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Proactive risk identification is integral in ensuring a culture of quality and safety in
Healthcare and Aged Care. Risk Registers are an essential element of risk management. A
Risk Register is a management tool that provides an organisation with information on its
risk profile and is a repository for risk information across all areas of activity. Risk
identification provides opportunities for success, innovation, and improved performance
by identifying gaps in capacity or service delivery.

Risks need to be properly managed as they have the potential to cause harm to patients,
staff and others and may affect the reputation and assets of the organisation.

Risk Records can be created in both RiskClear and RiskClear Direct and monitored and
reported on. However a Risk Register can only be created in RiskClear and is usually
done so in liaison with staff, senior management, the board, and governance committees.
Not every Risk Record in RiskClear needs to be on a Risk Register.
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CREATING RISK RECORDS (ONLY)

RISKCLEAR & RISKCLEAR DIRECT

FOR A RISKCLEAR USER
Click New Risk/Hazard on the Safety Page

STEP ONE: Enter the Date, Time, and Risk Description and Reported By details. (You can also
tick the To Risk Register box if you wish this record to appear on your Risk Register — otherwise the
entry will be saved as a Risk Record only).

STEP TWO: Complete Risk Rating details by clicking Add/Change and use the inbuilt risk matrix
to determine the risk level.

STEP THREE: Select the Potential business threat, Category and Sub-category as well as the
Cause and assign the Risk owners by clicking on the Add> button.

STEP FOUR: Click Add> to list Impact, Controls and Monitoring strategies.

STEP FIVE: Click Create New Action to complete and assign actions to mitigate or resolve the
risk (these actions need to be each closed off before the risk record can be closed).

STEP SIX: Tick the mitigated or resolved box and enter a Close Date to complete the record.
Click on Summary/Close to close and save the record and to proceed to the summary page.
STEP SEVEN: Complete Patient Status

STEP EIGHT: Tick whether the record requires risk analysis or not. If it, does you will be directed
to the Risk Screen.

Note you can also create a linked record if the incident relates to a clinical indicator or infection
record —and you can also create a linked QI (quality improvement) record.
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RISK DETAILS Date® | 02/03/2020

Description* o ***Covid-19 Pandemic: Worldwide Pandemic caus| of countries, closure of private hospitals and holds on elective
surgeries. Influx of Covid19 patients into hospitals with possibility of being over run, Private Hospital closures leading to downturn

(] Additional Info Record No 3835

P 7 SO AR S 7 SO SURE TR I FOOR PIOROT I TOY TR O
Recorded By* m RiskClear Training & Li~ Name: Giselle Latta Source*  Other ~  ReflD.
Risk rating details* Type Date Likelihood Conseq  Score Risk Level Impact Harm/distress To Patient And Staff X &
Initial 20/03/2020 Likely Major 16  Extreme Financial Harm x l
2% Add/Change > Review 20/01/2021 Possible Moderate 9  High F.F B Harm To Business x
Review 13/10/2022 Unlikely Insignificai 2 Low Harm To Hospital's Reputation x ¥
Controls  Clinical Management X &
Potential - Risk management X .
Business Threat* Major ~ Hospital Policies, Protocols And Procedures X
v
Category* Corp/Clin Bl Quick Pick Emerzency Mansacment X
Monitoring  Ongoing observation X a
Sub-category* Pandemic - Covid19 ~ gi Risk X '
. lity S M
Cause® pandemic . Quality Systems Management X =
Risk Owner(s)* Chief Executive Officer x Notes:  World Wide Pandemic declared March 2020 - ongoing
::::;;E:::;:;;:Eo : Review Risk Rating and Actions quarterly
IT Support X

Actions/ Action Date Action By Action Description Review Date Action Complete
Ut esd 2/03/2020 BCC Liaise with Health Department/Pandemic Response Team reg: 2/05/2020  2/05/2020
15/03/2020 BCC Hold Staff Meeting - update all staff regarding Covid19, govt su 15/03/2020 15/03/2020
15/03/2020 MT Provide regular updates via email and zoom as to the unfoldin 30/11/2022 4/11/2022 m
o 20/03/2020 DON In liaison with Managers ensure admission paperwork reflects 31/12/2022 4/11/2022 m
Unfinished 5/04/2020 ITC Arrange work from home set up/remote access for Corporate 15/04/2021 15/04/2021 m
7/04/2020 OSH Encure PPF cunnlies are availahle far Nurcing Staff 21/12/2m72  23/mHrma  EENEER Y

Likelihood ~ Consequence _
Acceptable Risk Level m - v 9 High o B Mitigated [ Resolved Close Date

Risk Register Area

" Create QI |
()= ) ) ) ()

2
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FOR A RISKCLEAR DIRECT USER
Click New Risk/Hazard on the Safety Page

STEP ONE: Enter the Date, Reporters Name and Reporters Position details.

