









I. GENERAL

Although the medical accelerators currently in use at the Leo Jenkins Cancer Center (LJCC) are utilized in vaults for which they were designed to adequately shield, radiation levels on the roof are elevated and must be controlled.  This procedure is to be strictly adhered to assure the safety of any individuals conducting work on the roof.  This includes but is not limited to ECU clinical staff, ECU Facilities Services staff, Joint Venture staff, Vidant staff, and anyone under the direction of the same.  This procedure provides for the coordination and communication between all parties involved.  This procedure only applies to the roof located immediately above the accelerators and not to the remaining roof structures of the Leo Jenkins Cancer Center located on the Health Sciences Campus, Bldg#090.
II. RESPONSIBLITIES
A. The Director of Facilities Services, Health Sciences Campus, East Carolina University (ECU), shall be responsible for the over-all accountability of Campus Operations personnel, their training and adherence to this FSSP
B. The Medical and Health Physicist, Radiation Safety Department, Vidant Medical Center (VMC), shall be responsible for the overall administration and compliance of all state and federal regulations as relates to the licensing and monitoring of the Linear Accelerators.  This individual shall be responsible for auditing/monitoring radiation levels and notifying all parties concerned of any changes related to the potential hazard of a radiation exposure.  This office shall be responsible for maintaining the roof key log and the posting of any applicable signage warning the public of any radiation hazards.

C. The Director of Clinical Physics, Brody School of Medicine, Leo Jenkins Cancer Center (LJCC), Department of Radiation Oncology, East Carolina University shall be responsible for the overall compliance by ECU BSOM or Joint Venture staff with this procedure.  The Director shall be responsible for notifying the Director of Facilities Services, HSC and the PCMH Physicist of any changes in the equipment that could potentially change the safety hazard for staff working on or around the roof of the Leo Jenkins Cancer Center.

D. Supervisors, Facilities Services – Health Sciences Campus shall be responsible for insuring that all staff attend annual safety training related to accessing the roof of the Leo Jenkins Cancer Center and that this procedure is to be strictly adhered to.  They shall assure that any non ECU employee that is contracted by Facilities Services to conduct work on the Leo Jenkins Cancer Center roof strictly adheres to this procedure.

E. The Radiation Therapists – During normal business shall be responsible for verifying that no radiation producing equipment is in use or is energized while anyone is on the roof as denoted by the Roof Access Key Log.  The Radiation Therapist shall inspect the log at the start of each new treatment period that the keys are accounted for and that no one shows being on the roof.  They shall assure that any non Facilities Services personnel be they VMC, BSOM or contracted by the same to conduct work on the Leo Jenkins Cancer Center roof strictly adheres to this procedure. 
III. CONTROL
A. Access to the Leo Jenkins Cancer Center roof is via a hatch in the LJCC stairwell (see Leo Jenkins Cancer Center Roof Access Diagram), which is padlocked.  Keys to the padlock are issued by Facilities Services, HSC.

B. Access to the restricted roof section directly above the treatment areas, containing the linear accelerators (2) and the Cyber Knife, is via a ladder from the upper roof section which is accessed by the roof hatch.  The ladder has a cover which is padlocked.  A key to the ladder-cover lock as well as the roof hatch are maintained with the Access Log on the ground floor, directly outside the patient treatment area.    
IV. PROCEDURE
A. Accessing the restricted roof area of the LJCC (BLDG #90) during normal business hours
1. Anyone requiring access to the restricted roof section shall contact the Radiation Therapist to determine the soonest available time period when the roof can be accessed. Keeping in mind the patient treatment schedule as well as the urgency with which the work on the roof must be completed.

2. Immediately preceding the agreed access time, the Radiation Therapist will check all treatment bays to confirm that there is no radiation producing equipment in use and that all staff is aware that patient treatments are suspended until further notice.

3. The Radiation Therapist will then fill in the appropriate information in the Roof Access Key Log.  The information should include: NAME and DATE/TIME TREATMENTS SUSPENDED.

