Incident Management Training Participant Guide i

Additional Functionality

This section will cover additional functionalities available to end users within the Incident Management
Module. In particular, this section will cover Creating Action Steps Follow Up, managing workload with
Process Management screens, and using the Help features.

Scenario: Creating Action Steps Follow Up

Scenario Description:
¢ Anincident has been finalized
e Action steps for the incident have been created
e The user would like to create an Action Steps Follow Up plan

e et R e 1

DDS or MRC
Incident Provider Provider | C[(:[r:csll:;smgfst Conducts I
Discovered Submits Initial Submits Final | Ll Boview Second Level |
Report Report I Review l
— e —; [ | i
< 1 day ] |
< 7 days ] |
| 7 days " |
I < 7days |

\ 4

| Approve Approve |
I CR OR |
I Not Approve Not Approve 1
I i s s e ' |

Roles and Responsibilities:
e MRC Case Manager: Create Action Steps Follow Up for individuals in their caseload
e MRC Case Manager Supervisor: Create Action Steps Follow Up for individuals in their caseload
e MRC Central Office Oversight: Create Action Steps Follow Up for individuals in their caseload
e DDS ABI/MFP Service Coordinator: Create Action Steps Follow Up for individuals in their
caseload

First Steps:
e The user logs into HCSIS
e The user selects the Quality Management Module
e The user selects the Incident Management sub-module

Scenario Steps:
1) Select Event Data Entry
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‘ Advocatesine, Test Alerts | ADVOCATES INC (Provider/State Op) Help | Exit HCSIS

Health and Human Services Mass.jov =

Reporting | NCI | Investigations | Reports
Site Level Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
lection

Event Data Entry
QM M > Me

Please Select a Menu Item
User ID: TESTADVOCATESINC

ou are currently logged in as a user from:
DVOCATES INC (Provider/State Op)

2) Search for an individual

| Provider, Test Alerts ALTERNATIVE SUPPORTS INC (Provider/State Op) Help Exit HCSIS

Health and Human Services Mass. o lf;:
=

[ Home [ am [ pam [1sp [ aomn | . MessCovHome Heu|

HCR | IM | Death Reporting | NCI | Investigations | Reports
[Event Data Entry | Site Level Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
[oM = IM > Event Data Entry > Search

Individual/ Event Search Criteria

Last Name: First Name:
SSN: Event ID:

From Date (MM/DD/YYYY): j o Date (MM/DD/YYYY):
- eret
For Site Level Incidents, & ange and click the Search button.

=]

ser ID: TESTPROVIDER

ou are currently logged in as a user from:
RLTERNATIVE SUPPORTS INC (Provider/State Op)

3) Select an individual in order to view their individual event history
a. Select the individual

Health and Human Services Mass.--‘_;m '/~_~,_-';

=T
[ one [ars | ean | e | Aomm | S st s
HCR | IM | Death Reporting | NCI | Investigations | Reports

Event Data Entry | Site Level Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
QM > IM = Event Data Entry > Search

Individual/Event Search Criteria

Last Name: walker First Name:
SSN: Event ID:
From Date (MM/DD/YYYY): I | To Date (MM/DD/YYYY): i |

Reset |

For Site Level Incidents, enter a date range and click the Search bution.

Search: Show 10 ~ entries
Name - | SSN & DOB ¢ Gender Race ¢ State Agency’ Area Office  ©

WALKER, BETTY XXX-XX-0781 12/16/1979  Female DDS South Coastal

WALKER, HELEN X006 xx-4325 | 08/12/1955 |Female | CAUCASIAN  DDS Middlesex West

WAL KER, JESSICA XXX-XX-5064  05/20/1960  Male DDS South Coastal

WALKER, JESSICA |XXX-XX-3937 | 04/23/1953 | Male DDS Greater Boston

WALKER, JESSICA I XXX-XX-0956  08/16/1964  Female DDS Brockton

WALKER, KIMBERLY |xo-xx-6278 | 08/29/1979 | Male ' DDS ‘Worcester

WALKER, KIMBERLY XXX-XX-5007 11/06/1963  Female DDS Middlesex West

WALKER, KIMBERLY oot xox-4127 | 12/19/1986 | Female bos South Coastal

WAL KER, KIMBERLY XXX-XX-4974  07/23/1959  Male CAUCASIAN  DDS Middlesex West

WALKER, KIMBERLY |XXX-XX-1754 | 10/03/1970 | Male CAUCASIAN  DDS Middlesex West

Showing 1 to 10 of 54 entries

b. View the Individual’s Event History
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| Advocatesing, Test Alerts | ADVOCATES INC (Provider/State Op) Help = Exit HCSIS
Health and Human Services Mass. /o /~"
=1

HCR | IM | Death Reporting | NCI | Investigations | Reports
Event Data Entry | Site Level Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
QM > IM > Event Data Entry > Search

Individual/Event Search Criteria

Last Name: walker First Name:
SSN: Event ID:
From Date (MM/DD/YYYY): 3 To Date (MM/DD/YYYY): i

Reset

For Site Level Incidents, enter a date range and click the Search button.

