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INTRODUCTION

2
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Staff can be administered from ST TR AT
the Staff Credentialling Register. K
This is like the VMO X

Credentialling register but for
healthcare staff.

Audit/Task Document Training
Schadule Registar Register

VMo
Credentialling

The Staff Credentialling ‘ e ’ [ ot
Register is found on the
Governance Tab of Risk Clear.

As the Staff Credentialling function uses the staff records in the training register this Set Up
Guide has been divided into Option A or Option B:

Option A: For those already using the Training Register on RiskClear

Option B: For those not using the Training Register on RiskClear but who would still like to
use the Staff Credentialling function.
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OPTION A: FOR THOSE ALREADY USING THE

TRAINING REGISTER ON RISKCLEAR

STEP ONE: To open the register, click on the Staff Credentialling Register button on the
Governance menu (see above) to display the following panel:

L3 [u} X
Staff Area Cart

Name <All Areas> ~  CertType Due Date Due
Mike Rudd Finance Appraisal 10/12/2023
Steve Carell Administration Appraisal 10/12/2023
Jane Fonda Administration Appraisal 10/12/2023
Harry Line Nursing - Wards Hand Hygiene 10/02/2024
David Bowie Nursing - Theatres Hand Hygiene 11/02/2024
Lou Reed Finance Appraisal 17/02/2024
George Michael Nursing - Wards Hand Hygiene 30/04/2024
Joan Crawford Administration Appraisal 5/05/2024
Greg Chapell Nursing - Wards AHPRA Registration 13/05/2024
Humphrey Bogart Allied Health AHPRA Registration 17/05/2024 m
Ingrid Bergman Housekeeping Appraisal 10/06/2024
Bon Scott Finance Police Check 14/10/2024
Kevin Kline Administration Appraisal 10/11/2024 m
Dirk Bogarde Labatory / Administration Appraisal 10/11/2024 m
(=) G () ) s

As this function uses the staff records in the training register, you should see these records
here already.

STEP TWO: To attach credentialling details click the “open” button of the staff member: e.g.
George Michael

Mike Rudd Finance Appraisal 10/12/2023 w

Stewe Carell Administration Appraisal 10/12/2023

Jane Fonda Administration Appraisal 10/12/2023

Harry Line Mursing - Wards Hand Hygiene 10/02/2024

David Bowie Mursing - Theatres Hand Hygiene 11/02/2024

Lou Reed Finance Appraisal 17/02/2024 m
“George Michae! | Mursing - Wards Hand Hygiene 30/04/2024
“Joan Crawford Administration Appraisal 5/05/2024 w

Greg Chapell Nursing - Wards AHPRA Registration 13/05/2024

Humphrey Bogart Allied Health AHPRA Registration 17/05/2024

Ingrid Bergman Housekeeping Appraisal 10/06/2024

Bon Scott Finance Police Check 14/10/2024 (i

Kevin Kline Administration Appraisal 10111202+ (RN

Dirk Bogarde Labatory / Administration  Appraisal 10/11/2024
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The following panel appears:

STEP THREE: Click the “link to staff folder’’ button

2
Staff Area Cert
Name <All Areas> | Cert Type Due Date Due
Mike Rudd 4} George Michael X m RiskClear Governance » 2.Staff Training & Credentialling > Clinical Staff > George Michael >
s o= —
Name
Jane Fonda Name  George Michael Open o
Harry Gine ermat o — Audrey Hepburn
pavid Bowie Ar Nursing - Ward \ R
ea ursing - Wards
el =3 Gaorge Michas!
AHPRA No. NMW 445566778
Gearge Michael ———— =3 e
| ypsy Rose
Joan Crawford w certification item Send  Lostsent =3
Greg Chapell Expiry L=md oy Hugo Flynn
« AHPRA Reglstration O 31/05/2024 » @ m X - a ,
Humphrey Bogart Open Jane Fonda
(A « Appraisal 0O 23/05/2024 » @ m X
Ingrid Bergman | Jane Smith
« Contract L g B 18/10/2023 » O (e B3 [ ocen ] fane Smit
Bon Scott .
; * Covid 19 Vaccine 0O 01/11/2024 » @ m X g Kevin Kline
Kevin Kline
*CPD 0 30/11/2024 » @ m x Staff Inservices
Dirk Bogarde: - —
« Hand Hygiene O 30/04/202 |» (] =0 x Steve Carel
= Immunisations () 05/12/2024 b @ m x Y
* Onboarding Checklist B 1s/10/2023 » O m x Name
» Police Check ») 18/10/2024 » @ m x AHPRA
e B 1s/10/2023 » m x o
v
HR
pr—
Comments | George Michael commenced employment 18/10/23
[ S— Insences
o - Folice Checks
Page r Sl Close
B Notify Statt 14 daysbefore andevery 3 days after Reference Chacks
B Notify co-ordinator 30 days before expiry  Co-ordinator m Director of Nursing v Training
—

