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INTRODUCTION 
 

RiskClear is a comprehensive and robust single source solution for all your governance, 

reporting and quality management requirements.   

 

 

GOVERNANCE REPORTING QUALITY 

MANAGEMENT 

 

✓ Risk & Incident 

Management 

 

✓ Feedback & 

Complaints 

Management 

 

✓ Quality Improvement 

 

✓ Document Register 

 

✓ Training Register 

 

✓ Credentialling 

Register 

 

✓ Contractor & Assets 

Register 

 

✓ Maintenance 

Schedule 

 

✓ Risk, Incident & 

Quality Registers 

 

✓ Feedback & 

Complaints 

 

✓ Workplace Hazards 

 

✓ Clinical Indicators 

 

✓ Infection Events 

 

✓ Live Snapshot Status 

of your key risks & 

incidents 

 

✓ Comprehensive & 

flexible Reports Suite 

 

✓ Audit & Task 

Schedule including 

audits on tablet 

 

✓ Survey & Evaluation 

 

✓ Clinical Indicator 

Benchmarking 

 

✓ Infection Events 

 

✓ Quality Improvement 

Register 

 

✓ Supports and 

centralises your 

Accreditation 

Preparedness 

 

✓ Timely Alert 

Management 

 

 

 

This User Guide provides examples (only) of how you can utilise RiskClear within your local 

governance and network setting.  These examples provide options as to how you can 

effectively link various features in RiskClear to resources and documents located on your 

Network.  
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SECURITY 
 

Your Network has various secure locations for documents and resources, many of which can 

link to RiskClear. Your Network may have various security settings such as Windows secure 

sign in and/or a user profile to ensure that only appropriate personnel can view and/or edit 

these resources.   

RiskClear also provides various permission levels for users depending on their role and 

access requirements.  The various security settings afforded by your Network and RiskClear 

increase your data’s security and provide mitigation against data breaches. 

 

 

The Setup Tab of RiskClear is where you can set up and personalise your copy of RiskClear 

for notification purposes as well as for the addition, alteration and hiding of information that 

appears in drop-down boxes throughout RiskClear.  (Refer to the RiskClear Manual available 

on the Support Tab of RiskClear for further information.) 
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NETWORK SET UP EXAMPLES 
 

Consider aligning the Folder Set-up on your network (shared drive) with the features and 

functions of RiskClear. For example: 

Shared Drive Network Folders mapped to RiskClear Functions 

Network Folder RiskClear Function 

1. Document Library > 1. Document Register (Plus Tab) 

2. Staff Training & Credentialling > 2. Training Register (Plus Tab) 

3. VMO Credentialling > (n/a for Aged Care) 3. VMO Credentialling (Plus Tab)  

4. Maintenance & Contractors > 4. Maintenance Schedule & Contactor Register (Plus 

Tab)  

5. Audits & Tasks > 5. Audit /Task Scheduler (Plus Tab) 

6. Surveys & Evaluation > 6. New Survey/Evaluation (Quality Tab) 

7. Quality Improvement > 7. New Quality Improvement (Quality Tab) 

8. Alerts & Advisories > 8. New Alerts (Quality Tab) 

9. Infection Event Results > 9. New Infection Event (Quality Tab) 

10. Clinical /Quality Indicator Benchmarking > 10. New Clinical/Quality Indicator (Quality Tab) 

11. Reports >                                                             11. Reports (Home, Quality & Plus Tabs) 

12. Repair Jobs > 12. Repair Log (Plus Tab) 
 

As per the diagram below each of the 12 folders on the Network align with the 12 

functions in RiskClear.   
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It is important where possible to determine your network folder location and folder names 

before you start linking documents and/or folders in RiskClear. Remember if you change 

the location or folder name after you have linked records in RiskClear, the link will 

break, and the message below will appear asking you to re-link the document to the new 

network location. 

 

 

 

DOCUMENT LIBRARY > DOCUMENT REGISTER 
 

The Document Library set up on your Network can align with your RiskClear Document 

Register set up. The diagram below shows an example set up of a Document Library and its 

sub-folders.  
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Now your Document Library is set up on your network you can link documents using the 

Document Register. 

STEP ONE: Click on the “Setup” button (bottom of the screen) upon which a blue 

Add/Change Document Register type window will appear. Enter the document types (mimic 

the Document Library on your network), click on “Add” and when finished click ”Close” to 

save. 

STEP TWO: Click on “Add New Document” and it will open the browser on your Network 

where you can navigate too and select the document you wish to link. (e.g. RiskClear 

Learning Package in the Training Resources sub folder of your Document Library) 
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Once the document is selected, the grey ‘’New Linked Document’’ window will appear. 

