
Incident M

Release 7

Contents

The In
Incid
MRC
DDS
Sce
Rev
Sce
Offic
Alte

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Management T

7.0 

s 

ncident Repo
dent Report 
C Report Re
S Report Re
enario: Comp
view (AOMR
enario: Comp
ce Managem

ernate Scena

Training Part

ort Review P
Review Pro

eview and Ap
eview and Ap
pile and Sub
) .................
pile and Sub
ment Review
ario: Mark an

icipant Guide

Process ........
ocess Overvi
pproval .......
pproval ........
bmit the Incid
...................

bmit the Seco
w (ROMR) ....
n Incident as

e 

...................
iew .............
...................
...................
dent Report 
...................
ondary Incid
...................
s “Not Appro

...................

...................

...................

...................
Review (IRR
...................

dent Report R
...................

oved” ...........

...................

...................

...................

...................
R)/ Area Offi
...................
Review (SIR
...................
...................

 

Page 1

...................

...................

...................

...................
ice Managem
...................

RR)/ Regiona
...................
...................

 of 17 

...... 2 

...... 2 

...... 2 

...... 3 
ment 
...... 4 
al 
...... 7 
.... 11 



Incident M

Release 7

The In

Inciden

When an 
Area Offic
Case Man
Incident M
receive th
 
An Incide
level of re
Review is
a minor-le
document
 
A Second
Review (R
review. Th
second le
Secondar
this docum
 
The table 
program. 
 

DDS Inten

DDS Com

DDS Adu

DDS State

ABI Resid

MFP Res

 
 

MRC Re

MRC Fir

Incidents 
Report Re
 
If Approv
only a min
 
If NOT Ap
incident is

Management T

7.0 

ncident 

nt Report R

Incident Repo
ce user or Ca
nager will ultim
Management 
he appropriate

ent Report Re
eview that is c
s “closed” in th
evel of review
t, we will refe

dary Incident
ROMR), is the
his level of re

evel of review 
ry Incident Re
ment, we will 

below shows

DDS Rep

nsive Support

mmunity Living

lt Supports W

e Programs 

dential Habilita

idential Supp

eport Revi

rst Level o

requiring a m
eview (IRR) a

ved: If the inc
nor level of re

pproved: The
s not approve

Training Part

Report R

Review Pro

ort has been 
se Manager f
mately design
module facilit
e level and qu

eview (IRR), 
conducted for 
he system aft

w, approval by
r to this initial

t Report Rev
e second leve
view takes pl
is conducted

eport Review 
refer to this le

s which report

porting Proce

ts Waiver 

g Waiver 

Waiver 

ation Waiver 

ort Waiver 

iew and A

of Review 

minor level of r
at MRC. The i

ident is appro
eview.  

e incident is s
ed.  The provid

icipant Guide

Review 

ocess Ove

submitted, it 
for quality ass
nate whether 
tates both lev
uality of review

also known a
incidents tha
er it has been

y the Area Off
 review as the

view (SIRR), a
el of review th
ace after the 
 by the Regio
is “closed” in 
evel of review

ting process w

ess 

Approval 

review only u
ncident can b

oved after the

sent back to th
der will have 

e 

Process

erview 

must be revie
surance purpo
the report is a
els of the inci
w as necessa

as the Area O
at require a m
n reviewed an
fice user or Ca
e “First Level 

also known a
hat is conduct
incident is ap

onal Office us
the system a

w as the “Seco

will be followe

ABI No

MFP Co

 

 

 

 

ndergo the fir
be approved o

e initial review

he provider w
seven calend

s 

ewed for com
oses. Upon re
approved or n
ident report re
ary.  

Office Manag
inor level of r

nd approved. 
ase Manager
 Review.” 

s the Region
ted for inciden
pproved at the
ser or Case M
after it has bee
ond Level Re

ed for individu

MRC R

n Residential

ommunity Liv

rst level of rev
or not approv

w, the incident

who will review
dar days to re

mpleteness an
eview, the Ar
not approved
eview to ensu

ement Revie
review. An Inc
 For incidents

r closes the in

nal Office Ma
nts that requi
e first level of

Manager Supe
en reviewed a

eview.” 

uals on each 

Reporting Pro

l Habilitation W

ving Waiver 

view, known a
ved during this

t is closed bec

w and resubm
esubmit the fin

Page 2

d accuracy by
ea Office use
. The HCSIS 
ure that incide

ew (AOMR), i
cident Report
s that only re
ncident.  In th

anagement 
re a major lev
f review. This 
ervisor. A 
and approved

state and wa

ocess 

Waiver 

as the Inciden
s review. 

cause it requ

mit the report i
nal incident re

2 of 17 

y an 
er or 

ents 

is the 
t 
quire 
is 

vel of 

d.  In 

iver 

nt 

ires 

if the 
eport.  



