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Introduction to MDRS

MDRS Documentation

MyRTITB Portal 

▪ Pre-registering courses

▪ Printing course documentation

▪ Uploading a course

▪ Enquiries and Reports
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Introduction to MDRS 

MDRS = Master Driver Registration Scheme

Useful Links:

https://www.rtitb.com/schedule-3/

http://www.rtitb.com/member-guidance/

https://www.rtitb.com/schedule-3/
http://www.rtitb.com/member-guidance/
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Introduction to MDRS 

Important Timeframes

All courses must be pre-registered at least 72 hours before 
course commencement.

Course data should be uploaded to MDRS within 3 working days 
of course completion.

All courses must be cancelled at least 72 hours before they are 
due to commence on MDRS if they are no longer going ahead.
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Introduction to MDRS 

DCPC Golden Rules 

1) Periodic Training cannot be less than the JAUPT approved course time

2) ID checks must be conducted correctly and before course commencement 

3) Data protection must be fully addressed and dealt with 

4) Courses must be delivered as approved by JAUPT
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Timings 

Courses must be delivered for a minimum of seven hours

Courses with total durations exceeding seven hours must be run on 
consecutive days and in blocks of at least seven hours

A seven hour block can be further split into two 3.5 hour parts, but the 
second part must start within 24 hours of the first part ending

Introduction to MDRS 
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Timings 

Break time guidance from JAUPT 

AM: 15 minutes, MIDDAY: 30 minutes, PM: 15 minutes

Late Arrivals Guidance – can be found here: https://www.rtitb.com/wp-
content/uploads/2021/05/Break-times-and-Late-Arrivals-Policy-
V7.0521.pdf

Introduction to MDRS 

https://www.rtitb.com/wp-content/uploads/2021/05/Break-times-and-Late-Arrivals-Policy-V7.0521.pdf
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Driver ID Checks

• A current passport AND evidence of driving licence number (expired 
passports are not acceptable)

• Photo card driving licence (expired licences are not acceptable)

• A digital tachograph card

• A driver qualification card (DQC)

Introduction to MDRS 
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Non Repetition of training hours 

Drivers cannot repeat periodic training modules unnecessarily. 

RTITB monitor all courses and any repeated modules will be queried so 
we can ensure that we have a valid reason this happened to submit to 
JAUPT.

A DQC expiring is not a valid reason for repetition. 

Introduction to MDRS 
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Auditing

• Unannounced Audit (On site)

• Unannounced Audit (Remote)

• Centre / Administration Audit

• Quality Assurance Audit 

• External Audit (DVSA / JAUPT) 

Introduction to MDRS 
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Day to Day Contacts

Driver CPC Team – 01952 520211

Email: masterdrivercpc@rtitb.com

Out of Hours – 07841918552 

(outside the office opening hours of 9am – 5pm)

Introduction to MDRS 

mailto:masterdrivercpc@rtitb.com
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Attendance Form 
MDRS Documentation

This section 
should be 

completed live 
as the course is 

running, as 
timings will 
differ from 

course to 
course. This 

will be checked 
during audits. 

This will be 
pre-populated 
with the 
information 
that you have 
pre-registered. 
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Attendance Form 
MDRS Documentation

The Driver 
Details section 

should be 
completed 
during the 

Licence and ID 
check, prior to 

course 
commencement 

The module 
answers and 
course feedback 
section will be 
completed after 
course completion

If the assessments 
have not been 
taken, tick the 
‘Associated 
Knowledge 
(please tick if not 
taken)’ box
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Attendance Form 
MDRS Documentation

The instructor 
should sign and 

date the last page 
of the attendance 

form, in agreeance 
with the statement

The person who 
uploads the course 
to MDRS (MyRTITB 
Portal) should sign 

and date this section



WWW.RTITB.COM
1
5

|  Private & Confidential

Registration Form 
MDRS Documentation

This form should be 
completed by drivers prior 

to course 
commencement.

If you pre-register drivers, 
this will be pre-completed 
(apart from the signature) 

Any mandatory boxes (*) 
must be completed. The 

mobile number and email 
address are a requirement 

for Quality Assurance 
purposes and will not be 

used for sales/marketing.

The signature of driver 
must be completed to 

confirm that they agree to 
the statement
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Feedback Form 
MDRS Documentation

This form should be 
completed by drivers 
following the course.

If scoring anything under 
‘acceptable’ in any area, we 

would expect there to be 
comments regarding this, 

however not all drivers add 
comments. 
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Assessment Questions and Answer Papers
MDRS Documentation

The assessments are 
optional. 