Complete the details including selecting the document type, which NSQHS (or other) 

Standard it aligns to and click ‘’Update & Close’’ to save the record.
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STAFF TRAINING AND CREDENTIALLING > TRAINING AND STAFF 

CREDENTIALLING REGISTER 
 

The Staff Training and Credentialling set up on your Network can align with your RiskClear Training and Staff Credentialling Register set up.  

The diagram below shows an example set up of your Staff Training and Credentialling Folder and their sub-folders.  

 

 

Yellow indicates the Staff Credentialling File Path and Green indicates the Staff Training File Path on your Network. 

Now your Staff Training and Credentialling Library is set up on your network you can link documents using the Training Register and Staff 

Credentialling Registers in RiskClear.
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________________________________________________________________________________________________________________________________________________________ 

STAFF CREDENTIALLING 

 

STEP ONE: Open the Staff Credentialling Register in RiskClear and click on ‘’New Staff’’ 

STEP TWO: A ‘’Create Staff Credentialling Record’’ dialogue box appears - add the staff members name and click on ‘’Create’’ 

STEP THREE: Complete the staff members details, including adding any new certification items.  Click on the link staff folder and it will open 

the browser on your Network 

STEP FOUR: Navigate to the RiskClear Governance Folder on your network 

 

STEP FIVE: Find the folder on your network that you wish to link (e.g. AHPRA) and click on Select 
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________________________________________________________________________________________________________________________________________________________ 

TRAINING REGISTER 

 
  

 

                                                               

                     

                                     

 

 

 

 

 

 

STEP ONE: Go to the Training Register on the Plus Tab and 

find George Michael from the listed staff 

STEP TWO: Click on ‘’Open’’  

STEP THREE: The Update Training Record dialogue box will 

appear 

STEP FOUR: Click on ‘’Open Trainee Folder’’ and/or ‘’Link to 

Inservice Folder’’ – this will open the browser on your network 

STEP FIVE: Navigate to the RiskClear Governance Folders on 

your network: 

 

STEP SIX: Select George Michael’s Training Folder (which is 

where all his training certificates and evidence of courses 

completed is saved too) to link this folder to his records in the 

Training Register.  Linking this folder to one training record will 

link it automatically to all his training records. 

STEP SEVEN: Select George Michaels In-service Folder (which 

is where records of attendance to in-services are saved) to link 

this folder to his records in the Training Register on RiskClear. 
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VMO CREDENTIALLING > VMO CREDENTIALLING REGISTER  

(N/A for Aged Care) 
 

The VMO Credentialling set up on your Network can align with your RiskClear VMO Credentialling Register. 

The diagram below shows an example set up of your VMO Credentialling Folder and their sub-folders on your network and how to link these 

folders to your respective doctors in RiskClear’s VMO Credentialling Register. 
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STEP ONE: Go to the VMO Credentialling Register on the PLUS tab in RiskClear and find Dr Frida 

Kahlo from your listed Doctors and click ‘’Open’’ 

STEP TWO: Dr Frida Kahlo’s Credentialling Record will open. Click ‘’Link to Folder’’, this will open 

the browser on your network 

STEP THREE: Navigate to the RiskClear Governance Folder on your network - 

 

STEP FOUR: Select Dr Frida Kahlo’s folder (this is where all her credentialling documents, 

certifications, contracts, references, bylaws etc are saved to on your network)  

STEP FIVE: Dr Frida Kahlo’s Folder and subfolders are now linked to her Credentialling Record in 

the VMO Credentialling Register in RiskClear. From now on the ‘’Link to Folder’’ button will say 

‘’Open VMO’s Folder’’.  (To unlink it, click on the cross) 
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MAINTENANCE AND CONTRACTORS > MAINTENANCE SCHEDULE AND 

CONTRACTOR REGISTER 
 

The Maintenance and Contractor folders set up on your Network can align with your RiskClear Maintenance Schedule and Contractor Register. 

The diagram below shows an example set up of your Maintenance and Contractors Folder and their sub-folders. 

 

Green indicates the Maintenance File Path and Purple indicates the Contractor File Path on your Network.  With these folders set up you can 

now link these folders to the RiskClear Maintenance and Contractor functions in RiskClear.
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_________________________________________________________________________________________________________ 

MAINTENANCE SCHEDULE 
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_________________________________________________________________________________________________________ 

STEP ONE: Go to the Maintenance Schedule on the Plus Tab of RiskClear and find Air Conditioning Systems on the schedule 

 

STEP TWO: Click on ‘’Edit’’ and the ‘’Update a Maintenance Task’’ dialogue box will open.  

