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INTRODUCTION

All hospital documents can be E )
linked and logged into the SRiSKCLEAT
searchable Document Register

P o T ]

EoN
within Risk Clear. The Document ol A

Staff
Credentialling

Register is found on the

Governance Tab.

All documents can be viewed

and updated from within the

register with version numbers
and renewal dates recorded.

If required a notification can be
sent to the document approver just prior to the document’s expiry date.

Before linking and logging your documents into RiskClear you need to determine
where on your network the documents will be stored. Usually this would be a shared
drive on your network which is backed up regularly to ensure your documents are safe and
secure. Shared drives on your network can also have various permissions set up appropriate
to the user’s access rights for added document control.

For example, the CEO/DON/Quality Manager would have read/write to both view and edit
documents, whereas general staff would only need read only to view the documents. This
protects the documents from being edited and provides document control.

It is particularly important that once the network location of the documents is agreed upon,
that the folder set-up is not altered in any way. Usually, this set-up is determined by
Senior Management and/or a Governance Committee. Any change to the folder location
or folder names on the network “’breaks the link’’ to the Document Register meaning it
cannot be accessed or viewed on RiskClear and will require “re-linking”.

Once the documents are linked in RiskClear there are additional security features and
permissions available to further protect and control your documents.

For example, certain documents (e.g. committee minutes or papers) can be marked as
confidential to ensure only committee members are able to see these documents and not
general users. (The confidential status is controlled in Permissions)
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4 Change Document Properties
Document ID: 88 [JHighRisk [ JHide in RCD [IRetire this document |
Document name*  MAC Meeting November 2023 Meeting Papers
Final doc | C:\Users\gisel\OneDrive\Desktop\Training Library\Exanéle RC Alerts.docx Ch
Document type*  Committee Meeting Papers /

Document Sub-type <None>

Document owner
Document expires

Legislated

(| Consumer review required

DON/GM v Standards
= A NSQHS 1 Clinical Governance x
CYes © No Notify. | 30 |days ffore/after
4
¥
([ Legislative body | 4
Confidential Access X

Note that this document might still be accessible by
staff via Windows File Explorer,

If in doubt, check with your IT Support.

| Create QI
Record

-

Update & Close

[ o

DOCUMENT SET-UP ON YOUR NETWORK

Once you have determined where on the network your documents are situated you will need
to determine the Document Folder Set-up. Below is an example of how this could be done
on a shared (S) network drive/location.

Set up folders by Document Type (1-8)

File path: L/01.Policies

» Giselle Pack » Hospital Ref Docs » Example Doc Gov Setup 2

| = | Example Doc Gov Setup 2
Home Share View
* —j & cut
w.! Copy path
Pinto Quick © Past .
macocesl;lc or e E] Paste shortcut
Clipboard
€« > v 4
~
5+ Quick access
[ Desktop E 4
3 Downloads ”~
Documents -
[&=] Pictures -
42 Google Drive -
Moming Pages
RC Examples for Clients
L/01.Policies/1.Clinical
~
[0 Mame
1.Clinical
2. Administration
3 WHS

Sub-
Folder

1 I New item ~ N |i4 Open FH setect an . .
e |5 X =0 $open | B8 File path:
ﬂ Easy access — | Edit 50 Select none
Move Copy Delete Rename New Properties o
to to - folder - 4 History EE Invert selection
Organise Select

Document Folders
1-8

Search Example Doc (

[ Mame Type
0. Policies @ 24/05/2021 11:13 AM File folder
02. Procedures @ 24/05/2021 11:07 AM File folder
03. Forms @ 24/03/2021 11:07 AM File folder
04, Patient Information @ 24/05/2021 11:07 AM File folder
03, Training & Education @ 24/05/2021 11:07 AM File folder
06.Committees & Meetings @ 24/05/2021 11:07 AM File folder
07. Surveys & Evaluations @ 24/05/2021 11:08 AM File folder
08, Administration @ 24/05/2021 11:10 AM File folder
Document Sub
Folders 1-3
Date modified Type

@ 24/05/2021 11:12 AM File folder

@ 24/05/2021 11:12 AM File folder

@ 24/05/2021 11:13 AM File folder
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DOCUMENT SET-UP ON RISKCLEAR

Now you have your folders on the Network set up, you can mimic the set up on RiskClear.

Go to the Document Register on the Governance Tab and open it.