If you would like to 
use these to confirm 

learning, then they 
are available from 

the MyRTITB Portal 
(MDRS).

Assessments must 
be completed 

outside of training 
time and do not 

form part of the 7 
hours, so will 

require additional 
time following the 

course. 
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MyRTITB Portal
Logging on

To access your MyRTITB Portal, go to the following web address:  https://www.mdrsandnors.co.uk

You will then see the following screen. Type in your details that have been sent by RTITB. 

Then, click on the Driver CPC box

https://www.mdrsandnors.co.uk/


WWW.RTITB.COM
1
9

|  Private & Confidential

MyRTITB Portal
Logging on

You will then see a page with the following options: 

This is the link to 
access the ‘off the 
shelf’ LGV material

This will take 
you to 

www.rtitb.com/
member-
gudance

This allows you to 
manage your stored 

credit card 
information for 

payments (if 
required) 

Day to Day 
contact 

details and 
Out of Hours 

phone 
number 

Please remember to 
log out following use. 

The system will 
automatically log you 

out following 1 hour of 
inactivity 

Will inform you of 
RTITB’s current 

promotions

Click here to pre-
register or amend 
courses (72 hours 

before course 
commencement)

All course paperwork 
can be found here.

Attendance, Registration 
and Feedback forms, 
plus all Assessment 

paperwork. 

Following a course, this 
is where you will go to 

upload drivers and enter 
results. 

Numerous Reports can 
be run using these 

buttons (explained in 
detail later).

http://www.rtitb.com/member-gudance
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MyRTITB Portal
Pre-Registering a course

1. Click on Create / Update a Course and select ‘Create New Course’ 

2. If you have 
multiple sites which 
you deliver training 
at, please select the 

correct one from 
the list

3. Please enter the expected 
number of drivers that will be 

attending the course – this can 
be changed during upload

4. Search for an employer to 
add, if all drivers have the 

same employer

5. Enter the location that the 
training is going to be taking place.

Choosing ‘In Centre’ will insert the 
address of the ‘Training Centre’ 
selected above. 

6. Enter restricted access notes, 
if you have site specific rules 

any auditors may need to follow 
e.g. site induction, phone 

number of site contact etc. 
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MyRTITB Portal
Pre-Registering a course

7. Enter the 
date & times 

you intend to 
start and finish 

the course –
Remember 

that Licence & 
ID checks, 

documentation 
and 

assessments 
must all be 
completed 
outside of 

training time. 

8. Filter courses by LGV or 
PCV.

The course list will appear 
and you will need to select 
two 3.5 hour modules from 
the categories (The Driver, 
The Vehicle, The Road, The 
Rules).

Please note: the courses in 
the ‘singular’ column are 7 
hours or more. You will 
only be able to select one 
course from this list. 

9. Choose an instructor from the 
list – the instructors that will 
appear, will be the ones that are 
attached to ‘Training site’ you 
have selected. 

10. If you know the drivers that will be attending, you can pre-register 
them at this point (this will pre-populate course paperwork for you). 
However, if you are unsure of the drivers that will be attending, just click 
submit. 
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A box will appear asking if you want to print your course documents.

You don’t have to print documents straight away, you can come back to printing at a later 
stage if you need to.  

MyRTITB Portal
Printing Course Documentation

If you don’t print documents after pre-registration, simply go to the homepage and click on: 
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MyRTITB Portal
Printing Course Documentation

This is the page that you will see to print 
all course documentation.

1. You can choose forms that have been 
partially completed, with some of the pre-
registered information. 

2. The blank forms can also be used, if 
anything has changed since pre-
registration (remember to update the DCPC 
Team if you have changed information 
within 72 hours of course commencement) 

3. There are also some useful documents 
and links to the Member Guidance 
webpage. 

4. If you will be completing the 
assessments, you can get the Question and 
Answer papers from this section too. 

1

2

3

4
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MyRTITB Portal
Uploading a Course

Following a course you have 3 working days to upload.

To start the upload process go to the homepage and click on the following:

Please note that the course will move over to the ‘Complete a Course’ page, 72 hours before course 
commencement, as you will need to notify the DCPC Team of the changes. 

Select the course you need to upload and click ‘Enter Results’ 
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MyRTITB Portal
Uploading a Course

Some of the information entered on pre-registration will appear on this screen, but you will need 
to insert the information stated on the Attendance Form within this section.

