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INTRODUCTION

Prior to starting this learning package, please ensure you have completed the
following:

v" Have accessed RiskClear via the Desktop and completed the once off registration
process (your name and role)

4% Enter your details X
Please complete your notification details before continuing ...

Your name (format: Jane Brown) Your position
Leanne Brown Director of Nursing ~

Your email address

leanne@hospital.com.au Continue

v" Accessed the RiskClear Manual from the Support Tab to assist you in completing
this learning package
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Support: 0401926 254 [ Remote Assistance Ch 1

Enquiries: 0472 697 319

—

Remote Assistance Ch 2

(S N

‘ Email Us ’ [ Start QuickSupport
View User Manual
o
.‘l‘. Check for Updates
LEARNING
RESOURCES View Licence Info

View EULA
RiskClear

Learning Package

Update Licence

www.riskclear.com.au
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QUESTIONS

(answers to these questions can be sourced from RiskClear and/or the RiskClear
Manual)

1. What is a Risk?

2. What is an Incident?

SAFETY TAB

(refer also to pages 7-37 in the RiskClear Manual)

* Helpful Hint: to exit a screen click on cancel, SAFETY or close

3. Which 6 buttons/modules are found on the SAFETY Tab of RiskClear?

4. What are the five tabs on the top right-hand corner of the SAFETY Tab?

5. RiskClear Navigation: A record generally comprises of one or more of three linked pages?
What are they? (refer to page 8 of the manual)

6. Click on NEW INCIDENT on the SAFETY Tab, select patient from the pull-down menu.
On the Incident Details Page under Incident Category provide 3 category examples:
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7. The navigation panel at the bottom of the Incident Details Page allows you to create and
link which kind of records?

8. Click on NEW RISK/HAZARD on the SAFETY TAB, on the RISK/HAZARD Page under Risk
Rating details click on Add/Change — a window appears:

- What are the three Risk Types? Initial

&

- There are 5 options for the likelihood of the risk occurring being Rare, Unlikely, Moderate,
Likely and

- There are 5 consequence options listed in the pull-down menu being insignificant, minor,
moderate, major and

- To close a risk you must indicate at the bottom of the Risk/Hazard Page whether the risk
has been mitigated or resolved by placing a tick in the box and entering the closed date.

9. The SEARCH RISKCLEAR button in the middle of the SAFETY TAB allows you to search
for all records entered for your hospital/site. List 3 record numbers from that screen
including the Date Closed (if applicable)

- At the top of this page there is the capacity to search the database by Descr/Rec No and by

- Double click on one of the records, this will take you to a Summary Page. This page
allows you to link documents, detail committee/meetings history and align to National
Standards. The Record Summary can be forwarded/emailed to whom?

Forward record to and Feedback to

Staff Messaging is also available to communicate back to the originator of the record.
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10. On the SAFETY Tab click on the NEW FEEDBACK button/module — across the top of this
window/page there are three types of feedback that can be recorded — what are they?

-Select Complaint: How is a Complainant and Consumer defined?

11. On the SAFETY TAB click on SNAPSHOT. This provides you with a live status snapshot
of your hospital’s incident and risk data. What are the four fields available on this screen?

12. On the SAFETY TAB click on REPORTS (reports can also be accessed from the
navigation panel at the bottom of each screen in RiskClear). The Report selector (top centre
of screen) shows the available report by type — you can look at ALL or by group — what are
the 7 groups of Reports including All?

-Select a report from the list - how do you mark a report as a favourite? (hint tick box)

13. What formats can you produce the report in?

PDF and

QUALITY TAB

(refer also to pages 40-56 in the RiskClear Manual)

14. On the QUALITY TAB besides Search & Reports, what are the other functions?
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15. Click on NEW CLINICAL (or Quality) INDICATOR on the QUALITY TAB - list 3 different
types of Clinical (or Quality) Indicators from the list.

16. Click on NEW INFECTION EVENT on the QUALITY TAB - on the bottom of that screen
there is Status — being Infection Confirmed and

17. On the QUALITY TAB click on NEW QUALITY IMPROVEMENT. Click on the Create
Action button — a window will appear. What are you able to do in this window?