Individual Information | Name: WALKERTESTSUBGRPB, JASON |SSN: X0OX-XX-2 | DOB: 12/30/1987 |Gender:| State Agency: MRC

New Individual Incident I New Optionally Reportable Event I

Search: Show 10 ~ entries

Event ID¢ Event Date~ Primary Nature s Secondary Nature © Event Status® Area Office” Filing Agency =
239174 02/10/2014 Unexpected Hospital Visit E.R. Visit Open DELTA PROIECTS
238351 01/15/2014 Theft Alleged Perpetrator Closed DELTA PROJECTS
238294 01/13/2014 Theft Alleged Perpetrator Closed DELTA PROJECTS
238272 01/13/2014 Suicide Attempt Repeat Attempt Closed DELTA PROJECTS
238273 01/12/2014 Theft Alleged Perpetrator Open DELTA PROJECTS
239241 Open DELTA PROIJECTS
239099 Open DELTA PROIJECTS
a2001C DCITA DDAIECTE

4) View Incident Switchboard

After selecting the individual event from the Individual’s Event History, the incident switchboard will be
displayed. At this point, the event has been submitted, finalized, and approved. To move to the next
step, select “Create” under Action Steps Follow Up.

mﬂmﬂm_—

HCR | IM | Death Reporting | NCI | Investigations | Reports
Event Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
IOM = IM > Event Data Entry > Switch Board
Eearch
Incident Notification Printable Summary
Printable Incident Summary
Incident Report Download (PDF)
Incident Report Download (RTF)

Individual Tnformation Name: WALKERTESTSUBGRPA, JASON SSN: XXX-XX-6 DOB: 1/3/1970 | Gender: | State Agency: MRC
Incident Information Incident ID: 239038 Incident Date: 2/1/2012 Primary Incident Nature: Unexpected/Suspicious Death

Filing Agency Name: ADVOCATES INC

Incident Management Documents
Provider Incident Report

Created: 02/05/2014; Submitted: 02/05/2014; Finalized: 02/05/2014; State Agency Approval:
Approved

Incident Report Review
Created: 02/05/2014; Finalized: 02/05/2014: Second level Approval: Approved

Secondary Incident Report Review
Created: 02/05/2014; Finalized-Approved: 02/05/2014

i Follow-up
Create
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5) Create Action Steps Follow Up

Input any action steps, responsible parties, target or actual completion date of action step, and add any
additional comments.

‘ Mrcco, Test Alerts = MRC Central Office (Central Office Entity) Help = Exit HCSIS

Health and Human Services Mass. ot /-"

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

individual Information Name: WALKERTESTSUBGRPA, JASON SSN: XXX-XX-6 DOB: 1/3/1970 | Génder: | State Agency: MRC
Incident Information Incident ID: 239038 Incident Date: 2/1/2012 Primary Incident Nature: Unexpected/Suspicious Death

Action Step: Targeted Completion Date: Responsible Party (Name and/or Position):
@ dsa

Add| Edit| Delete |

Action Steps Follow-up: Corrective Action in Response to the Incident

Describe each corrective action step that has been or will be taken in response to the incident and/or the investigation including modifications to the individual's plan:
Are there action steps for this incident? * Yes ¥

Action Step (list each action individually): dsa -

Ek

Targeted Completion Date (MM/DD/YYYY):
Responsible Party (Name and/or Position):
Was the action completed as recommended? * -~
Other comments, if applicable: -

Completion Date (MM/DD/YYYY): =

Finalized By:
Finalized Date: =

Reset | Save Finalize

Input any actions steps, the responsible party, when the action step was completed by or is targeted to be
completed by and any additional comments.

6) Finalize Action Steps Follow Up by selecting “Finalize” at the bottom of the screen
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Health and Human Services Mass. /jon #t

HCR | IM | Death Reporting | NCI | Investigations | Reports
fEvent Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help

Individual Information

Name: WALKERTESTSUBGRPA, JASON S5N: X0X-XX-6 DOB: 1/3/1970 | Gender: |  State Agercy: MRC | Area Office: |

Incident 1D: 239038 Incldent Date: 2/1/2012 | Incident Nature: Unexpected / Suspicous Death
TP — onsible Party = - T
® dsa

Add| Ede| | Delete |

Action Steps Follow-up: Ci Action in o the
Describe each corrective action step that has been or will be taken In response to the incident and/or the o the s plan:
Are there action steps for this inadent? Yes =

Action Step (kst each action individually):

dsa

Targeted Completion Date (MM/DD/YYYY): b
Responsible Party (Name and/or Position)):

Was the action completed as recommended? * =

Other comments,  applcable:

Comgpletion Date (WM/DD/YYYY): o
Finalzed By:
Finalzed Date:

(Reset | [ Save] ks |

Release 7.0
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Next Steps

After finalizing the Action Steps, you will be brought back to the Event Switchboard. Action Steps Follow
Up should be listed as “Created” and “Finalized”

From here you will be able to:

¢ Review other documents related to the incident

e Print or download the Incident Reports and Summary

Incident Notification Printable Summary

Printable Incident Summary
Incident Report Download {PDF)
Incident Report Download {RTF)
on__| __ Name: WALKERTESTSUBGRPA, JASON | SSN: XXX-XX6_| DOB:1/3/1970 | Gender: | _State A
m___ | IncidentID: 239038 |  IncidentDate:2/1/2012 |  Primary Incident Nature: Unexpecte:

Filing Agency Name: ADVOCATES INC

Incident Management Documents

Provider Incident Report

Created: 02/05/2014; Submitted: 02/14/2014; Finalized: 02/05/2014; State Agency Approval:
Approved

Incident Report Review
Created: 02/05/2014; Finalized: 02/05/2014; Second level Approval: Approved

Secondary Incident Report Review
Created: 02/05/2014; Finalized-Approved: 02/05/2014

Action Steps Follow-up

g ﬁﬁ iﬂ!ﬂ!ﬂﬂ.ﬁﬁﬂlﬂéﬁ_ﬂ!ﬂml‘ l
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Alerts in HCSIS

Alerts are a great workload management tool for Incident Management and HCSIS. Alerts are
messages that are stored within the system providing the user with pertinent updates. Please
keep in mind that alerts can only be accessed via the system and therefore will not be sent to

users via email.

