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Incident Management

Statewide Incident Management System (SIMS) maintains incident records for participants/victims/patients who are
served by Louisiana DHH.

Introduction This training introduces you to the basic functions of adding and maintaining
incident records for the Office for Citizens with Developmental Disabilities
(OCDD) (Waivers).

Importance Your confidence in using SIMS for processing, follow-up/investigation and
reporting workflows will increase as you develop proficiency in the software.

Overview To help the Louisiana Department of Health develop the necessary skills and
understanding to effectively use SIMS to perform the reporting workflows in
a Critical Incident Reporting context.

Objectives e Loginto and out of SIMS
e  Successfully navigate the program

e Understanding Ticklers, Dashboards, Workflow Wizards, Alerts, Forms,
Word Merges and Reports

e Following the steps in the guide, accurately enter an Incident record

Topics Topic Page
Initial Incident Entry Workflow by DSP 17
Incident Review (DSP Created) and Assignment of Support 28
Coordinator
Incident Review — Follow Up Notes 32
Initial Incident Entry Workflow by SC 36
Incident Review (SC Created) and Assignment of Support 43

Coordinator

Direct Service Provider Assigns a DSP Worker to SC Created Record 46

Incident Does Not Meet Criteria (Major Medical Events) 50
Incident Category = Death 58
Incident Follow Up by Support Coordinator 65
Incident Follow Up by LGE Medical Certification Specialist 67
Final Review 72
Grant Extension: Approval 76
Grant Extension: Denial 79
Associated Incidents 83
Reports 86
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Icons Used in this Manual

Icon

Description

Tip
Tips provide general recommendations on how to make it easier or more
productive to use the SIMS.

Caution

The Caution icon highlights areas of note or concern, where failure to use the
system properly may cause or exacerbate problems.

Note

Notes provide additional information of general interest about a specific
function or process of SIMS.

A Q) D=

Example

Examples are provided to help you develop a better understanding of the
subject area and how the SIMS may be used in a specific scenario of
relevance.
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SIMS Basics

SIMS is a web-based system that is accessed from a Web browser, specifically Internet
Explorer® (IE). Your workstation will be configured before you “go live” to allow the system
and all its functionality to operate properly. If you experience any problems during training or
after “go live”, please coordinate with your System Administrator to evaluate the issue.

Enabling Pop-Up Windows
SIMS uses pop-up windows to display information to users. It is important to allow these pop-

ups to be displayed on your screen. To enable pop-up windows, go to Internet
Explorer>Tools> Pop-Up Blocker>Turn Off Pop-up Blocker.

2 MSN.com - Windows Internet Explorer, provided by Comcast

File Edit “iew Favorites W= Help

§ Mail and Mews L
O Back - 74 \ﬂ Pop-up Blocker W=
Manage Add-ons... Pop-up Elocker Settings.. -
Address ﬂj htkp: f fem, msn.cor Synchronize. . r
Go Sie Windows Update .'l Search = ¢ \'?;'j - @ cg;v "1-1\ - @
m' @! v Windows Messenger eb Search £k Upgrade your Toolbar Mow!
Inkernek Options. ..
N |
msn™ |

In the future when you try to access SIMS from a workstation that is not your own, the default
set up on the workstation may enable some other type of pop-up blockers (Google™, Yahoo®,
MSN®, etc.). Be sure to follow the instructions to allow the use of pop-up windows.

The specific steps you need to take may vary depending on the version of IE you are running.
Check with your System Administrator whenever you are unable to resolve this issue on your
own.

Screen Stacking

In SIMS, you will do a lot of opening and closing of screens (windows). As you're working, you
can have many screens open and not know because they’re stacked on top of each other. There
is no harm in this, but it can make working in SIMS more cumbersome. Open screens can
prevent you from getting to another area of the program. On the other hand, closed screens can
also prevent you from moving around.

If a screen has been closed, but should have remained open, you’ll see an error message similar
to this:

The page at https://fwd.harmonyis.net says:

Participant record cannot be saved because the main Intake

window is closed
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A
Best Practices recommend that you click File > Save and Close when

W you're saving records. This prevents unnecessary screens from staying
open.

Log into SIMS

Your System Administrator will provide you with the URL (Internet
; Address) of the WellSky Customer Portal and your login
credentials for SIMS when appropriate.

1. Open Internet Explorer and then enter the URL for SIMS
2. At the login, type your User ID and Password
3. Click Login

LOUISIANA

DEPARTMENT OF

-I.I HEALTH

Statewide Incident
Management System

LDH Data Conversion Version: 8.3.0,0.28518
Site
User 1D idoe

Password  geeseeeee

Login

Change your password

a. The Dashboard is displayed

Role

Ui iann Welcome, DSP Worker | My Work | «;
{??E?‘FFIEFFW OF HEALTH 11730201 202 At Sign OUt 060D Direct Servie Provider ~ &
File
Quick Search
| Providers [v]| | Provider Name ™ & ADVANCED SEARCH
[ MY WORK ‘ PROVIDERS ‘ INCIDENTS ‘ REPORTS
INCIDENTS TASKS
‘ Disposition
OCDD SC Assigned 2
Pending 2
‘ My Incidents Ticklers
Ticklers 4
Exit SIMS
To exit SIMS:

1. In the upper right portion of the screen, click Sign Out
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Welcome, Barb Worker = My Work
1272015 2:59 PM

Sign Out

{

My Work

My Work is your home page and tasks might be managed. When you first log in, you will begin
from here. Keep in mind that your My Work page may differ from that of your co-worker. Roles
determine which features you may have.

My Work Screen Elements

There are several parts of the My Work screen, as shown in the screenshot below:
File
0 Quick Search
| Providers ]| | Provider name ~| ADVANCED SEARCH

‘ MY WORK PROVIDERS INCIDENTS REPORTS

g INCIDENTS TASKS

Disposition Links 9
OCDD SC As 6 2 || office for Citiz ‘evelopmental Disabilt 6
Pending 2 Office of Aging and Adult Services
Training Resources for Nursing Homes and ICF/DD
My Incidents Ticklers Providers

Ticklers 4

The File menu is located throughout the program. Items on the File menu
vary, depending on what you are doing. One of the more common
functions you'll use is the File > Add Notes and File > Save and Close
Notes.

The tabs along the top of the screen are called Chapters. A chapter is like
a section of the program. To move to another chapter, just click it. If you
have the “"UTILITIES” Chapter, let your supervisor know immediately. This
chapter is reserved for IT.

My Work is divided into areas for consumers, providers, resources and
tasks. You may see all or just some of these areas.

Within each area are boxes that contain information. These are referred to
as Panes.

Each pane includes a down arrow. When you click the down arrow, items in
the pane are collapsed. This is helpful if you need more space on your
screen. To expand the items in the pane, click the now right-facing arrow.

QOO0 © @
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Many areas of the program allow you to collapse sections (panels). Click

P the down arrow in the circle . When you click it, it becomes a right-

facing arrow

Activities

Within each Pane on the My Work homepage, numbers will be visible next to different items.
These numbers represent the number of activities that are due. For example, in the screenshot
below, one can see that there are four “ticklers” or reminders.

MY WORK FROVIDERS
INCIDENTS

My Incidents Ticklers

Ticklers 17

Alert Notes

Unread Alert Motes 0

1. To display the ticklers, click anywhere in the row, as highlighted in the screenshot above.
Ticklers will then display:
13 My Incidents Ticklers record(s) returned - now viewing 1 through 13

Incident ID
3 A

Participant Tickler Name Date Created Date Due
Enter Follow Up Notes 11142017 111727
4 A A Enter Follow Up Notes 111472017 11172017
o Al Enter Follow Up Notes 111672017 11192017

2. To complete a task associated with the tickler, first click on the record. In the screenshot

below, the first record was selected revealing a task guide known as a Workflow Wizard:
a. To activate a Workflow Wizard, click anywhere in the blue box.

7
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LOUISIANA
I::;| DEPARTMENT OF HEALTH

File
Workflow Wizard
Search for Paricipant [
Cntical Incident Beport ]
Complete LDH/OCDD -
Checklist

b. Once the tickler task has been completed, the Date Completed column in the tickler
will automatically update with the date of completion.

3. For ticklers that have a due date in the future, uncheck the Apply Alert Days Before
Due and click on search. The list view gird will refresh and present a list of the ticklers

and their due dates.

Filters

Status | EewaTo | new ﬂ AND ﬂ %
Incigent ID W +
Searc
13 My Incidents Ticklers record(s) returned - now viewing 1 through 13
Incident ID Participant Tickler Name Date Created
11142017 MMTR0T

3 ) Enter Follow Up Notes
4 ' Enter Follow Up Notes 11142017 1172017
9 Enter Follow Up Notes 111672017 11192017

Completing a form via a Workflow Wizard or from the ticklers list, will flag the
’ tickler as complete. It will not mark the status of the form/assessment as
) complete. If the status = pending, you will have to navigate to the assessment tab

and finish filling out the form and change it to complete.

Navigating the Application

This section provides a brief overview and some tips for working in the application.

Chapters
Chapters are links to different areas of SIMS. Authorized users can access chapters at any time

by simply clicking the desired Chapter button (or tab) across the top of the screen. Note that
not all workers can see all the listed chapters. Your view may differ from the example below.
(Remember, every Role will have different Chapters. If you have the “UTILITIES” Chapter, let
your supervisor know immediately. This chapter is reserved for IT.)
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MY WORK CONSUMERS PROVIDERS INCIDENTS REPORTS
Chapter Definition
Incidents Contains information about every incident. This includes the
patient and provider involved, the incident reporting form and
notes.
Reports Allows management and some users to easily view and create

reports from the system’s available data.

Providers Contains information about every individual or agency that
provides a service to a consumer. It also contains information
about the workers associated with a provider.

Consumers Contains information about every individual that receives a
service from a provider.

File Menu Bar

The File menu is displayed throughout the application and is located in the upper left corner of
the screen. Depending on the screen that’s open, other menus may be displayed. This is the
location where you’ll go to create or add files, close and save files and print files, among other
functions.

Additional functions remain available under each option. Hovering above each File Menu bar
category will expand additional menus. Access to these are granted based on the permissions
which are driven by roles.

LOWISTAMA
I::;' DEPARTMENT OF HEALTH

File  Reports
When users scroll through a page in SIMS, the File Menu header is frozen so that users will

always be able to access these File Menu functions no matter where the cursor is located on the
page.
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* File - Contains the functions to add a new record or to view history changes to the data in
view.

» Edit - Provides the ability to make changes to the data included in the record.
= Tools - Provides the user with additional functionality based on the page currently in view.

» Ticklers - Provides the user with a list of “ticklers” or reminders generated for a specific
Provider. This menu is only displayed in the Provider’s record.

* Reports - Lists standard reports built into the WellSky software. Additional reports may be
available to certain roles or groups. If a user has access to the Reports Menu, click the menu
and select the report and it will open in a new window.

