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INTRODUCTION
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Your internal audit program can be

1 [ ]
set up and managed using the ...i:‘

R Y ]

Audit/Task Schedule. Audits and
other tasks and actions can be
scheduled with auto-send email
reminders sent to the audit/task
owner/s. Audit templates can also
be created, edited, and viewed
here, as well as the audits
themselves.
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To access the scheduler, go to the GOVERNANCE TAB and click the Audit/Task Schedule

button to display the following page:

(#

Owner 2024
Title (click on title to edit) oE ~ Jan  Feb Mar  Apr
C | Biannual Report Checklist Clinical Coordinator xou%
Edit | Clinical Health Team
T | Check New Staff Onboarding Checklist | Compliance & Quality xun%
for Current Quarter Edit | Systems Manager
Clinical Documentation Audit Compliance & Quality
Systems Manager X X
Clinical Handover Audit Nurse Co-ordinator 9%
Edit | Nursing Staff X
C | CSSD Checklist Nursing Staff
Edit | Director of Nursing

Nurse Co-ordinator
Edit | Director of Nursing
DON/GM
Edit | Chief Executive Officer
T | Quarterly Review of Patient Satisfaction | Consumer Services
Results Edit | Coordinator

T | Key Register Review

T | MAC Meeting (Biannual)

*ﬂﬂ% xﬂﬂ%

T | Risk & Quality Meeting (Quarterly) DON/GM >(m.
Edit | Compliance & Quality
Schedule 8 Drug Disposal Audit Ni Co-ordinator 98% 90%
Edit | Nursing Staff X b 4
Sharps Handling and Disposal Audit Clinical Coordinator 88%
Edt | Infection Control Nurse X

Clinical Coordinator
Edit | Director of Nursing

T [ Staff Meeting

xuﬂ'/. xnn% xw‘/. xnu%

Staff Survey Chief Executive Officer

-

Edit
Standard Precautions and ANTT Audit | Infection Control Nurse 98% 90%
Edit | Clinical Coordinator X X

Infection Control Nurse
Edit | Hospital Staff

E3/E3 3|65 EH

Sterile Storage Audit

24 records
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The Audit/Task Scheduler is a calendar-style page which shows:

X — Scheduled audits / not yet completed
X — Due or overdue audits

X - Completed audits (with a percentage result)



q L{E\'(@u AUDIT & TASK | User Guide

You can filter all records, only audits or only tasks by using the option buttons at the top of
the page. The schedule can also be filtered by Audit/Task Owner or Audit Group by using
the drop-down boxes at the top of the page. The view can be scrolled back or forward in
half-year increments so either a full calendar year or financial year can be viewed.

This guide will step you through:

v" How to setup your Internal Audit Program using the Audit/Task schedule (calendar)
v" How to setup audits/tasks for use on a tablet

v" How to view your completed audit summaries and results

v" How to setup audits/tasks for paper-based audits and link these to your audit
schedule

How to view your paper-based audit summaries and results

How to preview and run popular (favourite) audit reports for staff, your governance

AN

committees, and external regulators

SETTING UP YOUR AUDIT SCHEDULE

To create a new audit or task for your schedule, click the Create New Audit button at the

top of the Audit/Schedule screen.

R — m} X
e — - r Y
* Al @ Audits @ Tasks @ Checklists [Tt RPN NcIE T I T] M < Prev Half-year Next Half-year >
& Owner 2023
Title (click on title to edit) ~| Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

The following panel will be displayed. Enter the required details for each audit, checklist, or
task (left) to create your audit schedule (right) - as shown below

* o 5
.

“Al @ Audts @ Tasks @ checkists [T IETTNOS . Next Half-year >

— -

Title (click on title to edit) e . Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

= ****Emergency Trolley Audit Nursing Staff
/F Audit No. 22 Nurse Co-ordinator X X X X X X X X
Edit Audit ‘ OAudit  OTask () Checkdist "I Retire this Audit ***Medical Record Audit Clinical Health Team
3 Edit | Nurse Unit Manager x x X X X x
Audit Title* [Medical Record Audit Accreditation Quality Manager
Edit | Director of Nursing X

Accreditation - Pre Audit Self RiskClear Training & X
Group®* NSQHS 1 - Clinical Governar ~  Godl o Assessment Submission Due  Edit | Liaison Coordinator

