Preface

The Australian Institute of Radiography (AIR) Continuing Professional
Development (CPD) program is now recognised by AIR members
and other stakeholders as a professional development program of
significance. Since its inception in 1999, CPD has helped to benefit
practitioners, their patients and the public through a better educated,
better trained and more proficient workforce.

Over the past years participants in the AIR CPD program have used
the flexible and adaptive CPD model to recognise the development of
their education and professional skills. Since the introduction of the
program significant contributions have been made to documenting
the knowledge and skills used by Medical Radiation Science
practitioners. The development of new skills and the advancement

in clinical practice, supported by the self-reflection of workplace
experiences are the key to the attainment of full professionalism.

As the nature of professional development has evolved, so too
the AIR CPD model has evolved since its creation in 1999. This
3rd edition of the AIR CPD guide explains all aspects of the CPD
program. Participants can claim CPD credits for a vast array

of activities; from more formal programs such as conference
attendance, workshop participation or the completion of further
Tertiary education; to informal CPD activities such as self directed
learning and critical reflection about clinical experiences.

This CPD guide is designed to address the majority of issues that
may arise during your participation in the three-year program.

Also available is the ‘Concise Guide to the AIR CPD Program’
which is designed to complement this guide as a quick and easy
reference booklet. The concise guide has been designed for use
on a day-to-day basis by participants already familiar with the CPD
program but who may need a quick reference for credit claims and
online lodgement.

Enrolment in the CPD program is provided as a component of
membership of the AIR; other MRS practitioners may also participate
through either the corporate sponsorship program or non-member
enrolment. It is the firm belief of the AIR that active participation

in CPD by Medical Radiation Science practitioners benefits the
participant as well as their patients and the wider community.

| would like to take this opportunity to personally thank Radiation
Oncology Victoria for their continued sponsorship of the AIR CPD
program.

Lori McLeod
B App Sci. (MRS) MH Sci. (MRS) M.I.R.
Professional Officer Education, Development and Standards (POEDS)
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Chapter 1 ~The AIR CPD Program
Introduction to the CPD Guide

Welcome to the AIR CPD program, the following guide will provide
you with all of the information that you will require to participate in
and successfully complete the program. You are encouraged to read
this guide thoroughly before you commence the program to ensure
that you fully understand the credit recognition framework, credit
lodgement systems, the audit and appeals processes as well as
provisions for leave of absence.

Itis understood that due to the periodic nature of credit lodgement,
assistance may be needed from time to time when lodging your
credits; it is for this reason that the AIR developed the ‘Concise Guide
to the AIR CPD Program'’. The Concise Guide provides a brief outline
of the program and includes the credit recognition framework table
and step-by-step instructions to the online lodgement of credits.

The answers to many frequently asked questions including, what

is a category A credit?, what is an appellation number?, how do |
demonstrate my credit claims? and what do | do if | misplace my
username and password? are also covered in the Concise Guide.

If you are yet to receive a copy of the ‘Concise Guide to the AIR

CPD Program'’ a copy can be downloaded from the AIR website,

or alternatively you may contact the Professional Officer Education
Development and Standards (POEDS) to request a copy.

Chapter two of this guide contains the Credit Recognition Framework;
this framework outlines CPD activities that are recognised by the
AIR. A detailed version of the framework which includes a list of

the activities and the number of credits that a participant may claim

is outlined in pages 9 — 16. The framework is also available in a
simple to read table format and can be found in the pull out section

at the back of this guide. The pullout section also contains a master
copy of the manual activity log; this should be photocopied by those
participants who chose not to lodge their credits using the online
credit lodgement program.

Two methods are available for the lodgement of CPD credits; these
are either the use of the online credit lodgement program or through
the regular submission of manual activity logs to the AIR.

Chapter 3 explains in some detail the process involved in accessing
the online credit lodgement program and the methods of obtaining

a forgotten username and password or changing a username and
password. It is recommended that all participants use the online
tutorial program to familiarise themselves with the use of the online
credit submission program. The details of how to use the manual
activity log for CPD credit submission can also be found in chapter 3.



Participants in the CPD program may wish to use their enrolment

as an opportunity to develop a self-directed learning program in the
form of a professional portfolio or a learning journal as an alternative
to the traditional credit accumulation method. Chapter 4 outlines

the differences in this approach to CPD; how a participant may get
started with one of these options, as well as what should be included
in the portfolio or learning journal; and how this would be recognised
in the AIR CPD program.

The AIR employs a number of audit methods to ensure that a
minimum standard is maintained by all participants in the CPD
program and by all organisations that hold an AIR appellation. The
processes for audit selection, notification of a pending audit and the
evidence that a participant would be requested to supply if they were
selected for audit are described in chapter 5. The successful and
unsuccessful outcomes of an audit and the appeals process are also
clarified.

An appellation is an approval issued to a conference convening
committee, training provider, department or hospital, once they
have made a successful application to have the CPD program or
activity assessed by the AIR to certify that the program is intended
for professional development and has been constructed according
to sound adult learning principles. Chapter 6 outlines the appellation
application process, the range of appellations available in the AIR
CPD program and the responsibilities of the holder of an appellation
when conducting a CPD activity.

It is understood that occasions will arise when participants are unable
to meet the requirements of claiming a minimum of 6 credits in any
one year of the program due to maternity leave or extended leave
from work due to injury, iliness or for family reasons. It is for this
reason that the AIR includes the provision for these people to apply
for leave of absence from the CPD program for this period of time,
this process is thoroughly explained in chapter 7.

If at any stage during your participation you have questions or require
assistance with the CPD program, please don't hesitate to contact
the POEDS to have these questions answered.
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The AIR definition of CPD
The AIR definition of CPD is;

Continuing professional development is the ongoing maintenance and growth of
professional excellence through participation in life long learning activities, which
are planned and implemented to achieve this for the benefit of participants, patients
and the public (The AIR 1998).

Itis recommended all CPD participants understand this definition.
An understanding will help you to more quickly identify activities or
workplace experiences that can be recorded as CPD activities.

Essential elements in AIR’s definition of CPD

In considering the definition of CPD you should ensure that the CPD
activities you record are of the following nature,

+ Ensuring the maintenance of your current skill level

+ Providing you with opportunities to advance your knowledge, skills
and understanding in a variety of areas.