Scenario: Viewing Alerts in HCSIS

Roles and Responsibilities
e The following users can view and manage alerts:

(0]

O O0OO0OO0Oo

(0]

Providers (all roles)
Case Managers

Case Manager Supervisors

MRC Central Office

Service Coordinators
Service Coordinator Supervisors

DDS Central Office

e Users with the oversight roles will not receive Incident Management alerts

First Steps
1) The user logs into HCSIS via the Virtual Gateway

Scenario Steps

1) Navigate to the alerts screen

Health and Human Services Mass. /o =
et
[ ome | ou [ pan [ 1se | aowin | S dcoome b |
A ALERTS
Welcome to HCSIS
The Home and Community Services Information Systam
This application is designed to be the primary quality management system for agencies under the
Executive Office of Health and Human Services.
If you need assistance please contact Customer Services at 1-866-367-8163%@) | Guidance: Get Guidance at hug://mass gov/dds -under Key Initiatives’ select the HCSIS link
HCSIS News

March 21, 2013 HCSIS / PAM ENHANCEMENT RELEASE

Version 5.4

Health Care Record

Release 7.0
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2) View alerts

Health and Human Services Mass.. =2

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisory Tool
Pending Alerts

Tools > Alerts > Pending Alerts > Pending Alerts
= Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 days). Consult the Process
@ Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA
Subject: |Z|
Module: [=] Recipient User: | [=]

Your search found multiple matches. Please select the desired Alert.

Search: Show 10 [x] entries
Select Date of Alert _ Alert Subject

Alert Message

. , - Hotline MOR MAP Review Marked Not-Approved and Finalized: Individual Name:
Hotline MOR MAP Review Marked Not-Approved | g 5 eYANTEGTSUBGRPA, TEST; Event ID: 238572; Incident Date: 01/23/2014;
Incident Time: 03:30 AM; Human Services Coordinator Name: CW, SC.

o OB 20 and Finalized

Oversight entities are alerted an Initial Report for an Incident has been Submitted:
Individual Name: WALKERTESTSUBGRPA, JASON; Waiver Enrollment: Money Follows
— ) the Person - Community Living; State Agency: MRC; Event ID: 240108; Primary
=l r ; :
'—' 03706/201% | Incident ias been; submitted Nature: Unexpected Hospital Visit; Secondary Nature: Emergency Psychiatric Services

All alerts generated by all modules will be shown on the initial alerts page. Alerts can be
addressed by clicking on the hyperlink within the alert message. Note that alerts have different
lifespans depending on the module or action that has generated the alert. For Incident
Management, alerts related to the submission and finalization of an incident have a lifespan of
21 days, whereas all other alerts have a lifespan of 7 days. Alerts can also be manually deleted
using the check box next to the alert date as alerts are not automatically deleted once the action
has been completed.

3) Sort alerts

Alerts can be searched:
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Health and Human Services

liepertslmmu:llﬂuulmurDm:lnmem-amlnuuﬂmulmunlmsluruuuue:lscsupwmrocl
Pending Alerts

Pendin

ALERT SEARCH CRITERIA

Recipient User: | [=]
Budget Management | Reset |

Subject:
Modulf:

|Death Reporting |
Enhanced Security segrch found multiple matches. Please select the desired Alert.
Health Care Record
{Incident Management
Search: Individual Supports Plan
| Investigatiors

Show 10 [+ ]entries

Select  Date of ARMt,. jication Occurrence Reporting [ & Alert Message &
R M I T
soiggtiakeaicls , Case Manager has not approved an Incident Report: Individual Name: WALKERTESTSUBGRPE,
P 03/11/; I= = . = Reriort JASON; Waiver Enroliment: Acqnlred Brain Injury - Non- Resldentlal State Agency: MRC; Event 1D:
A A0eDt REpol 240297; Primary Nature: y Nature: Not Involving a Physical

Altercation; Incident Date: 03!10!2014 Incident Time: 01 30 AM; Case Manager: NR, CM.

Y Hotling MOR MAP Review Marked Not-Approved and Finalized: Individual Name:
::iilﬁgca MAP Review Marked Not-Approved and |5, 5 GMANTESTSUBGRPA, TEST; Event 1D: 233572; Incident Date: 01/23/2014; Incident Time:

|03:30 AM; Human Services Coordinator Name: CW, SC.

03/10/2014

Alerts can be filtered by subject:

Health and Human Services

Rnpons | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisory Toal
Pending Alerts
Tools - Alerts > Pending Alerts - Pending Alerts

ﬁ Please be aware alerts will be deleted on the alert ( 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA

Subject:

Module: |1ncident has been Submitted

A death report has been submitted.

A major incident report has been deleted because of user error....

1A major incident report has been deleted because the event does not rise to the level of an incident....
A major incident report has been deleted because the report is a duplicate....

A miner incident report has been deleted because of user error..

Search: |4 minor incident report has been deleted because the event dees not risa to the level of an incident.. o (=] entries|
| 4 . | minor incident report has been deleted because the report is a duplicate... - |
Select ‘Date of Alert A previously marked escalated incident has been marked for de-escalation t:y the Area Office... H
| |A restraint report has been deleted by Central Office because of user error.. = -
|4 restraint report has been deleted by Central Office because the report is & duplicate.... SA,
03/17/2014 |An HCR should be created and finalized
|An Incident Report previously marked as Agency not providing services at the time of the incident has been changed to indicate that the Agency was pro... 2 PM;.

|An Incident has been closed
i An Incident has been escalated
= 03/17/2004 |1 Incident has been marked as raady for Finalizatian....
| {An Incident has been marked as ready for submission..
il 03/17/2014 |1 MOR has been deleted by the Regional MAP Coardinator because of user error..
|An MOR has been deleted by the Regional MAP Coordinator because the event does not meet criteria for MOR....
~|an MOR has been deleted by the Regional MAP Coordinator because the report is a duplicate. . i
“ |An MOR has besn marked as ready for Finalization.. Jkastl |
An incident has been marked for ascalation by the area Office...
An incident was reclassified in the Final Report that resulted in a change of status from Major to Minor....
Belete Area Office has approved a Major Incident
. o Area Office has not approved an Incident Report...
¥ v Gumrenily fogaed i s & e 1 - 2co Manzger Supervisor has not approved an Incident Repart...
- el " Case Manager has approved a Major Incident
mm—ndw Case Manager has not approved an Incident Report... fests versica 5.1