Accreditation - External Audit (Site Visit)| DON/GM
Owner 1* Clinical Health Team v Owner2 Nurse Unit Manager ~ Edit | Director of Nursing

AMS Audit RiskClear Training &
Owner 3 <Select Owner> ~|  Ownerd <selectOwner> v Edit | Liakson Coordinator X X

BINotify owner(s) , , days before start of the month scheduled and
repeat by this period until completed

Anaesthetic record Audit Nurse Co-ordinator
Edit | Nursing staff X b4

Biannual Report Checklist Clinical Coordinator
Usualauditor  Day Co-ordinator | [IMandatory Audi* Edit | Clinical Health Team X X
veck New Staff Onboarding Checklist | RiskClear Training &
BNotify auditor 14 :x :::: :‘:::;::::‘x:::::;‘:" r Curvent Quarter Editl| Uiatson Coordinator X X X X
seck Quality Plan Milestones monthly | Quality Manager
Document links Comments Edit | DON/GM X X
New [[VEl  Audit xisx linical Documes RiskCle g &
Edit | Lia = X X X
m Clinical Handover Audit Nurse Co-ordinator
Edit | Nursing Staff X x
C | €5SD Checklist Nursing Staff
Edit | Director of Nursing X X

BAuto-repeatevery 3 month(s) beginning  Feb - 2028
T | Draft and Submit QI Plan for following | Quality Manager

year Edit | Director of Nursing

Nurse Co-ordinatos

28 records
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Helpful Tips:

v It is recommended where possible to assign at least 2 owners to each audit, so
that if audit owner 1 is away or unable to complete the audit, audit owner 2
can complete the audit. Both audit owners can be sent email reminder
notifications prior to the audits due date

v If the task is not an audit, then tick the Task or Checklist box at the top of the
panel. Tasks can include such items as reminders to complete end of month
reports or Checklists for equipment, trolleys etc. Tasks will have a (T) and
Checklists a (C) next to them on the Audit Schedule

v Audit/Task Group can be the National Standards (hospitals) or any other
grouping that is relevant to you (e.g. WHS, Infection Control, Medication,
Documentation)

v New Link feature is where documents can be linked — these can include any
policies that may relate to the audit, any audit or checklist templates, or any

instruction documents or manuals to assist the auditor/s

v The frequency of the audit can be set here also, and this will populate the
calendar style schedule

v Click on create template to create your audit template (or checklist)

SETTING UP YOUR AUDIT TEMPLATES FOR USE ON

THE TABLET

To setup the audit so that it can be completed on tablet, click the ‘Create Template’ button

from the Create (or Edit) Audit window: (% e 1
| Edit Audit | Onudit  (OTask () Checkist ‘ *Retire this Audit
T Audit Title* Clinical Documentation Audit
Group* NSQHS 6 Communicating for ~ | Group2  <Not allocated>
| Owner 1* Nurse Co-ordinator ~ | Owner2 Nursing Staff -
| Owner3 <Select Owner> - Ownerd <Select Owner> ‘
B Notify owner(s) 7 days before start of the month scheduled and
‘ repeat by this period until completed ‘
Usual auditor Clinical Coordinator ~ [_Mandatory Audit

BiNotify aud 3 days befo ‘of the month scheduled and
Y days before end of month if not completed

Document links e .
New Link > [CE=IEELY

Change

lw%a month(s) beginning ~ Mar | 2018

-
Delete Audit Update & Close
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This window/panel will appear:

‘ 2 Audit Template X

‘ Title Clinical Documentation Audit

‘ Aim of audit Audit to check for any non compliance regarding completion of clinical documentation

‘ Template type* Yes, No, Partial, N/A ~ | Risk Level High risk ~

| Methodology used* Audit from audit tool v Area/Function .. Audited* Governance ~

Documents used #1* Audit Ter | Method Comm Results #1* Risk and Quality Meeting ~

‘ Documents used #2  <Select> v | Method Comm Results #2 | Staff Meetings v

‘ Hdr ltem No  Description Command
O 1 A pre-surgical phone caili1s aocumented with relevant notz atient a

education, screening and escalation)

6 2 || Patient Goals of Care has been documented during the pre-surgical phone call

6 3 The patient Health Assessment Form is completed on or prior to admission.

