
NAVIGATING iRECS 

New Project (Application) – Radiation Safety 

1. To create a new project (application), click on Create Project on the left-hand navigation panel.  

 
 

2. Enter your Project Title (i.e. research project name) and select Radiation Safety Application, click Create.  

 
 

3. You will arrive at the following page:  

 
 

 

 

 

 

 

 



 

4. Optional – Invite Collaborators: At this stage, you can invite collaborators to complete the application form by 

clicking on Roles. A pop-up will appear, enter each collaborator's name/email address, and their access type 

(‘Read’, ‘Read & Write’ OR ‘Read, Write & Submit’). Click on the + button to add another collaborator to the list, 

repeat the process until all collaborators are added. Click Share Role to complete the process.  

Note: Only the Project Lead/Supervisor should be granted ‘Read, Write & Submit’ access.  

Note: Ideally, the Project Lead/Supervisor should be the one creating and submitting each iRECS application, as they 

are responsible for what is declared in each application. If you are filling in the iRECS application on behalf of a Project 

Lead/Supervisor, you need to transfer the record to the Project Lead/Supervisor to complete the necessary 

declarations and review the application before submission. See “Transferring iRECS Projects” for transfer instructions. 

 
 

5. To commence your application process, click on the Before you start hyperlink. 

 
 

6. Note the different functionalities on the page. You can navigate to the next page by clicking on Next page/Next 

or Previous page/Previous buttons at the bottom or left-hand panel of the screen. Click Next page/Next.  

  
 



7. Select New Application and click Next Page. 

 
 

8. For the Application Details section of the web form, select your application type. Click Next page once 

complete.  

 
 

9. The following sections will differ depending on the application type that you chose:  

Tip: Save your progress by clicking on the “Save” button on the left-hand panel to save your progress and/or complete 

your application next time.  

 

• For Laser Laboratory Registration 

i. Specify the Location of Apparatus/Laboratory, then click Next page.  

 
 

 

 

 

 

 

 

 

 

 



ii. For the Apparatus/Laboratory Custodian section, enter the custodian’s name into the search box, 

the custodian’s details will then auto-populate in the details fields. Click Assign Role to confirm the 

role assignment, then click Next page. 

 
 

iii. For the Laser Details section, enter the Class 3B & 4 laser(s) in the laboratory OR you intend to 

purchase. Click Add Another to add another laser, and repeat the process until all lasers are added. 

Click Next page.  

 
 

iv. For the Room Layout section, Upload a floor plan of your lab, showing the layout of the room and 

the orientation of all lasers. Click Next page. 

 
 

 

 

 

 

 



• For Laser Project Approval 

Tip: Save your progress by clicking on the “Save” button on the left-hand panel to save your progress and/or 

complete your application next time.  

i. Complete all relevant fields of the Project Details section of the web form, then click Next page. 

 
 

ii. For the Project Personnel section, enter the name of the appropriate Project Personnel into the 

search box, the personnel’s details will then auto-populate in the details fields. Click Assign Role to 

confirm the role assignment. Click Add Another to add another person to the project, and repeat the 

process until all key personnel have been added. Complete the remaining screening questions, 

then click Next page. 

 
 

 

 

 

 

 



iii. For the Laser Details section, enter all lasers to be used in your project. Click Add Another to add 

another laser, and repeat the process until all lasers are added. Click Next page.  

 
 

iv. Complete all fields in the Laser Safety Management Plan (LSMP) section. Click Next page when 

done.  

 
 

• For Ionising Radiation Apparatus/Laboratory Registration 

Tip: Save your progress by clicking on the “Save” button on the left-hand panel to save your progress and/or 

complete your application next time.  

i. Specify the Location of Apparatus/Laboratory, then click Next page. 

 
 

ii. For the Apparatus/Laboratory Custodian section, enter the custodian’s name into the search box, 

the custodian’s details will then auto-populate in the details fields. Click Assign Role to confirm the 

role assignment, then click Next page. 

