Incident Management
Area Office Management Review Quick Guide

Area Office Management Review

1. SC, SCSor
Area Director
Designee logs
into HCSIS.
Navigates to
the Alerts
screen by
clicking on the
Alerts link on
the left side of
the home

page.

Health and Human Services

A pierrs Mental Retardation Quality Management Reporting

(HCSIS)

This application is designed to be the primary quality
management and health care reporting system for the
Department of Mental Retardation. This system can capture
information related to Incident Management, the Health
Care Record and National Core Indicators.

2. The user is
redirected to
the Pending
Alerts screen
where there is
a filter and
then a list of
pending alerts.

3. From the list
of pending
Alerts, the user
clicks on the
underlined
Alert that
indicates an
initial report
has been
finalized.
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Reports | Alarts | Misc | IM utilities | DPPC | Data Extracts | DR Utilitios 1N Utilities | MT Utilities
Panding Alerts

AMert Search Criteria
Subject: [ 7]

Modulde: -

Rocpent User: [ 5]

Select  Date of Alert

5 i 1 nt Raport for 3 Maj :
Indnndual Name: BROWNLEE, PARALLEL; Event ID: 2591; Pnmary Nature: Missing Person;
Secondary Nature: Law Enforcement Contacted; Incident Date: 10/23/2007; Incident
Tameé: 10:00 PA° Human Services Coordinator Name: BROWNLEE BOB_

o) 10/24/2007 Major Incident has beon Finahzed

Note : Service Coordinators may review both Major and Minor Incidents and enter their
comments on the Area Office Management Review, and Approve or Not Approve the IR. The
Service Coordinator Supervisor finalizes the Area Office Review for Minor Incidents. Major
Incident Reports are reviewed and finalized by the Area Director-Facility/Designee.
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Switchboard

4, The
Switchboard
screen
appears with
the list of
documents.

5. User clicks
the Create link

under the Area [

Office
Management
Review label.

- / Zat!

4CR | IM | Death Reporting | NCI | Investigations | Reports
Zvent Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.
M > IM > Event Data Entry > Switch Board

search

Incident Notification Printable Summary
Printable Incident Summary
Information PARALLEL 4455 5/5/1955 Female Springfield / Westfield
Incident Management Documents

Incident Report
Initial Report Subm@ted - Created: 11/17/2006

Are
Create

T —
Action Steps Follow-up

Management Review

6. Useris
redirected to
the Area
Office
Management
Review
Screen.
Note: Mandatory fields are identified with a red asterisk.
7 . User a Management Review Details - Microsoft Internet Explorer
Completes a” File Edit View Favorites Tools Help
masdatoy | Qus - © - (¥ B ] P dgroos @3- L 5 L E
' Address @ https: {/hesis-trng.dmr.state.ma. us fhesis-m4g/im/pgm/immrd. aspx?ManagementReviewId=1709
8.Ifallis Health and Human Services
correct, user | gy gmygTTy
CI_ICkS_ the HCR | IM | Death Reporting | NCI | Investigations | Reports
Finalize Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.
button. QM = IM > Event Data Entry > Management Review
Search

Individual Information Name: BROWNLEE, PARALLEL SSN: XXX-XX-6644 | DOB: 5/5/1955 I
Incident Information Incident ID: 2591 Incident Date: 10/23/2007 -

Area Office Management Review Detaily

New question:
to verify
categories.

Primary Category of Incident: Missing Person

Law Enforcement Contacted

=]

Yes
No

Secondary Category of Incident:
Are the current categories correct? 2
Review Status:

Primary Reason for non-approval:
Followup Date: (MM/DD/YYYY)
Comments/Recommendations:

&1

=

Reset I Save I

Checl Spelling
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Incorrect Categorization by Filing Agency

9. User
decides the
current
categories are
not correct.

Area Office Management Review Details o .
By choosing “No,” other questions

regarding filing agency and
incident categories appear.

Primary Category of Incident:
Secondary Category of Incident:

Are the current categories correct? *

10. User If No, has the filing agency been contacted and agreed to the change
states in category?
whether the If No, Pnimary Category of Incident:™
filing agency If No, Secondary Category of Incident:™
has _been Should this incident be treated as a Major Incident? ™
notified. Please confirm the incident meets the criteria for escalation to Major
incident:
11. User Review Status:
'Chffmges the Primary Reason for non-approval:
incident Followup Date: (MM/DD/YYYY)
categories.
Primary Incident Category drop-down list
12. User
chooses
correct
primary Health and Human Services
category. [nome [om [aown [roos T

HCR | IM | Death Reporting | NCI | Investigations | Reports
Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.
QM = IM = Event Data Entry > Management Review