Data Extract Request Proc

Alerts can be filtered by module:
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Health and Human Services

mm|mIMlsclIﬂUﬂIIﬁHFDPI?E|DahmlmluﬂlﬂﬁIINWIMIKI’UUN&S!SCEHDWWTOOI

Pending Alerts
Tools ding Alerts = Pendin
6 Please be aware alerts will be ically deleted depending on the alert message {between 7 1o 60 days). it the screens and Rep
to manage all outstanding tasks.
ALERT SEARCH CRITERIA
Subject: =

Modull: - Recipient User: | [=]
ﬁ I |
Budget Management | Reset |

|Death Reporting | .

Enhanced Security segrch found multiple matches. Please select the desired Alert.

Health Care Record

{Incident Management | -

Search: Individual Supparts Plan | Show 10 [=]entries
|Investigations :

Select  Date of ARMt,. jication Occurrence Reporting [ & Alert Message ¢
R M I T
' soiggtiakeaicls , Case Manager has not approved an Incident Report: Individual Name: WALKERTESTSUBGRPE,
P 03711/ 20 o = = = Reriort JASON; Waiver Enroliment: .qulred Brain Injury - Non- Resldentlal' State Agency: MRC; Event ID:
A A0eDt REpol 240297; Primary Nature: y Nature: Not Involving a Physical

Altercation; Incident Date: 03!10;2014 Incident Time: 01 30 AM; Case Manager: NR, CM.

Y Hotling MOR MAP Review Marked Not-Approved and Finalized: Individual Name:
gzglﬁgca MAP Review Marked Not-Approved and |5, 5 GMANTESTSUBGRPA, TEST; Event 1D: 233572; Incident Date: 01/23/2014; Incident Time:

|03:30 AM; Human Services Coordinator Name: CW, SC.

03/10/2014

Alerts can be manually deleted:

An incident has been marked for escalation by the Case Manager: Individual Name: DUCKTESTSUBGRPG,
01/30/2014 An incident has been marked for escalation by the Case  DAISY; Waiver iy : MFP Non i ial; State Agency: MRC; Event 1D: 237674; Primary Nature:
Manager Transportation Accident; Secondary Nature: Molor Vehicle Accident; Incident Date: 12/26/2013; Incident

Time: 02:00 AM;Case Manager: NR, CM.
Case Manager has approved a Major Incident: Individual Name: DUCKTESTSUBGRPG, DAISY; Waiver

. Enr MFP Non State Agency: MRC; Event ID: 237674; Primary Nature: Transportation
I1/50/20t8  Cane Marage bas approved »; Mujor Incldent Accident; Secondary Nature: Motor Vehicle Accident; Incident Date: 12/26/2013; Incident Time: 02:00
AM;:Case Manager: NR, CM.

An incident has bean marked for escalation by the Case Manager: Individual Name: MCGONAGALLTEST,
01/30/2014 An incident has been marked for escalation by the Case  MINERVA; Waiver : ABI Non i ial; State Agency: unc Event ID 238821; Dnmary
Manager Nature: Significant Bcllmoral Incident; Secondary Nature: Not lving a Phy Incident

Date: 01/17/2014; Incdent Time: 04:00 AM;Case Manager: NR, CM,
: Individual Name: MCGONAGALLTEST, MINERVA; Waiver
e 2 Enroll ABI Non idential; State Agency: MRC; Event ID: 238821; Primary Nature: Significant
¥ 01/30/2014 Case Marager has approved a Major Incident Behavioral Incident; Secondary Nature: Not Involving a Physical Altercation; Incident Date: 01/17/2014:
Incident Time: 04:00 AM;Case Manager: NR, CM.
Case Manager has aporoved a Major Incident: Individual Name: DUCKTESTSUBGRPA, DAISY; Waiver
z 4 Enrollment: MFP Non Rasidential; State Agency: MRC; Event ID: 238527; Primary Nature: Suicide
L (] ciden ¢ 2 f
/R0 EY CREE Maragerhas apfduvac s MajoC I & Attemnpt; Secondary Nature: Repeat Attempt; Incident Date: 01/21/2014; Incident Time: 06:00 AM;Case
Manager: NR, CM.
An Incident has been closed: Individual Name: DUCKTESTSUBGRPA, DAISY; Waiver Enrollment: MFP Non
PR Residential; State Agency: MRC; Event ID: 238697; Primary Nature: Missing Person; Secondary Nature:
o i
> 01/30/2014 An Incident: has been closed Law Enforcement Not Contacted; Incident Date: 01/12/2014; Incident Time: 05:00 AM;Case Manager:
NR, CM.; Categories Changed by Area Office?: Mo

Showing 1 te 10 of 100 sntries [ First | Previose | 1 |

Searching, filtering and deleting alerts allow the user to focus on the alerts that are most
relevant to his or her caseload at the time.
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Process Management Screens

There are two process management tools available for DDS staff, MRC staff and provider agencies. They
are as follows:

e Provider Filing Process Management: Displays the status and action required for incidents
relative to the status of the incident from the perspective of the user who filed the incident report.

e State Agency Review Process Management: Displays the status and action required for
incidents relative to the State Agency (DDS or MRC) Review Process.

