	
	

	Can you burn an encrypted and unencrypted CD?
	
	

	How would you import a jpeg image into PACS? 
How would you import a CD?
· What identifiers would you use
· Would you use prefix in the ID field and if yes why?
	
	

	How would you attempt to locate a missing image?
· Check with radiographer/CRIS image was done
· Check Modality that image has been sent
· Check DB admin for insert time if applicable and AE title
· Check other events for same patient for wrong accession number
· Check other patients done around the same time
	
	

	What would you do if a radiographer has sent images under the wrong patient?
· Would you try to fix on PACS?
· Would you try to fix on modality and why?
	
	

	




	
	



Comments ………………………………………………………………………
	      ………………………………………………………………………

Further training required YES /NO

Please specify……………………………………………………………………

	          ………………………………………………………………….
Has further training been organised?  YES /NO

