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How to guide: MRTB audit
submission

1. Go to the Medical Radiation Technologists Board (MRTB) website
https://www.mrtboard.org.nz/

AboutUs Resources News ContactUs UsefulLinks Puna Rauemi | cultural resources
aland
Medical Radiation . . B . . .
ologists Board # Registeronline@ i= Searchtheregister@ & Login(@

Search... e

Pre-registration Already registered Raising a concern Provider standards

Kia ora, nau mai

Welcome to Te Poari Ringa Hangarau Iraruke | The Medical Radiation
Technologists Board - we're responsible for protecting the health and safety
of New Zealanders by ensuring practitioners registered in the profession of

medical imaging and radiation therapy are competent and fit to practise.

What can we help you with today?

Please select v
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2. Click"Login"

We’ve moved to our new practitioner system. Your profile is now available, you’ll need to change your password. Refer to our News item if you have

any queries.
! AboutUs Resources News ContactUs UsefulLinks PunaRauemi | cultysstwesources
New Zealand
¥ \dical Radiation : 7 = - 3’
Technologists Board # Registeronline i= Searchthe register ' |\ & Login(

Search ®

Pre-registration Already registered Raising a concern Provider standards

Kia ora, nau mai

Welcome to Te Poari Ringa Hangarau Iraruke | The Medical Radiation
Technologists Board - we're responsible for protecting the health and safety
of New Zealanders by ensuring practitioners registered in the profession of

medical imaging and radiation therapy are competent and fit to practise.

What can we help you with today?

Please select v

3. Enteryour username (email address) and your password. If this is the first time you’re

logging in to the new practitioner system, you will need to select 'Forgot Password?' to
set up a new password.

For more information on logging in to the new system - see the news page here.

If you do not have a login and wish to apply for

registration, please create a profile here,

@ Password

Forgot Password?

Contact the Board at mrt@medsci.co.nz if you have any

questions


https://www.mrtboard.org.nz/news/new-practitioner-system-live
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4. You can now click on the link in the audit notification email - this should take you to the

audit form. If this doesn’t work, try to copy and paste the link from the notification
email.

5. Thelinkin the notification email should open the audit form - it looks like the image
below.
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Home Eligibility Check Application Forms v My Information v Raise a Concern

yment history during t
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Practitioner Declarations

wd & satisfactory performance review wh

6. Answer the questions on the declarations page.

Technologists Board

Home Eligibility Check Application Forms v My Information v Raise a Concern

nt history during the

onsibilities in your current and previ

ous roles from 1 January 2024 to 31 December 2024 is sufficient
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7. Onceyou’ve answered all the questions on this page, click "Next".

Note: you can save your progress at any time by clicking "Save for later" in the bottom
left. This will provide you with a link - make sure you save the link as you’ll need this to
return to your audit form.

Eligibility Check Application Forms v My Information v Raise a Concern

t history during the

ous roles from 1 January 2024 to 31 December 2024 is sufficient

3D programme(s) are you enrolled in?

te of Medical Radiation Technology (NZIMRT)

oner Declarations
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8. Onthe peer/manager declaration page, you’ll need to upload your peer/manager
declaration.

The declaration form can be downloaded from our website. You’ll need to complete
the form and save it to your computer. You can then upload the form to this page by
selecting 'Upload files'.

'. New
Me Radiation
Technologists Board

Home Eligibility Check Application Forms v My Information v Raise a Concern

ere. This can be downloaded from the website here



https://www.mrtboard.org.nz/already-registered/continuing-professional-development-cpd
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9. Selectthe correct file and then select 'Done'.

Upload Files

. file20.rtf
L 3888

10f 1 file uploaded

10. Once you’ve uploaded your declaration form, click "Next"

Eligibility Check Application Forms v

Aanager Declaration

oad your peer/manager declaration here. This can be downloaded from the website here

load Files ] Or drop files

e ) @
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11. On the logbook page, you’ll need to upload a copy of your logbook by clicking "Upload
Files".

$

Home Eligibility Check Application Forms v My Information v Raise a Concern

ail the CPD activities yo! ation for each activity

« CPD hour:

* Source,

pioad Files J | Or drop files

B

er the total number of substantive CPD hours completed durir audit period

ter the total numbe 1 CPD hours completed durin;

Total number of CPD hours completed:

ter Previous Next
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12. You’re then required to enter the number of substantive and general CPD hours you
have completed over the biennium.