These tools can be used for workload management as they present high-level information for all events in
one area of the system. When using the process management screens to manage caseload, keep in
mind:

= The tools are refreshed overnight and do NOT contain the data entered throughout the
current business day

= Once an event has been closed, it will be removed from the process management screens

= Consider printing the screen(s) upon logging into HCSIS to view, prioritize and address
items within the caseload

Scenario: Managing Workload with Provider Filing Process Management

Scenario Description:
e Providers and Staff would like to manage their incidents via the Provider Filing Process
Management Screen
e This may occur at any point in time when the user has access to the Incident Management

module.
DDS or MRC
Incident Provider Provider ngt?uc::rts:w:(r:st Conducts
Discovered Submits Initial Submits Final Level Review Second Level
Report Report Review
< 1 day
= < 7 days
[0}
= < 7 days
g ¢
o <7 days
s 4
‘T Approve Approve
= OR OR
Not Approve Not Approve
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Roles and Responsibilities:

The following actors have access to this function:

All-Individuals Oversight User
DDS Central Office User

MRC Central Office User
Regional Office User

Case Manager Supervisor
Area Office User

Service Coordinator Supervisor
Service Coordinator

Case Manager

Provider

First Steps:
e The user logs into HCSIS

Scenario Steps:
1) Log into HCSIS and select the QM module

Health and Human Services
| HOME oM :' PAM |

& ALERTS

ISP | ADMIN

Home and Community Services Information System

HCSIS supports quality management. case management, financial management and waiver program administration business
functions for the Department of Developmental Services and the Massachusetts Rehabilitation Commission

If you need assistance please contact Customer Services at 1-856-367-8163% | Guidance: Get Guidance at hupyimangovisds -under Key Initiatives’ select the

HCSIS link

HCSIS News

March 21, 2013 HCSIS / PAM ENHANCEMENT RELEASE

Version 5.4

Health Care Record

2) Select the IM module

Health and Human Services Mass. /o /-‘r

Please Select a Menu Item
User ID: CMNR
[¥ou are hy

logged in as
[case Manuger (Cass Manager Entity)
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3) Select Provider Filing Process Management

| Nr, Cm | Alerts Case Manager (Case Manager Entity) Help  Exit HCSIS | *

Health and Human Services Mass

|H(.'.erlboaﬂ| I NC | ons | Repors
Event Data Entry | R.asl:ncmd Access | Ropott!xwmn l?rwuiar Filing Process Hgli | State Agency Review Process Mgt. | Help

oM > IM > Menu Salection

Please Select a Menu Item
JUser ID: CMNR

din

e
o tv)

4) Search for events by entering the “to” and “from” dates. Click “Search”

| Nr,Cm | Alerts Case Manager (Case Manager Entity) Help Exit HG]S

Health and Human Services Ma“'//'“ "L \

150 [ owin | roous S Mamcovioms e

HCR | IM | Death Rep I NCI | igati |
Event Data Entry | mmbedacoass I ReportExtermon I Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
OM = IM > Provider Filing Process ragement e
Event Search Criteria
From Date (MM/DD/YYYY):* 01/01/2014 | To Date (MM/DD/YYYY):* 01/31/2014 =
State Agency: - Waiver Enrollment: Click to select tems from list
Major/Minor: -
Search Reset |
User ID: CMNR )
[fou are d
mm&-mmﬂ

5) View search results

i Nr, Cm | Alerts | Casc Manager (Casc Hanager Entity) | Help | Exit HCSIS
Health and Human Services Mm-@’“ {:}r
. | State Agency Review Process Mgt. | Help
Event Search Criteria
From Date (MM/DD/YYYY):* 01/01/2014 i | To Date (MM/DD/YYYY):* 01/31/2014 |
State Agency: ¥ Waiver Enrollment: Click to select tems fram list
Major/Minor: -
_Reset |
Search: Show 10 =~ entnes
Event . Event . Secondary Recent Next Major - Area State Walver
- pak ¢  Dateg Primary Nature o Nature ¢ Milestone Milestone Minor Frovider  Sitel oL SC/CM L ency  Enroliment
o {Initial Report Finalize Case i'é";mp.mrmf"
237838 BARTESTSUBGRPA, TEST 'nuauzonmm i Acci - itted (Inch Major NR, CM  MRC = oy
101/02/2014 Report [Rasge g
o Money Follows
Initial Report Finalize k
237914 BARTESTSUBGRPA, TEST 01/01/2014 ;:ﬁ:’:" Alleged Victim - Submitted Incident Minor :;'x :e"“’ NR, CM  MRC g;‘ Person
9 01/03/2014  Report T Mmunity
| 1 I ! 1 | [Living
‘Money Follows
[Incident Re-finalize | i
23794 MATNO IR RAVERIERTSARGHS “*.wowzoumm“?". E.R. Visit Report - Not Incident  Major —2°% NR,CM  MRC jthe Person
15P Hospital Visit el Rt [ Manager {Community
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The provider filing process management screen displays the current status for all incidents
that the user has access to. There are several key columns that can help the user easily
identify next steps for an incident that enable caseload management. Specifically, the
“Recent Milestone” and “Next Milestone” display the recent actions and next steps
associated with the incident. Similar to all other search results screens in the Incident
Management module, the results can be sorted by any of the columns and there is an
additional search feature that allows the user to search within the existing search results.
The screenshot above is from a Case Manager, who can see incidents for all individuals
within their caseload.