= Word Merge - Lists documents that have been uploaded to the application using the Word
Merge Utility and are available to certain roles and groups. If a user has access to the Word
Merge File menu, to access the document, click the file menu and select the document and it
will open a new window.

Incident Records: File Menu

As you are working with incident records, you will save and close records. This is done on the
File menu, located near the top of your screen. The File menu options change, depending on
what you're doing; the screenshot below displays what the File menu might look like. Some
examples include and are not limited to: Save, Save and Close, Print, and Add Incidents.

File  Reports
History

Save Incident

Save and Close Incident
Delete Incident

Print

Close Incident

The table below describes some of the File actions you’ll work with as you're taking and logging
calls.

10
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File Menu Description
History Allows user view history changes to the data in view.
Save Saves changes since the last save and keeps the record open.

Saving a record can be done at any time.

Save and Close

Saves changes since the last save and closes the record.

Print

Allows user to print the information on the current screen.

Delete

Allows user to delete the record permanently.

Close

Closes the record without saving any recent changes.

When you need to add, remove or save files, the File menu is the place to go. An

; example in the directions could appear as: go to File > Save and Close Notes.
Closing a window by clicking on the “X” in the top right-hand corner of the window
is not recommended. Information may be lost.

Multi Select Boxes

Using the Arrow Buttons

Some areas of the application require you to select items from a list, and move them
from one field to another, using arrow buttons. If you hover over one of the arrow
buttons, a tooltip is displayed that describes what the button does. In the screenshot
below, the mouse was hovering over the button to move selected items to the right.

| am seeking information and/or assistance
regarding: {Select all that apply)

A medical condition (e.g. heart dif

A physical condition or disability | _» |
A mental health condition (e.g. dg | ),

An intellectual or developmental ¢ —
A substance use disorder (e.g. al - -
An acuired or traumatic brain inju| ~ g Move selected items to right }
Memory Loss (e.g. dementia, Alz) 4T

>

Button Definitions

» Move all items from the left to the right

» Move selected items from the left to the right
4 Move selected items from the right to the left
<

<

Move all items from the right to the left

11711 West 79" St. Lenexa, KS 66214 | 1-855-wellsky
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Using the Shift and Ctrl keys

If you want to select more than one item, and the items are all together, press and hold
the Shift key on your keyboard and select the first and last records in the group. Then,
click the right-facing button to move all items to either the right or left field.

If you want to select more than one item, and the items are not together, press and
hold the Ctrl key on your keyboard and click the records you want. Click the right-facing
button to move the items to either the right or left field.

Example
In the screenshot below, the applicant is requesting information on a mental health
condition and a substance use disorder. You could either select each item from the left
side and click the right-facing arrow to move them to the right or use your Ctrl key to
select both items at the same time and then click the right-facing arrow.

A medical condition (e.g. heart di A mental health condition {e.g. d
A physical condition or disability 4 substance use disorder (e.g. al
An intellectual or developmental

An acuired or traumatic brain inju
Memory Loss (e.g. dementia, Alz

| am seeking information and/or assistance
regarding: (Select all that apply)

Ak | v | rY

List Views and Search Filters
In various areas of the SIMS, records may appear on a List View screen. These screens limit
the number of records returned at one time.

MY WORK PROVIDERS INCIDENTS REPORTS

-} Filters

Status j Equal To ﬂ Pending ﬂ ANDﬂ ®

Incident 1D j 4+

4 Queue Search record(s) returned - now viewing 1 through 4
Incident ID Report Received Date Report Received Time Status Priority Report Made By Direct Service Agency

fj' 157 08/09/2018 110 PM Pending Worker, DSP
Fl 281 10/02/2018 2:00 PM Pending Worker,DSP
):"J 285 10/03/2018 957 AM Pending Worker, DSP
fj' 322 10/2372018 1:38 PM Pending Worker DSP

List View screens allow you to quickly retrieve a desired record. If the desired record is not
displayed on the initial list view, you can click on one of the following buttons to scroll through
the returned records:

Button Description
Jumps to the first record in the list
Jumps button jumps to the previous record in the list
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Jumps to the next record in the list

Jumps to the last record in the list

Tip
You can also modify the number of records returned in the list view by
& entering the desired number in the “Retrieve [15] records at a time” field
3 and then clicking on one of the record search buttons (i.e., First, Previous,
Next, Last).

You may sort the records by ascending or descending order by clicking on
the column headers in the list view.

Advanced Search

The Advanced Search function allows you to look for existing data. There are multiple options
and an expanded range of input variables for detailing your criteria to find the records you need.
To search for a Consumer using the Advanced Search function, take the following steps:

Quick Search

incidents [~ ™| @ & | ADvanceD search
MY WORK ‘ PROVIDERS ‘ INCIDENTS ‘ REPCRTS
Filters-
Status j Equal To j Pending ﬂ ANDﬂ x
Incident ID ﬂ +
5 Queue Search record(s) returned - now viewing 1 through 5
Incident ID Report Received Date Report Received Time Disposition Status Priority Report Made By Direct Service Agency Pai
fj 140 08/06/2018 339PM OCDD LGE Staff Reviewed - Follow Up Needed Pending Guglielmo,Barbara
fj 281 10/02/2018 2:00 PM OCDD SC Assigned Pending Worker,DSP
fj 283 10/03/2018 8:53 AM Support Coordinator Review Completed Pending Coordinator, Support
f_j 284 10/0372018 9:48 AM Pending Pending Coordinator Support
z’_j 322 10/23/2018 1:38 PM OCDD SC Assigned Pending \Worker DSP

1. Click the Advanced Search link.

a. The Advanced Search window is displayed.
2. Once you have entered your search criteria in the Filters section, click Search.
3. The system displays all items matching the search criteria you defined.

Note
You will only be able to see items that are permitted by security settings
for your User ID

13
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Advanced Search Window
Each filter allows you to select from the following comparison search criteria:

Term

Definition

Equal To

Returns records that match the entered criteria. For example, if
<Last Name> is entered as “equal to” a specific person’s name, the
Consumer records assigned to that Worker will be returned.

Begins With

Returns records that begin with the entered criteria. For example, if
<Last Name> is entered as “begins with” ‘T’ the system will return
records assigned to the Worker having last names that start with 'T’,
such as Tester and Thomas.

Ends With

Returns records that end with the entered criteria. For example, if you
search on <Last Name> “ends with” ‘r’, you can retrieve records
where a Consumer’s name ends in ‘r’/, such as Tester.

Not Equal To

Returns records that do not match the entered criteria. For example, if
a particular name is entered for <Last Name>, the system will return
a list of records except those records for the name provided in the
search criteria.

Greater Than

Returns records that are dated later than the entered criteria. For
example, if <DOB> is entered as “greater than” ‘03/01/2015’, the
system will return all records with a records whose date of births are
after March 1, 2015.

Less Than

Returns records that are dated earlier than the entered criteria. For
example, if <DOB> is entered as “less than” '03/31/2015’, the
system will return data for all records with a birth date before March
31, 2015.

Contains

Returns records that contain the entered criteria. For example, if
<Last Name> is entered as “contains” specific values in the person’s
name, the Consumer Record(s) assigned to that worker with those
values would be returned.

Blank

A record is returned where the selected field does not have a value in
the field.

Non-Blank

Returns records where the selected field does have a value in the field.

Boolean Logic

In addition, you can search on these filters using Boolean (and/or) logic:
e AND - Tightens your search: records returned only if meeting ALL criteria.

Example

<DOB> is less than (<) June 30, 2015. This returns all reports dated

% Find Consumers where <DOB> is greater than (>) March 1, 2000 and

between the two dates entered.

e OR - Broadens your search; records returned if meeting EITHER criteria:
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Example

Find records where <Last Name> equals <Jones> or <DOB> = “June
22, 1998.” The system returns records for Jones regardless of date of

birth, and also returns any consumer records whose birth date is
06/22/2015.

Once you have entered your search criteria, click the Search button or you can tab to the
Search button using your Tab key and press Enter.

The system displays all items matching the search criteria you defined.

Note
@ You will only be able to see items that are permitted by security settings
for your User ID

Did your search return the expected results? If not, click the Reset button to clear your criteria.
Reconsider your filters and try again.

15
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Common Functions

Throughout this training guide, some functions are performed multiple times. Rather than
describing the complete function each time, the steps to perform the function are included in this
section, with a reference to this section in the instruction.

Switching Roles

Throughout the application, you may use many different Roles. Roles define a set of capabilities
you have within SIMS, and each Role performs different functions. A Role change is indicated by
the following symbol and instruction:

Switch Role to OCDD Support Coordinator

When you switch roles, the following process must be followed:

1. Go to the upper-right portion of the screen, in the Role field

r Role
Welcome, DSP Worker | My Work Sian Out
~| G

12092018 9:02 P = QCOD Direct Service Provider

2. Click the down arrow and then select the Role you want to work with. You may not see all
the roles as displayed in the screenshot below.

OCDD Direct Service Provider

OCDD Support Coordinator

OCDD Support Coordinator Supervisor
LGE Medical Certification Specialist
OCDD Waiver Manager

3. Click Go

Role

OCDD Dirsct Service| v | w

16
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Incident Management: OCDD Waivers Overview

Initial Incident Entry Workflow: DSP Creates Incident Record

The Incident entry workflow begins when an incident is reported by a Direct Service Provider.

Switch Role to OCDD Direct Service Provider

1. Click the Providers chapter.

MY WORK PROVIDER 3 INCIDENTS REPORTS

2. The default search will launch and show only those providers that the user is associated as
a worker.

Note
@ If you only work for one Provider, the record will immediately launch.

3. Select your Provider from the List View grid which will open the Provider record.

MY WORK | PROVIDERS | INCIDENTS ‘ REPORTS
CARE INC. (12393)
Providers = Divisions | Workers | Enroliments
Basic Information
Provider Name CARE INC. External Yes
Site ID 25003 Exclude from Dropdown No
Active Yes Provider ID 12393

Provider Type Direct Service Provider

4. Click File > Add Incidents.

File Edit View Provider Incidents
Print

Add Incidents

17
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Add Incident Screen - starting an Incident record
1. Complete all fields.

Event Information

Division INC

Entry Date * 12/06/20158

Entry Time * 07:03 AM

Report Received Date * 1210672018 |
Report Received Time * [07 »]03 v]am v
Report Method

Report Type * OCDD Waiver

Report Made By * Worker, DSP

Direct Service Provider ID * 12393 Clear Details
Direct Service Provider Name CARE INC.

Incident Occurred * H
Incident Occurred Time * [ v v v
Incident Discovered * E
Incident Discovered Time * v v v
Location of Incident | v

Description of Incident *

7000 characters remaining

Due Date

Decision
Disposition * Pending
SCA Assignment

Status * Pending

2. Disposition and Status fields will default to Pending.
3. Click File > Save Incident.

Workflow Wizard — Search for Participant

1. Saving the Incident record will trigger a workflow wizard that will help you complete the
Incident record.
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E:.‘ ‘DE‘PIAH:T\‘M"ENT OF HEALTH Welcome, Barbara Guglieime = Workflow Wizard
e 1212202017 10:04 AM
File

Workflow Wizard

2. Click on the first tickler, Search for Participant.
3. The Participant details page will open.
4. Select Search for Person from the Tools menu.