Search

Individual Information | Name: BROWNLEE, PARALLEL | SSN: XXX-XX-6644 | DOB: 5/5/1955 | Gended
Incident Information Incident ID: 2264 Incident Date: 8/1/2007 m

Area Office Management Review Details

Primary Category of Incident: Physical Altercation

Secondary Category of Incident: Individual to Individual, Alleged Victim
Are the current categories correct? * No -

_If Mo, has the_ filing agency been contacted and agreed to the change I_Ll

in category? *

If Mo, Primary Category of Incident:™

Physical Altercation =
Medical Treatment Resulting From Injury « ']
Fire H

Sucpected Mistreatment

If Mo, Secondary Category of Incident:™
Should this incident be treated as a Major Incident? * | Susp: _
Please confirm the incident meets the criteria for escalation to Major  [RMEReERAS=el
Lo Property Damage
incident: Theft
Review Status: Other Criminal Activity
Primary Reason for non-approval: Transportation Accident

Emergency Relocation
Followup Date: (MM/DD/YYYY) Unplanned Transportation Restraint =
Comments/Recommendations:

Other hd
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Secondary Incident Category drop-down list

1r3]' User Health and Human Services
chooses
correct [wome [ou [aommn [roos B
Secondary HCR | IM | Death Reporting | NCI | Investigations | Reports
. Event Data Entry | Restricted Access | Report Extension | Filing Process Mgt. | Review Process Mgt.
Incident QM = IM > Event Data Entry > Management Review
Category.
Search
Individual Information Name: BROWNLEE, PARALLEL SSN: XXX-XX-6644 | DOB: 5/5/1955 E
|___Incident Information | _IncidentID: 2264 | __IncidentDate:8/1/2007 | |
Area Office Management Review Details
Primary Category of Incident: Physical Altercation
Secondary Category of Incident: Individual to Individual, Alleged Victim
Are the current categories correct? * No x
If Mo, has the filing agency been contacted and agreed to the change
X . IY vl
in category? ™ =8
If No, Primary Category of Incident:* | Fire -
If No, Secondary Category of Incident:™ |Intentiona| - Not Started By Individual » |
Review Status: |
Primary Reason for non-approval:
Approved
Followup Date: (MM/DD/YYYY) Not Approved
Comments/Recommendations: Jl2pproved with Modification to category
Review Status drop-down lists
14. User Health and Human Services
chooses _ ;
: MCR | IM | Death Reporting | NCI | Investigations | Re
Review Event Data Entry | Restncted Access | n;mmmpr‘:m Process Mgt. | Review Process Mgt.
StatUS. B Oparation succassiul.
3 {1}
. Nome: BROWNLEE, PARALLEL m
15. Clicks | _tncident 1D: 2264 | __Incident Date: 8/1/2007 | Primary Incident Nature: Physical Altercation
Fl n a.l IZE . Araa Office Managemeant Review Detalls

Primary Category of Incident: Physical Alvercation
Secondary Catagory of Incident: Individual to Individual, Alleged Victim
Are the current categones cormect? = No =

If Mo, has the filng agency been contacted and agreed to the change sl
Yes =
in category? ¥

Siva| _ Chack Speling | Shve And Cortinue

If No, Primary Category of Incident: = [Fire. =l
Tan " Lo s = s e |
Review Status: [Net Approved |
Primary Reason for non-approval: Ircorrect Categonzation

JLEEAG RIOnE
Comment tions:
NARRATIVE HERE IF NEEDED =
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Switchboard

16. How the
Switchboard
looks with “Not
Approved.”

Health and Human Services

HCR | IM | Death Reporting | NCI | Investigations | Re
Event Data Entry | Restncted Access | Report Extension | Filing Process Mgl. | Review Process Mgt.
QM = IM » Event Data Entry » S rd

agarch

Incdent Report Download (PDFY
ncident Report Downdoad (RTFY

| Indhvidual Information | Name: BROWNLEE, PARALLEL | SSN: 00X XX-6644 | DOB: 5/5/1955 Area Office: Springfleld/Westileld
[ aent intormation | incdent 102763 | incient bote: 8/177007 | Primory Tncident Nature: Firs |

Regional Office Management Review

Action Steps Follow-up

Alerts appear to the filing agency.

e e e e e ¢ ¢ e e e e

Alert Subject

Alert M

Area Office has not approved an Incident Report: Individual Name: BROWNLEE, PARALLEL;
. Event ID: 2264; Primary Nature: Fire; Secondary Nature: Intentional - Not Started By
Area Office has not approved an Incident Report Individual; Incident Date: 08/01/2007; ¢ ime: 11:30 PM; Hui :
Coordinator Mame: BROWNLEE, BOB ¢#Categories Changed by Area Office?: Yes
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