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INTRODUCTION

Staff Training (mandatory and other) can be administered from the Training Register. The

Training Register and Staff Credentialling Register both use staff records, so any staff

members entered into the Staff Credentialling Register will also appear in the Training
Register. Feel free to skip to the QUICK GUIDE if you'd prefer.

The Training Register is found on the Governance Tab of Risk Clear.
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Unlike other functions in RiskClear, the training register utilises trainee people names rather

than positions. These can be registered as you create new training entries. Alternatively,

you can also go to the Setup Tab, click on Trainees & Staff Cred’ing and add your staff

here (see below).
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SETTING UP TRAINING FOLDERS ON YOUR NETWORK

You will need to determine where on your secure network your Staff Training Folders will

be situated. This location will be where you can save your staff members training evidence
(e.g. certificates, completed competencies etc). Below is an example set up of staff training
folders and subfolders on your network:

Staff Training Folders on a secure network: (S)/Staff Training/Staff Files/Audrey
Hepburn/WHS
=

B 3 seeme - s »| StaffFiles » AddrefHe | -
. A Staff Files » Audrey Hepburn » -
[J Name / e W

Barry GIbE ~
Bette Davis AHPRA el

Cate Blanchett

George Michael CPD BLS

Jane Fonda Police Checks Competencies
Kevin Kline Reference Checks Mandatory Training
Lou Reed

——

Once you have your Training Folders (and subfolders) for each staff member set up you can
then start to link these folders to RiskClear for ease of access.

UTILISING THE TRAINING REGISTER ON RISK CLEAR

FEATURES

To open the register, click on the Training Register button on the Governance menu to
display the following panel. Please note, you will not see staff listed here until they are
allocated to courses. Staff are registered as you create training entries — see page 5.

> S
BT
[_)Show only overdue
<All> ~ Trainee Name Course/Competency Requirement Training l
T L] Booked <Al trainees> | <All courses/requirements> - Coordinator Completed

Nov2027  § Sam Obsiwanya Basic Life Support - Theory Clinical Coordinator [ Open |
Nov2027 s Ted Lasso Basic Life Support - Theory Clinical Coordinator [ Open ]
Nov2027 S Trent Crimm Basic Life Support - Theory Clinical Coerdinater =
Nov2027 s Baxter White Cultural Awareness - Turreils Clinical Coordinator m
Nov 2027 s Beau Beginald Cultural Awareness - Turrells Clinical Coordinator m
Aug2026 S Callie Torres Cultural Awareness - Turrells Clinical Health Team [ Open ]
Nov2025 5 Gypsy Rose Cultural Awareness - Turrells Clinical Coordinator [ Open |
Nov2027 S Gypsy Rose Cultural Awareness - Turrells Clinical Coordinator
Nov2027 S Hudson Budge Cultural Awareness - Turrells IT Staff [ Open |
Nov2027 S Hugo Flynn Cultural Awareness - Turrells Clinical Coordinator [ Open ]
Nov2027 5 Jasper Moraine Cultural Awareness - Turrells Clinical Coordinator
Nov2027 S Roy Kent Cultural Awareness - Turreils Clinical Coordinator [ open ]
Nov 2027 5. Sam Obsiwanya Cultural Awareness - Turrells Clinical Coordinator m
Nov2025 5 Sam Obsiwanya Cultural Awareness - Turrells Clinical Coordinator [ Open ]
Nov2027  § Ted Lasso Cultural Awareness - Turrells Clinical Coordinator [ Open |
Nov2025 & Trent Crimm Cultural Awareness - Turrells Clinical Coordinator ==
Nov2027  § Trent Crimm Cultural Awareness - Turrells Clinical Coordinator
Feb2027 s Baxter White Donning & Doffing PPE Competency Clinical Coordinator [ Open ]
Feb2026 S Baxter White i in i Clinical Coordinator m
Feb2027 S Beau Beginald Donning & Doffing PPE Competency Clinical Coordinator =D
Feb2026 S Beau Beginald Donning & Doffing PPE Competency Clinical Coordinator [ Open |
Feb2026 S Darcy Blue Donning & Doffing PPE Competency Clinical Coordinator [ Open ]
Feb2027 S Darey Blue Donning & Doffing PPE Competency Clinical Coordinator [ Open ]
Mar202%6 S Ginger Rogers Donning & Doffing PPE Competency Infection Control Nurs [ Open ]
rrts aahwisies it