I

Incident M

Release 7

 
MRC Se

Incidents 
is not app
the Secon
 

 
 

DDS Re

DDS Fir

Incidents 
Managem

 
 
If Approv
the incide
 

Inciden
minor-

is f

Incident requirin
major-level rev

is finalized 

Management T

7.0 

econd Leve

requiring a m
proved, the re
ndary Inciden

eport Revi

rst Level o

requiring a m
ment Review (

ved: Since thi
ent is closed. 

nt requiring a 
level review 
finalized 

ng a 
iew 

Not Approved 

Training Part

el of Revie

major level of r
port is sent b
t Report Revi

ew and Ap

f Review 

minor level of r
(AOMR) at DD

s incident req

Not Approve

 
Case Manag
conducts th

IRR 

icipant Guide

ew 

review underg
ack to the pro
iew (SIRR) an

pproval 

review underg
DS. The revie

quires only a m

 
Case M
condu

IR

ed 

ger 
he Appr

Not A

e 

go both a first
ovider. If the f
nd the proces

go only the fir
ew can be app

minor level of

Manager 
cts the 

RR

C
roved

Approved

t and second 
first level is ap
ss repeats itse

rst level of rev
proved or not

f review, once

Approve

 
Case Manager 

Supervisor 
conducts the 

SIRR 

level of revie
pproved, the 
elf. 

view, known a
t approved du

e the initial re

In
ed

Approv

Page 3

ew. If the first 
report underg

as the Area O
uring this revie

 

eview is appro

ncident Repor
closed 

Inciden
cl

ved 

3 of 17 

level 
goes 

Office 
ew. 

oved 

rt is 

nt Report is 
losed 



Incident M

Release 7

If NOT Ap
resubmitte
 
 
DDS Se

Incidents 
is not app
the Regio
 

 

Scenar
Manage

An Incide
incident re
 
 

 

Roles and
 T

Management T

7.0 

pproved: If th
ed.  The prov

econd Leve

requiring a m
proved, the re
onal Office Ma

io: Compi
ement Rev

nt Report Rev
eport has bee

d Responsib
he following u

o MRC C
o MRC C
o MRC C
o DDS S
o DDS S

Training Part

he incident re
vider will have

el of Revie

major level of r
port is sent b

anagement Re

le and Sub
view (AOM

view (at MRC
en submitted, 

bilities 
users can com
Case Manage
Case Manage
Central Office
Service Coord
Service Coord

icipant Guide

port is not ap
e seven calen

w 

review underg
ack to the pro
eview (ROMR

bmit the In
MR) 

C) or Area Off
and can last 

mpile and sub
er 
er Supervisor
e Oversight 
dinator Superv
dinator 

e 

pproved, it is s
dar days to re

go both a first
ovider. If the f
R) and the pro

ncident Re

ice Managem
up to 7 calen

bmit the IRR/ 

visor 

sent back to t
esubmit the in

t and second 
first level is ap
ocess repeats

eport Revi

ment Review (
ndar days.  

AOMR 

the provider to
ncident report

level of revie
pproved, the 
s itself. 

ew (IRR)/ 

(at DDS) begi

Page 4

o be reviewed
t.  

ew. If the first 
report underg

Area Offic

ins once an 

4 of 17 

d and 

level 
goes 

ce 



Incident M

Release 7

 

First Step
1) A
2) T
3) T
4) T

 
Scenario

1) N
  

 
 
 
 
 
 
 
 
 
 
 
 

2) S

 
 

3) S
 

 

Management T

7.0 

o DDS A

ps: 
An Incident Re

he user logs 
he user navig
he user navig

Steps 
Navigate to th

earch for an

elect the ind

Training Part

Area Office 

eport has bee
into HCSIS 
gates to the Q
gates to the In

he Event Dat

 Individual 

dividual’s nam

icipant Guide

n submitted f

Quality Manag
ncident Mana

a Entry page

me to be red

e 

for review  

gement Modu
gement sub-m

e 

directed to th

ule 
module 

he individual’’s event hist

Page 5

ory 

5 of 17 

 



Incident M

Release 7

4) S
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5) S
R

 
 

 
 
 

6) C
 
 

The IR
additi
modif
 

 

Management T

7.0 

elect the ID c

elect “Create
Report Review

Complete Req

RR/ AOMR fo
on to indicatin
fication to cate

Training Part

correspondi

e” on the eve
w 

quired Fields

orm consists o
ng the status 
egory. 