STEP TWO: Enter a Description of Hazard including location.

STEP THREE: Enter any Corrective Actions taken.

STEP FOUR: This is where any comments or feedback from management will appear.
STEP FIVE: Click Create to complete and save the record.

Nominated management staff are notified via email of the new RiskClear Direct record.
The manager will then review, risk rate, assign further actions, determine if the
record needs to go on the Risk Register or remain just a Risk Record. The Manager

will also finalise the record. RiskClear provides feedback to the staff member of the
outcome of their reported event.

» - [u] X
RISK l HAZARD DETAILS Created by Giselle Latta on 18/10/2023 11:53:19 AM Record No.4001
Date* UL E Reporter's name* m Giselle Latta

Reporter's Position* RiskClear Training & Liaison Coording v~

Description of hazard* Area into Reception is very slippery when it rains - risk of patients and staff falling.

including location

. . A
Corrective Actions Action date Click 'Add' below to add one Occupations Health & Safety Manager X Click the button below to add

DON/GM X d tif
. 18/10/2023 or more people who ON a document if necessary

an}: corrective performed the action(s). Clinical Health Team X f \
actions taken or Click to link document
recommended by \ Add > )
reporter. Describe the action below

Signage and safety non-stick mats erected to bypass slippery area.
Drainage issue around entry to hospital which with heavy rain needs to be managed for a permanent solution

Messages log Message sent by RiskClear Training & Liaison Coordinator to gisel (30 Nov 2023 09:56
(2 messages) S am): eply

Drainage issue fixed and following heavy rain over weekend nil issues around entry -

issue resolved. [D 20f2 @

*
mandatory fields Cancel Save & Close

C J
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CREATING A RISK REGISTER

(RISKCLEAR ONLY)

RISK REGISTER FEATURES

Whilst Risk Records can be created in both RiskClear and RiskClear Direct - a Risk
Register can only be created in RiskClear. A Risk Register is usually created in liaison
with staff, senior management, the board, and governance committees and is reviewed
regularly. Typically, a Risk Register will have risks that effect business continuity — e.g. IT
outage, nearby competitor, staff culture, employee turnover, severe weather event etc.

A Risk Register has key features including:

\

Date
Area/Service

Standard (e.g. NSQHSS, Aged Care, ISO...)
Risk Description

Initial Risk Rating

Actions and Controls

Monitoring Strategies

Risk Owner

Revised Risk Rating

Review Date

N N N N N N N N NN

Adequacy of Controls (e.g. resolved or mitigated)

RISK REGISTER - GEORGE MICHAEL MEMORIAL HOSPITAL
Both open and closed records

Human Resource / People & Culture

15/03/21 HR/ 22 Loss Of Doctors and Key Personnel 3 2 H j* Succession Planning remains a * Quality Systems CEO H 19/03/2021 No No
3830 People strategic priority Management MT M 31/03/2022
and * Review and update Dr's * Risk Management ar
Culture Credentialling Contract Agreementsto * Reporting
better reflect market expecations + Leadership Training

* Increase the level of engagment
within the organistion creating a more
collegiate work environment

* Annual Staff and VMO Surveys to
monitor employee satisfaction

* Review and improve performance
appraisal and induction processes
based on feedback received.

* HR Management / Monitor Market
Place

* Contract of Engagement

« Employee induction and training

* Job descriiptions, performance
evaluation and development
opportunities

Impact Causes Current Controls Effectiveness

Staff Fragile staff and VMO engagement leads to Staffand VMO Engagement Program Willbe measured with stable staff and VMO
Patients high turnover and instability Team Building Day base

VMO Social Functions Increased staff, VMO and patient satisfaction
Hospital Reputation Compettive Renummeration survey results

RiskClear Reports Page 10 17 June 2022
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SETTING UP A SPLIT RISK REGISTER (Optional)

The "helicopter” view of seeing risks on your Risk Register is important, as is being
able to assign various risks onto a specific risk register. For example, the WHS/OHS
Committee will focus on WHS/OHS risks, whereas Finance will focus on business
associated risks and clinical risks will be focused on by clinicians.

If the Risk Register is a cake, then splitting the Risk Register into areas is like slicing
the cake and serving up the appropriate slice to the appropriate personnel.