Scenario: Managing Workload with State Agency Review Process
Management

Scenario Description:
e Providers and staff would like to manage their incidents via the State Agency Review Process
Management Screen
e This may occur at any point in time when the user has access to the Incident Management

module
DDS or MRC
Incident Provider Provider ® ol o) Conducts
Discovered Submits Initial Submits Final I el Bt Second Level
Report Report Review
< 1 day
= <7 days
(7]
= <7 days
3 4 ¢
o <7 days
s 4
© Approve Approve
= CR OR
Not Approve Not Approve

Roles and Responsibilities:

The following actors have access to this function:
e All-Individuals Oversight User

DDS Central Office User

MRC Central Office User

Regional Office User

Case Manager Supervisor

Area Office User

Service Coordinator Supervisor

Service Coordinator

Case Manager

Provider

First Steps:
e The userlogs into HCSIS
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Scenario Steps:
1) Log into HCSIS and select the QM module

| Health and Human Services

A penrs

Home and Community Services Information System

HCSIS supperts quality management, case management, financial management and waiver program administration business
functions for the Department of Developmental Services and the Massachusetts Rehabilitation Commission

If you need assistance please contact Customer Services at 1-866-367-8163@ | Guidance: Get Guidance at hapmastipvigss -under Key Initiatives’ select the
HCSIS link

HCSIS News

March 21, 2013 HCSIS / PAM ENHANCEMENT RELEASE
Version 5.4

Health Care Record

2) Select the IM module

Health and Human Services Mass. o =t

| ADMIN | TOOLS

Please Select a Menu Item

3) Select State Agency Review Process Management

| Nr, Cm | Alerts  Case Manager (Case Manager Entity) Help = Exit HCSIS | *
Health and Human Services Mass. ot

T vamGevteme e
HCR | IM | Death Reporting | NCI | Investigations |

lkporu
EvantDaI:aErlh'v I Rssbnbedaccoss | Report Extension | Provider Filing Process Mgt. lstitawmuwmmll Help

QM > IM

Please Select a Menu Item
User ID: CMNR__

[You are currantly " user from:

u-u !lwli asa
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4) Search for events by entering the “to” and “from” dates. Click “Search”

Nr,Cm  Alerts Case Manager (Case Manager Entity) Help  Exit HCSIS

Health and Human Services Mm{f’?‘f«:ﬂ“
||-I:R|1M|DnmNeportituluctllmssﬁgaﬂonsIMporu
Event Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
QM > IM > State Agency Review Process Management > Search

Event Search Criteria
From Date (MM/DD/YYYY):* 01/01/2014 o To Date (MM/DD/YYYY):* 01/31/2014 |
State Agency: b Waiver Enrollment: Click to select items from list
Major/Minor: hd
Incident Report Review Status: i
@_,

User ID: CMNR ...
Case Manager (Case Manager Entity)

5) View search results

| Nr,Cm | Alerts = Case Manager (Case Manager Entity) Help  Exit HCSIS
Health and Human Services Massr-_-?m:#—%
[ wome [ ow | pam | 15p | ADMIN | TOOLS L manevme e
HCR | IM | Death Reporting | NCI | Investigations | Reports
Event Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt.| Help
QM > IM > State Agency Review Process Management » Search
Event Search Criteria
From Date (MM/DD/YYYY): " 01/01/2014 = To Date (MM/DD/YYYY):™ 01/31/2014 B
State Agency: > Waiver Enrollment: Ciick to select items from list
Major/Minor: v
Incident Report Review Status: -
_Reset |
Search: Show 10 ~ entries
Event . Event ' Secondary Recent Next Major - Area State Waiver
ID- Bane R ote s e Nature ¢ Milestone Milestone Minor rovider  Sited ... SC/CM  sgency Enroliment
1 Unexpected Medical Final Report Incident : Case (the Person -
237841 BARTESTSUBGRPA, TEST 01/01/2014 N it sization EEragsd R Major NR, CM  MRC lc ity
| | | Review | | | | Living |
Finahze Money Follows
Suicide First Known Final Report Incident Case the Person -
237852 BARTESTSUBGRPA, TEST /033014 Artempt Attempt - Finalized Report o Manager piRocM R Community
Review Living
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Nr,Cmi | Alerts | Case Manager (Case Manager Entity) | Help | Exit HCSIS
Health and Human Services Mass. o =
HCR | IM | Death Reporting | NCI | igations | Reports
Event Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
Event Search Criteria
From Date (MM/DD/YYYY):* 01/01/2014 - To Date (MM/DD/YYYY):* 01/31/2014 =
State Agency: - Waiver Enrollment: Click to select items from list
Major/Minor: -
Reset
Search: Show 10 ~ entnes
Event - Event - Secondary Recent Next Major " Area State Waiver
- DR . Date © Primary Nature ¢ Nature © Milestone Milestons Minor Providet Site < Office sc/cu Agency  Enrollment
4 : Money Follows
o Initial Report Finalize =
237838 BARTESTSUBGRPA, TEST 01/01/2014 % Pacted/Suspicious - Submitted Inci Major (Case NR, CM  MRC e D
01/02/2014 Report RIS Sy
Living
Money Follows
237914 BARTESTSUBGRPA, TEST 01/01/2014 "roPerty Alleged Victim Emsu:::nﬁf:: Ez:::: Minor  [MRC Central NR, CM  MRC the Person -
e Damage #: office . Community
01/03/2014 Report
| | | Living
Money Follows
Incident Re-finahze
mg;momcmmsrmmm uum.rzou“‘e"f’;‘ﬁl E.R. Visit Report - Not Incident  Major f‘:‘f; ~ NR, CM  MRC ‘c’:’ ""“:‘y
Hosp Approved Report 9 Living

The state agency review process management screen displays the current status for all
incidents that the user has access to. There are several key columns that can help the user
easily identify next steps for an incident that enable caseload management. Specifically, the
“Recent Milestone” and “Next Milestone” display the recent actions and next steps
associated with the incident. Similar to all other search results screens in the Incident
Management module, the results can be sorted by any of the columns and there is an
additional search feature that allows the user to search within the existing search results.
The screenshot above is from a Case Manager, who can see incidents for all individuals
within their caseload.
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HCSIS Reports

Reports are an additional way to view and monitor events that are recorded in HCSIS. These
reports will capture trends in events for an individual, site or agency and can be a useful
analysis tool. There are various reports for Incident Management, but the reports displayed in
the system will vary based on the user’s role.