Note: Year one is the first year of the biennium and year two is the second year of the
biennium. Refer to your notification email or our website for the biennium dates.
A biennium is two consecutive years,

Home Eligibility Check Application Forms v My Information v Raise a Concern

book should detail the CPD activities you have completed during the audit period and include the following information for each activity

eneral CPD activity

s, or name of facilitator/speaker

tantive CPD hours completed during the audit period

o
Please enter the tota mn; CPD hours completed during the audit period

Total number of CPD hours completed:.

(4]

Previous

13. Once you’ve uploaded your logbook and entered your CPD hours, click "Next"
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Eligibility Check Application Forms v My Information v Raise a Concern

©0ad your CPD logbook here. Your logbook should detail the CPD activities you have completed during the audit period and include the following information for each activity

ind time ¢

etails, or name of facilitator/speaker

oad Files Or drop files

er the total number of substantive CPD hours completed during the audit period

25

er the total number of general CPD hours completed during the a

ber of CPD hours completed

14. On the evidence of CPD activities page, you’ll need to upload six pieces of evidence of
the CPD you’ve completed over the relevant biennium (two consecutive years).

Under 'Document Upload 1', select "Upload Files" to upload your first piece of
evidence.

Home Eligibility Check Application Forms v My Information v Raise a Concern

2024. Evidence can be attendance certificates, attendance sheets or links to articles you authored or r

Document Upload 2

&, Upload Files

Type Year

Document Upload 3

&, Upload Files | Or drop files

*Type Year

15. For your first piece of evidence (under document upload 1), selectif itwas a
substantive or general CPD activity.
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Please prov

wvidence for six (6) of the CPD activit
se do not include ¢
At least four (4) of
At lea

you have completed in the 24 months up to 31 December 2024. Evidence can be attendance certificates,

atte
ntations or a

ndance sheets or links to articles you authored or r
nformation is will be sufficient).

Document Upload 1

Or drop files

file20.rtf

‘ Year
Document Upload 2
&, Upload Files | Or drop files
*Type *Year
Document Upload 3
& Upload Files | Or drop files
*Type * Year

16. For your first piece of evidence (under document upload 1), select if the CPD activity
was completed in the first or second year of the biennium.

u have comple e 24 months up to 31

ber 2024. Evidence can be attendance certificates, d,

lance sheets or links to articles you authored or r
(a hyper information is will be suf

At least one (1) dox
Document Upload 1

&, Upload Files | Or drop files
file20.rtf

Type

Document Upload 2

&, Upload Files Or drop files

*Type Year
Document Upload 3

&, Upload Files | Or drop files
*Type *Year

17. Repeat steps 14-16 for the remaining five document uploads.

10
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Please provide evidence for six (6) of the CPD activities you have completed in the 24 months up to 31 December 2024. Evidence can be attendance certificates, attendance sheets or links to articles you authored or r

Please do not include copies of presentations or articles (a hyperlink to where this information is will be sufficient).

At least four (4) of these documents must be related to substantive CPD activities.
At least one (1) document from each year must be provided.

Document Upload 1

|[ &, Upload Files ] Or drop files

fle20.1tt
“Type *Year
@ Substantive () General ®:0:2

Document Upload 2

Or drop files

*Type *Year
(O Substantive () General 0102

Document Upload 3

|[ & Upload Files ] Or drop files.

*Type *Year
(O substantive () General OarO2
Document Upload 4

" . Upload Files ] Ordrop files

11
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18. Once you’ve uploaded all six pieces of evidence, click "Next"

wve (@) General @12

:Upload 4

«ad Files | Or drop files

*Year
rtive @) Genera 01® 2
:Upload 5
\ad Files | Or drop files
J
*Year
stive () General @102
: Upload 6
1ad Files | Or drop fies
*Year
itive (@) Genera 01@® 2

ater

i @
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19. On the reflective statements page, you’ll need to upload your four reflective
statements.

Under 'ethical practice’, select "Upload Files" and upload your reflective statement
related to ethical practice. Repeat this step for the remaining three reflective

statements.
Home Eligibility Check Application Forms v My Information v Raise a Concern
Re ents

s a guide to writing your reflective statements

s, please see the CPD policy (page 14).

&, Uploadfles | Or drop files
&, Upload Files | Ordrop files
&, Upload Files | Or drop files

&

&, Upload Files | Ordrop files

13
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20. Once you’ve uploaded your four reflective statements, click "Next" and your audit form
will be submitted to the MRTB for review.

ated to ethical practice

w as a guide to writing your reflective statements

1ad Files | Or drop files
1ad Files Or drop files

1ad Files | Or drop files

1ad Files Or drop files

21. If the MRTB requires any further information, you’ll receive an email requesting this.
If no further information is required, you’ll receive an email advising you of the outcome
of your audit submission.
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