STEP FOUR: Navigate to that staff members folder on your secure network and select
their folder to link it to the RiskClear Staff Credentialling Register (see above).

(Remember changing the folder name or location on your secure network will break the link
requiring you to re-link the folder)

STEP FIVE: Click "Add new certification item" button and select the relevant certification
items (once off or repeat items) for that staff member, then enter the completion &/or expiry
date for each. The "Once-only" option alongside certification items in the Staff credentialling
are for items such as Contract, Reference Checks, Onboarding Checklist that are done once
only at commencement of employment. Other repeating Certification Items such as
AHPRA, Performance Appraisals and Immunisations have an Expiry date which can be
updated accordingly.

You can also alter number of days before the expiry date that the email reminders are to be
sent (see page 6). Select the hospital coordinator, then click "Close & Save".

You can also de-activate staff by removing the tick from the "Active"” box at the bottom of
the screen. As the training and staff credentialling registers are linked, this will also retire the
staff member from the training register, and vice-versa.

B Notify Staff 14 days before and every 3  days after
B Notify co-ordinator 30 days before expiry Co-ordinator m Director of Nursing v

@ Active Close & Save
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ADDITIONAL FEATURES INCLUDE:

Comments Box
- Is where you can enter notes on a particular staff member’s record
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- Enables you to see when the last notification was sent for each Staff members
certification item/s by. The "Last sent" field is between the "X" button (which
deletes the certification line) and the "Resend" button. If it's blank, no notification

has been sent yet.

HR Details function:

- Is available via Permissions to those staff (DON, HR Manager) that need access to

the Staff Members HR details for legitimate reasons
- This button is visible only to those with HR Detail access

- Clicking HR details opens the HR Panel where you can add details around their

contact details, NOK, contract hours and type

- You can also link their HR folder on your network to their HR record on RiskClear

If you need to add certification items to the list, click the Setup button and select
"Certification items”. E.g. Covid Vaccination, Vaccinations, Reference Checks