 

STEP THREE: Hold down the shift key and click on ‘’New Link’’ which will open your network browser. Navigate to

 

and select the Air Con folder on your network to link it in RiskClear. This folder is where all your air conditioning 

maintenance/service records are saved.  

 

STEP FOUR: Go to November on the Maintenance Scheduler and click on the ‘’X’’, this will open the Maintenance Task dialogue 

box.  

 

STEP FIVE (optional): You can also link the Air Con folder on your network here in RiskClear as per instructions in Step 3. 

 

STEP SIX: Update the maintenance completed on field (date) and close the window, which will turn the X from red to green 

(complete) on the scheduler. 
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CONTRACTOR REGISTER 
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STEP ONE: Go to the Contractor Register on the Plus Tab of RiskClear and find Air Conditioning Systems on the list of contractors 

and click ‘’Open’’ 

 

STEP TWO: The ‘’Update Contractor Details’’ dialogue box will open. Complete details as required. 

 

STEP THREE: Click ‘’Link to Contractor Folder’’ which will open your network browser, navigate to 

  

and select the Aircon Mechanical Services Folder to link it in RiskClear. This folder is where you save all your Contractor documents 

such as indemnity, workers compensation insurance, public liability, and contract details. Now your folder is linked the button in 

RiskClear will now say: 

 

 

STEP FOUR: Add in any comments and then click on ‘’Update and Close’’  
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_________________________________________________________________________________________________________ 

 

ASSET REGISTER 

  

STEP ONE- Go to the Asset Register on the Plus Tab of 

RiskClear and find Anaesthetic Machines on the list of 

assets and click ‘’Open’’ 

STEP TWO – The ‘’Update Asset Details’’ dialogue box 

will open. Complete details as required. 

STEP THREE – Click ‘’Link to Asset Folder’’ which will 

open your network browser, navigate to 

 

and select the Aircon Mechanical Services Folder to 

link it in RiskClear. This folder is where you save all your 

Contractor documents such as indemnity, workers 

compensation insurance, public liability, and contract 

details. Now your folder is linked the button in RiskClear 

will now say: 

 

STEP FOUR – Add in any comments and then click on 

‘’Update and Close’’  



GOVERNANCE & NETWORK | User Guide 
 

 

 

AUDITS AND TASKS > AUDIT TASK SCHEDULER 
This diagram and instructions show you how to link any completed checklists and paper-based audits saved on your network to the Audit/Task 

Scheduler in RiskClear.
STEP ONE: Go to the Audit/Task Schedule on the Plus 

Tab of RiskClear and find Emergency Trolley Checklist 

on the schedule. Click on ‘’Edit’’ and the ‘’Edit an Audit’’ 

dialogue box will open. 

STEP TWO: Hold down the shift key and click on ‘’New 

Link’’ which will open your network browser. Navigate to  

 

STEP THREE: select the Completed Checklists folder on 

your network to link it to RiskClear. This folder is where all 

your scanned emergency trolley checklists are saved.  

STEP FOUR: Go to June on the Audit/Task Scheduler and 

click on the ‘’X’’, this will open the ‘’Update an Audit’’ 

dialogue box.  

STEP FIVE: Type in the ‘’Audit completed on’’ date.  You 

can also link the ‘’Completed Checklists’’ folder on your 

network here instead of the ‘’Edit an Audit’’ dialogue 

box as per instructions in Step 2.  

STEP SIX: Click “Create Audit Sumry’’ which will open 

an Audit Summary for you to complete and add a 

compliance score. Click ‘’Close’’ once completed. 

The red cross on the schedule will for June now turn 

green (complete). 
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SURVEYS AND EVALUATIONS > SURVEYS/EVALUATIONS 
Click the New Survey/Evaluation button from the Quality Home Page to create a new Survey/Evaluation record below:  

 

Any survey/evaluation reports can be saved on your network – see example below: 

 

 

 

Survey/Evaluations are different to other records in RiskClear in 

that the page itself contains all records relating to a particular 

Survey/Evaluation. Survey/Evaluations are usually batched by 

month.  

Examples of Surveys include: 

o Patient 

o Staff 

o VMO 

Examples of Evaluations include: 

o Product Trials 

o Staff Orientation Program 

o Peformance Appraisal Process 

 

You can create a new record within the Survey/Evaluation by 

clicking the “New Survey/Evaluation Record” button.  

Scroll between existing records by using the navigation buttons 

to the left of the “New Survey/Evaluation Button”. 