1. The course will 
be the same as 

pre-registered. If 
this has changed, 
just click ‘change 

course’ to 
amend. 2. The timings need to 

be the exact times 
that the course 
instructor has 
recorded on the 
Attendance Form. 3. Choose the 

instructor that 
delivered the 

course 

4. Enter any information that the 
DCPC team might need to be 
aware of e.g. the instructor 
changed on the day, due to illness
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MyRTITB Portal
Uploading a Course

6.  Select where 
you would like the 
certificates to go. 
This will be set up 

within the RTITB 
database 

depending on your 
preference. They 

can go to: The 
Company,

a Specific Site,
the Driver, 

or another email 
address of your 

choosing. 

5. If the Assessments have been completed, 
please select ‘1’ in each box . 
If they haven't been taken, please tick the 
‘Assessments not taken’ box

7. Once completed the above, 
click on ‘Confirm’
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MyRTITB Portal
Uploading a Course

You will now enter the driver information for those who completed the course.

1. Enter the driving licence number in the box provided. 

If the driver holds a Non GB Driving Licence, please tick the box. 

2. Click on Search

3. If the driver doesn’t exist on the RTITB database already, you will receive the following 
message: 

4. Then click on:

5. If the driver does exist on the RTITB database, their record will appear and you will be able to 
move quicker through the steps that follow.
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MyRTITB Portal
Uploading a Course

For new drivers being 
entered onto the RTITB 

database, enter their 
information (you will be 

able find this on the Driver 
Registration Form 

completed by the driver 
during the course).

Please ensure you 
complete the mandatory (*) 

items.

RTITB requires either a 
mobile number or email 

address for quality 
assurance purposes only.

Please note and make the 
drivers aware that these 

details will not be used for 
marketing/ sales purposes.

Once this 
page has 
been 
completed, 
click on 
‘confirm’
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MyRTITB Portal
Uploading a Course

You will now need to enter the drivers ‘Employer Details’ 

1. Click on ‘Employer Search’

2. Enter a name and postcode to search for 
an employer.

3. If the employer already exists, they will 
be listed.

4. If the employer does not exist, click on 
the ‘Add’ button.

5. Once the employer has been added, 
click on ‘Confirm’ 
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MyRTITB Portal
Uploading a Course

2. If the assessment 
was taken, 
complete the score 
and then select the 
module answers

If not taken, select 
the box and this 
section will 
disappear.

Enter the amount 
of retests - If a 
driver has referred, 
a maximum of 3 
re‐tests are 
allowed.

1. Select the Driver ID 
that was checked 

during the course.

The information on this page should all be found on the 
Attendance Form that has been completed by the course instructor

3. Complete the 
feedback score 

received from the 
driver

4. This box should be ticked to confirm that the 
instructor has explained the fair processing 
notice to the driver.
This can be confirmed by the signed driver 
registration forms and attendance form. 
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MyRTITB Portal
Uploading a Course

After completing the information for the driver you then have the following options:

Submit Course – This will submit the course to RTITB. 

Save but Submit Course Later - If you are not quite ready to submit the course e.g. you 
are awaiting further driver information, you can click on this button and submit later.

Save and Add Results for Another Driver – If you have other drivers to enter onto the 
course, click this button and you will be able to add more.
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MyRTITB Portal
Uploading a Course

When you click ‘Submit Course’ you will see the following box pop-up:

If you click ‘OK’, you will then see confirmation that the course has been uploaded. 

This course will now disappear from the ‘Complete a Course’ section.
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MyRTITB Portal
Enquiries

On the ‘Enquiries’ tab, you will see the following:

View Completed Courses – This allows you to view any courses completed and 
uploaded to RTITB (it will only show you the company / site you are allocated to). You 
can sort by Course ID, Course Date and Site. 

Driver Enquiry– By entering a Drivers licence number, you can search for courses they 
have completed with RTITB.
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MyRTITB Portal
Reporting

On the ‘Reporting’ tab, you will see the following:

This report will allow 
you to see how many 
drivers have sat on a 

particular course. You 
can filter by Division, 

Site, Course, Instructor 
and a Date Range.   

This report will show 
you the average driver 
feedback scores across 
your company. You can 
filter by Division, Site, 
Course, Instructor and 

a Date Range.    

This report will show you 
the most popular day 
that training is 
completed on. You could 
use this for planning 
courses for drivers. You 
can filter by Division, 
Site, Course, Instructor 
and a Date Range.

This report allows you to 
search for courses that 
drivers have completed. 
This will help ensure that 
drivers are not repeating 
modules as set out by 
JAUPT/DVSA. You can 
filter by Date Range, 
Training Centre and 
Course Name. 

These reports can only by accessed by certain users. If you need access to these 
report, please contact the DCPC Team.