4 Enter New Staff Members Name Here X
[ 1R Details ] S5 4 HR Details - Enter New Staff Members Name Here X
Name Enter New Staff Members Name Here
ok jio stald Name Enter New Staff Members Name Here
Emall folder
) Address 1 Rodeo Drive
Area Nursing - Theatres e Nodh Sodiiey
‘ AHPRA No. 23344567875543534525 Tokdec2 NSW
Dateof Birth  02/08/1991 | Format: 01/06/1980
e e o =
only  date Expirydate  Notif toseff Phone number 1234567
« AHPRA Registration r 31/05/2024 X
0 /052024 b8 =) Emai e@haspiabcoran
« Contract @ 04/12/2023 MiC] = x
Next of Kin Ty Spouse
« Covid 19 Vaccine 0 04/12/2024 b @ [ rens B3 =
NOK_Name Derek Sheppherd
« Immunisations O 04/12/2024 » B m X
NOK_Phone 121212121212
« Onboarding Checklist 8 04/12/2023 » O =) x i
NOK_E
« Performance Appraisals 0 04/12/2023 » @ m X
= tract T G
« Reference Checks B 04/12/2023 »O = x SR R ot time
Contract Hours  24hrs per fortnight
St Comments Ward and Recovery Experience
B Notify Staff 30 daysbeforeand every 0 days after
8 Notify co-ordinator 30 days before expiry  Co-ordinator m Clinical Coordinator v
o |
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A a X
o]
staff Area Cert
Name <All Areas> ~ CertType Due Date Due
Mike Rudd Finance Appraisal 10/12/2023 m
Steve Carell Administration Appraisal 10/12/2023 m
Jane Fonda Administration Appraisal 10/12/2023
Harry Line Nursing - Wards Hand Hygiene 10/02/2024 (EIEEND)
David Bowie Nursing - Theatres Hand Hygiene 11/02/2024 (D)
Lou Reed Finance. Appraisal 17/02/2024
George Michael Nursing - Wards Hand Hygiene 30/04/2024 (D)
Joan Crawford Administration Appraisal 5/05/2024 (T
Greg Chapell Nursing - Wards AHPRA Registration 13/05/2024 (S
Humphrey Bogart Allied Health AHPRA Registration 17/05/2024 m
Ingrid Bergman Housekeeping Appraisal 10/06/2024 m
Bon Scott Finance Police Check 14/10/2024
Kevin Kline Administration Appraisal 10/11/2024 m
Dirk Bogarde Labatory / Administration  Appraisal 10/11/2024 (ETEEND)
[ | I = = — Onctue mctie

Select field below to update:
A [~ Staff Certification liems
- Staff Aveas

« Staff Details

Cancel

OPTION B: FOR THOSE NOT UTILISING THE

TRAINING REGISTER ON RISKCLEAR

STEP ONE: Go to the Governance Menu and select the Staff Credentialling Register to
display the following screen.

* - o x
Staff Area Cort

Name <Al Areasx ~ CartTypaDus Date Due
Mike Rudd Finance Appraisal 10/12/2023 m
Steve Carell Administration Appraisal 10/12/2023
Jane Fonda Administration Appraisal 10/12/2023 w
Harry Line MNursing - Wards. Hand Hygiene 10/02/2024
David Bowie Nursing - Theatres Hand Hygiene 11/02/2024
Lou Reed Finance Appraisal 17/02/2024
Gearge Michael Nursing - Wards Hand Hygiene 30/04/2024
Joan Crawford Administration Appraisal 5/05/2024
Greg Chapel Mursing - Wards AHPRA Registration 13/05/2024
Humphrey Bogart Allied Health AHPRA Registration 17/05/2024 m
Ingrid Bergman Housekeeping Appraizal 10/06/2024
Bon Scott Finance Police Check 14/10/2024 (R
Kevin Kline ‘Administration Appraisal 10/11/2024
Dirk Bogarde Labatory / Administration  Appraisal 101172024 (I

) E )T

STEP TWO: Click on the teal New Staff button (diagram above) and the “create staff
credentialling record” panel will appear (below).
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P Craste Sttt Crasentisling fecore

T Py * < Type the Staff Members Name in — if it doesn't
Name Enter new stsff members name herd [
| appear in the list, a "Create New" button will appear.

B 4P Entr Now Salf Mombors Mame Hero x
Now complete their ‘
. Name bers Name Here ‘
email, area as well
|
as their AHPRA
Send  tatuert
. . Expiry date  porf oo
details (if relevant)> - o v @ EE)X
Contract B o0y/12/2023 » ) x
* Covid 19 Vaceine L] 04/12/2024 [» @ m x
« Immunisations ] 04/12/2024 b @ 2 x
+ Onboarding Checklist B 04/12/2023 » O 2 x
« Performance Appraisals ] 04/12/2023 b @ m x
* Reference Checks B 0y/12/2023 » 2 x
Comments
B Notify Staff 30 daysbeforeand every 0 days after
B Notify co-ordinator | 30 days beforeexpiy  Co-ordinator ([ Clinical Coordinator
e

STEP THREE: Click on the white Link to Staff Folder button to link the staff members
folder on your secure network, to the Staff Credentialling Register in Risk Clear. Once it's
linked it will say Open Staff Folder.