v,
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The training list shows all staff and all their training courses sorted by the training date,
earliest first. The list can be filtered by the trainee’s name and course/training
requirement. You can also look at “All"” or Training by Year. You can also filter by Staff
Areas such as a group or Cohort of staff types. Completed and retired records can also be
shown by placing a tick in the boxes above and below the list, respectively. The ‘S’ next to
the date indicates that the training entry is a ‘Scheduled’ entry which repeats on a schedule
as opposed to a once-off training entry. The training date will either appear as a month/year
if it has been allocated to a month, or a specific date if it has been booked. The training date
will be shown in red if overdue. You can also filter by ticking ‘Active Trainee’.

If you wish, you can group your trainees into areas of the hospital. This will enable you to
filter the training main list by using the “Hospital Areas” drop-down at the top of the page.
A similar filter also exists on the reports page to use when running reports.

To add Staff Areas, click the Setup button at the bottom of the page and select “Staff Areas”
and add the various staff areas/cohorts that exist in your health service. For example, Nursing
Wards, Nursing Theatres, Administration, Allied Health, Finance etc.

( #F Add/Change Staff Areas
{

| Type the new description below then press Add
1 |

V. I |

Vv

Nursing - Theatres

Description !

FI it meparts .20 Admi:i:trition Dk:.y
Select field below to update: Allied Health a
« Trainee Details Bookings/Finance a
- Training Courses €550 Techniclans a
- Training Co-ordinators Finance a
- Staff Areas Housekeeping a
TETHRContract Types Labatory / Administration a
Cancel Nursing - Wards a
a
L]
-

Nursing - PACU

Rarantinn

\ '.

To allocate staff to these areas, press the Setup button again, select "Trainee Details” and
select from the "Area” dropdown for each staff member

If you have access, click the "Setup” button to add new trainees, training co-ordinators or
course names.

You can Print, Preview, Email, Save as PDF to desktop, or Save as Excel to desktop by
clicking the “Print Page” button and selecting the relevant option.

Clicking the “Reports” button will take you to the RiskClear Reports section. When finished
with reports, you will be taken back to the Training Register page.

To mark the record as completed, you can enter the date directly on the list. Double-click to
insert today's date.
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Training can be entered either on a recurring schedule or as a once-off.

ADDING TRAINING COURSES

To add a new training course, click the Setup button at the bottom of the Training Main
List/Screen and select “Training Courses”.

[ N Print [ [ u
Home Setup P::e Reports M::;a| 64 records [Jinclude retired trainees

Select field below to update:

« Trainee Details

- Training Courses

" Training Co-ordinators
« Staff Areas
+ HR Contract Types

Cancel

The following dialog window will be displayed — click on expand which will show more
specific details about the course and any links (website/documents can be setup here).

4P Add/Change Training Coursa/Requirement names /P AddfChange Training Course/Requirement nanies
a .
Type the new course name below and press Add Enter Course frequency (manths) Type the new course name below and press Add Enter Course frequency (months)
DRU
|
Freq Freq |
Course Description ([Tl (months) Display Course Description (months) Display l
Adhoc Training Exsmgle = s Donning & Doffing PPE Competency 12 @
Basic Life Support » a Standard |50 9001 QMS Standard - Planniny - | Ext Course Beflo: |
Clinical Handover o @ Hours: 1 0] ™ (detault for )
Covid19 Precautions and Safety Training 12 -] 5 T o
Critical Care Education 24 a Sl j ST — '—“lm
DHA Conference o ] Drug Calculations - Theory Module 24 @
DHA Conference Oct 2021 0 ] Standard NSHQS 4 Medication Safety ~ | Ext. Course Ref ID:
Donning & Doffing PPE Competency 12 a Hours: 1 [ |External course B Mandatory (default for new records)
Dummy Course o & Link > < www.turrels.org.au [ < Browse |
Emergency Fire & Evacuation 12 -]
rvice Training Package 12 ] Emergency Fire & Evacuation 12 a
12 a Standard NSQHS 1 Clinical Governance - | Ext.Course Ref ID:
12 [ ] Hours: 2 || External course {8 Mandatory (default for new records)
Medication Safety - Adverse Reactions 12 & Link > < https/fwww turrelimm com/
Medication Safety - High Risk Medication 12 -]
Medication Safety - Reconcilation 12 -] FMC In-seruice Training Package 2 -
Medication Safety [Adverse Reactions, High Risk, Reconcillation, Starage) 12 @ Standard NSQHS 1 Clinical Governance e
Cancal 43 records || Show hidden 43 records (| Show hidden m
v -