* They reflect your active involvement in workplace and learning
activities.

+ Providing you with an opportunity to demonstrate leadership in the
development of others.

+ Providing you with an opportunity to critically reflect upon your
skills, actions or workplace process.

« Providing a benefit to the participant, patients and the public.
Validated Statement of Accreditation

A validated Statement of Accreditation is one that bears an expiry
date. It provides evidence of the holder's commitment to professional
development and the pursuit of excellence in clinical practice. If the
expiry date on your validated Statement of Accreditation does not
match with the conclusion date of your CPD cycle you should contact
the POEDS.

Regulating authorities within Australia and overseas may require a
practitioner to hold a current validated Statement of Accreditation for
registration or licensing. It is recommended that you enquire with the
regulating authority in your state as to their current requirements.

The Enrolment process
AIR members

All AIR members are automatically enrolled into the CPD program.
Participation in the CPD program is a mandatory requirement of AIR
membership.



Non-AIR members

The AIR invites non-members to join and participate in the CPD
program. Non-AIR members wishing to join the CPD program must
complete the Non-member CPD enrolment form. A copy of this form
is available for downloading from the AIR website, www.air.asn.au
or by contacting the POEDS. Participation in the non-member CPD
program incurs an annual fee as indicated on the application form.

All successful applicants for enrolment in the non-member CPD
program will receive written confirmation and will be issued with
a CPD starter pack and username and password for the online
lodgement program from the Professional Officer Education
Development and Standards (POEDS).

Eligibility for enrolment in the AIR CPD program

To be eligible to enrol in the AIR CPD program, a person must

be able to legally work in Australia as a Radiographer, Radiation
Therapist or Sonographer (i.e. they must hold a ‘Statement of
Accreditation’ issued by the AIR or its Conjoint Board equivalent).
Persons who hold a ‘Provisional Statement of Accreditation’ from the
AIR and are eligible to work as a Graduate practitioner, undertaking
an Intern or Professional Development Year (PDY) in Australia are
eligible to enrol in the PDY CPD program. People not holding these
certificates are advised to contact the POEDS.

CPD Cycles

Cycles in the AIR CPD program run for three years and are called a
triennium, new triennial cycles commence each year. The conclusion
date of your triennial cycle should match with the expiry date on your
validated Statement of Accreditation, if these dates are not aligned
please contact the POEDS to have your situation reviewed and
resolved.

Meeting the requirements to ensure satisfactory completion of
the CPD program

Triennial Program

The process of achieving compliance in the triennial CPD program
is straightforward. A participant must lodge a minimum of 36 credits
over the three year cycle, with a minimum of 6 credits lodged in

any one year of the cycle. The 36 credits need to be lodged from a
minimum of two of the 5 CPD activity groups listed in the CPD credit
recognition framework, to ensure that the participant has gained
experience from a variety of CPD activities. Provided that all of the
requirements of the triennial program are met, at the conclusion

of the cycle the participant will be issued with a renewed validated
Statement of Accreditation from the AIR and automatically rolled over
into the next triennial CPD cycle.
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PDY CPD Program

The process of achieving compliance in the PDY CPD program is
straightforward. The participant is required to lodge a minimum of 12
credits over the one year cycle with the credits claimed in a minimum
of two of the activity groups listed in the CPD credit recognition
framework, to ensure that the participant has gained experience from
a variety of CPD activities. Provided that the requirements of the
PDY program are met, at the conclusion of the cycle the participant
will be issued with a ‘Certificate of Compliance in CPD’ from the AIR
and automatically registered in the next triennial cycle.

Recognition of successful completion of the CPD program

At the conclusion of each triennial CPD cycle all participants who
have successfully completed the program will be issued with a
renewed validated Statement of Accreditation. At the conclusion of
each PDY CPD cycle, successful participants will be issued with a
Certificate of Compliance in CPD. All Statements of Accreditation
and Certificates of Compliance in CPD will be sent by post, so it is
essential that you keep the AIR informed of any changes in your
contact details.

Mutual Recognition of SCoR and NZIMRT CPD programs

The AIR recognises the UK Society and College of Radiographers
(SCoR) ‘CPD NOW' program and the New Zealand Institute of
Medical Radiation Technology (NZIMRT) CPD program as equivalent
to the AIR CPD program for accreditation purposes. Practitioners who
are working overseas and are members of the SCoR or the NZIMRT
who successfully completes the professional bodies CPD program
will be eligible for the issue of a renewed validated Statement of
Accreditation. Practitioners will be required to provide the AIR with
evidence of membership with these organisations and certificates of
participation in the CPD programs or a letter from the organisation
when applying for a renewal of their validated Statement of
Accreditation.

Keeping the AIR informed of your current contact details

As the primary form of contact from the AIR regarding updates

of the CPD program is by email, it is imperative that you keep the
AIR informed of your current contact details especially your email
address. You can amend your contact details in one of two ways.
You can send an email to helpcpd@air.asn.au or you can telephone
the AIR, (03) 9419 -3336. Members may also choose to amend their
contact details online, once you have logged into the website select
the ‘Edit User Details’ from the tool bar.



Chapter 2 ~ The Credit Recognition Framework

The credit recognition framework outlines a range of activities that
are recognised by the AIR as providing professional development
opportunities for Medical Radiation Science practitioners. The
framework provides examples of activities that would fall under each
category and the credit values that are assigned to these activities.
CPD Groups are the clustering of like activities and used to simplify
the lodgement process.

The groups include; m

+ Organised Program Group

HThe Credit Recognition Framewo

* Writing / Publication Group

* Professional Services Group
+ Self-directed Learning Group
+ Other Group

Category A Credit

The AIR recognises activities with an AIR Appellation or those
conducted by an Australian University or TAFE college as category A.
Hospital or Departmental organised CPR, IV cannulation, Fire,
OH&S or manual handling courses can be claimed as category A if a
certificate of participation has been awarded.

Category B Credit

CPD activities that don't have an AIR appellation and don't meet the
criteria for category A will be deemed to be category B. 0.5 credits
per hour can be claimed for these activities.