2
e i
o x
\—4| o Cert
Name e e i menies ome =T CertTypeDue Date Due
Mike Rudd - Appraisal 10/12/2023 (RN
Stove Careh 2 Ot e S b s s X RiskClear Governance >  2Staff Training & Credentialling > Clinical Staff >
Jane Fonda - i )
Wame e New Saf Members Name Here
Harry Line 1
David Bowie m Name
Lou Reed Audrey Hepbum
S e
George Michael . Cate Blanchett ZJ
Joan Crawford = =
| x George Michael ]
Greg Chapell o= >
Humphrey Bogart | e x Sy e -
) x o
Ingrid Bergman | = Hugo Flynn S
Ty £ x
Bon Scott [ x Jane Fonda
Kevin Kiine s >
Dirk Bogarde n | - <
(evin Kiine ©
Commentt] T staff Inservices. @
sy
Steve Carell
8 oty sttt 10 days befors and every 0 days after
ENotify co-ordinator 10 days before expiry  Co-ordinator Chinical Coardinat
|
=
L
() ) 0 ) om ) () 18 rcors it noctve

STEP FOUR: Click "Add new certification item" button and select the relevant certification
items (once off or repeat items) for that staff member, then enter the completion &/or expiry
date for each. The "Once-only" option alongside certification items in the Staff credentialling
are for items such as Contract, Reference Checks, Onboarding Checklist that are done once
only at commencement of employment. Other repeating Certification Items such as

AHPRA, Performance Appraisals and Immunisations have an Expiry date which can be
updated accordingly.
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ADDITIONAL FEATURES INCLUDE:

Comments Box

where you can enter notes on a particular staff members record

- Lets you see when the last notification was sent for each Staff members
certification item/s by

- The "Last sent” field is between the "X" button (which deletes the certification
line) and the "Resend" button

- If it's blank, no notification has been sent.

HR Details Function

- is available via Permissions to those staff (DON, HR Manager) that need access to
the Staff Members HR details for legitimate reasons

- This button is visible only to those with HR Detail access

- Clicking HR details opens the HR Panel where you can add details around their
contact details, NOK, contract hours and type

- You can also link their HR folder on your network to their HR record on RiskClear.

| #¥ Enter New Staff Members Name Here X
[ HR Details | 8% 4 HR Details - Enter New Staff Members Name Here *i
Name Enter New Staff Members Name Here |
Link to staff
"’ Ic;s - Name Enter New Staff Members Name Here
Email Ime@hospital.com.auf oider {
o Address 1 Rodeo Drive |
Area Nursing - Theatres ok North Sydriey ‘
‘ AHPRA No. 23344567875543534525 folder2 NSW |
Dateof Birth  02/08/1991  Format: 01/06/1980
o =
only  date Expirydate  Notif  tostatf Phone number 1234567
 AHPRA Registration 0 31/05/2024 X
0 Josi2024 = Em me@rosmste s
« Contract @ 04/12/2023 »O m X
Next of Kin Type S
* Covid 19 Vaccine a 04/12/2024 » @ W X ype Spouse
NOK_Name Derek Sheppherd
« Immunisations 0 04/12/2024 ' » @ 2 x
NOK_Phone 121212121212
* Onboarding Checklist B  04/12/2023 YO 2 x o
NOK_E
« Performance Appraisals O 04/12/2023 » @ 2 x
« Reference Checks B 04/12/2023 » O e x e Port time >
Link to Staff HR Folder
Contract Hours  24hrs per fortnight
Cosines i Comments Ward and Recovery Experience
B Notify Staff 30 daysbeforeand every 0 days after
B Notify co-ordinator 30 days before expiry  Co-ordinator m Clinical Coordinator v
. |

Remember: You can also de-activate staff by removing the tick from the "Active" box at
the bottom of the screen.
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@ Notify Staff 14 days before and every 3  days after
B Notify co-ordinator 30 | days before expiry Co-ordinator m Director of Nursing v

@ Active Close & Save

As the training and staff credentialling registers are linked, this will also retire the staff
member from the training register, and vice-versa.

If you need to add certification items to the list, click the Setup button and select
"Certification items”.

