[image: VG Logo 1_2009]Incident Management Training Participant Guide
[bookmark: _Toc325449103][bookmark: _GoBack]Contents
The Incident Report Review Process	2
Incident Report Review Process Overview	2
MRC Report Review and Approval	2
DDS Report Review and Approval	3
Scenario: Compile and Submit the Incident Report Review (IRR)/ Area Office Management Review (AOMR)	4
Scenario: Compile and Submit the Secondary Incident Report Review (SIRR)/ Regional Office Management Review (ROMR)	7
Alternate Scenario: Mark an Incident as “Not Approved”	11

[bookmark: _Toc370207235]












	





















[bookmark: _Toc384651733]The Incident Report Review Process
[bookmark: _Toc384651734]Incident Report Review Process Overview
When an Incident Report has been submitted, it must be reviewed for completeness and accuracy by an Area Office user or Case Manager for quality assurance purposes. Upon review, the Area Office user or Case Manager will ultimately designate whether the report is approved or not approved. The HCSIS Incident Management module facilitates both levels of the incident report review to ensure that incidents receive the appropriate level and quality of review as necessary. 

An Incident Report Review (IRR), also known as the Area Office Management Review (AOMR), is the level of review that is conducted for incidents that require a minor level of review. An Incident Report Review is “closed” in the system after it has been reviewed and approved.  For incidents that only require a minor-level of review, approval by the Area Office user or Case Manager closes the incident.  In this document, we will refer to this initial review as the “First Level Review.”

A Secondary Incident Report Review (SIRR), also known as the Regional Office Management Review (ROMR), is the second level of review that is conducted for incidents that require a major level of review. This level of review takes place after the incident is approved at the first level of review. This second level of review is conducted by the Regional Office user or Case Manager Supervisor. A Secondary Incident Report Review is “closed” in the system after it has been reviewed and approved.  In this document, we will refer to this level of review as the “Second Level Review.”

The table below shows which reporting process will be followed for individuals on each state and waiver program.

	DDS Reporting Process
	MRC Reporting Process

	DDS Intensive Supports Waiver
	ABI Non Residential Habilitation Waiver

	DDS Community Living Waiver
	MFP Community Living Waiver

	DDS Adult Supports Waiver
	

	DDS State Programs
	

	ABI Residential Habilitation Waiver
	

	MFP Residential Support Waiver
	




[bookmark: _Toc384651735]MRC Report Review and Approval
MRC First Level of Review
Incidents requiring a minor level of review only undergo the first level of review, known as the Incident Report Review (IRR) at MRC. The incident can be approved or not approved during this review.

If Approved: If the incident is approved after the initial review, the incident is closed because it requires only a minor level of review. 

If NOT Approved: The incident is sent back to the provider who will review and resubmit the report if the incident is not approved.  The provider will have seven calendar days to resubmit the final incident report. 
Incident requiring a minor-level review is finalized

Case Manager conducts the IRR
Incident Report is closed
Approved
Not Approved

MRC Second Level of Review
[bookmark: _Toc370207237]Incidents requiring a major level of review undergo both a first and second level of review. If the first level is not approved, the report is sent back to the provider. If the first level is approved, the report undergoes the Secondary Incident Report Review (SIRR) and the process repeats itself.
Incident requiring a major-level review is finalized
Incident Report is closed
Not Approved

Case Manager Supervisor conducts the SIRR

Case Manager conducts the IRR
Approved
Approved
Not Approved



[bookmark: _Toc384651736]DDS Report Review and Approval
DDS First Level of Review
Incidents requiring a minor level of review undergo only the first level of review, known as the Area Office Management Review (AOMR) at DDS. The review can be approved or not approved during this review.
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If Approved: Since this incident requires only a minor level of review, once the initial review is approved the incident is closed.

If NOT Approved: If the incident report is not approved, it is sent back to the provider to be reviewed and resubmitted.  The provider will have seven calendar days to resubmit the incident report. 


DDS Second Level of Review
[image: ]Incidents requiring a major level of review undergo both a first and second level of review. If the first level is not approved, the report is sent back to the provider. If the first level is approved, the report undergoes the Regional Office Management Review (ROMR) and the process repeats itself.