File Tools

ISean:h For Person |

5. The People Search window will open. You can either use the Search box or the filters to
set your search query.

' —Search

Help
] Apply Filter to Search | Search | Reset | Show Filter
/}-Filter

PartialCnntactlnformatianﬂ Equal To ﬂ ] ANDﬂ x

Last Name ﬂ +
-":-': Iil. .I'i:-.':-. .'I l'ii 'i.
Note
G Typing a value in the Search box will ask the system to search the value in all fields. Using
the filters will help narrow your search by specifying which field you want to use in your
query.

6. Search results will appear in a list view grid.

7. If your search results in a match, you can review the participants’ prior involvement by
clicking on the Prior Involvement Report link at the end of the Participants’ row.

Search Results for Harmony People

Last Name ‘ People ID ‘ First Name ‘ Middle Name | Suffix ‘ DOB ‘ Gender ‘ Race | SSN | Contact ID ‘ Member ID ‘ Case No ‘ Person Type ‘ Date of Death ‘ Report

& | Addison | 10396 |zachary | | |ami19a8 | Male | wmite | ooe0e3323 [ 10050 | | 10003 | consumer | [Prior invoivement Report |

8. A Production Report window will open with the report output.

19
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Incident Prior Involvement Report

Participant Name: . ( People 1D: 30294 )

Generated By: DSP Worker on 12/06/2018 07:15 AM

Date of Birth: 9/21/1980 Social Security Number:

INCIDENTS

Name Contact Type Relationship ID Provider Report Date Disposition
InvolvedPerson Participant 285 CARE INC. (12393) 10/3/2018 Pending
InvolvedPerson Participant 322 CARE INC. (12393) 10/23/2018 OCDD SC Assigned

9. To close the report window, select Exit from the IE File menu.
10.Click anywhere on the record in the list view grid to pull the person’s information into the

Participant Details page.

Search Results for Harmony People

Middle Name Suffix DOB Gender
Female
Female
Female
Female

Last Name People ID First Name

Female
Female

Race SSN Contact ID Member 1D Person Type Date of Death Report
JOOX- 2065634 13800 10545 Consumer Prior Involvement Report
HHH-XK-0167 17786 3639 for Invalvement Report
XOUK-XK0224 19090 4333 vement Report
H0K-XX-8891 13046 1353 Prior Involvement Report
XXX-XK-4609 18675 4125 Consumer
JOOK-X06-B190 20682 5125 Consumer

Case No

Consumer
Consumer
Consumer

Prior Involvement Report
Frior Involvement Repart

11.A dialog box will pop up, asking you how you would like to attach the selected record.
Choose Overwrite Participant Data. This will copy available information from the People

record into the Participant record.

Overwrite Participant Data: Data on the Involved Person record will be replaced with data from the selected people record.

Link to Participant: Empty fields on the Involved Person record will be populated with data from the selected people record
and then will be appended to the selected people record.
How would you like to proceed?
® Qverwrite Participant Data
O Link to Participant
(O Cancel and Return to People Search Grid
[~
12.Click OK. The People Search Window will close, and you will be brought back to the
Participant Details page. The Participants’ information, which includes last name, first
name, DOB, Address, Telephone, SSN, Gender and Race, that you selected should now
appear on this page.

Note

After selecting Save Involved Person from the File menu will trigger the
following fields to populate on the Participant Details page; Marital
Status, Living Arrangements, Legal Status, Program Participation and MFP.

13.Click File > Save Involved Person.
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Note
G If your search does not generate any results, contact your Supervisor.

14.The Workflow Wizard will open, and the first tickler will be crossed out.
Workflow Wizard - Critical Incident Report

15.Click on the next tickler, Identify the Participant.
16.The Critical Incident Report will appear.

Workflow Wizard Please Select Type: | Critical Incident Report Form

Search for Padicipant 3 Documentation
Identify the Participant Henilatep 05242018 |
Complete Critical Incident | , Reported By * Provider, OCDDDS
Repor Status *
Division INC
Participant
— (Involved Person)

17.1dentify the Involved Person by selecting from the Participant dropdown menu.
18.Select Save Documentation from the File Menu.

19.This will navigate you back to the Workflow Wizard window where the second tickler is
crossed out.

Workflow Wizard

Search for Padicipant »
dontif the Partici <

Complete Critical Incident
Report

Workflow Wizard — Complete Critical Incident Report

20.Click on the next tickler, Complete Critical Incident Report.
21.Click on Critical Incident Report Form in the list view grid.

21
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() Fiiters
Search  [IGE

1 Documentation record(s) returned - now viewing 1 through 1

Report Date [ Document Name T Reported By T Status T Date . ]
| [osn2erzots | criical Incicent Report Form | Provider, ccDDDS | Pending | 572412018 6:57:55 AM ]

=<First <Previous Retrieve | {5  Recordsatatime Next= Last>>

22.The Service Type field will be populated. Complete all the relevant items on the Critical
Incident Report.

Note

If you realize at this point that you have selected the wrong participant,
clear the name from the Participant field and click File > Save and Close
Documentation. Click on the first tickler and search and select the correct

participant. After saving the participant record, click and complete the
next two ticklers.

Critical Incident Report Form

Documentation

Report Date * 052472018 |9

Reported By * Provider, OCDDDS

Document Name * Critical Incident Report Form

Status * Pending |

Division INC

Participant [ - (Involved Person) |
Incident Occurred Date 05212018

Incident Discovered Date Lors el

Service Type: Mew Opportunibes Waiver

Services at Time of Incident

Waiver Services Scheduled L V.
Waiver Services Present [ |
Name of Employee(s):

Natural Suppors Presant: | W

Name(s) of Natural Suppons:

INCIDENT CATEGORIES: (Check only those that apply)

Note: All protective services allegations must be verbally reported

Node to Support Coordinator (S If the SC discoversiwitnesses an Abuse, Neglect, Explodtation or Exfortion incident invedhving & parficipant over the age of 18, the SC should immediataly verbaly repart the incident fo APS

The SC shall nof enter the information regarding APS Cases aged over 18 info the Incident System. This onfy apolies fo APS cases aged over 18

Child Abuse hd

23.Change the Status from Pending to Complete.
24.Click File > Save and Close Documentation.

22
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Workflow Wizard

Click on the CIR in the list view gnid

25.Click File > Close Documentation.
26.Click File > Close Workflow Wizard. It will take you back to the Incident Details page.

the system will automatically assign the Incident record to the Support
Coordination Agency. The Assignment will appear on the Incident details
page under the Decision section.

Note
@ When the Status is changed to Complete on the Critical Incident Report,

Create LDH/OCDD Critical Incident Review Checklists

1. Click on the Documentation subpage.
2. Click File > Add Documentation.
3. Select LDH/OCDD Critical Incident Review Checklists.

Please Select Type:
Critical Incident Report Form

Fall Analysis & Action Form

Fall Assessment Form

ReportDate* || DH/QCDD Critical Incident Review Checklists

LDH/OCDD Referral to Mortality Review Committee

Documentation

Reported By *

4. Select the Participant and complete the Direct Service Provider Review Checklist section.

23
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Fiease Select Type: LDH/QCDD Critical Incident Review Checklists w

Dacumeantation

Report Date * 052412018 |

Reported By * Provider, OCDDDS

Status * [Pending ]

Division INC

Participant —_— [ w

Direct Service Provider Review Checklist

CIR form is accurate and complete

Documentation of immediate actions completed to assure health & safety
Documentation notification to protective services (if applicable)
Follow-up appointments, prescriptions documented

Notification to authorized representative or legal guardian documented

5. Click File > Save and Close Documentation.
6. Click on Incident Details page.
7. Click File > Save and Close Incident.

Incident ID = 348 -
Last Updated by System
12062018 7:20:12 AM

2

File  Reports

‘ Incident Event Information

J— Division INC
Entry Date * 1200672018

Documentation
Entry Time * 07:14AM

Notes Report Received Date * 12/06/2018

Associated Incidents Report Received Time * AM v
Report Method [InPerson v]

Disposition History " [inPerson v} =
Report Type * 0CDD Waiver
Report Made By * Worker, DSP
Direct Service Provider ID * 12393 Clear Details
Direct Service Provider Name CARE INC
Incident Occurred * 12052018 |
Incident Occurred Time *
Incident Discovered * 120052018 |
Incident Discovered Time * PM V|

I

Location of Incident

something bad

Description of Incident *

357 charsciers remaining

Due Date 01/07/2019

Decision

Disposition * Pending

SCA Assignment Assignment, Med Res & Guid| Detals
Status * Pending

Enter Follow Up Notes

Incident

Saving the Incident record will trigger a Workflow Wizard to Enter Follow Up Notes. A tickler will

be routed to the My Work dashboard of the Direct Service Provider to enter Follow Up Notes
within 3 business days.

1. When the Direct Service Provider logs in, My Work will appear.
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|, MY WORK PROVIDERS | INCIDENTS REPORTS
INCIDENTS TASKS
‘. My Incidents Ticklers ‘ | Links
Ticklers 3 Cffice for Citizens with Developmental
Disabilities
‘. Alert Notes 3 ‘ Office of Aging and Adult Services
Unread Alert Motes 0 Training Resources for Mursing

Homes and ICF/DD Providers

2. Click on Ticklers in the My Incidents Ticklers.
3. A new window will open with a grid of all ticklers.

w1 Filters
Status [ Euato M onew V] melv] x
incident D [v] [+

) Apply Alert Days Before Due

USRI —

11 My Incidents Ticklers record(s) retumed - now viewing 1 through 11

Incident ID Paricipant .. Tickler Name | Date Created Date Due
S | Enter Folow Up Notes | 1z1z017 1242017
= | Enter Follow Up Notes | 1z82017 120172017
e I | step 2. Crttical Incident Report [12132017 [12113p017
47 [ Step 2 Critcal Incigent Report [ 11292017 [112e2017
47 | Enter Follow Up Notes 11282017 120022017
E3 | Enter Fosow Up Notes [ 12012017 [1204n2017
68 Enter Folow Up Noles | 12012017 121042017
68 [ Enter staff Motes [12012017 12012017

4. Click on the tickler named, Enter Follow Up Notes.
5. The Notes Details page will open.
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Workflow Wizard Notes Details
Enter Follow Up Notes Division S INC
Note By * | provider, direct service
Note Date * 121152017 |
Note Type * [Follow Up: DSP v|
Note

Acute Care Hospital

Acute Care Hospital Date |
Psychiatric Hospital
Psychiatric Hospital Date B0
Rehabilitation Facility O

Rehabilitation Facility Date :]
Nursing Home

Nursing Home Date =

Respite Center

B

Respite Center Date

Pinecrest SSC

B]

Pinecrest SSC Date

Hospice: center-based O

Hospice: center-based Date
Date Completed

Status * }'Draﬂ v

Select Follow Up: DSP for Note Type.