2 - o X

Wi

sy I o R T

[ ]
iz

LEARNING
RESOURCES
Audit/Task Document Training Staff
Schedule Register Register Credentialling
Maintenance Renort Repair
Schedule eports Log
Contractor Asset vmo
Register Register Credentialling

Click on the Set-up button at the bottom of the screen and add your document folders
(policies, procedures forms etc), click close.

L4 =] X
Add New Document Type <All Document Types> ~  Standard <All Standards> v
Sub-type <All> v
Legis- High Document Expiry Owner/
Type Document Name (ciick to open) lated Risk Status Version Date Approver
Evacuation Procedure N ® InReview 50 01/11/2023  DPC Update
Medication Admini: lion Procedure N Overdue 55 11/11/2023  CEO Update
Medication Management Policy # Add/Change Document Register Types ‘ ) ) o RCTL Update
Clinical Coding Policy DPC Update
Code of Conduct Policy Type the new description below then press Add RCTL Update

cEo Update
RCTL

RiskClear Complaints Form | |
Infection Control Policy

Clinical Pathway Treatment Plan Policy
Wound Audit Tool

Description

01. NSQHSS 1 - CLINICAL GOV

02. NSQHSS 2 - PARTNERING WITH CONSUMERS
03. NSQHSS 3 - PREV & CONT HEALTHCARE ASSOC. INFECTIONS
04. NSQHSS 4 - MEDICATION SAFETY

05. NSQHSS 5 - COMPREHENSIVE CARE

06. NSQHSS 6 - COMMUNICATING FOR SAFETY

07. NSQHSS 7 - BLOOD MANAGEMENT

08. NSQHSS 8 - R&R TO ACUTE DETERIORATION

09. PATIENT INFORMATION

10. COMMITTEE'S

12 EVALLIATIONS AND SLRVEVS

19 records [ Show hidden

Data Entry into the Feedback Module - Ris|

Work Health and Safety Policy
Sick Leave Form

[T Update

Update
FV Update

Annual Leave Form

jing ¢ ints P
Admission Policy
Discharge Patient Procedure
A Document Search in Risk Clear Procedure
Incident Management Procedure
Open Disclosure Policy
Surgical Safety Policy

,.
C— = (e

elect field below to upd

M Update
A Update

OSH Update

IIIIIIIIIIIE

ES
A
9
=
[=]
2
®

RCTL Update

Close

« Document Types

Cancel
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Then click on add new document and select the appropriate *Document Type (Policy)
from the pull-down window (below), and sub-type (Clinical).

A u] X
Type  <All Document Types> - | Standard <Al Standards> g
Sub-type <All> ~
Legis- High Document ey G
Type Document Name (ciiek to open) lated Risk Status Version Date Approver
linical P: T nt Plan Poli ® -unknown- 144 13/05/2023  NUM Update
Document Management Policy -unknown- 22 24/05/2023  CEO m
PDO04 Open Disclosure Poli Overdue 72 21/09/2023  DON m
SPH Evacuation Procedures @ InReview 50 o/11203  oee  ([EED
B Qi Plan and Schedule 2023 F 2 Grange Documert Propesties
I DocumantiD: 51 TMghRik  CHidainRcD [ Canfidential [~ Rtirathis documant
Loce of Loncuct Tolicy Document name®  Code of Londuct Poley
rrr— NEC SEC- G Marl I’ cin o ([T
Completing an auditin Risk Clear Audit - Work Instruction } Documenttype®  PolicyDacuments Keeeedil unform, leave, entitements
Document Sub-type <Hene> | Consumer review required.
Community Wound Audit Tool 2016 L rrwciesr 1rovine &1 - T aioc o Standrds =3

M Data Entry into the Feedback Module - Risk Clear Work Instruction A 3 el Gemnance "

M AA Work Health and Safety Policy EXAMPLE ONLY
Bl DOCUMENT MANAGEMENT POLICY - ST ELSEWHERE EXAMPLE ONLY
Sick Leave Form

Annual Leave Form

/' Document axpices ©Yes Mo ENowfy 10 |days bafors axpiry

1 Logislativn body Fair Werk Act 2009

Updated o DocVer  Cxpireson:  Change Resson
jome 10 13/02/2001 Updated m par usial pobo review cycle and
13jo2am1 20 13/02/2026  updated s per usual pobey cyce revision

Documentation Policy

Open Disclosure Policy v2

(] Evaluation Results of HandRub Trial

M RiskClear Demo - 2022 Version

n rch in Ri: - In: ion

[l Blood Product Register

2 Z 2 2 2 2 2 2 2 z2z = < Z2 2 2 < 2 z 2 < =Z2

(STl Clinical Deterioration Audit

() JO Lo J (2] o9 doumens it retreddocuments J
:

The colour of the document Type field in the reflects a traffic-light status:

Red: More than 30 days overdue
Orange: Less than 30 days overdue
Green: Not due

DOCUMENT MANAGEMENT ON RISKCLEAR

Your ongoing document management and control is managed by accessing the document
properties.