If a participant does not provide an appellation number or the name
of the subject or University or TAFE College when submitting a
category A credit claim, the claim will be deemed to be category B
and the credit allocation will be adjusted accordingly.

What do | do if | cannot find a description that best matches my
CPD experience?

If you are unable to find a group or category for a particular activity
which you believe constitutes CPD, you can use the ‘Other Group’to
record your credits or you may wish to contact the POEDS for advice
regarding the category in which to lodge your credits.
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Organised Program Group

Category A

Category B

CPD Activity

This activity has AIR
approval and an AIR
Appellation number
has been provided.
Alternatively this
program has been
conducted by an
Australian University
or Other Government
Recognised Training
Provider.

This activity does
not have an AIR
Appellation.

Attendance at a conference

This category encompasses attendance
at all Australian and International
Conferences.

1 credit per hour is
allocated. A maximum
of 5 credits per day
can be claimed

0.5 credits per
hour are allocated.
A maximum of 3.5
credits per day can
be claimed

Attendance at a seminar

This category encompasses attendance
at all health, medical radiation science
or health management seminars.

1 credit per hour is
allocated. A maximum
of 5 credits per day
can be claimed

0.5 credits per
hour are allocated.
A maximum of 3.5
credits per day can

be claimed
Participate in workshop/appli 1 credit per hour is 0.5 credits per
training allocated. A maximum | hour are allocated.

This category encompasses
participation in workshops or

of 5 credits per day
can be claimed

A maximum of 3.5
credits per day can

symposiums, or the participation in be claimed
specialised applications training.
Attendance at a Users 1 credit per hour is 0.5 credits per

Group meeting

Attendance and participation at
modality or software specific users

allocated. A maximum
of 5 credits per day
can be claimed

hour are allocated.
A maximum of 3.5
credits per day can

group meetings is recognised in this be claimed
category.
Participate in a clinical program or 1 credit per hour is 0.5 credits per

staff in-service

This category encompasses
participation in a clinical training
program or attendance at staff
in-services.

allocated. A maximum
of 5 credits per day
can be claimed

hour are allocated.
A maximum of 3.5
credits per day can
be claimed

Participate in clinical meetings or
chart/ grand rounds

This category is for participation in
clinical meetings, patient management

1 credit per hour is
allocated. A maximum
of 5 credits per day
can be claimed

0.5 credits per
hour are allocated.
A maximum of 3.5
credits per day can

meetings, clinicopath meetings or be claimed
participation in grand rounds.
Participate in corporate or 1 credit per hour is 0.5 credits per

management program
Participation in corporate or
management training program and
workshops in the health field.

allocated. A maximum
of 5 credits per day
can be claimed

hour are allocated.
A maximum of 3.5
credits per day can
be claimed

Complete Workplace Training

Credits are allocated for departmental
modeality/ equipment or software specific
on site rostered training.

N/A

1 credit per day.




Participate in ASAR or ASUM
MOSIPP program

Participants who complete an ASAR,
ASUM or MOSIPP program may claim

1 credit per hour is
allocated. A maximum
of 5 credits per day
can be claimed

0.5 credits per
hour are allocated.
A maximum of 3.5
credits per day can

CPD credits be claimed
Successful completion of an IV 1 credit per hour 0.5 credits per
cannulation course is allocated if the hour are allocated
participant is issued if the participant
with a certificate is NOT issued
of completion. A with a certificate
maximum of 5 credits | Of par|t|?_|pat|2nl
completion.
Elzrg:(yi Gl maximum of 3.5
: credits per day can
be claimed.

S ful completion of latory | 1 credit per hour 0.5 credits per
safety training is allocated if the !;Ofl]" are allocated
i icipant is i the participant

Th h participant is issued i !
is category encompasses the Fith a certficate is NOT issued

successful completion of Hospital or

with a certificate

Departmental Fire, OH&S and manual | ©f Participation/ of participation/
handling training. Or the successful completion. A~ completion. A
completion of CPR or First Aid training | Maximum of S credits | ohin o s 5
courses. per day can be credits per day can

claimed. be claimed.
Prepare and deliver an Allocation is 3 credits N/A
academic program per lecture, this

includes recognition

for both preparation

and presentation time.
Candidate for examination 3 credits per N/A
This category encompasses examination and 1
participants who undertake the level credit per hour for
1 MRI accreditation examination or preparation (Maximum
Mammography examinations. 6 credits for exam

preparation).
Complete an Australian University 26 credits are N/A
subject or ‘Short Course’ allocated per subject.

Credits are granted to participants

who have completed a Medical
Radiation Science, Health, Education,
Management or Psychology based

post graduate University subject from
an Australian University. The allocation
of 26 credits takes into account time
spent studying, writing assignments and
preparing for examinations.

Give a presentation

This category encompasses the
presentation of scientific papers at
conferences, in-house meetings,
workshops or seminars

An allocation of 3 credits is made for either
Category A or B and includes recognition for
the presenter’s preparation time. If a paper is
presented on more than one occasion and no
changes have been made to the presentation,
the presenter may claim 1 credit for the

subsequent presentations.

Presenting a poster at a scientific
meeting

Participants may claim credits under
this category for the development of a
poster for presentation at a scientific
meeting.

An allocation of 3 credits is made for either
Category A or B and includes recognition for
the presenter’s preparation time. If a poster
is presented on more than one occasion the
presenter may NOT make claim for additional

CPD credits.

Chair a session at conference,
seminar or user group meeting

Credits can be claimed for chairing a
session at a conference, seminar or
symposium.

0.5 credits per hour.

Guide to AIR Continuing Professional Development
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Writing Group

Category B

CPD Activity

All activities in the
writing category
are considered
Category B

Setting/marking exam papers

Credits can be claimed for the setting or marking of exam papers
for University courses, MRI, Mammography, CBA or fellowship
exams.

0.5 credits per hour.

Publish an article in a peer-reviewed journal (author)

The credits allocated reflect the time spent researching and writing
the journal article.

6 credits per article.

Publish an article in a peer-reviewed journal (2nd author or
supervisor)

The credits allocated to reflect the time spent assisting with the
writing and reviewing the journal article.

3 credits per article.