18. On the QUALITY TAB, click on NEW SURVEY/EVALUATION. This is where surveys (e.g.
patient, staff) and evaluations (e.g. of products, processes) can be undertaken. On this
screen what are the three mandatory fields? (remember mandatory fields are noted with an

*)

19. On the QUALITY TAB, click on NEW AUDIT SUMMARY. This is where you able to link a
completed paper-based audit and complete a summary of your findings. The following
fields on this screen are mandatory - Date, Auditor, Auditee, Description, &

You can also link external documents and

20. On the QUALITY TAB click on SEARCH, this opens another screen. In this screen, across
the top you can narrow your search by selecting from the following:

All, Clinical Indicators, Surveys, Alerts & Quality Improvements

GOVERNANCE TAB
(refer also to pages 56-96 of the RiskClear Manual)

21. On the GOVERNANCE TAB click on the AUDIT/TASK SCHEDULE - list below 3 audits
appearing on your schedule:
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Now click on any of the crosses that appear on the schedule — another window appears.
When you select click to link document — what happens?

Read pages 58-64 of the RiskClear User Manual for further details on creating and
completing audits either via a tablet or manually if this is part of your role.

22. On the GOVERNANCE TAB click on DOCUMENT REGISTER, all hospital documents
(e.g. policies, procedures, templates) are linked and logged within this searchable register.
List below names of three documents and their version number and expiry date:

23. On the GOVERNANCE TAB click on the TRAINING REGISTER. This Register unlike
other functions in RiskClear utilises trainee people names rather than their positions. At the
top left of the screen are two teal buttons one is new scheduled training and the other is

24. On the TRAINING REGISTER PAGE there are two tick boxes top right of the screen.
What are they?

25. On the GOVERNANCE TAB when you hover over the STAFF CREDENTIALING button,
what does it say?

26. On the GOVERNANCE TAB click on VMO CREDENTIALING. Is there a search function
on the screen? Where is it? (N/A for Aged Care)

27. On the GOVERNANCE TAB, click on the MAINTENANCE SCHEDULE. What are the two
drop-down menus across the top of the screen? Give an example of each also.
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Read pages 78 -79 of the RiskClear User Manual for further details on how to add and
schedule maintenance tasks and link to the Contractor Register if this is part of your
role.

28. On the GOVERNANCE TAB, click on the CONTRACTOR REGISTER. There are 6 headings
on this page being Company Name, Company Contact, Contact Phone, Due Date,
& Sent.

Read pages 85-88 of the RiskClear User Manual for further details on how to add new
contractors and set up email notifications if this is part of your role.

29. On the GOVERNANCE TAB, click on the ASSET REGISTER. Click on the Category drop-
down and provide 2 examples of Asset categories. Give an example of each.

30. On the GOVERNANCE TAB, click on the REPAIR LOG. Click on New Repair Request- in
this window name 2 fields that determine the Priority Level of the repair.

Read page 81 of the RiskClear User Manual for further details on the Repair Log
(completing, viewing, notifications)

SUPPORT TAB

(refer to page 97 in the RiskClear Manual)

The SUPPORT TAB displays the support telephone numbers and provides an Email Us
button which will create an email message pre-addressed to RiskClear support. It also
provides access to the RiskClear Website, Remote Assistance, Learning Package, Training
Resources, and the User Manual.
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Support: 0401 926 254
Enquiries: 0472 697 319
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RiskClear
Learning Package
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Remote Assistance Ch 1
Remote Assistance Ch 2
Start QuickSupport

View User Manual
Check for Updates
View Licence Info

View EULA

Update Licence

www.riskclear.com.au

Our Learning Resource Library has training guides and videos on each module of
RiskClear and this self-paced learning is designed to assist users in maximising their

knowledge and use of the software.

RiskClear also provides weekly e-Training sessions via Zoom - speak to your

DON/Manager for details.

SETUP TAB

(refer to pages 98 -128 in the RiskClear Manual)

The SETUP TAB allows for the personalisation of 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. Several administrative functions are managed
through this page by senior staff (e.g. Quality Manager, NUM, DO, GM).
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General: Add/change dropdown items: Administration:
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Quality Improvement Repair Log

Qind Group Cases

Surgeon Case Data

Close

30. On this tab click on the red All Staff & Email button. A window appears which allows
you to add the staff position or name, along with their

- There are 2 tick boxes to the right of this screen being Auditor &

For Manager/Supervisor Use Only — Answer Package available via Support>Training

Resources

Trainee Name Trainee Signature

Coordinator’s Signature

Training Coordinator/Manager

Date of Completion

/30
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