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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 and existing management licence.
· Application to transfer an existing management licence to a new licence holder.  
The minimum requirements for an RMP can be found on the department website. Additional requirements can also be found on the sector specific Cabinet X-ray section of the website. This template includes the minimum requirements for a cabinet x-ray practice RMP and has been provided to assist radiation management licence holders in preparing their RMP. 
This template RMP has been divided into sections. Each section is accompanied by guidance text.  The content of each section will depend in your particular company structure, the apparatus you use and the procedures you have implemented. Please read the guidance text and provide the necessary information. The RMP will not be accepted if the template has not 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: _Toc77252555]General Information
[bookmark: _Toc77252556]Victorian Radiation Management Licence Number
Insert licence number here. For new licence applications, this number can be inserted after the licence has been issued. 
[bookmark: _Toc77252557]Licence Holder Details
Name:
Title:
Address:
Contact number:
Contact email:
[bookmark: _Toc77252558]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: _Toc77252559]Radiation Safety Officer
List the name and email of the appointed Radiation Safety Officer (RSO) here.
	RSO Name
	Email

	
	





[bookmark: _Toc77252560]Site details
List the details of each site where a radiation source is used. Add rows as required.  
	Site Address
	Number of Cabinet X-ray apparatus

	
	

	
	

	[bookmark: _Toc77252561]Purpose of the Cabinet X-ray Apparatus
This section will provide the information to be obtained by using the cabinet X-ray apparatus.

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. Requirements for floorplans are detailed on the Department website. 





[bookmark: _Toc77252563]Training and Qualifications
[bookmark: _Toc77252564]Training Requirements
Please list the training requirements for staff working with or around cabinet X-ray apparatus. Details of procedures, safety inductions or 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: _Toc77252566]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: _Toc77252571]Acquiring and disposing of Cabinet X-ray apparatus
Describe the procedures in place for acquiring and disposing of cabinet X-ray apparatus.  


[bookmark: _Toc77252572]Incident Reporting
Provide a list of potential incidents relevant to cabinet x-ray apparatus and the procedure for reporting the incidents to the Department.


[bookmark: _Toc77252573]Emergency procedures 
Provide a list of potential emergency scenarios relating to your practice and the procedure for how to respond to the emergency. An example is an X-ray apparatus fault that could result in a high or unintended exposure to 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, July 2021.
Available at Cabinet X-ray unit  < https://www.health.vic.gov.au/radiation/radiation-management-licence-cabinet-x-ray-unit >
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