[bookmark: _Toc384651737]Scenario: Compile and Submit the Incident Report Review (IRR)/ Area Office Management Review (AOMR)
An Incident Report Review (at MRC) or Area Office Management Review (at DDS) begins once an incident report has been submitted, and can last up to 7 calendar days. 
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Roles and Responsibilities
· The following users can compile and submit the IRR/ AOMR
· MRC Case Manager
· MRC Case Manager Supervisor
· MRC Central Office Oversight
· DDS Service Coordinator Supervisor
· DDS Service Coordinator
· DDS Area Office

First Steps:
1) An Incident Report has been submitted for review 
2) The user logs into HCSIS
3) The user navigates to the Quality Management Module
4) The user navigates to the Incident Management sub-module

Scenario Steps
1) Navigate to the Event Data Entry page
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2) Search for an Individual
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3) Select the individual’s name to be redirected to the individual’s event history
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4) Select the ID corresponding to the event requiring an IRR/AOMR
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5) Select “Create” on the event switchboard under Area Office Management Review/ Incident Report Review


[image: ]Created: 01/14/2014; Initial Report Submitted: 01/14/2014; Finalized: 01/21/2014



6) Complete Required Fields


The IRR/ AOMR form consists of only one screen. The user will need to fill out required fields in addition to indicating the status of review which may be; approved, not approved, or approved with modification to category.
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7) Finalize the IRR/ AOMR
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[bookmark: _Toc384651738]Scenario: Compile and Submit the Secondary Incident Report Review (SIRR)/ Regional Office Management Review (ROMR)
A Secondary Incident Report Review (MRC) or Regional Office Management Review (DDS) begins once the first level of review is approved, and can last up to 7 days. The regional office actor or case manager supervisor will receive an alert that an incident requiring a major level of review has been approved.
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Roles and Responsibilities
· The following users can compile and submit the SIRR/ ROMR
· MRC Case Manager Supervisor
· MRC Central Office Oversight
· DDS Regional Office User

First Steps:
1) The user logs into HCSIS
2) The user navigates to the Quality Management Module
3) The user navigates to the Incident Management sub-module

Scenario Steps
1) Navigate to the Event Data Entry Screen 


[image: ]




2) Search for an Individual
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3) Click the Individual’s name to be redirected to the individual’s event history
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4) Select the ID corresponding to the event requiring an SIRR/ROMR
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5) Select “Create” on the event switchboard under Regional Office Management Review/ Secondary Incident Report Review
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Created: 01/14/2014; Submitted: 01/14/2014; Finalized: 01/14/2014; State Agency Approval: Approved


Created: 01/14/2014; Finalized-Approved: 01/21/2014









6) Complete Required Fields
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7) Finalize the SIRR/ ROMR
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[bookmark: _Toc384651739]Alternate Scenario: Mark an Incident as “Not Approved”
Instead of an incident being approved as shown in the scenarios above, there are situations in which an incident report will be marked as “Not Approved.” This may occur at either the first or second level of review. This scenario will illustrate an incident marked as “Not Approved” during the second level of review and follow the review process through the incident re-finalization.
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Roles and Responsibilities
· MRC Case Manager Supervisor: Can create and finalize the Second-level review 
· MRC Central Office Oversight: Can create and finalize the Second-level review 
· DDS ABI/MFP Regional User: Can create and finalize the second-level review

First Steps:
1) The user logs into HCSIS
2) The user views the alerts page
3) The user navigates to the Incident Management sub-module

Scenario Steps
1) Second-level reviewer views alert
a. The user who is responsible for the second level of review will receive an alert that the Area Office staff or Case Manager has approved a major incident 
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b. Clicking on the alert hyperlink brings the second-level reviewer to the Incident Report Switchboard
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1) Second-level reviewer completes the second-level review
a. The reviewer selects “create” to begin second-level review
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b. The reviewer completes the review process, selecting “Not Approved” from the Review Status dropdown
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c. The Incident Switchboard reflects that second level review status is “Not Approved”
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2) First level reviewer receives an alert
a. The reviewer receives an alert that the incident was not approved[image: ]



























b. Select the alert hyperlink to bring the first level reviewer to the Incident Switchboard
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3) First level reviewer creates a new AOMR/IRR 
a. [image: ]Selects “Create” to complete a new review

b. Completes the review and selects “Not Approved” from the Review Status dropdown, adding information as to why the report was not approved
[image: ]
c. The event switchboard will automatically update to reflect the changes
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d. 







