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14.1	Record keeping 





	The keeping of records is a statutory requirement under the various licensing arrangements for the use of radioactive materials and irradiating apparatus.





	The records to be kept are:





-	licences;





-	register of radioactive material;





-	register of irradiating apparatus;





-	record of doses received by personnel, and





-	laboratory survey and instrument calibration reports.








14.2	Register of radioactive material





	A Register of radioactive material should be kept to account for all radioactive materials which enter, leave, or remain on the site.





	Full records of receipt of radioactive materials should be kept in the laboratory where the materials are to be held.  Details should include radionuclide, activity, chemical form, date of receipt and place of storage.








14.3	Sealed sources





	Records of the use and disposal of sealed sources should be kept for two years after disposal.  Records to be kept are a) the serial number or other identification of each source, b) the nature of the source, its date of receipt and activity upon receipt, c) all movements of the source and d) the date and the manner of disposal.








14.4	Unsealed sources





	It is necessary to keep records of the usage of radioactive materials.  For example, as a stock solution is used, a record should be kept of every fraction dispensed from that stock.





	Details to be recorded may include: some form of code number identifying the stock solution, activity, volume, purpose, time and date.
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	It is essential to know what methods of disposal are used for radioactive materials.  Methods of disposal will include: flushing into sewage system, disposal as dry or liquid waste and long term stored waste.  The total amount used in an experiment should be included.  Obviously it will be impossible to record accurate activities for the various methods of waste disposal, however, some rough estimate can be made.  It is important to note the exact method and the date of disposal.








14.5	Register of irradiating apparatus





	The following details are to be kept:





details of irradiating apparatus:





-	manufacturer;





-	model/model number;





-	operating factor		maximum kV


				maximum mA;





staff authorized to use the apparatus:





-	responsible officer(s), and





-	other users








14.6	Personal dosimetry records





	Radiation dose records for each staff member should be kept and made available for inspection by the staff member required to use a dosimeter involved as well as authorized officers of the licensing authority health and safety staff.





	The personal dosimetry record for each member of staff should be kept and, where the dose exceeds prescribed limits, details should be entered in a central register and should include the following:-





-	name





-	date of issue and return of dosimeter





-	type of dosimeter





-	dose recorded





-	equivalent dose recorded for year
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	A summary of the radiation dose record should be available to each radiation worker when he/she leaves the establishment.  Radiation dose records relating to previous exposure to radiation should be retained by the appropriate authority for a period of 50 years after the last entry.   








14.7	Records of area survey





	The purpose of workplace radiation monitoring is to identify areas where significant dose rates may exist or where persons may be contaminated both internally or externally through the spread of sealed radioactive materials.





	The frequency and method of monitoring particular work areas is dependent on the type of work being performed and is at the discretion of the RSO.  As a general rule work surfaces should be surveyed both before and after any work involving unsealed radioactive materials.  Surveys of work areas where sealed sources or irradiating apparatus are used should be undertaken at the discretion of the RSO, usually when the sources or apparatus has been altered in some way, although periodic surveys are also necessary (at least annually).  Sealed sources should be leak tested annually.





	Survey records from monitoring of levels of external radiation, surface contamination and airborne contamination must be retained in a register kept by the RSO.  These should include:





-	date


-	areas surveyed


-	purpose of survey (eg. surface contamination)


-	instrument used


-	results








14.8	Calibration records





	Radiation monitoring equipment should be calibrated and the following information recorded:





-	instrument name/number


-	serial number


-	calibration factor to be applied (if it exceeds + 20%)


-	date calibrated


-	date next calibration required


-	calibrating officer/organisation


	


	This information should also be displayed on the instrument.








14.9	Maintenance and retention of records





	The maintenance of all records relating to the use of ionising radiation is important.  These will include registers of radiation users, radiation doses, radiation sources, acquisition and disposal of sources, incidents involving ionising radiation and the training. The RPO shall have copies of all of the departmental registers, annually supplied by the RSO's or as otherwise requested, from which he or she shall construct and maintain a university record system.





	All records of personal doses should be retained for a period of 50 years.  Records of surveys or information on sources should be kept for a period of 6 years after the date of disposal for the source concerned.
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