Scenario: Viewing Reports in HCSIS

Roles and Responsibilities
e The following users have access to Reports:

0 Providers (all roles)

Case Managers

Case Manager Supervisors

MRC Central Office

Service Coordinators

Service Coordinator Supervisors

DDS Regional Office

DDS Central Office

OO0OO0OO0OO0OO0O0

First Steps
1) The user logs into HCSIS via the Virtual Gateway
2) Select the QM tab

Scenario Steps
1) Navigate to the Reports screen

Health and Human Services Mass//.

HCR | M | Death Reporting | NCI | tnvosugauonsl

Please Select a Menu Item
User ID: CMNR

Y ou are currently logged in as a urer from:

jCase Manager (Case Manager Entity)

2) Expand list of reports

Health and Human Services Mass. /o fil‘
=11 |
Q™M ]pA- se | ADMIN | TOOLS

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisory Tool

|Reports Inbox | Waiver Assurances
Tools = Reports > Reports Request » Reports F
Reports List
@t:mmw

lUser ID: CMNR

[fou are currently logged in as a user from:
iCase Manager (Case Manager Entity)

Click the “+” accordion control to access the full list of reports that can be requested.

3) Select areport to view
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!Mens]MisclIHUtiﬁﬁesIDPPCIMMIDRUUIMBIINUEIW&BIMTWMISCSUMTM
Inbox | Waiver Assurances
Tools ~ Reports -~ Reports Request ~ Reports Request

Reports List

(#) Health care Record

(©) Incident Management

Descripti

Provides detailed information about incident reports that
ing Inciden il have been filed during a specified period of time but have not
! e RlRUEd LDe fAMES . e

Provides list of incident reports sorted by provider for which

Aging Incident Summary Report the Initial Report and/or the Final Report have not been
in th 1l i “
: nts B Provides detailed information regarding each deleted event,

including when it was deleted and who made the deletion.

Provides summary data on the number of events per month
Event Counts broken down by primary and secondary category within a
specified date range. Includes site level incidents.

Summarizes event counts as the Event Counts Report

Event Counts Detail By Provider currently does, but it is sorted by provider. Includes site level
incidents.
jividual Detail 8 Provides a co_mp!efte I_ist of events grouped by individual

during a specified period of time.
Provides a complete list of events grouped by provider and
site during a specified period of time.
This report provides a smus summary for incident reports

’ entered in HCSIS. Di Y y totals and perc
incudants By Case Status by month and yearly quartef for open and closed incidents at
leach review level.

4) Complete report request fields

Health and Human Services Mass/on ‘)

=l

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisory Tool
Reports Inbox | Waiver Assurances

Tools > Reports > Reports Request -~ Reports Request

(3) AGING INCIDENT SUMMARY REPORT

Date of Event - From (MM/DD/YYYY): * 3

Date of Event - To (MM/DD/YYYY): * e |

State and Waiver Programs: ick to select items from list a
Provider: =]

Site:
Area Office: -
Site:
Region: =]

State Agency/Provider Reported E]
Incicents:

Service Coordinator/ Case Manager: E
Event Category: [ﬂ

Does the individual have an acquired
brain injury?:

Unauthorized use of drugs or alcohol?:
Suicide threat or ideation?:

Non-compliance with medical
dirgctivecd-

]

]

EE &

5) Print or save the report

Choose one of three formats to export the report to before clicking “View Report.”
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STate AGETICY7 FTOVIOET REPUTTET
Incidents:

Event Category:

Event Status:

Ingestion of a non-food substance:
Optional Field 1:

Optional Field 2:

Optional Field 3:

Optional Field 4:

Does the individual have an acquired
brain injury?:

Unauthorized use of drugs or alcohol?:
Suicide threat or ideation?:

Non-compliance with medications or
medical directives?:

Sort By:
Report Format: =

=
=
=
=

crobat (POF)

i Foimat

Plain Text

The report will open in a separate window in the format selected.

238828 01/01/2014 01:00 AM  Central Office Major Suicide Attempt First Known QOPEN
Created Attempt
238949 02/01/2014 12:30 AM  SC/CM Created Major Transportation Pedestrian OPEN
Acadent
238974 02/03/2014  12:00 AM  ADVOCATES Minor Theft Alleged Victim OPEN
INC
239022 02/01/2014 01:00 AM  SC/CM Created Major Unexpected/Suspicio Accidental OPEN
us Death
239057 02/01/2014 12:00 AM  ADVOCATES Minor Unexpected Hospital Psychiatric Emergency OPEN
INC Visit Hospitalization Relocation
Individual Total: 42 Events
Individual's Name: BARTESTSUBGRPC, TEST
Event Event Event Filing Site Location Responsible Major/Minor Primary Secondary Reason for Status
ID  Date Time Agency of Incident Site Designation Nature Nature Hospital Visit
238491 01/20/2014 10:10 AM  ADVOCATES Major Unexpected/Suspicio Accidental OPEN
INC us Death

The above screenshot is an example of a report that has been exported to a PDF.
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Incident Management Help Features

There are several resources, including reference documents, forms, and quick guides, posted within the
Incident Management module. These documents are helpful tools that enable users to complete and
review incident reports within HCSIS. Help features are available to all Incident Management module
users at any point in time. For users who are familiar with the Incident Management module, the IM
Reference page consolidates the reference documents that were previously distributed throughout the
module in one central location.

The IM Reference page is a single location in which all forms, reference and help documents relative to
Incident Management are consolidated for easy viewing. The page is accessible to all users with access
to the Incident Management sub-module. This chart shows all of the documents that are on the help page
and how they are categorized.

