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INTRODUCTION 
 

The TGA issues alerts to advise 

consumers, health 

professionals and industry 

about new safety information 

regarding therapeutic 

products. 

NSQHS & Aged Care 

Standards advisories, issued 

by the Australian Commission 

on Safety and Quality in 

Health Care (the Commission), 

provide formal guidance and 

direction on the interpretation 

and/or assessment of the NSQHS & Aged Care Standards.  The NSQHS & Aged Care 

Standards Advisories are routinely reviewed to ensure they remain current.  

Management may also wish to send out Staff Communications for such things as new 

policies requiring reading and acknowledging or staff memos.  

Communicating these Alerts to key-staff in a timely manner and receiving feedback 

regarding any actions taken is fundamental to providing a safe and informed hospital 

environment. 

New Alerts is found on the Quality Tab of RiskClear.  Responding to Alerts can be done 

via RiskClear or RiskClear Direct (where you are a notifyee/recipient). 

 

1- SETUP OF TGA/ADVISORY/STAFF 

COMMUNICATION ALERTS 
 

1.1 - NETWORK FOLDERS FOR ALERTS 

Any documents related to TGA Alerts or Commission Advisories released can be saved on 

your Network – see example below: 
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__________________________________________________________________________________________________ 

1.2 - ACCESS TO CREATE NEW RECORDS 

Staff who currently have access to create Alerts records can create new records in this 

function.  This access is granted by ticking the "TGA/Advis" box in Setup > Advanced > 

Permissions.  Everybody else will be able to access the record to action it. 

 

__________________________________________________________________________________________________ 

1.3 - SETTING UP NOTIFYEES 

From the ‘’New Alert/Advisory’’ screen (on the Quality Tab) click: ‘’Add Notifyee’’ then 

select applicable staff from that list, they will then appear listed as below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To set up notifications for TGA/Advisory Alerts so that you don’t have to individually add 

each notifyee every time you raise a TGA/Alert, go to Setup (1) Advanced (2) Notifications 

(3), and tick the TGA/Alerts (4) box for each person you wish to receive TGA/Alerts 

Notifications (e.g. the Director of Nursing for each Hospital Site). 
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2 - TGA ALERTS 
 

2.1 - SENDING A TGA ALERT 

To alert appropriate staff of an Advisory, go the Quality Tab and click ‘’New Alert’’ - the 

following screen will appear: 

 

 

1. Select ‘’TGA’’ 

 

2. Complete the *Mandatory Fields  

 

3. ‘’Link’’/Open any TGA related documents from the saved folder on your 

Network – it can be just one or multiple TGAs 

4. Click ‘’Add Notifyees’’ (or this may already be done via Advanced/Notifications 

-refer to Section 1.3 of this Guide) 
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5. Click ‘’Notify Selected’’ – a dialogue box will appear, select “Yes” 

 

6. As the TGA Coordinator you can also add any notes and then click “Create” 

 

The following Email Alert will be sent to all Notifyees listed above.  

 

__________________________________________________________________________________________________ 

 

2.2 - RESPONDING TO A TGA ALERT THAT YOU HAVE RECEIVED 

 

If you receive a TGA Alert (see below) via email that requires your attention > 

Open RiskClear or RiskClear Direct > go to the Quality Tab >  Search Quality and find the 

Alert Record (e.g. AL 00152).  
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Open the Alert Record: 

1. Select your name from the List and the following Window will open.  Click ‘’View 

Recall doc’’ to read through the TGA notice/information 

 

2. Complete the ‘’Status’’ 

 

3. ‘’Link’’ any Documents (e.g. evidence)  

 

4. Complete the ‘’Action/Outcome’’ section 

 

5. You can, where necessary, raise a Risk and/or Quality Improvement Record if the 

TGA Alert warrants it 

 

6. Click ‘’Close’’  

 

 

__________________________________________________________________________________________________ 
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2.3 - ALERT COORDINATOR RESPONSIBILITIES  

The Notifyees List on the Main TGA/Alerts Screen will update the status accordingly letting 

the Alert Coordinator know the status of the alert (e.g. completed, in progress or not 

applicable).  The Alert Coordinator can also send a reminder to any late responders by 

ticking the ‘’Notify Box’’ and clicking ‘’Notify Selected.’’ 