To add the new course, enter the course name in the blank box at the top and then click the
“Add” button.

Your new course will be added to the list. Scroll to find your new course and note the fields
below the entry when you click on Expand:

Standard: Select the NSQHS standard which applies.

Tick whether it's a mandatory course. Most health service organisations will have a suite of
mandatory courses that all staff need to complete and then additional training that is
orientated around the individual staff members role and responsibilities.
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External course: If the course is an external course, then tick this box. Various reports can
be run on external courses only by using a filter for that report.

Hours: Enter the time in hours that this course takes. Half hour or quarter hour periods can
be entered by using .50 or .25, respectively. Reports can then be run showing number of
hours each trainee has completed, or the time spent on each course.

Link: Use the “Browse” button or directly enter the link to an internet resource (e.g.
highlighted in diagram above), internal software, or other resources such as
Competencies/Learning Packages (highlighted in diagram above) on the hospital network.
This will enable that resource to be opened by clicking the course name on the main list.
This link will also be included in the notification email for the staff member to
access/complete.

® C
Mew Scheduled Training New Ad-Hoc Training Staff Area (include completed records
<All Areas> | [|Show only overdue

Training
T ] Booked <Al trainees> | <All courses/requirements> ~ Coordinator Completed

<All> ~ Ce

8022024 S ¥ SteveCarell Therapy Dog Training. Chief Executive Officel
Mar 2024 5 ***George Michael Basic Life Suppart Director of Nursing

Mar 2024 Dirk Bogarde Emergency Fire & Evacuation Clinical Coardinator

.
Website | Directorof Nursing
ckage Link Clinical Coordinatar
N Clinical Coardinatar

age

Clinical Coerdinatar

Mar 2024
Mar 2024

Harry Line
Jane Smith
Mike Rudd
Mike Rudd

Mar 2024
Mar 2024

Mar 2024 Steve Carell

5
H
H
s
H
s
May 2024 § Humphrey Bogart
s
s
s
s
s
s

Infection ol Nurs

Oct 2024 Dirk Bogarde Clinical Coordinatar
Oct 2024 Dirk Bogarde / Donning & Doffing PPE Competency Infection Control Nurs
Oct 2024 Greg Chapel Donning & Doffing PPE Competency Infection Control Nurs
Oct 2024 Jane Smith Donning & Doffing PPE Competency Infection Control Nurs
Nowv 2024 “*4George Dﬂcument Emergency Fire & Evacuation Director of Nursing
Mov 2024 Dirk Bosard: Infection Cantrol Infection Control Nurs

If you wish to have the resource document attached to the notification email for use by the
trainee, enter the network path to the document and change the Link drop-down to Doc
Attach. This will only work for documents of 2 Megabytes in size or less which are situated
on your hospital’s network. The “Doc Attach” link cannot be an internet link.

Show hidden: Place a tick in this box to include discontinued courses in the list.
To export this list to an Excel file, click the Excel icon to the right of the Show hidden field.
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.
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P Update Training Record
T 2
Jane Smith [ Retire this trainee
[ ———

B notify 3 days before then every 0 day(s) after due  reset |

Training Co-ordinator
Director of Nursing - | [IMandatory Training

B Notify co-ordinator 14 days before the course due date  reser

Course/comptency requirement name

Infection Control -

Link to Trainee folder Link to In-service folder

— Scheduled or Booked —— | Apply to all trainees on course
Oscheduled month Aug  ~ | Year 2022 —‘