To access the document properties, click on the update button in the Document Register.

I* RiskClea
i Once documents

are available in the a
Add New Document Type <All Document Types> ~ Standard <All Standards> Document Register, m ‘

use the UPDATE

Sub-type <All> hd button for ongoing
Legis- High Document document
Type Document Name (click to open, lated Risk Status Version management
yp ( pen)

Evacuation Procedure N @ In Review 50 01/11/2023  DPC
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The window below will appear, which calls out some of the key features:

e Document Location (or website) on your network where RiskClear links
your document to

e Document Owner and Type

e Document/Folder Type

e Link to Industry Standards

e Keywords to improve searchability of documents (by both title and content)

e Version Control including document expiry and auto send notifications

e Document Reviews (optional function for larger hospitals)

Note: The Document Title can be changed at the time of upload (e.g. the file may be called
Code of Conduct Policy Final Draft, but you may wish the title to appear in the Document
Register as Code of Conduct Policy

JF Change Document Properties

["JRetire this document

Document ID: 91 [JHigh Risk [_JHide in RCD [] confidential

Select
Document
Type and Sub
Type

"

Document name* ‘Code of Conduct Policy

Final doc location*

Document type*

Document owner ‘RiskCIearTraining &1~ ‘ #2 ‘<Se|ect Owner>

Document expires

Document
Location on
Network

p\RiskClear Governance\1.Document Library\NSQH

v‘ Keywords uniform, leave, entitlements

Add

keywords to
improve
searchability

Document Sub-type ‘ Policies

v‘ Oec

review required

v ‘ Standards

Links to Industry
Standards

OYes (O No

NSQHS 1 Clinical Governance
B notify days before expiry

Tick for those documents
requiring consumer

Legislated [ ] Legislative body ‘ Fair Work Act 2009 ‘ review
Document owner/s
Versions* Updated on: Doc Ver Expires on:  Change Reason
" 13/02/2018 1.0 13/02/2021 Updated as per usual policy review cycle and pRZ 13 X
13/02/2021 2.0 13/02/2024 Updated as per usual policy cycle revision procfl 2113 X

General comments

Draft doc location*

Dz Current status™
Review Process
is managed here (O Due for review

Version
Control
details

Approved by:

Click here to forward review document to others>

Latest review ReqChngs Date approved

OIn Review ‘<Se|ect Owner> - ‘ Email ‘ | J l:| X
(O In Circulation
Update and Close
(O Approved to Save your
| SR

Create QI
Record

v

Create a
Ql where
necessary

Delete document record Update & Close

If you attempt to add a document to the document register which has previously been added
then subsequently retired or deleted, RiskClear gives you the option of restoring the
previously retired or deleted document.



< L{E_\T’@;b DOCUMENT REGISTER | User Guide

DOCUMENT REVIEW

When a document is due for review the individual document register record can be expanded
by pressing the More >> button. This introduces status options, a linked review document
and multiple approvers for the document. The height of the form expands to show the
following fields:

Document Owner #2 is added alongside Document owner to give the option for a second
person to receive owner notifications.

2 Change Document Properties
Document ID: 91 [JHigh Risk [JHide in RCD (Jconfidential [JRetire this document

Document name*  Code of Conduct Policy

Final doc location®* C:\Users\gisel\OneDrive\Desktop\RiskClear Governance\1l.Document Library\NSQHSS 1

Document type* Policy Documents ~ | Keywords uniform, leave, entitlements
Document Sub-type <None> ~ [ Consumer review required
Document owner RiskClear Training & | v #2 |<Select Owner> v Standards
NSQHS 1 Clinical Governance X

Document expires ©Yes (O No ENotify days before expiry
Legislated B Legislative body  Fair Work Act 2009
Versions* Updated on: Doc Ver Expires on: Change Reason