To set up your Split Risk Register do the following:

Go to the Setup Tab and click on Advanced - go to the Risk/Incid Settings Tab (1)
and tick the Split Risk Register box (2) and click to create Split Risk Register Areas
e.g. Clinical, Corporate, WHS, Finance etc (3) and then click Close.

\gs | Fliack/Plus Settings | No Auditor Login, Sentry Alerts | Permissions

Note: Changes mad hare willffact al users:
RISK/MAZARD PAGE SETTINGS INCIDENT PAGE SETTINGS
] [V ——

b B st Risk Registor (K o Crvate Salt RIEK Regliter Aracs) ‘

Send al riskcs to Risk Regist Type the new description below then press Add
Aeditansi /Reg Co
Additonsi Rfieg Co
Additanal R/feg Ca
Additanal #/Rog Column 84 caption | E1

Description Oisplay
Risk Ref Caption  Ref ID. Carporat L]
Enable Teler o Baard whe: Finanial ]
Prompt for date CEO notif ma rsks Clolcal =
whs "]
Prompt for date DO natified for sl Extreme risks
Human Resource / People & Culture ™
Show mandatary Risk Location and Area e H

eported By caption o Recorded By

Make Monitaring Strategies field mandatory

_ R E] .

With the Split Risk Register Setup your Risk/Hazard Screen will look like this:
v" "To Risk Register’’ showing at the top of the screen.
v "Risk Register Area" with drop-down to select Register Area.

3 o b

RISK DETAILS Date* | 02/03/2020 ( Additional Info Record No 3835

Deseription* **Covid-19 Pandemic: Worldwide Pandemic causing ockdowns of countries, closure of Dnvale hosplta\s and holds on elective
9 il ospital closures leading to downturn

Recorded By* Source*  Other ~ RefID.

Risk rating details* Impact  Harm/distress To Patient And Staff

20/03/2020  Likely  Major

M Review  20/01/2021 Possible Moderate 9  High
Add/Change Review  13/10/2022 Unlikely Insignificai 2 Low
Potential
Business Threat* Major

Category® Cororcin Bl cuickpic |

Sub-category* Pandemic - Covid19

Cause™

XXX XXX X X XXX
am) @« @

Risk Owner(s)* :  World Wide Pandemic declared March 2020 - ongoing

e Review Risk Rating and Actions quarterly

XX XX
AR

Actions/ Review Date Action Complete -

Qutcomes” 2/03/2020 BCC  Liaise wi ent ic Resjonse Team reg: 2/05/2020  2/05/2020 (LI

15/03/2020 BCC Hold Staf HM eting - pd te all sta M regal rd ng uwdm govtst 15/03/2020 15/03/2020 (I
15/03/2020 MT Provide regular updates via email and zoom as o the uninld.r 30/11/2022  4/11/2022 [ selec ]
20/03/2020 DON In wio! lects 31/12/2022  4/11/2022 [ selecr |

Unfinished 5/04/2020 ITC A rCorporate 15/04/2021 15/04/2021 (LD
710417020 OSH F 217122007 230323 MEETE Y
Likelihood Consequence
Acceptable Risk Level ~ ~ | 9 High @ mitigat [JResolved Close Date
e

Human Resource / People & Culture
WHS,



S« |
-A\‘JEI"

RISK REGISTER | User Guide

CREATING A RISK RECORD FOR THE RISK REGISTER

Example: Covid-19 Worldwide Pandemic

v" Click "New Risk/Hazard"’ on the Safety Tab.

v" Complete the Risk/Hazard Record ensuring all the mandatory fields marked
with an * are completed.

v For this risk record to be on the Risk Register tick ““To Risk Register’’.

v For those clients that have the Split Risk Register setup (refer to 2.2 of this
guide) ticking “To Risk Register” will cause the "Risk Register Area’ to show —
from the drop-down menu select Risk Register Area — e.g. Clinical, Business,
Corporate, WHS etc.