) Booked date

~ Auto-repeat Quick comment
ORepeat every 12 months
(Do not auto-repeat

Date training completed: [ Apply to all on course
[ Training was not completed |

|

CREATING A NEW RECURRING TRAINING RECORD

To create a new recurring training record, click the “New Scheduled Training” button
above the list. The following dialog will appear (below left). You can click on Select Trainees
to see a list of staff/trainees or

How Ad-Hoc Training Staff Area [include complted records
<l Areas> [T wa———

<Al -
Training
EERETTE] Boojed <alltrainees> - | <All courses/requirements> - Coordinator Completed

MNew Scheduled Training

Course/C

4 Creste Training Record - 4 AddiChange Staff

(New)

[ —— om0
-

B Notify 3 days before thenevery 0 day(s) after due |
! Training Co-ordinator
| <Select Training Co-ordinator> - [|Mandatory Training o D Display
B Notify co-ord: 14 chie dats *+*Goorge Michael G0 | @
| Emall  giselle@riskclear. com.ou Area Nyrsing - Wards
Repeat months Dirk Bogarde DBOG -]
| o Emall  giselle@riskelear.com.au Ara Labatory / Adminis
| Clinical Handover ;4 Scce Chapch senn =
Cavid19 Precautions and Safety Tralning 12 Email  giselle@riskclear.com.ou Area yyrsing - Wards
| [cient oo Educeion 2 Harry Line HN @
;: Email  giselle@riskclear. com.ou Area pyrsing - Wards
| 12 Humphrey Bogart HEOG | M@
| " Emall  giselle@riskdlear. com.au A3 plled Health -
| Kevin Kline: Wy @
a email g Area
| (" Booked dats Time (24 hour) Lou Reed [
Email  giselle@riskclear.com.ou Area Finance
| Frime—— Mike Rudd MRUD | @
| ©Repeat manths as shown above o e
(/Do not auto-rapeat 9 records B ] El “
| -
|

Click the Select Trainee(s) button and the following trainee selector will appear below:



| Ao
Nursing - Theatres
Administration
Greg Finance
Harr{CaI\ Centre
Hum Reception
Kevir| Housekeeping N )
Labatory / Administration
Bookings/Finance
Mike Nursing - Wards
SteveAllied Health
Nursing - PACU

c
Dirk'

Lou

4? Select Trainees

U Area <Al Areas>

To add an email address,
- click the"Email” button

*¥¥*George Michael - Email: giselle@riskclear.com.au
Dirk Bogarde - Email: giselle@riskclear.com.au

Greg Chapell - Email: giselle@riskclear.com.au
Harry Line - Email: giselle@riskclear.com.au
Humphrey Bogart - Email: giselle@riskclear.com.au
Kevin Kline - Email: giselle@riskclear.com.au

Lou Reed - Email: giselle@riskclear.com.au

Mike Rudd - Email: giselle@riskclear.com.au

Steve Carell - Email: giselle@riskclear.com.au

Select

[TISelectall | 0 selected

TRAINING REGISTER | User Guide

Select one or more trainees. To
enter a new email address or to
change an existing one, click the
“Email” button. The email button
appears red for trainees without
email addresses. You can filter the
list by using the search box
without it affecting your existing
selections. You can also filter by
"Area”.

Place a tick in the “Select all” box
to select all trainees. Remove the
tick to clear all selections.

The number of selections you have

made is displayed to the left of the Select button. now show the number of selections you

have made.

Click the “Select” button when you have completed your selection(s) to close the Select

Trainees box.
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A Create Training Record

If you do not wish the trainee to be notified by

‘ (New) ‘

‘ email of the course, remove the tick from the
B Notity 3 days before then every 0 day(s) after due “Notify trainee” box. Otherwise enter the
| Training Co-ordinator number of days before the booked date you

i <Select Training Co-ordinator> « | [_JMandatory Trainina ‘

-] Notify co—ordinator'14 days before the course due date WOUld Ilke the remlnder to be Sent' The

Add courses 1
Usslm:)re courselcomency requmi defa u It IS 3 :

Course Name 'Repeat months

Adhoc Training Example 0 1 Select the “Training Co-ordinator” and the
Basic Life Support 24 . . .

Clinical Handover 0 notification details underneath.