. 13/02/2018 1.0 13/02/2021 Updated as per usual policy review cycle and p 113 X
13/02/2021 2.0 13/02/2024 Updated as per usual policy cycle revision pm( x

General comments Create QI
- e

< Less -

Draft doc location*

C t status™ Click here to forward review document to others>
urrent status Notification scheduled

(O Due for review Approved by: Latest review ReqChngs Date approved
OIn Review Director of Nursing v 20/10/2023 O O x
O In Circulation Consumer Services Coordir ~ @ 27/5 J O X

27/10/2023  <Select Owner> v | Email ) O x
(O Approved

Delete document record Update & Close

Current Status

Select the Due for Review option to show your intention to begin the review process on this
document. RiskClear will automatically select this option when it sends out an owner
notification as set above.

Selecting the In Review option means that the document owner is editing and updating the
review document.
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Selecting the In Circulation option will auto-populate today’'s date in the box to the right of
this option. It will also display a dialogue box asking whether you would like to notify all
approvers that this document requires their attention, and approval. The email notifications
will be queued by RiskClear Sentry and sent overnight.

Select the Approved option after all approvers have approved the record. RiskClear Sentry
will also notify when all approvals have been made.

Link the review document to the record by clicking the “Change Location” button to the right
of the Review doc’'mnt location field. Once linked, all reviewers can open the review
document by clicking on the link.

If you would like to send the review document to others, click the Click here to forward
review document to others> label and this will open your email client and attach the review
document ready for sending.

Select one or more approvers in the Approved By: field. To check or change their email, click
the Email button. To send one or more approvers another approval notification email, select
them in the Notify column, then press the Notify button.

Each time an approver checks changes to the document; they should enter a date in the Latest
review box. If they consider that changes are required, they should tick the ReqChngs box
and finally put the date they approve the document in the Date Approved box.

Once the document has been reviewed and approved, save it / link in the Final doc location,
update the Version History, and click Update & Close. It will now be available for staff to
access.

(Note the previous/current version is available for staff to use whilst the document review
process occurs.)
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DOCUMENT REGISTER REPORTS

Search All reports
REPORTS
v 20.00 (64) oall ORisk  Olncident () F'back [ Favourite
() Quality () Governance (O Other (] show favourites only

10 All records summary "
Date Options: From @ 01/08/2025 E] 15 VAll Open Risk, Incident, Complaint & Qi records | | [RAAMCIUIEC L LR

101 'Risk Register

O Al records To: [3 31/08/2025 O 102 Risk Register Grouped by Standard Select a report on the left to see
103 Risk Records what it does.
OBy date range 104 v'Risk Register with Linked Records

105 ¥ Risk Field Analysis (graph)
107 ¥ Risk Clusters (interactive graph)
110 ¥'Top 10 Open Risks by Initial Risk Score

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

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

122 vRisk Monthly Distribution (interactive graph)

OSaveasEog 123 Risk Monthly distribution (graph)
() Save PDF: select location 140 Overdue Risk Actions

142 Currently Open Risk Actions
OSaew as Excal 150 Risk Matrix
) Email PDF 201 ¥Incident Register

205 ¥Incident Field Analysis (graph)
(O Email Excel 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 ¥'Medication Incident Analysis

240 Overdue Incident Actions
Show
8 show bedday/ 242 Currently open incident actions

;m"' cne M" el 250 Medication Events
SEEC 251 Medication Event Sub-category Summary
255 Incidents by Health Fund

Report 510 - Document Register > filter by document status, type, expiry, type, owner

Report 512 — Approved Document Reports > show documents that have been approved
in the date range selected. For documents in the ‘more’ expanded mode the approval date is
considered to be the most recent updated by date in the version history.

Report 513 - All Overdue Documents > A list of documents which have passed their expiry
date.

Report 514 - Unapproved Document past Expiry > in standard mode it is document past
their expiry date, in more mode which have not yet been approved and are past expiry or are
marked as in review or in circulation. Displays approvers who have not yet approved the
record.

Report 515 - Upcoming Documents due within 30 days > shows all documents that will
expire in the next 30 days regardless of status. Excludes overdue documents.

Report 516 - Upcoming Documents due 3,6,12 months > shows all documents grouped
into 30-90 days, 91- 180 days and 181 — 365 days due.

Report 518 - Document Version History > Version history document with expiry dates in
the date range selected.

Report 519 - Document Register Index List > a simple display of the document registers
to use as a hardcopy index.