Created: 01/14/2014;

icipant Guide

ng to the eve

ent switchbo

s 

of only one sc
of review wh

; Initial Report Submitt

e 

ent requiring

oard under A

creen. The us
ich may be; a

ted: 01/14/2014; Finali

g an IRR/AOM

Area Office M

ser will need t
approved, not

ized: 01/21/2014 

MR 

Management 

to fill out requ
t approved, or

Page 6

Review/ Inci

uired fields in 
r approved w

6 of 17 

ident 

ith 



Incident M

Release 7

 
 
 

7) F
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Scenar
Region

A Second
the first le
superviso
 

Management T

7.0 

inalize the IR

io: Compi
al Office M

dary Incident R
evel of review 
or will receive 

Training Part

RR/ AOMR 

 

le and Sub
Manageme

Report Review
is approved, 
an alert that a

icipant Guide

bmit the S
ent Review

w (MRC) or R
and can last 

an incident re

e 

Secondary 
w (ROMR)

Regional Offic
up to 7 days.

equiring a maj

Incident R

ce Manageme
. The regiona
jor level of re

Report Re

ent Review (D
al office actor 
eview has bee

Page 7

view (SIRR

DDS) begins o
or case mana

en approved.

7 of 17 

R)/ 

once 
ager 



Incident M

Release 7

Roles and
 T

 

First Step
1) T
2) T
3) T

 
Scenario

1) N
 
 

 
 
 
 
 

2) S
 

Management T

7.0 

d Responsib
he following u

o MRC C
o MRC C
o DDS R

ps: 
he user logs 
he user navig
he user navig

Steps 
Navigate to th

earch for an

Training Part

bilities 
users can com
Case Manage
Central Office
Regional Offic

into HCSIS 
gates to the Q
gates to the In

he Event Dat

 Individual 

icipant Guide

mpile and sub
er Supervisor
e Oversight 
ce User 

Quality Manag
ncident Mana

a Entry Scre

e 

bmit the SIRR

gement Modu
gement sub-m

een  

R/ ROMR 

ule 
module 

Page 88 of 17 

 



Incident M

Release 7

 
 

3) C
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4) S
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5) S

Management T

7.0 

Click the Indiv

elect the ID c

elect “Create

Training Part

vidual’s nam

correspondi

e” on the eve

icipant Guide

me to be redir

ng to the eve

ent switchbo

e 

rected to the

ent requiring

oard under R

e individual’s

g an SIRR/RO

Regional Offi

s event histo

OMR 

ce Managem

Page 9

ory 

ment Review/

9 of 17 

/ 



Incident M

Release 7

S
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6) C
 

 
 
 

7) F
 
 
 
 
 
 
 
 

 
 

Management T

7.0 

econdary Inc

Complete Req

inalize the S

C

C

Training Part

cident Repor

quired Fields

IRR/ ROMR 

Created: 01/14/2014; S

reated: 01/14/2014; F

icipant Guide

rt Review 

s 

Submitted: 01/14/2014

inalized-Approved: 01/

e 

4; Finalized: 01/14/201

21/2014 

4; State Agency Approoval: Approved 

Page 100 of 17 



Incident M

Release 7

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Alterna

Instead of
incident re
review. Th
review an

Roles and
• M
• M
• D

 

First Step
1) T
2) T
3) T

 
Scenario

1) S

Management T

7.0 

ate Scenar

f an incident b
eport will be m
his scenario w
d follow the r

d Responsib
MRC Case Ma
MRC Central O
DDS ABI/MFP

ps: 
he user logs 
he user views
he user navig

Steps 
econd-level 

a. The us
the Ar

Training Part

io: Mark a

being approve
marked as “N
will illustrate a
eview proces

bilities 
anager Supe
Office Overs

P Regional Us

into HCSIS 
s the alerts pa
gates to the In

reviewer vie
ser who is re
rea Office sta

icipant Guide

an Incident

ed as shown 
ot Approved.”