Covid19 Precautions and Safety Training 12

Critical Care Education 24 . . " . . "
Donning & Doffing PPE Competency 12 Place a tICk N the Mandatory Tra'nlng bOX
Drug Calculations - Theory Module 24 . . .

Emergency Fire & Evacuation 12 if this course/trainee are mandatory.

EMC 1n_carui ira Trainima Darlbana 17

o

2
|~ Scheduled or Booked You can select one or more courses from the

(O Scheduled month v | Year . ..
- Booked date S course list providing they all start on the same
date.
—‘ﬁuto-repeat

oRepeat months as shown above

If the course date is unknown or the training

(Do not auto-repeat

can be completed by a staff member in a

selected month, then choose the “Scheduled

month” option and enter the month and year

of the training.

This can be changed later to the "booked” course date once the date is known where
necessary. Trainees will receive reminders for both scheduled and booked training
requirements.

If the actual course date is known (e.g. a workshop, education day) choose the “Booked
date” option and enter the date in the box that appears.

RiskClear will automatically repeat courses for the “Repeat months” period shown until that
trainee is retired. If you do not want the system to automatically repeat the course dates,
choose the "Do not auto-repeat” option.

Click the "Update” button. If any entries are duplicates, they will be displayed in a warning
dialog box and they will be automatically excluded from the update. Pressing "Cancel” to
lose all changes.

At the beginning of each year the training register generates another year of training data
for the following year. If you do not wish for this to occur, you can turn off yearly updating
by going to Setup, Advanced, Fback/Governance Settings and remove the tick from the
‘auto-repeat additional year training at beginning of each year’ box.
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UPDATING EXISTING RECORDS

To update a trainee’s existing course settings, click the “Open” button from the list

alongside the entry you wish to change.

‘o’p pdate Train
Trainee:
**Gearge Michael Dmebmhu
B notify 3 daysbeforethenevery 0 day(s) after due

all

| Training Co-ordinator
Clinical Coordinatar - [JMandatory Training

18 Notify co-ordinator 14 days before the course due date.

| Coursefcamptency requiremant name
Test Course 3

Link to In-service folder

() Booksd date

Autorepeat | Quick comment
ORepeat every 12 months
| (/Da not auta-repeat

: Dats training completad: (_)Apply to sll on course
("I Training was not completed

X

Scheduled or Booked —— | Apply to all trainees on cou rse
’7 Oscheduled month Dec - Year 2023 —‘

The dialog below will display. This is identical to the “Create New" dialog with the addition

of a “Retire this trainee” box, a “Date training completed” box and a “Delete this

record” button. You can also mark applicable training records as ‘Mandatory Training’ by

ticking the box. You can also “reset’ notifications.

You can change the booking details here. If you would like your booking changes (changes

to Booked Date) to also apply to all other trainees on this course, then tick the “Apply to all

trainees on course” box.

4 Update Training Record

You can also attach any documentation

— [ HR Details | 5 }
Jage i LA ... here such as training certificates. If you
8 Notify 3 days before then every 0 day(s) after due reset
Audeey Hepburm 5 . 1] H
Sen | = wish to link each staff member’s training
| Director of Nursing ~ [_IMandatory Training Cate Blanchert R ) .
8 Noty coordinator] 12 liaps befora thacourse duadate  reser | ) G record and/or in-service records directl
| tify ys ! e
| SR TPy AR T to their individual folder on your
1 . network (rather than linking each
| r
BN v roer o S
training document individually), go to
|
{ v,
| scheduled or Booked () Apply to altraines on course | | o = Setup, Advanced, Fback/Governance
Oscheduled month Aug - Year 2022 gl . . . s
i s T\ 3 Settings and place a tick in the ‘use
= Mo-mpeat e :::um« Chec's . .
| | =P trainee course folders’ and 'use trainee
ORepeat every 12 months . . , .
| SN : in-service folder’ boxes. Once you link
: e o one or both folders to a staff member
‘ g training record it will show in all their
; J training records. Ticking the “Retire

this trainee” box will set all that trainee’s courses to ‘retired’ status and will remove any

auto-repeated future courses for this trainee. The trainee will disappear from the list. You
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can also retire a trainee by clicking the Setup button, selecting “Trainees Details” and

removing the tick from the 'Display’ box alongside that staff member’s entry.

