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How to enrol in and log Provisional 
Mentoring 
Before you start….. 

Part of the enrolment process is to confirm you have a mentoring partnership in place. Head to 
Mentor Match and follow the steps to set up a mentoring partnership. 

 

Enrolling and earning units 

‘Units’ refer to required steps in the APD Program. You need to enrol in Provisional Mentoring to 
earn 16 ‘units’ over 2 years.  

NOTE: you will see ‘enroll’ used rather than ‘enrol’. The program we are using is an American system. 
Unfortunately, we are unable to adjust some of the elements to reflect Australian spelling. 

 

Step 1: Enrol in your Provisional Mentoring Program 

Head to ‘Your Career’ and click on ‘APD Program’ 

 

 

 

 

 

 

mailto:info@dietitiansaustralia.org.au
https://shareplate.dietitiansaustralia.org.au/mentoring/mentormatch
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Select ‘APD Program participation’ from the menu on the left-hand side.  

 

 

This will take you to the ‘Certification Programs’ table. Scroll down and click the ‘Enroll’ button next 
Provisional Mentoring. 

  

 

An ‘Enrollment confirmation’ pop-up will appear, click ‘Continue’. 
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Step 2: Complete your registration of a mentoring partnership 

After clicking continue at the end of Step 1 you will be taken to your ‘Requirements’ table. Click on 
‘Registration of a mentoring partnership completed’. 

 

 

A ‘Registration of a mentoring partnership completed’ pop-up will appear. If you have registered a 
mentoring partnership through Mentor Match already, click ‘Record Completion’. If you still need to 
register a mentoring partnership, follow the link to open ‘Mentor Match’ in another window and 
follow the steps. 
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Another pop-up will allow you to enter the date and make any notes to accompany your 
acknowledgement that you have a mentoring partnership registered. Press ‘Save’ to complete your 
acknowledgement. 

 
 

You have confirmed that you have completed your Registration of a mentoring partnership and 
earned the available 1 unit. 
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Step 3: enter your Mentoring Goals 

After clicking ‘Save’ at the end of Step 2 you will be taken back to your ‘Requirements’ table. Click on 
‘Mentoring Goals’. 

 

 

A ‘Mentoring Goals’ pop-up will appear. Click on ‘Record Completion’. 

 
 

Another pop-up will allow you to enter the date and summarise your mentoring goals in the notes 
field. Alternatively, you can provide your mentoring goals by creating and uploading your goals and 
related practice areas document. Press ‘Select’ to upload a file from your computer. Press ‘Save’ 
once you have provided your goals. 
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Your Mentoring Goals are now complete and you have earned the 1 available unit. 
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Step 4: Register your Mentor Meetings 

You need to complete 12 meetings with your mentor, over the period of 12 to 24 months. For each 
meeting you will earn 1 unit. Register each meeting in your Provisional Mentoring ‘Requirements’ 
table. Access this table from the members portal. Head to ‘APD Program’ under ‘Your Career’. 

 

 

 

From the APD Program, select ‘APD Program participation’ from the menu on the left-hand side. 

 

 

Your Certification Programs table will appear. Click on ‘View progress’ next to ‘Provisional 
Mentoring’. 
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Click on your relevant Mentor Meeting. 

 

 

A Mentor Meeting pop-up will appear. Click ‘Record Completion’ 

 
 

Another pop-up will allow you to enter the date and summarise your discussion in the notes field. 
You can also upload any supporting documentation. Press ‘Select’ to upload a file from your 
computer. Press ‘Save’ once you have provided your discussion summary. 
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You will earn 1 unit for each meeting.  

 

 

Repeat the above process for your 12 allocated mentor meetings. You can record a maximum of 1 
each month to earn a unit, so it will take you at least 12 months to complete your allocated 
meetings. You have a maximum of 24 months to undertake all 12 meetings. 

You are able to undertake additional meetings inbetween your allocated mentor meetings, however 
these are optional so do not have a unit available to earn as part of the APD Program. 

 

 

 

Step 5: Record your End of Mentoring Report completion under 
‘Approval of program completion’ 

Once you have complete all 12 allocated meetings you can provide documentation to complete your 
mentoring partnership. In your Provisional Mentoring ‘Requirements’ table, click on ‘End of 
Mentoring Report’ in the ‘Description’ column to download the form, which includes instructions. 
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Once the form has been completed and sent to your mentor, you can record completion of your ‘End 
of Mentoring Report’. Click ‘End of Mentoring Report’ in the ‘Name’ column of the Provisional 
Mentoring ‘Requirements’ table. 

 

 

An ‘End of Mentoring Report’ pop-up will appear. Click ‘Record Completion’. 

 

 

Another pop-up will allow you to enter the date and make any notes to accompany your ‘End of 
Mentoring Report’. Press ‘Save’ to record your completion.  
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You have earned the available 1 unit. 

 

Once you have completed all your requirements and your mentor has signed and submitted your End 
of Mentoring Report to DA, the APD team will check documentation has been received and contact 
you with confirmation of your transition to Full APD status.  
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