Reports can be run via the Reports Suite in RiskClear and 

include: 

o Survey/Evaluation Response Analysis 6 months 

o Survey/Evaluation Response Analysis 6 months (%) 

o Survey/Evaluation Response Report by Survey Type 

(graph) 

o Survey/Evaluation Response by Month (graph) 

o Monthly Survey/Evaluation Summary 

o Blank Survey/Evaluation Form 
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QUALITY IMPROVEMENTS 
 

Click ‘New Quality Improvement’ from the Quality Home Tab to create a new QI record.  

The Quality Improvement Screen records the Date, Source and the NSQHS or other Standard(s) that the idea addresses. More than one 

standard can be selected. Details of the idea or improvement are recorded in the Description text field. (You can click inside the description box 

to display the Zoom Box. This will give you a larger area in which to type plus spellcheck and copy and paste functions.) Enter the position and 

name of the person who originated the QI. If you were the originator, click the ‘Me’ button which will auto-fill in these fields with your details. 

Select the Area of Improvement. The QI Owner is the person responsible for evaluating and/or implementing the QI. 

You can link corresponding documentation relating to the QI 

by clicking on New Link>.  To link a document just click New 

Link to link a folder hold down the shift key then click New 

Link>. 
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ALERTS, ADVISORIES & STAFF COMMUNICATIONS 
 

To alert appropriate staff of an Alert, Advisory or Staff Communication go the Quality Tab  

 

 

Click ‘’New Alert’’ - the following screen will appear: 

 

  
 

 

 

You can link the TGA Alert, Advisory or 

Staff    Communication to the record by 

clicking on  and 

linking either a single document – or if 

you hold the SHIFT key down whilst 

 it will link a folder.  
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INFECTION EVENT RESULTS 
 

Infection Events in RiskClear can be found on the Quality Tab. 

 

 

 

 

 

 

 

 

You can link a pathology report to the Infection Event Record by 

using the   function.  To link a folder simply 

hold the shift key down whilst . 

Once a document is linked it will say ‘’open linked document’’. 
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CLINICAL (QUALITY) INDICATOR BENCHMARKING 
 

Clinical Indicators in RiskClear can be found on the Quality Tab. Clinical Indicators measure the extent to which set targets are achieved. 

They are expressed as numbers, rates, or averages that can provide a basis for clinicians, organisations, and planners aiming to achieve 

improvement in care and the process in which patient care are provided.  
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Clinical Indicator Benchmarking Reports  

can be saved into the Clinical (Quality) Indicator Folder as part of your 

Governance setup ready for review by your relevant Hospital Committees 

and for provision to external regulators and benchmarking groups.
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REPORTING > REPORTS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The Reports page can be accessed from all update pages of RiskClear. 

The Report selector shows available reports which vary according to the 

report type buttons selected e.g. All, Risk, Incident, Feedback, Quality, 

Plus and Other.  ‘Other’ contains general reports not specifically related 

to any one group. 

When a report is selected, a description of the report is displayed to 

the right of Report selector. 

A report can be marked as a “favourite” by highlighting the report and 

placing a tick in the “Favourite” box above the description.  This will 

cause a tick to appear to the left of the reports number in the list. 

By default, the report will be displayed on your screen in preview mode.  

Selecting the “Print” option will display the Windows print dialog before 

printing.  “Save PDF to desktop” will convert the report to Adobe® 

Acrobat® format using the report’s name and place the file on your 

desktop.   

A summary of all filters and conditions is shown, however the appropriate 

filters will be displayed depending on the report selected. 
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(REPORTS CONTINUED) 

If you wish to save a PDF report into a particular location e.g. RiskClear Governance > Reports select the “Save PDF: Select location” 

option.  To save the report as an Excel document select the “Save Excel to desktop” option 

 

  

Reports generated from RiskClear can be saved on your network 

- see example > 

Please refer to the training resource library on the 

support tab in RiskClear for corresponding training 

guides and/or videos. There is a resource for every 

module in RiskClear. 
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11. REPORTING > RPOR 

REPAIR LOG 

TS 

  

STEP ONE: Go to the Repair Log on the Plus 

Tab of RiskClear and click ‘’New Repair 

Request’’ – a Repair Log window will appear. 

STEP TWO: Complete repair details as required. 

STEP THREE: Choose the likelihood and 

impact from the dropdowns to calculate a 

Priority Level 

STEP FOUR: Select from Reported by 

STEP FIVE: The Supervisor/Manager will 

complete the Contractor/Supplier, completed 

on and by as well as cost once determined by 

clicking on Open and updating the record. 

STEP SIX: Click Update & Close 

Note – you can create a Risk or QI record if 

necessary, which will be linked to the Repair 

record. Or you can link an existing Risk or QI 

record. 