an incident ma
ss through the

rvisor: Can c
sight: Can cre
ser: Can crea

age 
ncident Mana

ews alert 
esponsible fo
aff or Case M

e 

t as “Not A

in the scenar
” This may oc
arked as “Not
e incident re-f

create and fin
eate and final
ate and finaliz

gement sub-m

or the secon
Manager has 

Approved”

rios above, th
ccur at either 
t Approved” d
finalization. 

alize the Sec
lize the Secon
ze the second

module 

nd level of rev
approved a 

” 

ere are situat
the first or se

during the sec

cond-level rev
nd-level revie
d-level review

view will rec
major incide

Page 11

tions in which
econd level of
cond level of 

view  
ew  
w 

ceive an alert
ent  

 of 17 

h an 
f 

 

t that 



Incident M

Release 7

 

 
 
 

 

 
 
 

1) S

 
 
 

Management T

7.0 

b. Clickin
Repor

econd-level 
a. The re

Training Part

ng on the ale
rt Switchboa

reviewer com
eviewer selec

icipant Guide

ert hyperlink
rd 

mpletes the s
cts “create”

e 

k brings the s

second-leve
to begin sec

second-level

el review 
cond-level re

l reviewer to 

eview 

Page 12

the Incident

2 of 17 

t 



Incident M

Release 7

 
 
 
 
 

 

 
 
 

 

2) F

Management T

7.0 

b. The re
Review

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. The In
Appro

 
 

 
irst level rev

Training Part

eviewer com
w Status dro

ncident Switc
oved” 

viewer receiv

icipant Guide

pletes the re
opdown 

chboard refle

ves an alert 

e 

eview proces

ects that sec

ss, selecting 

cond level re

“Not Approv

view status 

Page 13

ved” from th

is “Not 

3 of 17 

he 



Incident M

Release 7

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3) F

Management T

7.0 

a. The re

b. Select t

irst level rev

Training Part

eviewer recei

the alert hyp

viewer create

icipant Guide

ives an alert 

perlink to brin

es a new AOM

e 

that the inci

ng the first le

MR/IRR  

ident was no

evel reviewe

ot approved 

er to the Incid

Page 14

dent Switchb

4 of 17 

board 



Incident M

Release 7

 

 

 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 

4) P

Management T

7.0 

a. Select

b. Comp
dropd

c. The ev

 

d.  

rovider rece

Training Part

ts “Create” t

pletes the rev
down, adding

vent switchb

ives an alert

icipant Guide

to complete a

view and sele
g information

board will aut

t 

e 

a new review

ects “Not Ap
n as to why t

tomatically u

w 

pproved” from
he report wa

update to ref

m the Review
as not approv

flect the chan

Page 15

w Status 
ved 

nges 

5 of 17 



Incident M

Release 7

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Management T

7.0 

a. After t
Appro

b. Provid
“Not A
not ye

Training Part

the first leve
oved”, the Pr

der views eve
Approved” A
et been finali

icipant Guide

l reviewer fin
rovider who s

ent switchbo
A new link be

zed. This lin

e 

nalizes an in
submitted th

oard and will
elow Provide
k can be sele

cident review
he incident re

l see that the
r Incident Re
ected to fina

w with the st
eport will rec

e incident wa
eport shows 
alize the incid

Page 16

tatus of “Not
ceive an aler

as marked as
the report h

dent report.

6 of 17 

t 
rt. 

s 
has 



Incident M

Release 7

5) P
p

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
N

 

Management T

7.0 

rovider re-fin
rovided by th

Next Steps: R

Training Part

nalizes the in
he reviewers

Review proce

icipant Guide

ncident repo
s 

ess begins ag

e 

ort, making a

gain from the

djustments b

e first level o

based on co

of review 

Page 17

omments 

7 of 17 



Filename: CE8AC53A 
Directory: C:\Users\Hernande\AppData\Local\Microsoft\Windows\Temporary 

Internet Files\Content.MSO 
Template:

 C:\Users\Hernande\AppData\Roaming\Microsoft\Templates\Norm
al.dotm 

Title:  
Subject:  
Author: D'ascanio, Lauren Nicole 
Keywords:  
Comments:  
Creation Date: 5/7/2014 9:06:00 AM 
Change Number: 2 
Last Saved On: 5/7/2014 9:06:00 AM 
Last Saved By:  Victor Hernandez 
Total Editing Time: 1 Minute 
Last Printed On: 5/7/2014 9:19:00 AM 
As of Last Complete Printing 
 Number of Pages: 17 
 Number of Words: 1,524 (approx.) 
 Number of Characters: 8,689 (approx.) 

 