Enter Notes in the Note textbox.

Complete other relevant fields.

To attach a form to the note, click on Add Attachment.

© N

Attachments

Add Attachment

10.A new window will open that allows you to upload the document. Click Browse to locate
the file on your computer. Once you have selected it, Click Upload.

File IC.HUsersﬁBamara.GuqllelmﬁDocum Browse..

File Name (%) from uploaded file

| Ereale new

Darscription

Category |

Mote: Maximum size for attachment is set to 5.76 MBytes.

11.You will be brought back to the Note Details page where you will see the uploaded
document.
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Attachments
Add Attachment

Document

Description Category Action
Doctor's Summary docx

Remove

12.Change the Status from Pending to Complete.
13.Select Save Note from File menu.

14.A dialog box will pop up, asking if you would like to add another note. If yes, click OK.
Follow steps 6-13. If no, click Cancel.

-

.\

Message from webpage 24

| Would you like to Add Another?

oK ] ’ Cancel

L

~

15.The Workflow Wizard window will appear with the tickler crossed out.
16.Select Close Workflow Wizard from the File menu.

17.My Incidents Ticklers window will display. Click File > Close My Incidents Ticklers.

27
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Incident Review (DSP Created) and Assignment of Support Coordinator

Support Coordinator Supervisors will be checking SIMS throughout the day for newly reported
incidents as well as active incidents. The Support Coordinator Supervisor will monitor the
Incidents Chapter and assigh Support Coordinators to new incident records.

Switch role to OCDD Support Coordinator Supervisor

1. Click on the Incidents Chapter.

2. In the Advanced Search, the Support Coordinator Supervisor will remove the Support
Coordinator filter criteria by clicking on the “x”.

(\/)-Filters
Status

[V]
Support Coordinator ﬂ
*

SCA Assignment

Equal To
Equal To

Equal To

Incident ID ﬂ +

MY WORK | CONSUMERS | PROVIDERS INCIDENTS
V| [pending |v] AND[V| | x
ﬂ [ - | Clear | ANDﬂ W | | f—
[M] | Clear IELICT Y
E i—".III. .I'iii-"é—.

3. Click on the ellipsis for the SCA Assignment worker -
4. The worker search dialog box displays. Type Assignment in the Search Text box.

Search by: Search Text: |assignment | Search | Cancel | A

| Limit search results to my provider workers

3007

Assignment, Coastal Care Services

5. Click Search. The worker will appear in the search results. Click on the worker’s name.

6. The worker’s name will appear in the field. Click Search.
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(v)-Filters

Status ﬂ Equal To

SCA Assignment ’ Equal To

Incident 1D ﬂ +

M
M

Pending ﬂ
Assignment, Easter Seals(Co -W ANDﬂ ﬂ

7. Results will display. After locating the record, click to open.

21 Queue Search record(s) returned - now viewing 1 through 15

AND ﬂ

x

Incident ID | Participant Last Name | Participant First Name | Report Received Date | Report Received Time Disposition Status | Name of Reporter | Provider Agency Suppor
Z’j 438 04/04/2019 11:51 AM Support Coordinator Created Record Pending | Worker, SC Provider - 12726
fj 439 04/04/2019 1214 PM Support Coordinator Created Record Pending | Worker SC Provider - 12312
Fl |48 04/D4/2019 4:49 PM Support Coordinator Reviewed - Follow Up Complete | Pending | DSP, Worker Provider - 12744 | Worker,SC
J_‘j 455 . 04/04/2019 4:54 PM OCDD SC Assigned (SC Created) Pending | Worker SC Provider - 12762 | Worker,SC

Note

The Search Results can also be sorted by Pending.

8. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or

Incident

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.
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File Reports

Critical Incident Report

Participant Summary of Critical Incident Report

9. The report will open in a new window.

LOUISIANA
l:- *J DEPARTMENT OF

=1 HEALTH

BEe 00 i,

Critical Incident Report

Incident ID

492

Incident Categories Maijor lliness, Type of Major lliness: Decubitis

Name

l

10.After reviewing the record, close the report window by clicking on the “x” and return to

the Incident Details page.

11.Scroll down to the Decision section and assign a Support Coordinator.

Decision
Disposition *

SCA Assignment

(=% Production Report

|Pending

Assignment, Med Res & Guid| Details

|5upport Coordinator

Status *

12.Click on the ellipsis. A search dialog box will open.
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Search by: Search Text: [ “search | Cancel | ~
| Limit search results to my provider workers
MEMBERID
v

13.Type the Support Coordinator’s last name in the field. Click Search.

14.Click on the worker’s name in the search results grid. This will close the search window

and bring you back to the Incident Details page. The workers’ name will appear in the
Support Coordinator field.

15.Change the Disposition from Pending to OCDD SC Assigned.

Decision

Disposition * v
SCA Assignment Assignment, Med Res & Guid| Details

Support Coordinator Coordinator, Support Hm Details
Staus

16.Select Save and Close Incident from the File menu.

31
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Incident Review — Follow Up Notes
Support Coordinators will be checking SIMS throughout the day for newly reported incidents as

well as active incidents. The Support Coordinators will monitor the Incidents Chapter where the
search results will display Incident records assigned to them.

Switch role to OCDD Support Coordinator

1. Click on the Incidents chapter and use the Advanced Search to locate records.

MY WORK FROVIDERS | INCIDENTS REFORTS
Filters:
Status ﬂ Equal To ﬂ FPending ﬂ ANDﬂ x
Incident ID v [+

> - e

2. After locating the record in the search results, click to open.

3 Queue Search record(s) returned - now viewing 1 through 3

Incident ID Report Received Date Report Received Time Disi

2
g

sition Status | Priority Report Made By Staff Assigned Direct Service Agency Participant First Name Participant Last Name Support Coordinator

L) 10648 117282017 7:37 AM Pending Guglielmo Barbara AlphaCare Support Coordination Tester (Brian Bennet) Two

L) 10650 1172812017 11:06 AM Pending Guglielmo Barbara Adams Group Home - 4567

ojg|oo

FIETE

endin
endin
endin

3|3 |3

L) | 10651 1112812017 1114 AM Pending Guglielmo Barbara Adams Group Home - 4567 Zachary Addison

3. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or

Incident

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.

32
11711 West 79" St. Lenexa, KS 66214 | 1-855-wellsky



Incident Management (Non-APS)

File Reports
Critical Incident Report

Participant Summary of Critical Incident Report

4. After reviewing the record, the Support Coordinator can include a Follow Up Note as part

of their review. The Support Coordinator will click on the Notes Subpage.

5. Click File > Add Note which will display the Note Details page.

File Tools

Notes Details

Division * INC

Mote By |Gugrlelmc. Barbara bl
Note Date * uznaem7  |H

Note

Date Completed

Status * Draft e

Attachments

Add Attachment

Document Description

There are no attachments to display

Notes Recipients
Add MNote Recipient: nu
Name Date Sent Date Read

6. Select Follow Up: Support Coordinator for Note Type

7. Additional Data fields will appear. Record follow up notes in the Note textbox and
complete additional data fields if relevant.

11711 West 79" St. Lenexa, KS 66214 | 1-855-wellsky
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Acute Care Hospital ]
Acute Care Hospital Date

Psychiatric Hospital U
Psychiatric Hospital Date

Rehabilitation Facility ]
Rehabilitation Facility Date

Nursing Home U
Mursing Home Date

Respite Center ]
Respite Center Date

Pinecrest S5C O]
Pinecrest S5C Date

Hospice: center-based L]

Hospice: center-based Date

8. Change Status from Pending to Complete.

|

|

|

|

|

|

|

9. Click File > Save and Close Note. This will bring you back to the Notes List page.

Filters
Incident
Note Date :} +
Participants

Documentation

1 Notes record(s) returned - now viewing 1 through 1

e Note Date ~ Note By Note Type Status Date Completed
Associated Incidents 1211812017 Guglielmo, Barbara Follow Up: Support Coordinator Complete 1211812017
Events

<<First <Previous Retrieve 15 Reccrdsatatime Next>  Last>>

Disposition History

Incident Review — LDH/OCDD Critical Incident Review Checklist

10.Click on the Documentation subpage.
11.Select the existing checklist in the listview grid.

Filters.
Incigent
Participants
P 2 Documentation record(s) returned - now viewing 1 through 2
Documentation : :
‘ | Report Date | Document Name | Reported By | Status
Notes 1272272017 Critical Incident Report Form Guglielmo, Barbara Pending
1272272017 LOH/QCDD Critical Incident Review Checidists | | Guglieimo, Barbara Pending

Associated Incidents

<<First <Previous Refrieve 15 Recordsatatime Next> Last>»
Events

Dispasition History

12.Complete the Support Coordinator Review Checklist.
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13.Click File > Save and Close Documentation.

Incident Review — Update Disposition

14.Click on the Incident subpage which will bring up the Incident details page.

15.Scroll to the Decision section and change the Disposition to Support Coordinator Review
Completed.

Decision

Disposition * |Suppor‘t Coordinator Review Completed W

Support Coordinator Guglielmo, Barbara

Status *

16.Click File > Save and Close Incident.

35
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Initial Incident Entry Workflow: Support Coordinator Creates Incident

Record

The Incident entry workflow can also be initiated by a Support Coordinator. These steps can be

followed for Self-Direction cases or for incidents whose participant PA only contains a Support

Coordination Agency.

Switch role to OCDD Support Coordinator

1. Click the Incidents chapter.

MY WORK PROVIDERS INCIDENT S

2. Select Add Incident from the File Menu.

File  Reports

Add Incident
Spell Check
Print

Add Incident Screen - starting an Incident record
1. Complete all fields.
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Event Information
Division

Entry Date *

Entry Time *

Report Received Date *
Report Received Time *
Report Method

Report Type *

Report Made By *

Name of Reporter
Provider D

Provider Name

Incident Occurred *
Incident Occurred Time *
Incident Discovered *
Incident Discovered Time *

Location of Incident

Description of Incident *

Due Date

Decision
Dispasition *

SC Agency

Support Coordinator
Status *

ING
D&16:2018

D08:37 PM
o4ezme |

!

OCDD Waiver
OCOD. Reporter

s, 1ocdd
=
=

7000 characiers remaining

Detsils

Claar

Pending

Pending

2. Disposition and Status will default to Pending.

3. Click File > Save Incident.

Workflow Wizard — Search for Participant

1. Saving the Incident record will trigger a workflow wizard that will help you complete the

Incident record.

I::' DEPARTMENT OF HEALTH

File

Workflow Wizard

Search for Particpant »
dentify the Participant »

Complete Criticsl Incident | |
B

2. Click on the first tickler, Search for Participant.

3. The Participant details page will open.
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4. Select Search for Person from the Tools menu.