The date the course was completed can be keyed here as well as on the main list. You can
also tick the “training not completed” button which will prompt you to type in a reason. The
“Delete this record” button will remove this training record however is recoverable using
the "Resurrect Deleted Records”

Retired trainees’ courses can be viewed from the main list by ticking the “Include retired
trainees” box on the lower part of the screen.

HR DETAILS

If enabled, you will also see a "HR Details” button at the top of the training update panel as
shown below:

Click this to display the HR Details panel as below.

A Update Training Record

Trainee: HR Details 360

***George Michael [JRetire this trainee

| @ Notify 3 days beforetheneviry 0  day(s) after due

7

4® HR Details - ***George Michael “ X
Name ***George Michael
Address 99 Hollywood Blvd
Los Angeles

Date of Birth 25/06/1963 Format: 01/06/1980

Phone number 99955555 44

Email giselle@riskclear.com.au
Next of Kin Type Spouse v
NOK_Name Andrew Possible
NOK_Phone 99955555 22

NOK_Email am@possible.com
Contract Type Full time M

Open Staff HR Folder x

Contract Hours 24 hrs p/wk@ commencement
32 hrs p/wk from May 2022

Comments Scrub and PACU experience

10
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N
To give or remove access to this function supervisors can go to Setup, Advanced,

Permissions and then place a tick in the ‘'HR Access’ box alongside the relevant staff
member. There is also a comment box and folder link to this staff ‘HR' panel.

AD-HOC TRAINING

To create once-off training, press the “New Ad-hoc Training” button and the following
dialog will appear:

(@ Update Once-off Training ‘

|
This function will create new training and will also update existing

| training with details entered. |

Select Trainee(s)

| B Notify trainee(s) E days before |

| Training Co-ordinator |
<Select Training Co-ordinator> v |

2 Notify co-ordinator 14 days before

Course/competency requirement name

]
| <Select Course> v |
[ ]Mandatory Training ‘

]

|

A

Training date: [JTraining has been completed

|

Select one or more trainees as described above. Select the training co-ordinator and course
and enter the training date. If the course has already completed then tick the “Training has
been completed” box, then press the “Update” button.

This function has the additional capability of being able to change existing course details for
multiple records. For example, if you would like to mark multiple staff as having
completed a course, select them here, complete all fields including the Training date
and tick the "Training has been completed” box. Note that it will also update the
Training Co-ordinator and notification details to those entered.

The once-off function can update courses on an auto-repeat schedule but will not create
new auto-repeat dates. The "New Scheduled Training" button should be used to do this.

If a trainee is re-sent to the same course outside of their training schedule, this function can
be used to enter the second course.

11
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TRAINING REGISTER REPORTS

There are various reports (table below) that can be generated in RiskClear on the Training
Register. You can filter by date range, mandatory or all training, by Standard and by
Training Area. You can also mark any frequently used or favourite reports by selecting the
report you wish to run and ticking the favourite box.

w =
Search All reports
S REPORTS
20.00 (64) oAl ORisk  Olncident () Fback () Favourite

CQuality ) Governance () Other [) Show favourites only
10 All records summary T

Outs Optionss From () o0/08/2025 [+) 15 All Open Risk, Incident, Complaint & Qi records | | [EREREIRUELCI S L LR
101 ¥Risk Register

O Al records To: () 31/08/2025 () 102 Risk Register Grouped by Standard Select a report on the left to see

o 103 ¥'Risk Records what it does.

By date range 104 v'Risk Register with Linked Records

105 ¥ Risk Field Analysis (graph)
107 ¥ Risk Clusters (interactive graph)

Foemats 110 ¥'Top 10 Open Risks by Initial Risk Score

i 111 ¥'Top 10 Open Risks by Current Risk Score

O Preview 112 Risk details by category/sub-category

B 113 Extreme & Major Potential Business Threats

) Print 120 Risk Category/Sub~-cat and Bedday rate
122 ¥ Risk Monthly Distribution (interactive graph)

Save as PDF

o 123 Risk Monthly distribution (graph)

() Save PDF: select location 140 Overdue Risk Actions
142 Currently Open Risk Actions