4) Provider receives an alert
a. After the first level reviewer finalizes an incident review with the status of “Not Approved”, the Provider who submitted the incident report will receive an alert.
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b. Provider views event switchboard and will see that the incident was marked as “Not Approved” A new link below Provider Incident Report shows the report has not yet been finalized. This link can be selected to finalize the incident report.
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5) Provider re-finalizes the incident report, making adjustments based on comments provided by the reviewers
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Next Steps: Review process begins again from the first level of review
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AM; Case Manager: NR, CM.
Oversight entities are alerted an Incident Report for a Major Incident has been Finalized: Individual Name:
02/17/2014  Major Incident has been Finalized P D Ol aniey(Eqlimen

‘Acquired Brain Injury - Non-Residential; State
Agency: MRC; Event ID: 239432; Primary Nature: Theft; Secondary Nature: Alleged Perpetrator; Incident
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Incident Notification Printable Summary
Printable Incident Summary
Incident 't Download (PDF]
Incident 't Download (RTF]

ng Agency Name: ADVOCATES INC

Incident Management Documents
Provider Incident Report

Created: 02/17/2014: Submitted: 02/17/2014; Finalized: 02/17/2014; State
Created: 02/17/2014: Initial Report Submitted: 02/17/2014

Incident Report Review

Created: 02/17/2014; Finalized: 02/17/2014; Second level Approval: Not.

oved
Created: 02/17/2014: Finalized-Not Approved: 02/17/2014
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Search: Show (10 [*] entries
Select  Date of Alert _ Alert Subject . Alert Message

Case Manager has not approved an Incident Report: Individual Name: WALKERTESTSUBGRPB, JASON;

Waiver Enrollment: Acquired Brain Injury - Non-Residential; State Agency: MRC; Event ID: 239432;
C 02/17/2014  Case Manager has not approved an Incident Report Primary Nature: Theft; Sacondery Nature: Alleged perpetrator; Incident bate: 02/14/2014; Incident
Time: 12:00 AM; Case Manager: NR, CM.
Case Manager Supervisor has not approved an Incident Report: Individual Name: WALKERTESTSUBGRPB,
B 02/17/2014  Case Manager Supervisor has not approved an Incident  JASON; Waiver Enrollment: Acquired Brain Injury - Non-Residential; State Agency: MRC; Event ID:
Report 239432; Primary Nature: Theft; Secondary Nature: Alleged Perpetrator; Incident Date: 02/14/2014;
Incident Time: 12:00 AM; CM Supervisor: NR, CM.
Case Manager has approved a Major Incident: Individual Name: WALKERTESTSUBGRPB, JASON; Waiver
Enroliment: Acquired Brain Injury - Non-Residential; State Agency: MRC; Event ID: 239432; Prima;
Case Manager has approved  Major Incident heft; Sacondary Nature: Allsged Perpetrater; Incident Datat 02/14/2014; Tnident Time: 12
Man:
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Secondary Category of Incident:* First Known Attempt + B
Based on the selected categories, this incident requires a Major level of review.
Is the staff entering the Incident in HCSIS the same staff who filled out the Paper version of

the Final Report?* Ne e
‘Staff who filed out the Paper version of the Final Report (First Name): asd

‘Staff who filed out the Paper version of the Final Report (Last Name): sdfasdf
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Was the On-Call person notified?™ Yes -

Name of On-Call person notified sdfa

Has DPPC been notified of the Incident?* No- will Notify v
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‘Was Law Enforcement involved in the Incident?* No
Did the incident involve the ingestion of non-food substances?* Yes -
Did the incident involve unauthorized use of drugs/alcohol?* Yes v
Did the incident involve suicidal threat/ideation?* Yes v
Did the incident involve non-compliance with a medical directive?* Yes v =
Did the incident involve a medication refusal?*
Is there an injury to the individual(s)?* No v
Save| | CheckSpeling | _Finalze |
User ID: TESTOELTAPROJECTS
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