Publish an article in a non-peer reviewed journal (author)

The credits allocated reflect the time spent researching and writing
the journal article.

4 credits per article.

Research and document findings

This category incorporates research that is conducted by an
individual that does not form part of a University subject, or does
not result in the writing of a journal article, internal or external
departmental report.

0.5 credit per hour.

Complete a substantial internal or external report

Allocation is made for each complete report that has been
submitted to the commissioning person/body.

3 credits per report.

Publish an original textbook chapter

4 credits per chapter.

Publish an original textbook - whole book

36 credits per book.

Revision of an original textbook

2 credits per chapter.

Compose an information technology item (eg CD Rom, DVD,
Video etc)

2 credits per 30
minutes of real play
time or interaction.

10




Self Directed Learning Category A Category B
Group
CPD Activity This activity has AIR | This activity does

approval and an AIR
Appellation number
has been provided.
Alternatively this
program has been
conducted by an
Australian University
or Other Government
Recognised Training
Provider.

not have an AIR
Appellation.

Professional Journal Club

This category encompasses
participation in a departmental, hospital
based or specialty group journal club.

1 credit per hour

for participants in a
journal club that holds
an AR Appellation.

0.5 credits per hour.

Develop and produce a professional
portfolio

Please read Chapter 4 for more
information on Professional Portfolios or
Learning Journals.

6 credits for the initial
development of the
portfolio plan.

1 credit per month
for the ongoing
maintenance of the
portfolio.

N/A

Maintain a professional learning
journal
For holders of an approved AIR NLC.

Allocation is made on the time devoted
to entries made in a personally
reflective learning journal that is based
not only on CPD experiences, but
conclusions drawn from analysis of
themes and/or issues that emerge from
regular reflective reviews of workplace
practices, reading of current literature
and discussions with colleagues and
experts. Conclusions from this reflection
should be framed in the context of
implications for changes to personal
clinical practice, implications for one's
professional development or review and
changes to departmental protocols or
practices.

1 credit per hour
for holders of an AIR
approved NLC.

0.5 credits per hour
if the participant is not
the holder of an AIR
approved NLC.

Watching DVD’s from the RANZCR
DVD series

1 credit per hour.

Completing an AIR Crossword
or Wordfind

1 credit per Crossword or Wordfind puzzle
completed.

Critical reflection on clinical
experience

Allocation is made for the time
devoted to critical reflection and the
documentation of outcomes. The
critical reflection may be done as an
individual or in collaboration with a
colleague or expert.

0.5 credits per hour.

Guide to AIR Continuing Professional Development 11
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Read an article or chapter of a
professional publication

Credits are allocated for the reading

of journal articles, text books or

other professional publications. It is
recommended that to gain the most
from the reading that the participant
reflects upon the content of the article
and any relevance that it may have with
clinical practices.

0.5 credits per hour.

Discussion with colleague or expert

Allocation is made for discussions
with colleagues or experts that take
place face-to-face or via telephone,
the internet or using the Marratech
conferencing program.

0.5 credits per hour.

Critical incident analysis.

Allocation is made to the analysis of
a workplace based incident. This may
include a radiation or patient care
‘incident’ where the outcome did not
proceed according to plan.

0.5 credits per hour.

Participation in an online CPD or
educational activity

CPD credits may be claimed for time
spent undertaking self directed learning
through reputable websites. This may
include the completion of online cases
studies, quizzes or other educational
activities.

0.5 credits per hour.

Undertake Personal Study

CPD credits can be claimed for time
spent undertaking personal study to
enhance or develop knowledge and
skills in the MRS profession.

0.5 credits per hour.

Read the AIR CPD Guide

Credits can be claimed for a participant
reading the AIR CPD Guide. Reading
the guide will ensure that you
understand all aspects of the program.
These credits can only be claimed once
ina CPD cycle.

2 credits.

12




Professional Services Group Category B

CPD Activity This activity does
not have an AIR
Appellation.

Committee participation Allocation is 2

Active participation in a professionally relevant committee

or working party. Participation must be outside routine job
requirements. This group incorporates AIR state branch, advisory
panel and working party participation.

credits per year per
committee, advisory
panel or working party.

Chair / Secretary of professionally relevant committee

This allocation is to recognise the extra work completed by the
Chairperson or Secretary of a professionally relevant committee
or working party. Participation must be outside routine job
requirements. This group incorporates AIR state branch, advisory
panel and working party participation.

This allocation is not to be made in addition to a claim for
committee participation, for the same committee or working party
in the one year.

Allocation is 3

credits per year per
committee, advisory
panel or working party.

AIR Board member

Allocation is 4 credits
per year.

Establish a specialist interest group for the benefit of
the profession

Allocation is 5 credits
for establishing the
special interest group.

Ongoing facilitation of a specialist interest group for the
benefit of the profession

Allocation is 3 credits
per year for the
ongoing facilitation

of a special interest
group.

Organise a Medical Radiation Science Conference/Workshop | Allocation is 3

or Users Group Meeting credits per year per

Credits are allocated to members of the organising committee conference.

of a Medical Radiation Science conference, workshops or users

group meetings. Such as ASMMIRT, state based or specialty

conferences.

Conference Convenor of a Medical Radiation Science Allocation is 4

Conference/ Workshop or Users Group Meeting credits per year per
conference.

Editorial Review Board of professional journal service

Credits are allocated to active participants on the Editorial Review
Board of a professional relevant journal.

Allocation is 3 credits
per year.

Organise a departmental in-service program, clinical program,
seminar, workshop or journal club

This category encompasses the organisation of departmental
in-service programs, clinical programs, seminars, workshops or
journal clubs. A maximum of 3 credits per year can be claimed
under this category.

Allocation is 1 credit
per event organised.
A claim of 3 credits
per year can be
made by the CPD
co-ordinator or journal
club co-ordinator.

Mentor FIR candidate

A mentor for a Fellowship applicant can claim credit under this
category for recognition of their time spent advising and providing
guidance to the applicant.

0.5 credits per
quality learning
hour.
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Supervision of a student

This category encompasses the supervision, teaching, mentoring
and assessment of students in a clinical environment.