File Tools

ISearch For Person |

5. The People Search window will open. You can either use the Search box or the filters to
set your search query.

' —Search

Help
[ ] Apply Filter to Search m m Show Filter
~ +Filter

PartialCnntactlnfDrmationﬂ Equal To ﬂ ] ANDﬂ »

Last Name ﬂ +
Note
G Typing a value in the Search box will ask the system to search the value in all fields. Using
the filters will help narrow your search by specifying which field you want to use in your
query.

6. Search results will appear in a list view grid.

7. If your search results in a match, you can review the participants’ prior involvement by
clicking on the Prior Involvement Report link at the end of the Participants’ row.

Search Results for Harmony People

+

I Last Name [ First Hame [ Middle Name [ DoB I Gender I Race [ S5N [ Report

5] ‘E:urga:s |Amur | | 4221882 ‘ Male ‘ |xxx-xx-4334 IF‘rlar ruolvement REp:mI

8. A Production Report window will open with the report output.
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Incident Prior Involvement Report

Generated By: DSP Worker on 12/06/2018 07:15 AM

Participant Name: . ( People 1D: 30294 )

Date of Birth: 9/21/1980 Social Security Number:

INCIDENTS

Name Contact Type Relationship ID Provider Report Date Disposition
InvolvedPerson Participant 285 CARE INC. (12393) 10/3/2018 Pending
InvolvedPerson Participant 322 CARE INC. (12393) 10/23/2018 OCDD SC Assigned

9. To close the report window, select Exit from the IE File menu.

10.Click anywhere on the record in the list view grid to pull the person’s information into the
Participant Details page.

11.A dialog box will pop up, asking you how you would like to attach the selected record.
Choose Overwrite Participant Data. This will copy available information from the People
record into the Participant record.

Cwerwrite Participant Data: Dats on the Imvolved Person record will be replaced with data from the selected people
record.

Link to Participant: Empty fields on the Invohsed Person record will be populated with data from the selected people
record and then will be appended to the selected people record.
How would you like to proceed?
@) Overwrite Participant Dats
) Link to Participant
() Cancel and Return to People Search Grid

12.Click OK. The People Search Window will close, and you will be brought back to the
Participant Details page. The Participants’ information, which includes last name, first
name, DOB, Address, Telephone, SSN, Gender and Race, that you selected should now
appear on this page.

13.Click File > Save Involved Person.
14.The Workflow Wizard will open, and the first tickler will be crossed out.

Workflow Wizard - Critical Incident Report

15.Click on the next tickler, Identify the Participant.
16.The Critical Incident Report will appear.

39
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Workflow Wizard Flease Select Type: | Critical Incident Report Form
Select the parlicipant In the: drop down Documentation
o, 1rn.2r from the menu click “File™ = Report Date * oaremoie L
Sawe Documentation™.
Sagrg articipant 3 Reported By * =z, 1ocdd
Identify the Participant Status = Pending
Division INC
Participant | - (Involved Person)

17.1dentify the Involved Person by selecting from the Participant dropdown menu.
18.Select Save Documentation from the File Menu.

19.This will navigate you back to the Workflow Wizard window where the second tickler is
crossed out.

Workflow Wizard

Searoh for Participant 3
Jatify the Barlic i

Complete Critical Incident
Beport

Workflow Wizard — Complete Critical Incident Report

20.Click on the next tickler, Complete Critical Incident Report.
21.Click on Critical Incident Report Form in the list view grid.

Workflow Wizard Filters:

1 Documentation record(s) returned - now viewing 1 through 1

To compists C1
~Criical Inciden

[T Report Date T Document Name [ Reported By [ Status [ Date . ]
| [osnazon | Grical Incident Repont Form — [ . 1o | Fending |41eam10 s:5z.00 Pue [ ]

<<First | <Previous Retisve| js |Recomdsatatime Ned>  Last>>

22.The Service Type will be populated. Complete all the relevant items on the Critical
Incident Report.
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File
Critical Incident Report Form

Documentation

Report Date * D4/16/2018 1

Reported By * sc, Toodd

Document Name * Critical Incident Report Form
st~

Division INC

Participant [ {Involved Persan) ™

Incident Occurred Date D4/15/2018

Incident Discoverad Date 04152018
Service Type: New Opportunities Wsiver

B
Services at Time of Incident

Waiver Services Scheduled

Waiver Services Present
Name of Employee(s}
Natural Supports Present:

Namels) of Natural Supports:

INCIDENT CATEGORIES: {Check only those that apply)

Note: All protective services allegations must be verbally reported

23.Change the Status from Pending to Complete.
24.Click File > Save and Close Documentation.
25.Click File > Close Documentation.

Workflow Wizard

26.Click File > Close Workflow Wizard. It will take you back to the Incident Details page.

Create LDH/OCDD Critical Incident Review Checklists

Click on the Documentation subpage.

Click File > Add Documentation.

Select LDH/OCDD Critical Incident Review Checklists.

Select the Participant and complete the Support Coordinator Review Checklist section.

b
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Support Coordinator Review Checklist

CIR form is accurate and complete.

Documentation of immediate actions completed to assure health and safety
Referrals for further care are scheduled (if necessary)

Repaort to protective services documented (if necessary)

Risk factors leading to the incident are identified

Revisions to POC are documented (if necessary)

D5P follow-up actions are complete

5C follow-up actions are complete

Confirm notification to authorized representative or legal guardian

o

8.

O O0oo0oo0ooooaodoad

Click File > Save and Close Documentation.
Click on Incident Details page.

Scroll down to the Decision section and change Disposition from Pending to Support
Coordinator Created Record.

Decision
Disposition * %
SC Agency Support -::-Drc!natur Ir'::iu:_ler't Closed
Support Coordinator Review Completed
Support Coordinator Swupport Coordinator Reviewed - Follow Up Complete
Support Coordinator Reviewed - Follow Up Needed
Status * Support Coordinator Reviewed - Mot Eligible
Support Coordinator Crested Record |

Click File > Save and Close Incident.

Enter Follow Up Notes

Saving the Incident record will trigger a Workflow wizard to enter Follow Up Notes. A tickler will
be routed to the My Work dashboard of the Support Coordinator to enter Follow Up Notes within
3 business days.

When the Support Coordinator logs in, My Work will appear.
Click on Ticklers in the My Incidents Ticklers.

A new window will open with a list view grid of all ticklers.
Click on the tickler name, Enter Follow Up Notes.

The Notes Details page will open.

Select Follow Up: Support Coordinator for Note Type.

Enter Notes in the Note textbox.

Complete other relevant fields.

. To attach a form to the note, click on Add Attachment.

0 A new window will open that allows you to upload the document. Click browse to locate

the file on your computer. Once you have selected, it, Click Upload.
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11.You will be brought back to the Note Details page where you will see the uploaded
document.

12.Change the Status from Pending to Complete.
13.Select Save Note from File menu.

14.A dialog box will pop up, asking if you would like to add another note. If yes, click OK.
Follow steps 6-13. If no, click Cancel.

15.The Workflow wizard window will appear with the tickler crossed out.
16.Click File > Close Workflow Wizard.

17.My Incidents Ticklers window will display.

18.Click File > Close My Incidents Ticklers.

Incident Review (SC Created) and Assignment of Support Coordinator

Support Coordinator Supervisors will be checking SIMS throughout the day for newly reported
incidents as well as active incidents. The Support Coordinator Supervisor will monitor the
Incidents Chapter and assign Support Coordinators to new incident records.

Switch role to OCDD Support Coordinator Supervisor

1. Click on the Incidents Chapter.

2. In the Advanced Search, the Support Coordinator Supervisor will remove the Support
Coordinator filter criteria by clicking on the “x”.

MY WORK CONSUMERS PROVIDERS INCIDENTS

Filters
Status ﬂ Equal To ﬂ Pending ﬂ ANDﬂ x
Support Coordinator ﬂ Equal To ﬂ | Clear] ANDﬂ X | | df—
SCA Assignment ~ |Equal To vl | cear IR X
Incident 1D ﬂ +
| 5 — |

3. Click on the ellipsis for the SCA Assignment worker B,
4. The worker search dialog box displays. Type Assignment in the Search Text box.
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Search by: Search Text: |assignment | Search | Cancel | A

| Limit search results to my provider workers

3007 Assignment, Coastal Care Services

5. Click Search. The worker will appear in the search results. Click on the worker’s name.
6. The worker’s name will appear in the field. Click Search.

()-Filters
Status Equal To Pending
SCA Assignment i Equal To Assignment, Easter Seals(Co _m AND ﬂ

Incident ID +

7.

Results will display.

21 Queue Search record(s) returned - now viewing 1 through 15

AND

»

Incident ID | Participant Last Name | Participant First Name | Report Received Date | Report Received Time Disposition Status | Name of Reporter | Provider Agency Suppor

fj 438 04/04/2019 11:51 AM Support Coordinator Created Record Pending | Worker, SC Provider - 12726

fj 439 04/04/2019 1214 PM Support Coordinator Created Record Pending | Worker SC Provider - 12312

F) |40 04/D4/2019 4:49 PM Support Coordinator Reviewed - Follow Up Complete | Pending | DSP, Worker Provider - 12744 | Worker,SC

fj 495 . 04/04/2019 454 PM OCDD SC Assigned (SC Created) Pending | Worker, 5C Provider - 12762 | Worker,SC
Note
The Search Results can also be sorted by Support Coordinator Created
Record.

8. Select the record from the list view grid.

9. The Incident Details page will display, and the Support Coordinator Supervisor can review

the Incident record.

10.Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or
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Incident |

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.

File Reports
Critical Incident Report

Participant Summary of Critical Incident Report

11.The report will open in a new window.

L I =8 DEPARTMENT OF
-1 HEALTH

Critical Incident Report

Incident ID |492 Incident Categories IMajor lliness, Type of Major lliness: Decubitis

Name l

\\ n”

12.After reviewing the record, close the report window by clicking on the and return to

the Incident Details page.
(=2 Production Report

13.Scroll down to the Decision section and assignh a Support Coordinator.

Decision

Disposition * |Pending h

SCA Assignment Assignment, Med Res & Guid| Deatails
|Support Coordinator m
Status *

14.Click on the ellipsis. A search dialog box will open.
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Search by: Search Text: [ “Search | Cancel | o
| Limit search results to my provider workers
MEMBERID Tile
v

15.Type the Support Coordinator’s last name in the field. Click Search.

16.Click on the worker’s name in the search results grid. This will close the search window
and bring you back to the Incident Details page. The workers’ nhame will appear in the
Support Coordinator field.

17.Change the Disposition from Support Coordinator Created Record to OCDD Assignhed (SC
Created).

18.Click File > Save and Close Incident.