6 4 The admission disclaimer is signed

6 5 The Clinical Alert Form is completed with relevant notation (e.g. history of falls, MRO’s etc)

6 6 Allergies are noted in all appropriate locations within the chart (e.g. Clinical Alert Form,
Medication Chart, Anaesthetic Record)

6 7 A Falls Risk Assessment Form has been completed if the patient has indicated they have had a

fallin the last 12 months v

v The audit title will be taken from the schedule page. Enter an aim if required
and select a response type. Response types determine the format of the audit,
and the list of response types may grow according to the needs of different
audits.

v' A Response Type of “Yes, No, Partial, N/A" is a one question per page format
on the tablet, with the possible responses of “Yes”, “No”, “Partial” or “N/A”".

v' A "Scrollable, Y, N, N/A" Response Type displays all questions down one
scrollable page, with a "Next” button for repeat responses on each patient or item
within the audit.

v" The Command field can be used specifically for navigation commands in the
format “Response Go to page”. For example, if answering Yes or N/A to question
3 should take the auditor directly to question 6, marking all questions in between
as "N/A", then the Command Y, N/A>6 would be used. If answering No to the
first question should complete the audit, the Command N>0 would be used.
Please contact RiskClear for any guidance on Commands.
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v"If the audit contains sections with descriptive headers that do not require a
response, then place a tick in the “Hdr" field just before the first question in each
section.

v" When all audit questions have been entered, click the Close button. The audit
will now be ready to be run via tablet (or entered manually)

VIEWING COMPLETED TABLET AUDITS AND AUDIT

SUMMARIES

When the audits have been completed via the tablet and you wish to either view the completed

(locked) audit or the audit summary, go to:
1. The Audit Scheduler on the Governance Tab in Risk Clear.
Find the audit you wish to view (e.g. Medical Record Audit)
3. Click on the X"’ of the Month (e.g. May) that you wish to view and then click on
View Locked Audit to open the completed audit.

»

a
Sa @ udts @ Tasks @ Chackits (K O T (T

Title (click on title to edit) <All> - Jan Feb Mar Apr May Jun Jul A.!' s:, ;“"‘
A Update an oudit | /’Q X

++++Emergency Trolley Audit

+**Medical Record Audit ***Medical Record Audit 1
Edit { X
Edit Auditor Day Co-ordinator X
ion - Pre Audit Self A Audit Detail
it Submission Due Edit
. -
Accreditation - External Audit (Site Visit) Medical Record Audit A
Edit
Auditor.
Edit
Anaesthetic record Audit i ItemNo  Item Audit
Edit 1 Has the pre admission checklist been completed? B
Cc Biannual Report Checklist _
Edit Comment
T | Check New Staff Onboarding Checklist 2 Has the Pre-op checklist been completed? 5
for Current Quarter Edit
T Check Quality Plan Milestones. munlhlv’ Quality nager ¥ T T T T T x "
Edit [DONGM | i 3 Type over the questions here .... Has the OR notes and TTO been documented and signed?
Clinical Documentation Audit RiskClear Training &
Edit | Laison Coordinator 2% X X
Clinical Handover Audit Nurse Co-ordinator 4 Have patient allergies and alerts been documented? =
Edit | Nursing Staff X
c CSSD Checklist Nursing Staff X x _ mmmmm t
Edit | Director of Nursing 5 Have PACU Notes been completed and signed? %
T Draft and Submit QI Plan for following | Quality Manager
year Edit | Director of Nursing
T Key Register Review Nurse Co-ordinator - o 6 Has the Patient Discharge been completed and signed? <
Click on a eell to to create, edit or remove an item Clindod m—
s 3
7 Type new question here 5 -
) /
[ et ] 1/8 .
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Click on View Audit Summary to open the summary information below:

06/10/2025 ditor ' Infection Control Nurse s £
if Auditor - External Medical Records

Clinical Documentation Audit oc

Audit from audit tool v

Audit Template X

A

d >
Staff Meetings X
Risk and Quality Meeting X
in|

a Add >
ding signing and desi
d

* Satisfactory @ Observation/OFI ® Non-compliance lick to open

Ne:

Revi again following St leeting/Inservice f

ocatic Hospital v
T () )] e () SR R

Compliance result

Recommendations and Follow-up details

Documents used and method of communicating results
Links to external documents and Quality Improvement record
You can also save the record for later completion if necessary

NN

SETTING UP THE AUDIT/TASK SCHEDULE FOR PAPER-

BASED AUDITS

For those hospitals who utilise paper-based audit or checklist templates, the completed
audits/checklists can be scanned and saved to a folder on your network drive and linked to
the Audit/Task Schedule as evidence. For example, you may wish to have a folder on your
network called Audits/Checklists which then has subfolders for each Audit Group:
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Example 1: By National Standards (NSQHSS)

Audits & Checklists

L

. NSQHS5 1 Clin Gov

. NSOHSS 2 Part with Consumers

. N5HOSS 3 Infection Control
MSQHS5 4 Medication Safety

. N5QHSS 5 Comprehensive Care
MSQHSS & Communicating for Safety
. N5QHS55 7 Blood Mgmt

. NSOHSS 8 R&R Acute Deterioration

. Checklists

W s oo oW B W o —
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Example 2: Audit Groups)

Audits & Checklists

L

1. Medical Record Audits
2. Medication Audits

3. Surgical Safety Audits
4, Infection Control Audits
5. Patient Safety Audits

6. Checklists

These scanned audits and checklists can be marked as completed and linked to the
Audit/Task Schedule in RiskClear with a corresponding Audit Summary. A Quality
Improvement or Risk Record can also be completed/linked to the Audit where necessary.

R — [m] X
a
+ Al @Audits @ Tasks @ Checklists /eI RRINIRCIRNTo IS v < Prev Half-year Next Half-year >
m Owner 2023
Title (click on title to edit) A <All> |~ Jan Feb Mar Apr  May Jun Jul Aug Sep Oct Nov Dec
T | Key Register Review 4R Update an audit
Edit|
Medication Knowledge Audit EI Standard Precautions and ANTT Audit |: X
4
T | Performan [ B
| Auditor Infection Contrel Nurse e
| Click to reschedule —— '
Record I
T | Quarterly | Jul 2023 L 4
Results = — =
n Click to link Audit completed on Create QI .
Schedule 8
18/07/2023 Record X
v
Sharps Handling and Disposal Audit
Edi [ Not completed (
Staff Meeting 7 b
: (oo ) (oo ) (| K X X X
T | Staff Survey \ / | x
Standard Precautions and ANTT Audit | Infection Coni
Fait | Cinicel Coord ‘ X il X
Sterile Storage Audit Infection Cont I | | I
Edit | Hospital Staff
Tray Audit Infection Control Nurse
Edit | Nurse Co-ordinator x
Waste Management Audit Director of Nursing
Infection Control Nurse x x x x
WHS Workplace Audit Work Health & Safety
Manager x x x
Home - Print Ro— User Click on a cell to to create, edit or remove an item W rreede Close
Page Manual 28 records -
L
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v" Mark the audit as completed by clicking on the X'’ against that audit in the
month its due. A window will appear which allows you to enter the auditor, the
date completed and create an audit summary, or if not completed tick the
audit not completed box and provide a reason.

v" You can also link your scanned/saved documents from your network (as per
example 1 and 2 above) here as evidence.

VIEWING COMPLETED PAPER-BASED AUDITS/AUDIT

SUMMARIES ON THE AUDIT/TASK SCHEDULER

When the audits/checklist have been completed on a paper-based template and scanned
and linked to the Audit/Task Schedule go to the Audit Scheduler on the Governance Tab in
Risk Clear. Find the audit your wish to view — e.g. Clinical Handover. Click on the month (e.g.
September) and another window will appear.

Complete the fields as shown below and *link any completed audits:

Click the green (completed) "X" on the schedule and if the button next to "Close" shows
"View Audit Smry" then click the down-arrow below the button and select "Remove audit

summary link". If an audit summary is

< Al ®Audits ®Tasks @ Checkiists [CTTTIPNFm

not linked to this audit, you can also click

Title (click on title to edit) Ll v
Key R

"

A Update an audt

the down-arrow and select "Link to

Standard Precautions and ANTT Audit ‘

. o

"

existing audit summary" to do just that.