-y o x
RISK DETAILS Date"  02/03/2020 () Additional nfo Record No 3835

Description*

Recorded By*

Potential

Category*
Sub-category*
Cause*

Risk Owner(s)*

Actions/
Outcomes™

Risk rating details*

Add/Change >

Business Threat*

***Covid-19 Pandemic: Worldwide Pandemic causinglockdowns of countries, closure of private hospitals and holds on elective

surgeries. Influx of Covid19 patients into hospitals with possibility of being over run. Private Hospital closures leading to downturn
PO Y S Sy 7 SR SR L TSI FU T R Y

m RiskClear Training & Li ~ Name: Giselle Latta Source* Other ~ | ReflID.
Type Date Likelihood Conseq Score Risk Leve Impact Harm/distress To Patient And Staff X &
Initial 20/03/2020 Likely  Major 16  Extreme Financial Harm b4 .
Review 20/01/2021 Possible Moderate 9  High Harm To Business x
Review 13/10/2022 Unlikely Insignificas 2  Low Harm To Hospital's Reputation x ¥
Controls  Clinical Management X a
- Risk management x .
Major v Hospital Policies, Protocols And Procedures X
v
Corp/Clin . Quick Pick Emergency Management x
Ongoing observation X a
Pandemic - Covid19 v Risk Management x '
Quality Systems Management x
v

Pandemic

Chief Executive Officer
Director of Nursing
Board/Chairman/CEO
IT Support

World Wide Pandemic declared March 2020 - ongoing
Review Risk Rating and Actions quarterly

X XXX

Review Date Action Complete

2/05/2020

Action Date Action By Action Description

2/03/2020 BCC

Liaise with Health Department/Pandemic Res| onse Team reg: 2/05/2020

Create New Action >

Unfinished

15/03/2020 BCC Hold Staff Meeting - update all staff regarding lovid19, govt st 15/03/2020 15/03/2020
15/03/2020 MT Provide regular updates via email and zoom as o the unfoldin 30/11/2022 4/11/2022
20/03/2020 DON In liaison with Managers ensure admission papé rwork reflects 31/12/2022 4/11/2022
5/04/2020 ITC Arrange work from home set up/remote access 1y Corporate 15/04/2021 15/04/2021
7/04/2020 NOSH Fnsure PPF cunnlies are available far Nursine Sta 21/12/2022  23/03/2023 Y

Acceptable Risk Level v

(=)

Likelihood Consequence

Moderate (g
)| =y

9 High B mitigate [JResolved Close Date

User
Manual

Print
Record

Risk Register Area )
Create QI
] - rate & Clinjig
Clinical

Cancel

hd

Corporate

Corporate & Clinical

Financial

Human Resource / People & Culture
WHS
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VIEWING RISK RECORDS AND/OR THE RISK REGISTER

When you click “’Search RiskClear”” from the Safety Tab, it shows you all risk,
incident and feedback records entered.

If you wish to just view those risk records that are on the Risk Register, then tick the
""Risk Register Box"’.

Note: e.g. You may have 232 Risk Records entered into RiskClear, however only 18
of those need to be/are on the Risk Register.

To see all risk records in RiskClear run Report 103 Risk Records.

To see only risk records that are on the Risk Register run Report 101 Risk Register.

(S Cm—
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RISK REGISTER (ONLY) REPORTS

101 Risk Register: Select Report 101 > choose the Risk Register Area (all or a specific risk
register) > choose your parameters (date, format, etc) > and click Run.

<\

v" 102 Risk Register grouped by Standard: Select Report 102 > choose the Risk Register Area >

choose your parameters > and click Run.

RISK REGISTER - GEORGE MICHAEL MEMORIAL HOSPITAL

8ot open and closed recrds

ur
1 3 2 . CEO W 19/03202 Ko Mo
E MT w0302
v

rce / People & Culture
2

111Top 10 Open Risks by
112 Risk detaifs

113 Extrome & Major
120 Risk Category/Su
122 ¥ Risk Monthiy D ve graph)
123 Risk Monthly dis
140 ¢ Risk

" include unfinished records

v" 104 Risk Register with linked Records: Select Report 104 > choose the Risk Register Area (all
or a specific risk register) > choose your parameters (date, format, etc) > and click Run.
v" This report shows Risk Register records that have incidents and/or complaint records linked to

them.

RISK REGISTER - GEORGE MICHAEL MEMORIAL HOSPITAL with linked records
80t open and cosed records

* Medicat L * Quality meat
e Pt
v

Corporate/Non-Clinical
3 Standard & Medication Safety. DON W 17/0872000 No Yes
n UR H 18/08/2020

17/08/20 Glinical
wn
KW 26082020

apss0ts
3403 30m9/2021
Incident: 30t 1102019
340 26972021
3632 16/05/2020  The Sé Regter wasn't signed. Medication
14/08/2020 54 medication not sgned for. Medication accounta

TskCivar Reparts Fage 2 23 fume 2022

(Note: Risk Reports 103, 105, 107, 110, 112, 113, 120, 123, 140 & 142 reports on all risk records

including those risks on the Risk Register)