Note
G If the Participant of the Incident is only working with a Support

Coordination Agency, skip to section:

Direct Service Provider Assigns a DSP Worker to SC Created Record

When a Support Coordinator creates an incident record and the participant works with a Support
Coordination Agency and a Direct Service Provider, the Direct Service Provider needs to assign
the record to a DSP Worker.

Switch role to Direct Service Provider

1. Click on the Incidents Chapter.

2. The Search Results will display records. Incident records created by a Support Coordinator will
have a Disposition equal to Support Coordinator Created Record or OCDD SC Assigned (SC

Created).
3. Click on the record.
4. The Incident Details page will display.
5. Click on the ellipsis for the Name of Reporter field.
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L b RTMENT OF HEALTH

State
File Reports
‘ Incident
Participants
Documentation
Notes

Associated Incidents

Event Information
Division

Entry Date *

Entry Time =

Report Received Date *
Report Received Time *
Report Method

Report Type *

Report Made By *

Name of Reporter

Direct Service Provider ID *
Direct Service Provider Name
Incident Occurred *
Incident Occurred Time *
Incident Discovered =
Incident Discovered Time *

Location of Incident

INC
01/29/2019
12:54 PM
0172972019

‘0AAS Waiver N
Reporter, OCOD

!

Guglielmo, Barbara
12439 Clear  Details
A-ABSOLUTE HOME CARE PCA LLC
0182018 |
017282019 |

I

6. The worker search dialog box will display.
7. Type the last name of the worker in the “Search Text” field. Click Search.

Incident ID = 383 -
Last Updated by Admin
at 2022019 11:30:51 AM

Search by: |Last Name v|Search Text: |rybar

384

| Limit search results to my provider workers
MEMBERID

Worker
Rybarczyk, Crystal

.
AN

8. The search results will display. Click on the worker’s name in the grid.
9. The name of the Direct Service Provider worker will now display in the Name of Reporter field.
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Incident 1D = 383 -
Last Updated by Admin
at 2/2/2019 11:30:51 AM

File Reports
‘ Incident | Event Information
‘ Participants | Division INC
Entry Date * 01/29/2019
Documentation
Entry Time * 12-54 PM
Notes Report Received Date * 01/29/2019
Associated Incidents Report Received Time = 12 v|54 v[PM v
Report Method
Report Type * OAAS Waiver

Report Made By *

Reporter, OCDD

Name of Reporter Rybarczyk, Crystal || Clear] Details
Direct Service Provider ID * 12439 Clear | Details

Direct Service Provider Name A - ABSOLUTE HOME CARE PCA LLC

Incident Occurred * 0112812019 |

10. Click File > Save and Close Incident.

Note

This will allow the Support Coordinator and the Direct Service Provider
worker to write notes to each other within the record.

Incident

Incident Review — Follow Up Notes

Support Coordinators will be checking SIMS throughout the day for newly reported incidents as
well as active incidents. The Support Coordinators will monitor the Incidents Chapter where the
search results will display Incident records assigned to them.

Switch role to OCDD Support Coordinator

17.Click on the Incidents chapter and use the Advanced Search to locate records.

MY WORK | PROVIDERS | INCIDENTS REPCRTS
(V)-Filters
Status ﬂ Equal To ﬂ Pending ﬂ ANDﬂ »
Incident ID ﬂ +

18.After locating the record in the search results, click to open.

3 Queue Search record(s) retumed - now viewing 1 through 3

Incident 1D Report Received Date Report Received Time Disposition Status | Priority Report Made By Staff Assigned Direct Service Agency Participant First Name Participant Last Name Support Coordinator | [
F) [106an 1112802017 7:37 AM Pending Pending Guglieimo,Barbara AiphaCare Support Coordination Tester (Brian Bennett) Two O
F) [10es0 1112812017 11:06 AM Pending Pending Guglieimo,Barbara Adams Group Home - 4567 O
£l [10es1 1112812017 1114 AM Pending Pending Guglielmo, Barbara Adams Group Home - 4567 Zachary Addison O
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19.Reviewing the record can be done by:

c. Navigating by the subpages located in the upper left-hand corner of the page, or

Incident

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

d. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical

Incident Reporting form.

File Reports
Critical Incident Report

Participant Summary of Critical Incident Report

Incident Review — LDH/OCDD Critical Incident Review Checklist

20.Click on the Documentation subpage.
21.Select the existing checklist in the list view grid.

Filters

2 Documentation record(s) returned - now viewing 1 through 2

Incident
Participants

Documentabion

| Report Date | Document Name | Reported By Status.
Notes 12222017 Critical Incigent Repor Form Guglielmo, Barbara Pending
127222017 LOH/CCDD Critical Incident Review Checklists I Guglielmo, Barbara Pending

Associated Incidents

«<<First <Previous Relrieve 15 Recordsatatime Next> Last>>
Events

Disposition History

22.Complete the Support Coordinator Review Checklist.
23.Click File > Save and Close Documentation.
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Incident Review — Update Disposition

24.Click on the Incident subpage which will bring up the Incident details page.
25.Scroll to the Decision section and change the Disposition to Support Coordinator Review

Completed.
Decision
Disposition * |Suppor‘t Coordinator Review Completed b
Support Coordinator Guglielmo, Barbara
Status *

26.Click File > Save and Close Incident.

Incident Does Not Meet Criteria (Major Medical Events)

Incidents whose Incident Category = Major Medical Events will be reviewed by OCDD Support
Coordinators. If the incident is ineligible, the Support Coordinator will write a note and update
the Disposition.

Switch Role to OCDD Support Coordinator

Click on the Notes Subpage.

Click File > Add Note which will display the Note Details page.
Select Not Eligible - Screen Out as the Note Type.

Enter notes in the Note textbox.

b

Notes Details

Division * INC

Note By * Coordinator, Support

Note Date * 12072018 |73

Note Type * \Not Eligible - Screen Qut hd
Enter notes here

Note

Date Completed 12/07/2018

Staus

5. Change the Status from Pending to Complete.
6. Click File > Save and Close Note.
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7. Click on the Incident subpage.

‘ Incident |

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

8. Scroll down to the Decision section and change the Disposition to equal Support
Coordinator Reviewed - Not Eligible.

Decision

Disposition * |Suppor1 Coordinator Reviewed - Not Eligible W

Support Coordinator Coordinator, Support Details
Status * Pending

9. Select Save and Close Incident from the File Menu.

Switch Role to OCDD Waiver Manager

1. Click on the Incidents Chapter.
2. Search for the Incident record by setting the Advanced Search filter to Disposition =
Support Coordinator Reviewed - Not Eligible.

Filters
Status ﬂ Equal To ﬂ Pending ﬂ anDv| | x
Disposition ﬂ Equal To ﬂ Support Coordinator Reviewed - Not Eligible ﬂ anDv| | x
Incident ID ﬂ +

| SSSICT g RESE

3. After locating the record in the search results, click to open.
4. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or
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Incident |

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.

File Reports
Critical Incident Report

Participant Summary of Crtical Incident Report

5. After reviewing the record, navigate to the Incident Details page by clicking on the
Incident subpage.

6. Scroll down to the Decision section and update the Disposition = Not Eligible and Status =
Complete. This will render the record read only.

Decision

Disposition * [ Not Eligible v|
Support Coordinator Coordinator, Support - | Clear | Details
Staff Assigned | - | Clear |

Status *

Completion Date 12/072018

Completion Time 07:28 AM

7. Click File > Save and Close Incident.

Incident Does Meet Criteria (Major Medical Events)
If the OCDD Waiver Manager reviews and finds the incident meets eligibility, the OCDD Waiver
Manager will write a note and update the Disposition.

1. After reviewing the record, click on the Notes Subpage.
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2. Click File > Add Note which will display the Note Details page.
3. Select Staff Notes as the Note Type.
4. Enter notes in the Note textbox.
5. Add the Support Coordinator as a note recipient.
6. Change the Status from Pending to Complete.
Motes Details
Dwision ® MG
Note By * Gugleimo, Barbas
Mobe Dade * (2 R E- Tt}
Date Completed C4ME2019
staus [ Compieteid]
Desersmsant Dwseriphion Cabsgary
otirs Recafeiiits
g Mot Rapn nu
Hama Dt Sant Dl Ramd Slatus
Wordoer, 81 AR Urenad

7. Click File > Save and Close Note.
Click on the Incident subpage.

9. Scroll down to the Decision section and update the Disposition = OCDD SC Assigned -
Meets Eligibility.

@

Decision

Disposition * | OCDD SC Assigned - Meets Eligibility V|
Support Coordinator Worker, Sc1 | | Clear | Details
Staff Assigned _m

Status *

10.Click File > Save and Close Incident.

Incident Review and Assignment of LGE Medical Certification Specialist

The LGE Medical Certification Supervisor will be monitoring incident records in SIMS to review
and assign a LGE Medical Certification Specialist.
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Switch role to OCDD Waiver Manager

1. Click on the Incidents Chapter.
2. After locating the record in the search results, click to open.

3 Queue Search record(s) retumed - now viewing 1 through 3-

Incident ID Report Received Date Report Received Time Disposition Status Priority Report Made By Staff Assigned Direct Service Agency Participant First Name Participant Last Name Support Coordinator O
[_/ 10649 1112812017 T:37 AM Pending Pending Guglielmo Barbara AlphaCare Support Coordination Tester (Brian Bennett) Two [m]
L'_/ 10650 1112812017 11:06 AM Pending Pending ‘Guglielmo Barbara ‘Adams Group Home - 4567 O
:JJ 10651 11712812017 11:14 AM Pending Pending Guglielmo Barbara ‘Adams Group Home - 4567 Zachary Addison O
3. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or
Incident
Participants
Documentation
MNotes
Aszsociated Incidents
Events
Disposition History
b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.
File Reports
Critical Incident Report
Participant Summary of Crtical Incident Report
4. After reviewing the record, the OCDD Waiver Manger will navigate back to the Incident
Details page and scroll down to the Decision section.
Decision
Disposition * |DCDD SC Assigned (SC Created) '
Support Coordinator sc, Tocdd
Staff Assigned
Status *
54
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5. Click on the ellipsis button for the Staff Assigned field.
6. A search dialog box will appear.

Search by: Search Text: [ Search | Cancel | A

MEMBERID T Weder | e |

v

7. Conduct a search of the worker, using the worker’s last name. Click Search.

8. Click on the worker’s name in the search results grid. This will close the search window
and bring you back to the Incident Details page. The workers’ name will appear in the
Staff Assigned field.

9. Change the Disposition to OCDD Staff Assigned.

Decision

Disposition * v
Support Coordinator Worker, SC _m Details
Staff Assigned Guglielmo, Barbara _m Details
Status =

10.Click File > Save and Close Incident.