OSeve as Bxcel 150 Risk Matrix

) Email PDF 201 ¥ Incident Register
205 vIncident Field Analysis (graph)

) 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

B show bedday/ 240 Overdue Incident Actions

ok 4 242 Currently open incident actions
250 Medication Events
SR Spricae 251 Medication Event Sub-category Summary

255 Incidents by Health Fund

TRAINING REPORT TYPES AND DESCRIPTION
520 TRAINING CALENDAR Training in calendar format for 12-

month period

Shows details of staff who were/are
on a selected course

Compliance rates for staff selected or
all staff by course for the date range
entered

522 TRAINING LIST

523 TRAINEE COMPLIANCE RATE

Compliance rate % for courses by
date range and standard

Lists all completed training hours for
each staff member for the site and
period selected

Lists trainee’s total hours by course
based on a time period

Reports all trainees with overdue
courses

524 TRAINEE COMPLIANCE RATES (GRAPH)

526 TOTAL TRAINING HOURS BY TRAINEE

528 TOTAL TRAINING HOURS BY COURSE

530 OVERDUE COURSES BY TRAINEE

12
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532

534

536

538

NEXT SCHEDULED COURSES BY List of all due courses by trainee
TRAINEE

NEXT SCHEDULED COURSES WITH List of all due courses including
TRAINEE COUNT number of trainees on each
UPCOMING TRAINING CALENDAR Displays all courses calendar style

marking course months and the
number of courses attendees by
month

YEARLY TRAINING MATRIX Exports to an excel spreadsheet
showing all trainees, completion
dates or booked date if not
completed for 12-month period

You can now give "update" permission over the training register. By default, everyone who has

access to the training register has been given permission to update the register. Removing

"Update" access will mean that the staff member can still access the training register, but the

"Update" button will be disabled so individual training details cannot be changed by them. To

do this go to Setup > Advanced > Permissions and remove the tick from the "Upd Trg"
box. Note that this also affects RiskClear Direct users.

QUICK GUIDE STEPS:

STEP ONE: Go to Setup Tab and Add Trainees

STEP TWO: On the Setup Tab click Training Register — select Add Courses. Add courses
remembering to click Expand to enter any links to documents or websites

L Your narme (farmet: Jane firown) Your position
ﬁ et Comphisnce & Clusbty Systems Ma
wasmng Fsele@rishclaar.com.au
Geowrat: Add/change dropdown wems.
.
7 AddThange St
Enter firstname lastname eg: Jane Brown Suggested 1D
Description 10 Display e ol
2 Gearge Michaet o W ] :
Emoll  gisete@riskcieor.com ou A8 uruing - Wards v I
Dk Bogarce [ | e
Emoll  gaelie@rnkcicar com oy Area Lbatory [ Admina :; :
Greg Chapell oA @ -
Emol gsete@ridiens.comou Arn Nursing - Wards L.
Harry Uine wy B :: :
Emoll  gielle@riskciear.com ou A8 Nursing - Wards v om
nnnnnnn Bogart s @ (.
Emall  giete@rikiieos com ou ATS8 wied Health :: :
Kevin Kline CT ] v o®
Email Area Wle
i .
Lou Reed xie @
P er——
Lmol  iselie@riskciear.com.ov Aes france lj === o
Mike Rudd v @
[ R0

13



S '1@;’ TRAINING REGISTER | User Guide

B
STEP THREE: Set up individual folders for your Staff Members on a Shared secure drive

on your Network (e.g. L drive, S drive)

"~ RiskClear Governance X +

& > ™ @] @ 2 Staff Training & Credentialling > Clinical Staff >  George Michael

® New ~ ¥ © @&D = w T Sort ~ = View »
~
> @l Desktop Name Status
> é Documents ~ 1.Document Library (@)
> P Pictures  2.Staff Training & Credentialling 1 (@] Name Name
> [ Snagit " 3VMO Credentialling & “ Administration Staff " Audrey Hepburn
" 4.Maintenance & Contractors (&) = m _ Cate Blanchett
———— ———
Bl Desktop » " 5.Audits & Tasks o " = George Michael
—_—
& Downloads # " 6.Surveys & Evaluations © _ Gypsy Rose
E Documents # " 7.Reports © ~ Hugo Flynn
o5 My Drive » ~ 8.Alerts & Advisories (@} ~ Jane Fonda
A Pictures » "~ 9.nfection Event Results (@} ~ Jane Smith
@ Music » ~ Kevin Kline