A minimum contact time of approx 10 hours per week with each
student is expected for a participant to claim CPD credits. Claims
can be made by all staff involved in the mentoring and teaching
of the student.

2 credits per student
per year.

Development of a PDY or Intern

This category encompasses the supervision, teaching, mentoring
and assessment of PDY's and Interns in a clinical environment.

A minimum contact time of approx 8 hours per week with each
PDY or Intern is expected, for a participant to claim CPD credits.
Claims can be made by all staff involved in the mentoring and
teaching of the PDY or Intern.

4 credits per PDY,
Intern or PCP per
year.

Mentor or train a colleague

This category recognises a practitioner's time spent mentoring

or training a colleague to consolidate or improve their skills and
knowledge in a particular area or speciality. A practitioner may
also claim for the time spent mentoring or training a colleague who
is returning to work through the ‘return to professional practice’
program.

A minimum contact time of 10 hours per week is expected for a
participant to claim CPD credits.

2 credits per
colleague per year.

Assist a colleague to have a paper published

Claim can be made for the time spent assisting a colleague to
write a clinical paper or journal article for publication or a paper
for presentation at a scientific conference. A practitioner may
also claim for time spent supervising Masters or PhD candidates
undertaking research and writing a thesis.

0.5 credits per hour.

Complete a quality lquality imp activity
This category encompasses the research, design, implementation
and reporting required in the development of departmental quality
improvement and quality assurance projects such as Equip or
similar.

0.5 credits per hour.

Credits can't be
claimed for time spent
undertaking daily or
weekly film processor
QA.

Participate in AIR CPD survey or focus group

CPD credits may be claimed for completing an AIR conducted
service improvement CPD survey or participation in an AIR CPD
focus group.

1 credit per survey
response or 1
credit per session
completed as part of
an AIR CPD focus

group.

14




Other Group

Category B

CPD Activity

This activity does not have an AIR
Appellation.

Individual choice activity matching CPD
definition:
Continuing professional development is
the ongoing maintenance and growth of
professional excellence through participation
in learning activities, which are planned and
implemented to achieve this for the benefit of
participants, patients and the public
(The AIR 1998).

This category encompasses all other CPD
activities that a participant may undertake
that don't fit into any other outlined CPD
category.

0.5 credits per hour.

Staff appraisal/promotion interview.

CPD credits are allocated for the time
spent reviewing a participants CV, current
departmental role and the skills required for
a new role or promotion.

0.5 credits per hour

Discipline Specific Activities

Participants should use the following groupings to identify the
discipline under which their CPD credits are claimed. When making
online lodgements the participant may select a discipline at the time
of lodgement from a drop down menu. When making submission
via the manual activity log, please indicate the discipline using the

following codings.

Administration Brachytherapy
Cardiology Computed Tomography
Digital Radiography Digital Subtraction
Angiography
E | Education O | General Radiation
Oncology
G | General Radiography | | Magnetic Resonance
Imaging
M | Mammography N | Nuclear Medicine
P | Planning R | Research
S | Safety T | Treatment Delivery
V| Ultrasound - ASAR U | Ultrasound - General
transfer
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Transfer of CPD credits to ASAR
Identification of credits for transfer

Participants who wish to have their ultrasound CPD credits
transferred to ASAR must identify the relevant credits as ‘Ultrasound
— ASAR Transfer’ or use discipline code V when making a credit
submission via a manual activity log. All other Ultrasound related
CPD activities that a participant does not want transferred to ASAR
should be recorded as ‘Ultrasound — General'. Irrespective of the
choice of Ultrasound discipline, all credits will be recorded on the AIR
database.

Deadline for annual credit transfer

It is the AIR CPD participant’s responsibility to ensure that their
records are current by the 31st of December each year if they would
like credits to be transferred to ASAR. Credits are submitted on the
second Friday of January each year, for CPD activities recorded from
the previous year only. If you miss the deadline and your credits are
not transferred to ASAR you will need to contact the POEDS to have
your unique situation addressed.

Assistance

If at any stage you have any enquiries regarding the CPD credit
transfer to ASAR or any problems with the ASAR credit transfer
process, please don't hesitate to contact the POEDS on

(03) 9419 -3336.
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Chapter 3 ~ Credit Lodgement Processes
Online CPD credit lodgement program

The AIR runs an online CPD credit lodgement program which can

be accessed from the website (www.air.asn.au). All participants

are registered for the online lodgement program and issued with

a username and password when they are enrolled. All CPD credit
claims submitted via lodgement are checked and verified by the
POEDS on a daily basis, so please allow 1 — 2 working days following
your credit lodgement for the new totals to appear in your personal
record. CPD Credit claim checks will not be conducted on weekends
and public holidays so please allow 1-2 days from the next working
day for your personal record to be updated.

Credit Lodgement Processes

2
5

If you wish to use the online lodgement program you need to ensure
that you have a minimum of 36 credits (or 12 in the PDY program)
lodged by the concluding date for your CPD cycle. If your credits are
electronically lodged there is no need for you to submit a manual
activity log or any evidence of your claims to the AIR by post, unless
you are notified that you have been selected to participate in an audit.
Please allow up to 15 working days following the completion of your
CPD cycle to be issued with your renewed validated Statement of
Accreditation or your Certificate of Compliance in CPD.

Changing my username and password

When you are first enrolled in the AIR CPD program you will be
issued with a username and password to access the online CPD
lodgement program. If you are a member of the AIR you can alter this
username and password to something more familiar if you prefer. To
alter your username and password you need to ‘Log In’ to the website
and then select ‘Edit User Details’. It will take 24 hours for your
username and password to be up-dated. If you are enrolled in the
non-member CPD program or you are enrolled in the CPD program
through the corporate sponsorship program, you will need to contact
the POEDS to alter your assigned username or password.

What if | have forgotten my username and password?

If at any stage you forget your username and password please
contact the CPD help desk by email helpcpd@air.asn.au or by
telephone (03) 9419- 3336. When contacting the help desk by
email please ensure that you include your full name or your AIR
membership number.

