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How to use this template
A Radiation Management Plan (RMP) is a mandatory requirement for the following:
· New radiation management licence.
· Application to vary an existing management licence.
· Application to transfer an existing management licence to a new licence holder.  
The minimum requirements for RMPs can be found on the department website. Additional requirements can also be found on the sector specific Dental section of the website. This template includes the minimum requirements for a dental radiography practice RMP and has been provided to assist Dental radiation management licence holders in preparing their RMP. 
This template RMP has been divided into sections. Each section is accompanied by guidance on what information to include. Links have also been included in each section to relevant departmental documents and to the Code of Practice for Radiation Protection in Dentistry (2005) which is a condition of licence for all dental radiation management licences. 
The information that you include in each section will depend on your company structure, the apparatus you use and the radiation safety procedures you have implemented. Please provide all the requested information. The RMP will only be accepted if the template has been completed in full.     
Licence holders and applicants should feel free to use this template as a guide only and prepare their own RMP. Where this is done, please ensure that your RMP addresses all the necessary requirements listed in this template. 
It is important that you review and understand the general and specific conditions of your management licence. Please refer to your licence and the department website for further information.  
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[bookmark: _Toc88810550]General Information
[bookmark: _Toc88810551]Victorian Radiation Management Licence Number
Insert licence number here. For new licence applications this can be updated after the licence has been issued. 
[bookmark: _Toc88810552]Licence Holder Details
Name:
Title:
Address:
Contact number:
Contact email:
[bookmark: _Toc88810553]Authorised contacts
List the authorised contacts here.  Authorised contacts are authorised by the licence holder to conduct the following activities on behalf of the licence holder:
· Apply for a new management licence.
· Apply to vary an existing management licence.
· Submit a notification of acquisition and/or disposal.
· Discuss matters relating to the radiation management licence with the department
	Authorised Contact Name
	Email

	
	

	
	


[bookmark: _Toc88810554]Radiation Safety Officer
Refer to the requirements of section 2.1.4 and 2.1.5 of the Code of Practice for Radiation Protection in Dentistry (2005).
List the name and email of the appointed Radiation Safety Officer (RSO) here.
	RSO Name
	Email

	
	





[bookmark: _Toc88810555]Site details
List the details of each site (or proposed site) where a radiation source is used. Add rows as required.  
	Site Address
	Number of X-ray apparatus

	
	Intra-oral
	Pan/Ceph
	CBCT

	
	
	
	

	
	
	
	

	[bookmark: _Toc88810556]Site floor plans
Include a floorplan of each site either as an attachment to your RMP or as an external document referenced here in your RMP. The floor plan should indicate the location of all X-ray units to be held at the site. 



[bookmark: _Toc88810557]Shielding assessment reports
Refer to the requirements of section 2.1.13, 2.1.14, 4.2.1 and 4.2.2 of the Code of Practice for Radiation Protection in Dentistry (2005).

Shielding assessments are required for licence holders who possess extra-oral radiography apparatus (OPG and CBCT). You do not need to include the full shielding assessment report in your RMP but you should provide a link to the location of the document here so it can be easily referred to and updated when required. The shielding assessment will need to be updated whenever a change occurs such as addition of new apparatus, renovation of the clinic. It should also be reviewed regularly (we recommend annually) to ensure that the patient workload used in the assessment is still applicable.  

[bookmark: _Toc88810558]Training and Qualifications
[bookmark: _Toc88810559]Training Requirements
Please list the training requirements for staff working with or around dental X-ray apparatus. Details of procedures, formal qualifications, courses and radiation awareness training can be listed here. This section is intended to inform staff of the training prerequisites that need to be met before they can work with and around radiation sources.


[bookmark: _Toc88810560]Use licence holders

Refer to the requirements of section 2.1.12(b) of the Code of Practice for Radiation Protection in Dentistry (2005).
A dental practice requires a management licence to possess dental X-ray units. Every individual at that practice who wishes to use those X-ray units needs to hold a use licence authorising that use. The public register allows a person to search for either a radiation licence number or person's name to check the status of their radiation use licence 
Please list the use licence holders working at the site.  Include details of the types of apparatus they are authorised to use (intra-oral, OPG or 3D/Volumetric

	Use Licence holder name
	Apparatus authorised by licence

	
	Intra-oral
	Pan/Ceph
	CBCT

	
	
	
	

	
	
	
	





[bookmark: _Toc88810561]Training Matrix
Include a reference or link to your company training matrix. A training matrix is an array comparing a list of staff names cross referenced against a list of procedures, qualifications and training.  The training matrix is normally a live document that is updated frequently.

[bookmark: _Toc88810562]Justification of patient exposures
Refer to the requirements of section 2.2 and 2.3 of the Code of Practice for Radiation Protection in Dentistry (2005) and Section 6 of the Safety Guide for Radiation Protection in Dentistry (2005).
Provide details on the procedures in place to justify the use of radiographic procedures on patients. Information on generic justifications can be included here if they are used. 


[bookmark: _Toc88810563]Radiation safety equipment 
[bookmark: _Toc88810564]Personal protective equipment (PPE)

List the PPE available and instructions for how and when to use it. 

[bookmark: _Toc88810565]Personal dosimetry 
Refer to the requirements of section 2.1.4 and 2.1.6 of the Code of Practice for Radiation Protection in Dentistry (2005).
List the name of the personal dosimetry service provider, what roles are required to use personal dosimetry and the person responsible for managing the personal dosimetry onsiteDosimetry Service Provider:
Centre Number:

[bookmark: _Toc88810566]Acquiring and disposing of dental X-ray apparatus
Refer to the acquisition and disposal requirements specified by the department. 
Describe your company procedures in place for acquiring and disposing of dental X-ray apparatus, including the companies involved in the process, such as vendors and disposal routes.  


[bookmark: _Toc88810567]Storage of radiation sources
Provide details of how the dental X-ray apparatus is stored securely to avoid unauthorised use.

[bookmark: _Toc88810568]Incident reporting
Refer to the incident reporting requirements specified by the Department. 
Describe your company procedures in place for reporting radiation related incidents to the department. An example is an X-ray apparatus fault that could result in a high or unintended exposure to patients or staff.



	To receive this document in another format,  email Radiation Team, <Radiation.Safety@health.vic.gov.au >.
Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.
© State of Victoria, Australia, Department of Health, November 2021.
Available at Dental practices https://www.health.vic.gov.au/radiation/dental-practices
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