2 .
ST
Staff Area Cert
Name <All Areas> ~ CertType Due Date Due
Mike Rudd Finance Appraisal 10/12/2023 m
Steve Carell dministrati ppraisal 10/12/2023 (20D
Jane Fonda Administration Appraisal 10/12/2023 m
Harry Line Nursing - Wards Hand Hygiene 10/02/2024 (R
David Bowie Nursing - Theatres Hand Hygiene 11/02/2024 m
Lou Reed Finance Appraisal 17/02/2024 (SN0
George Michael Nursing - Wards Hand Hygiene 30/04/2024 (20D
Joan Crawford Administration Appraisal 5/05/2024 m
Greg Chapell Nursing - Wards AHPRA Registration 13/05/2024 (D
Humphrey Bogart Allied Health AHPRA Registration 17/05/2024 m
Ingrid Bergman Housekeeping Appraisal 10/06/2024 m
Bon Scott Finance Police Check 14/10/2024 (RN
Kevin Kline Administration Appraisal 10/11/2024 m
Dirk Bogarde Labatory / Administration  Appraisal 10/11/2024 (0D
—
Hore @ i | LTSN | [P 14 records Cinclude inactive
L e’ Select field below to update: -
N [T CaTicaton s |

- Staff Areas

* Staff Details

Cancel
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EXAMPLE: STAFF CREDENTIALLING CERTIFICATION

AUTO REMINDER

Subject: Certification Reminder from Scarborough Private Hospital

Dear **#**#*,
Listed below are the certification items needed for your continued
employment and nursing practice at Bondi Junction Private Hospital:
* AHPRA Registration was due on 5/10/2020

* Working With Children Check is due on 23/11/2020

Please email certification for the above at your earliest
convenience. You can reply and attach certification to this email.
Should you have any further queries, please contact Jan Jackson at
jan@hospital.com.au.

Sincerely
Jan Jackson Quality Manager Scarborough Private Hospital


mailto:jan@hospital.com.au
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STAFF CREDENTIALLING REPORTS

Reporting on Staff Credentialling is available in the Report Suite of RiskClear. You can click
on the grey Reports button at the bottom of the Staff Credentialling screen to be taken to
the Reports section of RiskClear.

Pri u
’ [ Home ] [ Setup ] [ p::: ] [R“PD"‘] [M::.:=|] 15 records [Dinclude inactive

Click on Governance or use the Search All reports function to find:

e Report number 570 can be run to review Staff Credentialling details.

"m - O
Search All reports
REPORTS
20.00 (64) oAl (ORisk  ()lIncident () Fback (] Favourite
OQuality  ()Governance () Other ["] Show favourites only

10 All records summary -
Do From B 01/08/2025 @ 15 vAll Open Risk, Incident, Complaint & Qi records | | [EREAEUGIACELIUE LIRS

101 v'Risk Register

O All records To: G 31/08/2025 [_T_] 102 Risk Register Grouped by Standard Select a report on the left to see
O By dat: 103 vRisk Records what it does.
By dats range 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

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

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

122 v'Risk Monthly Distribution (interactive graph)
OSevs us POF 123 Risk Monthly distribution (graph)
(") Save PDF: select location 140 Overdue Risk Actions

142 Currently Open Risk Actions
(S asas 150 Risk Matrix
() Email PDF 201 v'Incident Register

205 vIncident Field Analysis (graph)
() Email Excel 207 Incident Clusters (interactive graph)

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

224 Quarterly'lncident Trends (graph)
225 Yearly Incident Trends (graph)
227 Patient Incidents Analysis

228 v'"Medication Incident Analysis
240 Overdue Incident Actions

B show bedday,
adniislions d{nlog 242 Currently open incident actions
Rl olcalle 250 Medication Events
e 251 Medication Event Sub-category Summary

255 Incidents by Health Fund

260 v'Risk Management Incident Report (Indicators)

e Report Number 575 provides details on overdue staff credentialling. These reports
can be printed, emailed and/or saved as a PDF or Excel document.
e You can also mark these reports as a favourite by ticking the Favourite box and also

click Show favourites only.
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