Manual Activity Logs

Participants in the program may prefer to submit their CPD credits
to the AIR using a manual activity log. A master copy of the manual
activity log can be found in the pull out section at the back of this
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guide, it is recommended that you photocopy this log as required
and submit it to the AIR. Submissions can be made by post or faxed
to the AIR on (03) 9416 — 0783, facsimile submissions should be
marked to the attention of the POEDS. Written confirmation of all
manual activity log submissions will be sent within 5 working days of
the receipt of the log.

If you choose to use the manual activity log to submit your credits
you will need to ensure that the log is returned to the AIR by post or
by fax no later than one month prior to the completion of your CPD
cycle. Special arrangement can be made with the POEDS prior to the
completion of a CPD cycle if the one-month deadline cannot be met.

Help with the online lodgement program

If you have selected to use the manual activity log for the submission
of your CPD credits because you are unsure of how to access and
use the online lodgement program, and you would like to know how
to lodge your credits online, you can contact the POEDS to arrange a
mutual time for you to be provided with an over the phone tutorial on
how to use the online lodgement program.

Using the activity log to arrange your CPD credits prior to online
submission

Some participants may wish to use the manual activity log as a
method of recording and organising their CPD credlits prior to online
submission. If you have chosen to use the manual activity log for
this purpose, you are not required to submit the log to the AIR, you
should keep it in your CPD folder as a record of your submissions.

Requesting a new master copy of the manual activity log

The manual activity log in this guide should be photocopied and used
as a master copy. If you require a new copy of the manual activity,

a downloadable version is available from the CPD area of the AIR
website or alternatively additional copies are available on request by
contacting the CPD Help Desk by email on helpcpd@air.asn.au or by
telephone (03) 9419 3336.
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Chapter 4 ~ Professional portfolio, Learning journals and NLC’s

Participants in the AIR CPD program may wish to use their enrolment
as an opportunity to develop a self-directed learning program in

the form of a professional portfolio or a learning journal to develop
particular aspects of their career or undertake self-analysis through
regular critical reflection. Portfolios and Learning journals differ in
context and content;

Portfolio

A portfolio supports an individual in evidencing directed CPD gained
from a variety of experiences with a common purpose; for example
a participant may wish to develop their administration or managerial
skills and use a portfolio to record these.

Learning Journal

A learning journal is the regular analysis of major themes, issues
or experiences that arise during clinical practice, reflection upon
these experiences may incorporate further investigation/ research
and discussions with colleagues. The outcomes of this reflection
may result in the development of new attitudes or the identification
of the need to enhance one’s skills and knowledge to further the
participant’s professional development and to improve their clinical
practice.

The Professional Portfolio

A participant in the CPD program may wish to develop a professional
portfolio as an alternative to the traditional CPD credit accumulation
method. The development of a portfolio allows a practitioner to reflect
upon the professional development that they would like to undertake
and the goals that they would like to achieve over a three year period.

How do | get started?

Once a participant has made the decision to complete a professional
portfolio, the participant needs to thoroughly complete the
professional portfolio plan. A copy of the professional portfolio plan
is available for download from the AIR website or is available by
contacting the POEDS. Once the plan has been completed, the
participant needs to forward a signed copy of the plan to the POEDS
to be recorded on file. In signing and submitting the professional
portfolio plan to the POEDS, the participant commits to;

+ Documenting their designed CPD activities in a portfolio,

¢ Undertaking an annual review of their portfolio and implementing
changes to the original plan as necessary.
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The types of questions that should be considered when undertaking
the Professional Portfolio option include;

+ Where am | now in my professional life?
+ Where do | wish to be in five years time?
+ What skills will I need to attain my goals?

+ What activities will | undertake during this three-year period to
move towards attaining my goals?

What do | need to keep in my portfolio?

The contents of a portfolio will be determined by the activities which
have been designed by the participant.

The following contents must be included in all professional portfolios;
o Acurrent CV,

A copy of your professional portfolio plan (this will include your
initial self-evaluation, a list of your goals, a stage plan for the
achievement of your goals and details of your planned activities),

A copy of your annual self-evaluation and details of any changes
made to your original plans that result from an annual review.

The following contents may be included in a professional portfolio;

+ Arecord of organised programs in which you have participated
(e.g. conferences, workshops or in-service programs),

+ Any professional writing that you may have undertaken such as
published articles or reports prepared for work,

« Critical reflection on your own clinical experience such as dialogue
with an expert/colleague and generation of reports containing
items such as implications for change or recommendations
(Copies of these reports should be kept in the portfolio),

+ Academic results/reports from personal study that relate to areas
that you have identified in your plan,

* Any other research that you may have conducted including small
projects, statistical analysis or the like.

How do | claim my CPD credits for the development and
maintenance of my professional portfolio?

In the case of a professional portfolio that has been agreed upon by
the participant and the POEDS, the participant can claim 6 credits
upon completion of the plan. Further credits can be entered into the
CPD database at the rate of 1 credit per month for every month that
the portfolio is maintained.
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The Learning Journal

A participant may decide to develop and maintain a learning
journal as an alternative to the traditional CPD credit accumulation
method or in combination with the credit accumulation method.

The development and maintenance of a learning journal allows a
participant to regularly reflect upon professional, personal or clinical
experiences. All participants are encouraged to reflect upon both
positive and negative experiences.

How do | get started?

Once a participant has decided that they will develop and maintain
a learning journal, they should purchase a folder and download
and print off a number of copies of the ‘AIR CPD Learning Journal
Evidence Sheet'. This form is available for download from the AIR
website or a request for a copy can be made to the POEDS. This
form can be filled in by hand or written up on the computer, printed
off and stored in the folder. The Evidence Sheet is self explanatory
and walks the participant through step-by step to assist with critical
reflection of all manner of experiences and the identification of areas
for personal development and improvement or opportunities for skill
development.

How do | claim credits for critical reflection contained in my
learning journal?

Claims for critical reflection should be made at the rate of 0.5 credits
per hour from the ‘Self Directed Learning Group’ under the ‘Critical
reflection on a clinical experience’ category.