Documents and Forms Reference and Instruction Quick Guides

+ Autism Waiver Instructions for Incident Report

+ QGuidelines *+ AOMR Quick Guide

+ Incident Fact Sheet * Filing an Extension

+ Categories . _ _
+ HCSIS DecisionTree ROMR Quick Guide

* Incident Changes Chart . . : ; :
+ Instructions for Incident Report Autism Waiver AOMR Quick Guide
* Incident Report . - .
« Instructions for site-based Incident Report &E'&'%gu?gg Review Process
* Incident Report: Site-Based
+ Autism Waiver Overview and Guidelines User

+ AutismWaiver Incident Report | Guide * IM Submittingthe Initial Report

Quick Guide
* Autism Waiver Incident Management - -
o * IM Completing the Final Report
Guidelines Quick Guide
+ Timeline Cheat Sheet

Scenario: Viewing the Help Features

Description:
e This scenario will cover the process of navigating to the help feature

e This is relevant to all users in the Incident Management Module and will be available at all points
in the Incident Management process
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DDS or MRC
Incident Provider Provider c%ﬁgu"c't :‘;ﬁ,’t Conducts
Discovered Submits Initial Submits Final Lol Review Second Level
Report Report Review
< 1 day
< 7 days
= 7 days p
’ =<7 days .
Apgrove Approve
CR OR
Not Approve Not Approve

Roles and Responsibilities:

The following actors have access to this function:
e All-Individuals Oversight User

DDS Central Office User

MRC Central Office User

Regional Office User

Case Manager Supervisor

Area Office User

Service Coordinator Supervisor

Service Coordinator

Case Manager

Provider

First Steps:
e The userlogs into HCSIS

Scenario Steps:
1) Log into HCSIS and select the QM module
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7~

Health and Human Services Mass. /o

[ 150 | Aowuw |

A wos Home and Community Services Information System

HCSIS supports quality management, case management, financial management and waiver prograrn administration business
functions for the Department of Developmental Services and the Massachusetts Rehabilitaton Commission

If you need assistance please contact Customer Services at 1-866-367-8163%) | Guidance: Get Guidance at hup//magg gov/dds -under 'Key Initiatives’ select the

HCSIS link
HCSIS News
March 21, 2013 HCSIS / PAM ENHANCEMENT RELEASE
Version 5.4
Health Care Record
2) Select the IM module
Health and Human Services Mass. /jo: o=

PAM | ISP | ADMIN | TOOLS

Please Select a Menu Item

User 1D: CMNR

[rou ara currently bigged in a5 a user from:
[case Manager (Case Manager Entity)

3) Once the Incident Management module is open, you will notice a navigation bar on the top
right of the page. Select “Help”. Below “Help” alink will appear that says “IM Reference”.
Select this link to navigate to the reference page

| Mrcco, Test | Alerts | MRC Central Office (Central Office Entity) Help  Exit HCSISQ “

Health and Human Services mggiem_cer =]

HCR | IM | Death Rep g | NCI | g | Reports
Event Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | Smmmnqkmw?rmsn{l Helg I
M > IM > Menu Selectior

Please Select a Menu Item

Pser ID: TESTMRCCO
frou gged an From
mc—our?u?.r‘ - s usar | e
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4) Access the documents on the Help page

Mrcco, Test | Alerts | MRC Central Office (Central Office Entity) | Help | Exit HCSIS

Health and Human Services Wﬁ

-~ possem e

Event Data Entry | Restricted Access | Report Extension | Provider Filing Process Mgt. | State Agency Review Process Mgt. | Help
M = IM > Help

Please contact the DOS Help Desk at dds customersenaces@state ma us or (866) x?dlomuﬂlmmmtlrm

The documents available to you on the Help page within the Incident Management module can
also be found at the DDS HCSIS website: http://www.mass.gov/eohhs/consumer/disability-

services/services-by-typelintellectual-disability/provider-support/home-and-community-services-
infol.
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Next Steps

The Incident Management module will be accessible starting April 14, 2014. This will impact
incidents submitted after that date. Further information on the Incident Management module can
be found on the Department of Developmental Services under “Home and Community Services
Information System (HCSIS)”.

State Offices & Courts | State A-Z Topics | State Forms

Skipto main ceprent | 4 A | GNP

The Official Website of the Executive Office of Health and Human Services (EQOHHS)

Health and Human Services 0 Search in Healh & Human services ] [ESXS)

Departments & Divisions

Government

Agendies

= Health Care & : z
A-Z Topic Index TR ancs Consumer Licensing Provider Researcher

# Home > Consumer > Disability Services > Services by Type of Disabilty » Intellectual Disability » DDS Prowiders
on S

> Home and Community Services Informa ystem (HCSIS) » Incident Management

Incident Management

Paper Incident Reporting Process

Incident Management Documents

© 2014 Commonwealth of Massachusatts. Jobs Accessibility Policy EOHHS Web Feedback EOHHS Site Pobcies Contact Us
Mass Gov® is a registersd service mark of the Commanwealh of Massazhusetts About This Website

Incidents submitted prior to go-live will be completed with the current paper based process. The
incident report can be accessed via the DDS website:
http://www.mass.gov/eohhs/docs/dmr/hcsis/hcsis-incident-report.pdf. The information is
categorized into the same sections as those on the online report.

Commonwealth of Massachusetts - Department of Developmental Services
Incident Report - INITIAL REPORT

{*=MANDATORY FIELD) V06212013

Initial Report: Individual Information

*(1) Individual: First Name Last Name

*(2) Individual’s Service Coordinator:

*(3A) Is the individual subject to a Day Level II or Level ITII Behavior Plan? QYes QNo

*(3B) Is the individual subject to a Res. Level II or Level III Behavior Plan? Q Yes QNo

*(4) Home Address:

{4A) Street (4B) Caty {4C) State

Initial Report: Filing Agency Information
*(5) Filing Agency:

*(6) Staff filling out Paper Incident Report:

(7) Staff Responsible for Incident Follow-up:

Initial Report: Incident Classification
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For questions, please contact the DDS Help Desk.
— By phone: 1-866-367-8163

— By email: dds.customerservices@state.ma.us

— Hours of operation: 7AM — 7PM M-F
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