4. The Radiation Therapist will then place a “STOP STAFF ON ROOF” placard at each control console.

5. The Radiation Therapist will then remove the console keys from the consoles and place them on the designated hook in the key box (PRIMUS, ONCOR and CYBER KNIFE)

6. The individual seeking access to the roof shall then “Tag Out” the key box such that the box cannot be opened without cutting the tie wrap.

7. The individual requiring access to the roof shall fill in the appropriate information on the next available line in the Roof Access Key Log.  The ACCESS section information should include: NAME, DATE/TIME ACCESS, CELL PHONE NO., and HOME PHONE NO.

8. The individual seeking access to the roof shall then proceed to the roof to conduct the required work.  The work shall be completed in an expeditious manner to minimize the impact to patient treatment schedules.

9. Upon egressing from the restricted roof area the individual shall ensure the ladder cover to the restricted area is secured and the padlock is in place.  

10. They shall then egress off the roof via the roof hatch, making sure that the roof hatch is secure and that the padlock is in place.

11. The individual will then remove the “Tag Out” device from the key box and notify the Radiation Therapist that the work in the restricted area has been completed and the treatments can resume.
12. The individual shall then complete the EGRESS section of the log entering the requested information :DATE/TIME EGRESS and KEYS RETURNED INITIALS

B. Accessing the restricted roof area of the LJCC (BLDG #90) during weekends and nights
1. Anyone requiring access to the restricted roof section shall proceed to the radiation oncology section where the linear accelerators are located and see if any LJCC staff is present.  If staff is present then they will follow Procedure A above, steps 1-9.  

2. If no LJCC staff is present, then the individual requiring access to the roof shall:

a. Verify all three (3) bay doors are closed

b. Verify that the operator keys are located in the key box.
c. They shall “Tag Out” the key box such that the box cannot be opened without cutting the tie wrap.

d. They shall place a “STOP STAFF ON ROOF” placard at each control console.

e. Fill in the appropriate information on the next available line in the Roof Access Key Log.  The ACCESS section information should include: NAME, DATE/TIME ACCESS, CELL PHONE NO., and HOME PHONE NO.  In the THERAPY EQUIPMENT OPERATOR section enter “After Hours” for the NAME and “NA” for the DATE/TIME TREATMENTS SUSPENDED.

f. The individual requiring access to the roof shall then proceed to the roof to conduct the required work.  The work shall be completed in an expeditious manner to minimize the impact of the availability of the equipment for unscheduled treatments.

g. Upon egressing from the restricted roof area the individual shall ensure the ladder cover to the restricted area is secured and the padlock is in place.  

h. They shall then egress off the roof via the roof hatch, making sure that the roof hatch is secure and that the padlock is in place.

i. The individual will then remove the “Tag Out” device from the key box.
j. They shall remove the “STOP STAFF ON ROOF” placard at each control console and place in back in the log book.

k. The individual shall then complete the EGRESS section of the log entering the requested information: DATE/TIME EGRESS and KEYS RETURNED INITIALS.
C. Prior to initiation of the accelerator beam as part of a linear accelerator warm up or quality assurance procedure, the Operator shall: 

1. Verify that the Roof Access Log does not indicate that there is anyone on the roof and that the keys are in place

2. If the individual requiring access to the roof failed to return the keys when completing the log, the operator should contact the entrant via information noted on the log.  Upon contacting the entrant the operator should verify all work has been completed, that the restricted roof section is clear for treatments to resume, and that they return the keys immediately.  

3. If the operator is unable to reach the entrant, LJCC staff should contact ECU Police Department or VMC Radiation Safety Department for the keys and confirm no one is on the roof.  LJCC staff shall continue to attempt to notify the entrant to return the key and complete the log.  
4. The  Director of Clinical Physics  shall notify the VMC Radiation Safety Department and the Director of Facilities Services at the beginning of the next business day that a breach in procedure has occurred and that access to the roof needs to be suspended until such time as the keys are returned or VMC Radiation Safety Department authorizes the entry
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