Negotiated Leaning Contracts (NLC's)

Individual appellation also known as a Negotiated Learning Contract
(NLC), is a formal process that allows participants to design a
self-directed learning path, which may include the development of a
professional portfolio or the design and maintenance of a learning
journal. The NLC provides an opportunity for practitioners who seek
to advance their clinical expertise through the application of critical
self-reflective learning strategies. Rural and remote practitioners
who are limited in attending seminars and conferences by distance
and 24 hour on call are encouraged to apply for a NLC to maximise
the credits they can claim for participation in self-directed learning
activities.

A Negotiated Learning Contract is an agreement between the
practitioner and the Professional Officer Education Development and
Standards (POEDS) of the adherence to certain CPD conditions that
permit the participant to recognise and claim Category A credits (1
credit/hour) for self directed learning activities.
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How do | apply for an NLC

More detailed information regarding NLC's can be obtained from the
CPD area of the AIR website (www.air.asn.au). A participant wishing
to undertake an NLC for the period of their CPD cycle is required to
read the document titled, ‘Information pertaining to the application
for an NLC' and then complete an NLC application form. This form
requires the participant to take the time to plan and implement

self directed CPD activities such as keeping a learning journal,
production of a professional portfolio or other activities that comply
with the AIR’s definition of CPD. Once a plan has been developed the
applicant must submit all documentation to the POEDS for approval.
Participants who are granted an NLC will be required to comply with
the same rules as other CPD participants and are obliged to provide
documentation to substantiate credit claims in the event of the
random audit procedure.

Sensitive information in Professional Portfolios, Learning
Journals and NLC’s

When writing critically reflective pieces for inclusion in a portfolio,
learning journal or NLC the participant is reminded that if selected
to participate in a CPD audit that all documents will be seen by the
auditor and are not to contain sensitive information. In the context
of journal entries, the auditor (usually the POEDS) would only be
interested in the participants thoughts on the incident or analysis
of the response to an incident and to know that the participant

has ‘extracted meaning’ from their experience. The auditor is not
interested in knowing the details of the entries. Participants are
not to identify colleagues, departments, hospitals, patients or
students in any of their entries. Alias may be used; for example Dr.
X was working with Radiation Therapist B and Student D.

NZIMRT professional portfolio

The New Zealand Institute of Medical Radiation Technology has
made its ‘Professional Portfolio’ available for use by AIR CPD
participants. Copies of these portfolios can be obtained at a cost by
contacting the POEDS.
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Chapter 5 ~ CPD Audit Processes

The AIR employs a number of audit methods to ensure that a
minimum standard is maintained by all participants in the CPD
program and by all organisations that hold an AIR appellation. The
methods include a daily review of all CPD credit claims that are made
via the submission of manual activity logs or via the online lodgement
program on the internet. The AIR also conducts a random audit of
the credit claims submitted by 10% of participants who successfully
complete each CPD cycle. Random audits of organisations who hold
an AIR appellation are also conducted throughout the year by the
POEDS.

CPD Audit Processes

2
A

The audit process with its implicit requirement of evidence to support
a credit claim ensures that the rules are applied wholly and fairly in
every case since selection for audit is a random process. It provides
an industry-accepted means of demonstrating to society that the
triennial program is objective and accountable.

The audit process for participants

The AIR conducts audits of 10% of participants who successfully
completed each CPD cycle. Audits are conducted at the conclusion of
the cycle and the selection of the participants is completely random.

Those participants who are selected for audit will be notified in
writing within two weeks of the conclusion of the CPD cycle. The
letter of notification will be accompanied by a copy of your CPD credit
summary for the cycle. Participants will have one month in which to
provide the AIR with evidence to support the claims that they have
made.

Prepare for audit

As the selection of participants in the audit is random it is
recommended that all participants in the program create a CPD
folder to safely store evidence to support the CPD claims that they
have made throughout the program. If you are audited it is up to you
to prove that the credits you have claimed are justified.

| have been selected for an Audit, what do | need to do?

If you have been selected to participate in a CPD audit you will need
to provide evidence to support the claims you have made. Evidence
to support your claims may include;

« certificates of attendance or participation at conferences,
workshops, seminars or clinical meetings,

« acopy of the first page of a journal article (or the complete article)
which has been signed and dated,
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+ aprofessional portfolio or learning journal,

« the details of online learning activities (this must include the
website details, and copies of any certificates that may have been
generated for successful completion of the activity),

* written letters of support from heads of departments or educators/
tutors for claims made for time spent undertaking training,

« details of the time spent teaching students, PDY's or colleagues,
« copies of results transcripts from Universities or TAFE colleges,
* letters of support or thanks from committees or working parties.

It is recommended that you only provide the AIR with photocopies of
these documents, do not send originals. All documents that are sent
to the AIR will remain on file for audit purposes.

Successful completion of the audit

Once your audit documentation has been reviewed and validated you
will be sent written confirmation of your successful completion of the
audit and you will be issued with your new validated Statement of
Accreditation.

Unsuccessful completion of the audit

If the documentation provided to the AIR is deemed to be inadequate
to support your CPD credit claims, your claims may be allocated

a reduced number of credits or deemed invalid. If this occurs and

you fail to meet the minimum requirement of a 36 credits over the 3
years or 6 credits in any one year, you will be notified in writing by the
POEDS and asked to provide further evidence to support your credit
claims. If you are still unable to meet the minimum requirements to
successfully complete the program, your case will be forwarded to
the Board of Directors of the AIR for review. The Board may choose
to give you a 3 or 6 month grace period in which to claim further CPD
credits.

Appeals

All appeals against the outcomes of an audit shall be resolved in
accordance with the ‘Appeals’ process as outlined in Chapter 8.
‘The grievance must be made known immediately to the POEDS for resolution. In
the event that the POEDS s unable to resolve the matter to the satisfaction of the

complainant, the matter shall be referred to the Board of the Australian Institute of
Radiography. The Board's decision will be final'.

Questions

If at any stage you have questions regarding the audit process,
please contact the POEDS by email cpd@air.asn.au or telephone
(03) 9419-3336.
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Chapter 6 ~ AIR CPD Appellation
Category A activity

The AIR recognises activities with an AIR Appellation or those
conducted by an Australian University or TAFE college as category A.
Hospital or Departmental organised CPR, Fire, IV Cannulation,
OH&S or manual handling courses can be claimed as category A if a
certificate of participation has been awarded.