. Staff Inservices

i3 Videos »

. Steve Carell

7 VMO Cred Guids
STEP FOUR: Go to Governance Tab and click on Training Register
STEP FIVE: Click New Scheduled Training

STEP SIX: Select Trainees

STEP SEVEN: Select Training Coordinator and tick notification boxes
STEP EIGHT: Select Courses

STEP NINE: Enter Scheduled Month or Booked Date

STEP TEN: Click Create

14
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%
- | -
v B
4 (New) | [IShow only overdue '
<All> v g d I ]
e et OEETTTTTE—
e ‘ked <Al trainees> 3 Completed
1 0 day(s) after d
Greg Chapell S| 3 oy S sery s} after dise {trol Nurs [ Open |
Kevin Kline | - o b [trol Nurs [ Open |
BSOS 208, S Lou Reed <Select Training Co-ordinator> -~ [IMandatory Training (70! Nurs [ _Open_]
Nov 2023 |
5 MieRycd I 8 Notify co-ordinator 14 days before the course due date |"° il [ o ]
Nov2023 S Steve Carell finator [ Open |
e U =
teve Carel  Select one or more course/competency requirements h“ il =
sou [ :
24/11/2023 v George Michael (TR TS Repeat months linator ==
24/11/2023 v DirkBogarde Adhoc Training Example 0 linator [ Open_|
Dec2023  § ***George Michael Basic Life Support 24 finator [ Open |
Dec 2023 Dirk Bogarde Clinical Handover o
ey 7 c: . Covid19 Precautions and Safety Training 12 [ %
bu baidie Critical Care Education 2%
Dec2023 s Greg Chapell Donning & Doffing PPE Competency 12 Eﬂi“" ==
Dec 2023 Harry Line Drug Calculations - Theory Module 24 [ Open |
Dec2023 S Harry Line E::vlgencv Fire Y& Evatuitiobn :5 [inmr [ Open |
Dec 2023 Humphrey Bogart Acthanealiaaine Rackane [ Open |
Dec 2023 Kevin Kiine | [Scheduled or Bookeil I [ open |
Dec 2023 Lou Reed “rScheduled month [ open |
Dee 2121 ik Rudd i () Booked date Time (24 hour) [l [ Open_]
Dec 2023 Steve Carell [ Open |
Jan2024 s Kevin Kline S Ata tepeat tor [ Open ]
Feb2024 S Harry Line n [ Open |
‘ORepeat months as shown above b
28/02/2024 S v ***George Michael | P Pofﬂca ==
28/02/2024 S v Dirk Bogarde (Do not auto-repeat ve Officer ==
28/02/2024 s v GregChapell i@ Office: [ Open |
=
LA J B ,

42 Update Training Record

Trainee: m <
Jane Smith ["IRetire this trainee
O Name
a before then 0 day(s) afterdue  reset
| Notify 3 days every lay(s) reset | o~
| Barry Giob
1 Training Co-ordinator ‘ Bette Davas.
Director of Nursing ~ | [[]Mandatory Training | Cate Blanchett
{ George Michael
B Notify co-ordinator 14 days before the course due date  reset ,
Course/comptency requirement name .
Infection Control E v | Lou Reed
— ' Steve Carell
Link to Trainee folder Link to In-service folder '
% .
'y 0] Name
[— Scheduled or Booked —— [_| Apply to all trainees on course (N '
AHPRA
Oscheduled month Aug - Year 2022 7_ ol
- _
)
(Booked date e coecs W
, Reference cnx,;i
[ Auto-repeat Quick comment >
ORepeat every 12 | months .
(Do not auto-repeat 4
Date training completed: [_}Apply to all on course
[ Training was not completed ‘

Helpful Tips:

v As you receive evidence of courses completed from your staff members save them

into their folder on your Shared Drive (see Step 3).
Link your staff members record on RiskClear Training Register to their Staff Folder on
your Network and to the Inservice Folder on your Network.



