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Go to www.ceicmh.org. Hover over “Community
Resources” and click on “Provider Resources”

x Community
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COMMUNITY RESOURCES

CMHA-CEI's mission is to activel
about this vision through Mental

% Community Development, Advoc
Plan Administration.

.
Contact Us for Services A & reset
Adults Children Substance Abuse
Schedule an appointment  (517) 3a6-8218 (517) 346-8218 (517) 346-8318
Crisis Services (517) 346-8460 (517) 346-8460 (517) 346-8460

N

.. Se Habla Espariol?

Haz Clic Aqui

J Community

Community
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Mental Health Crisis

=
Select Language X

Search

CMHA-CEI Events Calendar

Nov-20-19 Recipient Rights Orientation
Mov-21-19 EBoard of Directors Meeting

Nov-25-19 Access Ad Hoc Commitiee
Meeting

Dec-03-19 Recipient Rights Orientation

Dec-04-19 Human Resources Committee
Meeting

Dec-05-19 Consumer Advisory Council

Bl nbina
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http://www.ceicmh.org/

Click on “Log into the CMHA-CEI Incident System”
on the right side of the webpage.

Incident System

o

Community
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Retrieving an In-
Progress IR

Click on “Retrieve Existing Incident.”

Starting a New IR CET Incident Web Portal

What would you like to do?

CliCk On “En_l_er O NeW | Enter a New Incident |

o " | Retrieve Existing Incident |
Incident” and proceed to
Slide 5. Input Client Code and Pass Code

SENTELENE ) ATTE. Retrieve an Existing Incident

What would you like to do? Client Code

| Enter a New Incident | Pass Code

| Retrieve Existing Incident | | Retrieve Incident || Cancel |

Click “Retrieve Incident.” The entire IR

& will be available to edit.
e | ceniReporing | 4
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Starting a New IR

You will not be able to move on from this screen unless all fields are completed.

Basic Incident Information

Client Code — fhis is Consumer Reporting Cost Center « Code - this is the cost center for
« Cli — this i
the consumer's et Code your home. If you have

questions about determining
Ngrl\r?g lelnerTebi;e the correct cost center, please
the consumers full Last Name email QCSRR-QA@ceicmh.org
given name

First Name Name

Incident * Name - this is the name of your
nciaen
“ SRR program or home.
* Type-* medlC?’TIOﬂ or Type v On-site Supervisors must ensure
. Loc o’riogr;\e—nBegipecifi c Location that staff have access fo their

Where did the incident _ site’s cost center.

occur? Date (mm/dd/yyyy) Time (eg. 22:25 or 10:25pm)
) E)J?]szeffr:;nﬁ]; TEZS:;? | Continue to Reporting Staff Section |
occurred | Exit without Saving |

When finished, click on “Confinue to Reporting Staff Section” to move on.
*Staff can exit without saving at this point as well — this will close the Incident Report and not save or submit it to
A CMHA-CEI*

Incident Type - “Medication” — starts on slide é.
Incident Type - “General” — starts on slide 7.

Community
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If you chose “Medication” incident type, a new box
will pop up below the initial screen...

To be Completed by Reporting Staff

This entire section

. . [ Indicate Medications Involved
IS TO be fl ”ed OUT - ; Med c\assiﬁcatior_l Prescribed o ahe Consumer I’erSCﬂ Of
by -I-he S-I-Off Medication(s) in event/error eg., ﬁfﬁg;mp& J;ac;dé)aej affacted medicoﬁon doeS nOT need TO
CRMoECiiovsicie be documented in the
member present oxg\l(lj%ble ke CMHA-CEl incident reporting
when the error MOTE ToWs. system, unless there is an
occurred. When — Lagd oo adverse medical reaction or
; " ) T T if the staff member is
Th IS S e C Tl O n lS Wrong Person/Medic_at_ion A_dministered Missed Medicati_on S pec Ifl ca | ly InSTrU CTed
complete, you Wiong dose Admination ffed notavalablereason otherwise by a medical
. . m;[\%lgtgpsifr??:m arror If Med not available, who was contacted v prOfe ssional.
cane ITh erc | IC k MAR* staff sig[r)ﬂng error If Med refused, reason .
¢ ‘S G \VJ e | n C i d e n'l' If a?fy ehrTors were checkﬁ_d habove, complete the following: \l:r: Sh ?I:?;c: ﬁ[‘r\oRr; ::2::: c?i;fi on error = .
SRT} Wﬁo?;;agrig;gdw (chone S . Was there a MAR* staff signing error v
and Exit” (see o e s e
H Outcome v
S | I d e 8) ! Or If instructions were not followed, explain i . .
" N instructions were naot followed, explain X
Continue to On- As the reporting staff, use
Site Supervisor ’ ) these boxes to add
Secﬂon” (See * MAR = Medication Administration Record Oddlhonol informgﬁon or
S | . d 9 ) m\;\z;s\ial\geﬂ;a ;iu(:;r;ORr:]a:ction - ‘(‘fl‘\\‘l,:]tse’s :l-ﬁiggjgﬁigi;ﬂas\igrfﬁgI;CLZIA:I not ;)e entered into the Incident C o m m e n TS
I e . Systam.)
Reporting Staff Signature

(By entering your name you are attesting that infermation on this form is correct te the best of your knowledge)

| Continue to On-Site Supervisor Section |
Save Incident and Exit
Exit without Saving

Communlty TShT‘off can exit WIThOU.T saving at
is point as well — this will close
MENTAL HEALTH

the Incident Report and not save
CLINTON.» ~ 1SRN or submit it to CMHA-CEI*

Incident Reporting -



If you chose “General” incident type, a new box will
pop up below the initial screen...