To complete an audit summary for your ; % T T
scanned paper-based audit, click on the ' .
Create Audit Summary box (>) diagram)

and the Audit Summary window will e  x x x
appear. () e smnin o G |

The Audit Summary page allows you to complete the summary information of the paper-
based audit performed as shown below: e.g. compliance rate, recommendations, follow
up details etc.



< @'@u AUDIT & TASK | User Guide

You can link the (#
completed paper-based e —-— e e
audits/checklists (which — e R :_mm__

you have scanned and -
saved into the “Audits & . *
Checklists” folder on your QR =4 i g g s dsption S
network) by clicking on the [ Rk and oy Mg x
‘new link’ button on this T e —— -

page. This ensures your Omogrsqutedt O Ol Repastreasird?. Ooe O e
evidence and summary are | T e |

located together for et

internal and external o :

reporting purposes. N (- (-0l ) ) () e )

Alternatively, you can *link
documents at the update an audit step prior to creating the audit summary as shown in the
diagram above).

AUDIT/TASK SCHEDULE PREVIEW AND POPULAR

REPORTS

On the Audit/Task Scheduler screen you can easily see the compliance for each item on

your Scheduler.

v If you click on the grey ‘print page’ button on the bottom of the screen (left)
and select preview, the schedule will appear (right).

v" Audits/Tasks will be displayed in groups (e.g. NSQHSS) with the % compliance
figure for each audit/task shown in the corresponding month.

v" When an audit is retired from the audit schedule, RiskClear will automatically
remove all future unfinished audits from the schedule for that audit.

v" Clicking the "Print page" button from the audit schedule main page displays
or prints a report showing audits with a compliance percentage figure next to
them (if it is attached to an audit summary). Completed tasks show a 100%
compliance figure next to them.
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- George Michael Memorial Hospital - Audit/Task Schedule with Compliance rates 2023
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AUDIT SCHEDULE REPORTS

There is a suite of Audit/Task Schedule reports that you can run for internal and external
reporting purposes. You can get to reports by selecting the grey “reports’ button at the
bottom of the Audit/Task Scheduler screen or from Reports on the Governance Tab.

Report types and features include:

REPORTS
20.00 (64)

From E] 01/08/2025 E]
To: () 31/08/2025 +)

Date Options:
O All records

(O By date range

Open reports folder

B show bedday/
admissions dialog
where applicable

Close

Search All reports
oAl ORisk  Olncident () Fback
O Quality () Governance () Other

10 All records summary

15 v'All Open Risk, Incident, Complaint & QI records |
101 v'Risk Register

102 Risk Register Grouped by Standard

103 v'Risk Records

104 v'Risk Register with Linked Records

105 v'Risk Field Analysis (graph)

107 v'Risk Clusters (interactive graph)

110 v'Top 10 Open Risks by Initial Risk Score

111 ¥'Top 10 Open Risks by Current Risk Score
112 Risk details by category/sub-category

113 Extreme & Major Potential Business Threats
120 Risk Category/Sub-cat and Bedday rate

122 v'Risk Monthly Distribution (interactive graph)
123 Risk Monthly distribution (graph)

140 Overdue Risk Actions

142 Currently Open Risk Actions

150 Risk Matrix

201 v'Incident Register

205 v'Incident Field Analysis (graph)

207 Incident Clusters (interactive graph)

212 ¥'Incident details by category/sub-category
220 ¥'Incident Category/Sub-cat and Bedday rate
223 Incident Monthly Distribution (graph)

224 Quarterly Incident Trends (graph)

225 Yearly Incident Trends (graph)

227 Patient Incidents Analysis

228 v'Medication Incident Analysis

240 Overdue Incident Actions

242 Currently open incident actions

250 Medication Events

251 Medication Event Sub-category Summary
255 Incidents by Health Fund

260 v'Risk Management Incident Report (Indicators)

v Mark favourite or
frequently used
reports by ticking the
“favourite’’ box

("] Favourite
[_] Show favourites only

What this report does

Select a report on the left to see
what it does.

v Audit/Task
Completion and
Compliance Rates

v Quarterly Reports
(graph format) by
audit groups

v" Print/Save/Email
functions

10