Medical Certification Specialist Review

Switch Role to LGE Medical Certification Specialist

1. Click on the Incidents chapter.
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MY WORK | CONSUMERS | FROVIDERS | INCIDENT S REFCRTS

2. Use the Advanced Search to locate records. After locating the record in the search

results, click to open.
| » -Filters

Status Equal To Pending AND b4

Incident ID +

3 Queue Search record(s) retumed - now viewing 1 through 3
Incident 1D Report Received Date Report Received Time Disposition Status | Priority Report Made By Staff Assigned Direct Service Agency Participant First Name Participant Last Name Support Coordinator | []
L) | 10649 1112812017 737 AM Pending Pending Guglielmo Barbara AlphaCare Support Coordination Tester (Brian Sennatt) Two O
F) [10es0 1112812017 11:06 AM Pending Pending Guglieimo,Barbara Adams Group Home - 4567 O
F) [0es1 1112802017 1114 AM Pending Pending Guglielmo,Barbara Adams Group Home - 4567 Zacnary Addison O

1. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or

Incident

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.

File Reports
Critical Incident Report

Participant Summary of Critical Incident Report

2. After reviewing the record, click on the Notes Subpage.
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Click File > Add Note.

Select Staff Notes as the Note Type.
Document the review in the Note text box.
Change the Status from Pending to Complete.
Click File > Save and Close Note.

N U kAW

Complete Checklist

1. Click on the Documentation subpage.

Filters-
["Search | Reset |

2 Documentation record(s) returned - now viewing 1 through 2

Incident

Participants

Documentation

Report Date Document Name Reported By Status Date .

Notes
071022018 Critical Incident Report Form Eighteen, Tester (Dolores Sama) Pending 77212018 5:05:59 PM

Associated Incidents 08242018 LDH/OCDD Critcal Incident Review ChecKists Guglieimo, Barbara Pending 8242018 9:3227 AM

Events <<First <Previous Retieve 15 Recordsatatime Next>  Last>>

Disposition History

2. Click on the LDH/OCDD Critical Incident Review Checklist in the list view grid.
3. Complete the LGE Review Checklist section.

LGE Review Checklist

Support Coordinator checklist is complete and accurate

Current location of participant is confirmed

Identification of further supports available through LGE

Referral to protective services confirmed (if necessary)

Referral to OCDD - Mortality Review Committee (MRC) - checklist complete
Recommendations from OCDD-MRC addressed

Referral to OCDD-Clinical review Committee (CRC) - checklist complete

O O o0oo0odod o

Recommendations from QCDD-CRC addressed

4. Click File > Save and Close Documentation.
5. Click on the Incident subpage which opens the Incident Details page.
6. Scroll to the Decision section and change the following field:

a. Disposition = OCDD LGE Staff Review Complete

Decision
Disposition * |OCDD LGE Staff Review Complete hd
Status *
7. Click File > Save and Close Incident.
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Incident Category = Death

The OCDD Waiver Manager will routinely run the OCDD Incident Report to identify death related
incident reports.

Switch Role to OCDD Waiver Manager

1. Click on the Reports Chapter.
2. Click on the Retrieve button.

MY HARMONY CONSUMERS PROVIDERS INCIDENTS REPORTS

Filter Report By

Type category v =

3. A list of reports will display. Click on the OCDD Incident Report.

Click on Run Report to view report.

[S—
Report Name Description
Incident Audit Incident Audit
Incident Closures Report — Waiver
QCDD Incident Report Waiver Incident Report
Provider Prior Involvement Report
4. Click Run Report.
5. The report window will open. Define the report parameters.
HTML ~|Export
Incident Category |APS Incident Type (Participants| %
6. Click View Report.

N

. The results of the report will display. Take note of the Incident ID #'s whose Incident
Category = Death.

8. Close the Report window.
9. Click on the Incidents chapter.
10.After searching and opening the Incident record, click on the Documentation subpage.
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Incident

Participants

Documentation

Notes
Associated Incidents
Events

Disposition History

11.Click File > Add Documentation.

12.Select LDH/OCDD Referral to Mortality Review Committee from the “Please Select Type”
dropdown.

Please Select Type: | LDH/OCDD Referral to Mortality Review Committee v|

Documentation

Report Date * 082412018 |

Reported By * Guglielmo, Barbara

Status *

Division INC

Participant | w

Documentation to be submitted to OCDD Quality Section for Mortality Review:

Comprehensive waiver Plan of Care in effect at time of death
Home Health Plan of Care (if applicable)
Hospice Plan of Care (if applicable)

Support Coordinator quarterly review for previous 2 quarters

Direct Service Provider program progress notes for all shifts for 1 week prior to -and
including-last day of service

Discharge orders resulting from any acute care admit events for 8 months prior to last
day of DSP service.

Police report(s) [for accidents, homicides, or other investigation]

OO oo odoaoad

Health Standards investigations (if applicable)

13.Participant = Select name from dropdown list.
14.Complete the form.

15.Change the Status from Pending to Complete.
16.Click File > Save and Close Documentation.
17.Click on the Notes subpage.

18.Click File > Add Note.
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19.Select Staff Notes for the Note Type.

20.Enter review notes in the Note textbox.

21.Add the Support Coordinator as a note recipient.
22.Change the Status to Complete.

Notes Details

Division * INC

Note By * ._G.ngle'mo Barbara V:

Note Date * 1207z0e |3

Note Type * [Staff Notes v

Enter Notes Hare

Note

Date Completed

Status * v

Attachments

Document Description Category

There are no attachments to display

Notes Reciplents
Add Note Recipient | - | Clear ]
Name Date Sent Date Read Status
Worker, 8C 1272018

Unread

23.Click File > Save and Close Note.

24.Click on the Incident subpage which will open the Incident details page.
25.Click File > Save and Close Incident.

Switch role to OCDD Support Coordinator

The support coordinator will routinely be monitoring their My Work dashboard.

MY WORK | PROV

INCIDENTS

‘ My Incidents Ticklers ‘

Ticklers 62

‘ Incident Notes List ‘

Complete 2
I I
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1. Click on the Status type (Complete, Draft, Pending).

2. The Incident Notes List page will open with a list view grid of notes with the particular
Status type.

{‘1 DEPARTMENT OF HEALTH Welcome, Support Coordnator | Incident Notes
127018 808 AN List

File  Tools

Filters
Status [v] [EquaTe v| compets[v| aplv] (x

Incident D[] [+

1 Incident Notes List record(s) returned - now viewing 1 through 1

Incident 1D Note Date « Note By Note Type Note Sub-Type Status. Date Completed
140 0872472018 Guglieimo, Barbara Stalf Notes Complete 082412018

3. Click on the Note with a Note Type = Staff Notes. The Note Details page will open.

Notes Details
Division * INC
Note By * Guglielme, Barbara
Note Date * 0872472018
Note Type * Staff Notes
On 8/24/2018 at 12:48 PM, Barbara Guglielmo wrote: Enter notes here.
Note
Date Completed 082472018
Status * Complete
Attachments
Document Description Category

There are no attachments to display

Notes Recipients

Add Mote Recipient:

Name Date Sent Date Read Status

Coordinator, Support 032412018 Unread

4. After reviewing the note, you can select Mark as Read from the Tools menu. It will update
the Note Recipient Status.

File Tools

Mark as Read

5. Click File > Close Note.
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Note
G Take note of Incident ID.

(Non-SIMS Process) The Support Coordinator will gather documents and send to the Medical
Certification Specialist. The documents will be reviewed. If necessary, additional documentation
will be added and will be forward to the OCDD Program Monitor. The Program Monitor will
prepare the packet for the Morality Review Committee (MRC) Meeting. The MRC findings will be
entered into SIMS.

Switch role to Waiver Admin

Click on the Incidents Chapter.

After searching and opening the Incident record, click on the Notes subpage.
Click File > Add Note.

Select Staff Notes for Note Type.

Enter MRC findings in the Note textbox.

Click Add Attachment to upload the OCDD MRC Notification form.

Attachments

QA wWwNhH=

Add Attachment

7. A new window will open that allows you to upload the document. Click Browse to locate
the file on your computer. Once you have selected it, Click Upload.

File IC \Users\Barbara Guglislmo\Docurme  Browse. .

File Mame & from uploaded file

Ereale new

Darscription

Categaory il

Upload

Note: Maximum size for attachment is set o 5.76 MBytes.

8. You will be brought back to the Note Details page where you will see the uploaded
document.

9. Add the LGE Medication Certification Supervisor and the Support Coordinator as Note
Recipients.

10. Change the Status to Complete.
11. Click File > Save and Close Note.

62
11711 West 79" St. Lenexa, KS 66214 | 1-855-wellsky



Incident Management (Non-APS)

12.Click on the Incident subpage.
13. Click File > Save and Close Incident.

Switch role to OCDD Waiver Manager

The LGE Medical Certification Supervisor will be monitoring their My Work notes.

MY WORK PROW
INCIDENTS
My Incidents Ticklers
Ticklers G2

Incident Motes List

| Complete 2 I

1. Click on the Status type (Complete, Draft, Pending).

2. The Incident Notes List page will open with a list view grid of notes with the particular
Status type.

I::;l DEPARTMENT OF HEALTH Welcome, Brian Bennett Incident Notes
e e e 12182017 413 PM List
File
Filters

Status. ﬂ Equal To ﬂ Cnmp\e‘eﬂ ANDﬂ %

Note Date ﬂ +

e Ml
3 Incident Notes List record(s) retumed - now viewing 1 through 3
Note Date «
017312017
0311612017

Note By Note Type
Three, Tester (Elizabetn Adkins) Inquiry Complete 01312017
Two, Tester (Brian Bennett) Staff Notes

Complete 03162017
12182017 Guglielmo, Barbara Not Eligible - Sereen Out Complete 121182017

Note Sub-Type Status Date Completed

3. Click on the Note with a Note Type = Staff Notes. The Note Details page will open.
4. After reviewing the note, select Mark as Read from the Tools menu.
5. Click File > Close Note.

(Non-SIMS Process) The Provider, Support Coordinator or the LGE Medical Certification
Supervisor will create a Corrective Action Plan. A note will be entered in SIMS.

Switch role to OCDD Support Coordinator or OCDD Waiver Manager
1. Click on the Incidents Chapter.
2. After searching and opening the Incident record, click on the Notes subpage.
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Click File > Add Note.

Enter notes in the Note textbox.
Change the Status to Complete.

Click File > Save and Close Note.
Click on Incidents subpage.

© NV AW

10.Click File > Save and Close Incident.

Select Corrective Action Plan as Note Type.

Click Add Attachment to upload a copy of the Corrective Action Plan.

Incident Follow Up Needed for Incident Categories 1) Fall, 2) Major Injury, 3)
Loss/Destruction of home, 4) Major Medication Incident, 5) Major Behavior, 6) Major Illiness

(Other Subcategory Only) and 7) Participant is victim of crime

Switch role to OCDD Support Coordinator

1. Click on the Incidents Chapter.

2. After searching and opening the Incident record, click on the Notes subpage.

3. Click File > Add Note.

Note

Date Completed
Status *

Attachments

Add Attachment

Document

There are no attachments to display

Notes Recipients

Add Note Recipient.