This new box is where staff that withessed the incident will describe what happened. You can add up to
three staff accounts of what happened by clicking “Create a New Description by Different Staff”
underneath the original description.

To be Completed by Reporting Staff
Description of this Incident

Reporting Staff Signature

(By entering your name you are attesting that information on this form is correct to the best of your knowledge)

| Create a New Description by Different Staff |

| Continue to On-Site Supervisor Section |

| Save Incident and Exit |

| Exit without Saving |

When all staff involved have completed their descriptions, you can either
&; click “Save Incident and Exit” (see Slide 8) or *Continue to On-Site
Supervisor Section” (see Slide 9).

Incident Reporting

Community
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If you chose “Save Incident and Exit”...

This is a good option to choose if a supervisor isn't immediately available to
complete the Supervisor portion of the Incident Report.

Incident Acknowledgment
Thank you for submitting this incident. This information will be available for up to 30 days from 11/20/2019 for On-Site Supervising Staff Review.
Important Information
Client Code: 000000
Pass Code: 32bdjy

Save this information
It is needed to view this incident again

| Enter a New Incident |

| Retrive an Existsing Incident |

This screen will display, reminding you of the Client Code and generating a Pass Code for
access to the Incident Report for 30 days from the date of submission. Write down the
Client Code and Pass Code to give to your supervisor to review and submit. This

information can be used at a later time to access/edit the IR (see Slide 4).
N
&
o | isidentReprtng
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If you chose “Continue to On-Site Supervisor Section”...

To be Completed by On-Site Supervising Staff
Check all that apply

The Supervisor
section of the
incident report will
open up. The on-site
supervisor will
complete this
section add
comments as
necessary, sign, date
and click “Save
Incident and Exit.”
This will bring up the
screen explained on
Slide 8; please
reference for further
information. The
Incident Report is not
complete until the
Supervisor section is
signed and
completed.

Community
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Death

Arrest

Missing Recipient
Choking
Outcome
Physical Mgmt
Exposure to blood/bodily Fluids
Outcome
Physical Mgmt
Emergency Care
Cause

Outcome
Physical Mgmt

Other

Was Hospitalization scheduled?
(Mote: Schedufed hospitalizations should not be entered into the Incident
System.)

Notifications
Was Guardian Notified v
Others who should be informed of this event
Case
Manager
Nurse
Doctor

Other

Behavioral Events
Serious Aggressive Event
Intervention Required
NETO ' Search/Seizure = Physical
Intervention Outcome
Behavior Tx Plan
Event resulted in EMT or Hosp. for other

Serious Property Damage
Intervention Required

NETO ' Search/Seizure = Physical
Intervention Outcome
Behavior Tx Plan

Serious Self Injury
Intervention Required

NETO  Search/Seizure Physical
Intervention Outcome
Behavior Tx Plan

On-Site responsible staff comments

s
On-Site responsible staff Signature Signature Date

(By entering your name you are attesting that information on this form is correct to the
best of your knowledage)

| Save Incident and Exit |

Exit without Saving

The top
portion will
not be
available for
medication
Incident
Reports.

Incident Reporting n



The On-Site Supervisor’s Role in Incident Reporting

The on-site Supervisor is responsible for verifying that the error is correctly categorized (is the right box checked?)
and to review the description and information contained in the IR.

The on-site Supervisor then indicates who needs to be notified of the Incident (lower left — see slide ?). This is very
important because the Program Contact will not know who to link the IR to, nor will they be able to add this
information, once the electronic IR is entered.

Finally, and VERY IMPORTANTLY, the on-site Supervisor then indicates any actions that will be taken to prevent
future incidents in the comment box (lower right — see Slide 9). CMHA-CEIl looks for actual follow up actions to be
identified related to consumer care (i.e. “will follow up with primary care physician”).

Once completed with the review, the on-site Supervisor signs and dates the form by typing in their name and
date.

The on-site Supervisor then clicks on the “Save Incident and Exit” button - this saves all information that has been
added/updated by the on-site Supervisor... and the electronic IR has officially been entered!

On-site Supervisors must ensure that staff have access to their site’s cost center, and ensure that all staff have
been frained in how to use the Web Portal system.

If a consumer has more than 3 incidents involving physical management and/or police involvement more than
& 3 times in a 30-day period, the treatment plan must be revisited and modified if necessary.

N
Incident Reporting
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Incident Reporting At-a-Glance

incident.ceicmh.org

Enter a New Incident Retfrieve an Existing Incident
I
I | ]
Type - “General” Type — “Medication” Enter Client Code and Pass Code
I
] A | |
Staff withess completes Staff witness completes On-site Supervisor
description of incident description of med error Staff edits can be made completes their section
| | l and the IR is submitted

l I “Save Incident
“Continue to On- “Save Incident and Exit"” and Exit"”
Site Supervisor" Pick-up at “Refrieve Existing Incident”

Incident Reports will be available to view

) " . for 30 days. Edits can only be made prior
Staff edits can be made on-site Supervisor to on-site Supervisor review and signature.

l completes fheir section Once the supervisor signs the IR, it is

\ and the IR is submiited submitted for review.
“Save Incident and Exit"

Pick-up at “Retrieve Existing Incident”
Communit
y Incident Reporting
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Important Notes

For general incident reporting questions, including
editing an existing incident, please contact:

QI@ceicmbh.org

L
& August 2023

Community | _
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