 

 

 

Once all responses from the Notifyees have been received, the Alert Coordinator can enter 

the “Date Finalised” and “Update & Close” the Alert. 
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3 - ADVISORY ALERTS 

 

3.1 - SENDING AN ADVISORY ALERT 

 

This process is like sending a TGA Alert to alert appropriate staff of an Advisory Alert, go the 

Quality Tab and click ‘’New Alert’’ - the following screen will appear: 

 

 

 

1. Select ‘’NSQHS/ACSQHC Advisory’’ 

 

2. Complete the *Mandatory Fields  

 

3. Link/Open any Advisory related documents from the saved folder on your 

Network – it can be just one or multiple Advisories 

 

4. Click “Add Notifyees” (or this may already be done via Advanced/Notifications 

-refer to Section 1.3 of this document) 
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5. Click ‘’Notify Selected’’ – a dialogue box will appear, click yes 

 

6. As the Alert Coordinator you can also add any notes and the click ‘’Close’’ 

 

__________________________________________________________________________________________________ 

3.2 - RESPONDING TO AN ADVISORY ALERT THAT YOU HAVE 

RECEIVED 

If you receive an Advisory Alert via email that requires your attention, open RiskClear or 

RiskClear Direct, go to the Quality Tab > Search and find the Alert Record (e.g. AL 00152)  

 

 

Open the Alert Record: 

1. ‘’Select’’ your name from the List (e.g. Infection Control Nurse) and another 

window will open 

 

2. Click ‘’View Advisory doc’’ to read through the /information and tick the box to 

say the Advisory has been acknowledged – a date box will appear for you to 

complete also 

 

3. ‘’Link’’ any Documents (e.g. evidence) that you may wish to provide 

 

4. Complete the ‘’Action/Outcome’’ section 
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5. You can, where necessary, raise a Risk and/or Quality Improvement Record if the 

Advisory Alert warrants it 

 

6. Click ‘’Close’’  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

__________________________________________________________________________________________________ 

3.3 - ALERT COORDINATOR RESPONSIBILITIES   

The Notifyees List on the Main TGA/Alerts Screen will update the status accordingly letting 

the Alert Coordinator know the status of the alert (e.g. completed, in progress or not 

applicable).  The Alert Coordinator can also send a reminder to any late responders by 

ticking the ‘’Notify Box’’ and clicking ‘’Notify Selected”. 
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Once all responses from the Notifyees have been received, the Alert Coordinator can enter 

the ‘’Date Finalised’’ and ‘’Update & Close’’ the Alert. 

 

 

 

4 - STAFF COMMUNICATION ALERTS 
 

4.1 - SENDING A STAFF COMMUNICATION ALERT 

This process is like that of sending a TGA/Advisory Alert.  To alert appropriate staff of a Staff 

Communication, go the Quality Tab and click ‘’New Alert’’ - the following screen will 

appear: 

 

1. Select ‘’Staff Communications” 

2. Complete the *Mandatory Fields  

3. Link/Open any related documents from the saved folder on your Network – 

e.g. Staff Memo, or a new policy needing reading and acknowledging 

4. Click ‘’Add Notifyees’’ (or this may already be done via Advanced/Notifications 

- refer to the “Setting Up Notifyees” section of this document) 
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5. Click ‘’Notify Selected’’ – a dialogue box will appear, click yes. 

6. As the Alert Coordinator you can also add any notes and the click ‘’Close’’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

__________________________________________________________________________________________________ 

4.2 - RESPONDING TO A STAFF COMMUNICATION ALERT THAT 

YOU HAVE RECEIVED 

 

If you receive a Staff Communications Alert (see below) via email that requires your 

attention, open RiskClear, go to the Quality Tab and find the Alert Record. 
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Open the Alert Record: 

1. ‘’Select’’ your name from the List (e.g. Nurse Coordinator) and another window 

will open 

 

2. Click ‘’View Staff Comms Doc’’ to read through the /information and tick the box 

to say the Communication has been acknowledged – a date box will appear for 

you to complete also 

 

3. ‘’Link’’ any Documents (e.g. evidence) that you may wish to provide 

 

4. Complete the ‘’Action/Outcome’’ section 

 

5. You can, where necessary, raise a Risk and/or Quality Improvement Record if the 

Advisory Alert warrants it 

 

Click ‘’Close’’ 

 

__________________________________________________________________________________________________ 
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4.3 - ALERT COORDINATOR RESPONSIBILITIES 

The Notifyees List on the Main TGA/Alerts/Staff Communications Screen will update the 

status accordingly letting the Alert Coordinator know the status of the alert (e.g. completed, 

in progress or not applicable).  The Alert Coordinator can also send a reminder to any late 

responders by ticking the ‘’Notify Box’’ and clicking ‘’Notify Selected.’’ 

 

Once all responses from the Notifyees have been received, the Alert Coordinator can enter 

the “Date Finalised” and “Update & Close” the Alert. 
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5 - REPORTS 
 

5.1 - REPORT 470 ALERTS REGISTER 

 

Report 470 Alerts Register can be run to show all TGA Recalls, Alerts/Staff Communications 

according to the date range and Open/Closed filter used.  Displays data between two dates 

or All records. 

To Run Report 470, do the following: 

1. Click ‘’Quality’’ 

 

2. Select Report 470 from the list  

 

3. ‘’Tick’’ the favourite box if you will be using it regularly 

 

4. Select your Date Range or All Records and your Report Format 

 

5. Select Open, Closed or All Records 

 

6. Click “Run” 
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Report 470 Alerts Register – EXAMPLE ONLY 