AIR CPD Appellation

5H
A

An appellation is an endorsement given to a conference convening
committee, training provider, department or hospitals, who have
made a successful application to have the CPD activity assessed
by the AIR. The appellation certifies that the program is intended for
professional development and has been constructed according to
sound adult learning principles. The granting of an appellation also
means that the provider has agreed to assess the program through
methods such as feedback surveys or discussion forums and to
provide participants with an outline of the program and any other
appropriate educational materials. CPD activities that are planned
and implemented according to these processes are likely to result in
positive learning experiences for the participant.

Appellation application process
Applications for new appellations

Applications for appellation can be made by forwarding a completed
application form and all supporting documentation to the POEDS

for review. Documents can be forwarded by mail or fax. All persons
wishing to apply for an appellation need to download copies of

the Information Pertaining to AIR Appellation document and the
Appellation Application form which is available in the CPD area of the
AIR website (www.air.asn.au). It is highly recommended that persons
wishing to apply for an appellation read the ‘Information Pertaining to
AIR Appellation’ document prior to completing the application form.
This document has been designed to assist the applicant to ensure
that they meet all application requirements.

Renewal of an existing appellation

Documentation relating to the renewal of all annual appellations will
be sent to the designated contact person approximately six weeks
prior to the expiry date of the appellation. Any changes to the details
will need to be made and forwarded to the CPD Help Desk before the
appellation renewal can be finalised.
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Application Processing Time

The processing time for an appellation is 15 working days from the
time that the application documentation reaches the AIR Secretariat.
Itis for this reason that persons wishing to apply for an appellation
should ensure that the process of application is not left to the last
minute.

Successful applications

All successful applicants for Affiliate, Clinical and Corporate
appellations will be notified by email once a decision has been
reached by the POEDS. Within two days of this notification the
contact person will receive an emailed invoice and copies of all
appellation logos. The logos can be used in the advertising of the
event or activity and are required to be included on the certificates
and other CPD documents awarded to participants.

The assigned coordinator of each AIR appellated program is required
to ensure that

+ Course outlines and program aims are provided to each
participant.

+ The program is conducted to the approved program design with
the speaker indicated in the appellation application.

+ Each participant is issued written evidence of their involvement, in
the form of a ‘Certificate of Participation’ or ‘Certificate of
Completion’.

Itis necessary for this step to be completed in a timely manner and it is
recommended that participants are issued with certificates on the day that the
activity is conducted or shortly afterwards. It is also important that all certificates
or reports of participation in an appellated event have the correct AIR Appellation

Logo with a clearly visible appellation number. This will allow participants to enter
the correct appellation number when electronically lodging credits.

+ Avrecord of all successful participants is kept for three years
following the activity. Alternatively a list of successful participants
can be sent to the POEDS to be kept on file at the AIR.

+ An evaluation of the event or activity is conducted in the form
of a participant survey or an open discussion forum. Relevant
suggestions made during this process need to be taken into
consideration when future events are conducted.
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Appellation types

There are currently three appellation types used in the AIR CPD
program. They are; affiliate appellation, clinical appellation and
corporate appellation. These appellation types are outlined in the

table below.

APPELLATIONTYPE

EXPLANATION

Affiliate Appellation

The affiliate appellation can be used by groups of the

AIR national network, such as State Branches, PAEC's or
ASMMIRT Convenors. The completed application for affiliate
appellation must be accompanied by a letter stating the
benefits of the appellation to the AIR.

An affiliate appellation can be awarded for a CPD program,
a single event or as a two year appellation to encompass a
range of programs that are planned to be conducted over the
two years.

Clinical Appellation

Event

A clinical event appellation is typically used by clinical centres
for staff ‘in-service’ education programs or by special interest
groups. An event appellation can be awarded for a single
event or for an in-service program that is to be run for a full
year.

Annual

An annual clinical appellation is typically used by clinical
centres for staff in-service' education programs or by special
interest groups.

An annual appellation is used at centres who wish to conduct
multiple education programs throughout the year. An annual
appellation may cover staff in-service programs, PDY
training programs, journal clubs and user groups within one
department or organisation.

Corporate Appellation

Event

A corporate event appellation is for use by companies
running a single educational event such as a conference or
a workshop.

Annual

An annual corporate appellation is for use by companies
running educational programs such as applications training or
specialist training programs.
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Chapter 7 ~ Leave of Absence from the CPD Program
Leave of absence from the CPD program

The AIR understands that occasions will arise when participants
enrolled in the CPD program will be unable to meet the requirement
of claiming a minimum of 6 credits in any one year and for this reason
will seek a leave of absence from the program for a designated
period of time. The request for a leave of absence may apply to
persons on maternity leave or extended leave from work due to
compassionate leave, illness or injury. All participants who are
granted a leave of absence from the program are encouraged to
undertake reading of AIR publications whilst on leave.

Compassionate, Extended Iliness or Injury Leave

Persons who have extended time off from work due to illness, injury
or for family reasons (other than maternity leave) may apply for a
leave of absence from the CPD program for this period. Participants
who wish to apply for a leave of absence are required to contact the
POEDS to discuss their situation or have a family member or work
colleague contact the AIR. The leave of absence granted will reflect
the duration of the leave that the participant has taken from work.
CPD credits will be calculated at the rate of one credit per month of
leave and added to the database by the POEDS within 1 to 2 days of
notification of the participant's return to work.

Maternity Leave

Persons who are on maternity leave from work will be granted a
leave of absence from the program for the duration of their leave.
Participants who wish to apply for a leave of absence for maternity
leave are required to notify the POEDS hy telephone or email prior to
commencing leave. Upon returning to work participants are asked to
contact the POEDS by either telephone or email to notify the AIR of
their return to work. CPD credits will be calculated at the rate of one
credit per month of leave and added to the database by the POEDS
within 1 to 2 days of natification of the participant's return to work.

Going Overseas

Leave of absences are not granted for participants who are going
overseas on extended holiday or to work. Participants who are going
overseas to work are encouraged to continue participating in the
AIR CPD program and lodge their credits via the online lodgement
program. Some participants may wish to join the Medical Radiation
Sciences professional body in the country of employment and
participate in that organisation’s CPD program.
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