 



iii. Advise the Proposed use of Apparatus/Laboratory in the box provided. Click Next page. 

 
iv. Specify the Radiation Type(s) for your application (check all that apply), then click Next page. 

 
 

v. Complete additional questionnaires for each radiation type you specified. 

 

vi. For the Laboratory Classification section, specify the risk category (low, medium, or high) of all 

laboratories utilised by the project. Click on Add Another to add another laboratory, and repeat the 

process until all laboratories are accounted for. Complete the shielding questionnaire and click 

Next page once done.  

 

 

vii. Complete the Room Layout section by uploading a floor plan that meets the specified 

requirements. Click Next page when done. 

 
 

• For Ionising Radiation Project Approval 

Tip: Save your progress by clicking on the “Save” button on the left-hand panel to save your progress and/or 

complete your application next time.  

i. Complete all relevant fields of the Project Details section of the web form, then click Next page. 

 
 

 

 

 

 

 

 

 

 

 



ii. For the Project Personnel section, specify the Project Supervisor/Lead by entering the 

supervisor’s name into the search box, the supervisor’s details will then auto-populate in the 

details fields. Complete the EPA User License details, then click Assign Role to complete the 

assignment process. 

 
 

Next, complete the Other Project Personnel section by entering the name of all researchers 

and/or students involved in the project into the search box, the project personnel details will then 

auto-populate in the details fields. Click Assign Role to complete the assignment process. Click 

Add Another and repeat the above process until you have all project personnel added. 

  
 

 

 

 

 

 

 



viii. Specify the Radiation Type(s) for your application (check all that apply), then click Next page. 

 
 

ix. Complete additional questionnaires for each radiation type you specified, then click Next page. 

 

 

10. For the Attachments section, click on Upload Document to attach the requested forms/procedures/user license 

details (requirements vary between different application types), along with any additional supporting documents 

for your project. Click Next page once complete.  

 
 

11. For the Declaration section, indicate whether you accept the declaration (Note: Project Supervisor/Lead 

should be the one making the declaration). Enter the name of the relevant Radiation Safety Supervisor 

(RSS) and HoS/Centre into the search box, the RSS and HoS/Centre details will then auto-populate in the 

details fields. The nominated HoS will be notified upon submission of your application. Do not click Assign Role 

(unless the RSS and/or HoS are collaborators in the research project). Click Next. 

 
 

 

 



12. You have now completed your application. To save your application, click Save, then click the Completeness 

Check button to ensure all sections have been completed.  

Note: If you are filling in the iRECS application on behalf of a Project Lead/Supervisor, you need to transfer the record 

to the Project Lead/Supervisor at this stage to complete the necessary declarations, review and then submission. A 

Project Supervisor is ultimately responsible for what is declared in each submitted application. See “Transferring 

Records” transfer instructions. 

 
 

13. Should the completeness check indicate that your application is complete, click Submit to submit your 

application.  

Note: If you are filling in the iRECS application on behalf of a Project Lead/Supervisor, you need to transfer the record 

to the Project Lead/Supervisor at this stage to complete the necessary declarations, review and then submission. A 

Project Supervisor is ultimately responsible for what is declared in each submitted application. See “Transferring 

Records” transfer instructions. 

 
 

14. Optional: You can download a copy of the completed application (you can also do this pre-submission) by 

clicking on the View as PDF button. A pop-up will appear, check/uncheck the With tabular summaries option, 

then click View. A PDF report will then be generated.  

 
 

 

 



FURTHER SUPPORT 

• If you have any iRECS login or technical issues, please contact UNSW IT Services at 

itservicecentre@unsw.edu.au or (02) 9385 1333.  

 

• For any queries, regarding the iRECS Human Ethics, Animal Ethics Gene Technology or Radiation 

Safety application approval and/or review process, please contact:  

Human Ethics: humanethics@unsw.edu.au  

Animal Ethics: animalethics@unsw.edu.au  

Gene Technology: genetechnology@unsw.edu.au  

Radiation Safety: radiationsafety@unsw.edu.au   
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