Name

Gugiieimo, Barbara

Change the Status to Complete.
Click File > Save and Close Note.

© 0N U A

10 Scroll to the Decision section.
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INC
Guglielmo, Barbara
osn4i2018 |

Follow Up Reguest v

Enter notes here.

08/24/2018

Description

Date Sent Date Read

812412018

Select Follow Up Request as Note Type.
Enter Follow Up Request in the Note textbox.
Add the OCDD Direct Service Provider as a Note Recipient.

Category

Status

Unread

Click on the Incident subpage which will open the Incident Details page.
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Decision

Disposition * |Supp0rt Coordinator Reviewed - Follow Up Ne V|

Support Coordinator Forty-Three, Tester (Melissa L Details

Status * Pending

11.Change Disposition to Support Coordinator Reviewed - Follow Up Needed or OCDD LGE
Staff Reviewed - Follow Up Needed.

12.Click File > Save and Close Incident.

Switch role to OCDD Direct Service Provider

The OCDD Direct Service Provider will periodically be checking the My Work dashboard.

MY WORK | PROV
INCIDENTS
‘ My Incidents Ticklers |
Ticklers 62
‘ Incident Motes List |
[ Complete 2|

1. Click on the Status type (Complete, Draft, Pending).

2. The Incident Notes List page will open with a list view grid of notes with the particular
Status type.

I:;' A LTI Welcome, Brian Bemnett | Incident Notes
Statawide ncident Management System 121812017 4:13 PM ist
File

Filters-
Status M EauaTe [v] comeiete[v] [ano[v] (%

Note Date j +

3 Incident Notes List record(s) retumed - now viewing 1 through 3

Note Date » Note By
0173172017 Three, Tester (Elizabetn Adkins) Inquiry Complete 01312017
0311612017 Two, Tester (Brian Bennett) Staff Notes

Complete 03162017
121812017 Guglielmo, Barbara Not Eligible - Screen Out

Note Type Note Sub-Type Status

Date Completed

Complete 121182017

3. Click on the Note with a Note Type = Follow Up Request. The Note Details page will open.
4. After reviewing the note, select Mark as Read from the Tools menu.
5. Click File > Close Note.
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Note
G Take note of Incident ID.

Enter Follow Up Note

Click on the Incidents Chapter.

After searching and opening the Incident record, click on the Notes subpage.
Click File > Add Note.

Select Follow-Up DSP as Note Type.

Enter the necessary information in the Note textbox.

Change the Status to Complete.

Click File > Save and Close Note.

NOoUukRwhNH=

Incident Follow Up Needed for Incident Categories 1-7 and 8) Major illness subcategories,
decubitus, seizure, pneumonia and bowel obstruction, 9) Death, 10) Major behavior
subcategories attempted suicide and suicide threat, 11) Participant arrested, 12) Abuse,
neglect, exploitation, extortion, and self-neglect for APS, CPS, EPS and 13) Restraint Use.

Switch role to LGE Medical Certification Specialist

1. Click on the Incidents Chapter.
2. After searching and opening the Incident record, click on the Notes subpage.
3. Click File > Add Note.

Division * INC
Note By * Guglielmo, Barbara

Note Date * 842018 |H

Note Type *

Enter notes here.

Note

Date Completed 08/24/2018

Status - [Complete kY

Attachments

Add Attachment

Document Description Category

There are no attachments to display

Notes Recipients.
Add Note Recipient [ [ crear ]
Name Date Sent Date Read Status

Guglielmo, Barbara 8/24/2018 Unread

4. Select Follow Up Request as Note Type.
5. Enter Follow Up Request in the Note textbox.
6. Add the OCDD Support Coordinator as a Note Recipient.
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7. Change the Status to Complete.
8. Click File > Save and Close Note.

9. Click on the Incident subpage which will open the Incident Details page.
10.Scroll to the Decision section.

Decision

Disposition *
Support Coordinator Coordinator, Support _m Details
Staff Assigned Guglielmo, Barbara _m Details
Status =

11.Change Disposition to OCDD LGE Staff Reviewed - Follow Up Needed.

Switch role to OCDD Support Coordinator

The OCDD Support Coordinator will periodically be checking the My Work dashboard.

MY WORK 1 FPROV

INCIDENTS

‘ My Incidents Ticklers |

Ticklers G2

‘ Incident Motes List |

Complete 2
I |

6. Click on the Status type (Complete, Draft, Pending).

7. The Incident Notes List page will open with a list view grid of notes with the particular
Status type.

{? ‘DE‘P‘ART“P‘JENT OF HEALTH ‘Welcome, Brian Bennett Im:ider_ll Notes

12182017 413 M
File

Filters
Status [V [EauaiTo [v] comoiete[v] [anp[v] [x
NoeDate V] [+

3 Incident Notes List record(s) returned - now viewing 1 through 3

Note Date » Note By
0113172017 Three, Tester (Elizabeth Adkins) Inquiry

0311672017 Two, Tester (Brian Bennett) Staff Notes
12182017 Guglielmo, Barbara

Note Type Note Sub-Type Status
Complete 0143112017
Complete 031612017
Complete 121812017

Date Completed

Not Eligible - Screen Out

8. Click on the Note with a Note Type = Follow Up Request. The Note Details page will open.
9. After reviewing the note, select Mark as Read from the Tools menu.
10.Click File > Close Note.
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Note
G Take note of Incident ID.

Enter Follow Up Note

8. Click on the Incidents Chapter.

9. After searching and opening the Incident record, click on the Notes subpage.
10.Click File > Add Note.

11.Select Follow-Up Support Coordinator as Note Type.

12.Enter the necessary information in the Note textbox.

13.Change the Status to Complete.

14.Click File > Save and Close Note.

Follow Up Complete by Support Coordinator

Switch Role to OCDD Support Coordinator

1. Click on the Incidents Chapter.
2. After searching and opening the Incident record, review the record.
3. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or

Incident

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.
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File  Reports
Critical Incident Report

Participant Summary of Critical Incident Report
4. After reviewing the record, scroll down to the Decision section on the Incident Details

page.
5. Change the Disposition to Support Coordinator Review - Follow Up Compete.

Decision

Disposition * \Support Coordinator Reviewed - Follow Up Col V|
Support Coordinator Coordinator, Support Details
Status * Pending

6. Click File > Save and Close Incident.

Follow Up Complete by LGE Medical Certification Specialist

Switch Role to LGE Medical Certification Specialist

1. Click on the Incidents Chapter.
2. After searching and opening the Incident record, review the record.
3. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or

Incident

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History

b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.
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File  Reports
Critical Incident Report

Participant Summary of Critical Incident Report

4. After reviewing the record, scroll down to the Decision section on the Incident Details

page.
5. Change the Disposition to OCDD LGE Staff Review Complete.
Decision
Disposition * [ OCDD LGE Staff Review Complete v
Support Coordinator Worker, SC | Clear| Details
Staff Assigned Guglielmo, Barbara | Clear| Details
Status *

6. Click File > Save and Close Incident.

Final Review

Switch Role to OCDD Waiver Manager

1. Click on the Incidents Chapter.
2. After searching and opening the Incident record, review the record.
3. Reviewing the record can be done by:
a. Navigating by the subpages located in the upper left-hand corner of the page, or

Incident

Participants
Documentation
Notes

Associated Incidents
Events

Disposition History
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b. Selecting Critical Incident Report from the Reports menu. This report pulls data
from the Incident Details page, the Participant details page, Notes and the Critical
Incident Reporting form.

File  Reports
Critical Incident Report

Participant Summary of Critical Incident Report

4. After reviewing the record, scroll down to the Decision section on the Incident Details

page.

5. Change the Disposition to equal Incident Closed and Status to equal Complete.
Decision
Disposition * [Incident Closed v|
Support Coordinator Worker, SC || Clear | Details
Staff Assigned Guglielmo, Barbara || Clear| Details
Status * [Complet= %
Completion Date 12/07/2018
Completion Time 10:18 AM

6. Click File > Save and Close Incident.

Note

When an incident is saved with a Disposition = Incident Closed, a Workflow Wizard will trigger for
the Support Coordinator to send out the Participant Summary Report within 15 days after Final
Supervisory Review and Closure.

Switch Role to OCDD Support Coordinator

The Support Coordinator can monitor My Work > Incidents > My Incident Ticklers.

My Incidents Ticklers

Ticklers 14

1. Click on Ticklers which will open the My Incidents Ticklers page.
2. Uncheck Apply Alert Days Before Due in the Search Filter box and click on Search.

3. This will refresh the search results with Ticklers that have been configured with a specific
number of days before the due date to remind users of the task to be completed.
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Filters
Status

Incident 1D

j Equal To j New j ANDj x
v T+

[ Apply Alert Days Before Due

7 My Incide

nts Ticklers record(s) retumed - now viewing 1 through 7

Incident ID Participant Tickler Name Date Created v Date Due Date Completed Status

231

Step 1. Complete Fall Assessment Form 12008/2018 120012018 New

231

Step 2. Complete Fall Analysis & Action Form 12109/2018 12/09/2015 New »

353

Mail Participant Summary Report 12008/2018 122412018

353

Ve ,
Complete Follow Up Notes 121082018 2712016 ——> || Open Incidents |,

78

Mall Participant Summary Report 1200742018 1212212018 New

348

Mail Participant Summary Report 12/07/2018 122212015 New »

348

Complete Follow Up Notes 12006/2018 1211412018 New

4. Hover your mouse over the right facing arrow at the end of the tickler row. A flyout menu
will display that reads “"Open Incidents”.

5. Click on Open Incidents.

6. The Incident record will open to the Incident Details Page.

7. Select Participant Summary of Critical Incident Report from the Reports Menu.

File Reports Word Merge

Incident

8

LOUISIANA
l:- *J DEPARTMENT OF

Critical Incident Report

Participant Summary of Cntical Incident Repor

. Click on the Print icon to make a copy and mail to the Incident Participant.

=i HEALTH

Participant Summary of Critical Incident Report

Incident 1D: 69 Incident Categories: Property Destruction, Major Medication Incident, Type of Major

Fall, Major Behavioral Incident, Type of Major Behavioral Incident:

Medication: Pharmacy Error

9

. Click on Save to Note at the top of the page.

10.The Note Details page will open with the Participant Summary of Critical Incident Report

as a note attachment.

11.Change the Note Type to Participant Summary Report.
12.Document the date the report was sent out in the Note textbox.
13.Change the Status from Pending to Complete.
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Notes Details
Division *

Note By *

Note Date *

Note Type *

Note

Date Completed

Status *

Attachments

Add Attachment

Document

rp_custom_ParticipantSummaryofCriticalincidentReport pdf

14.Click File > Save and Close Note.
15.Click File > Close Incident.

INC

Guglielmo, Barbara

121192017 |
|Panicipam Summary Report

'3

New Text
The Report was sent out 121917

1211972017

The Support Coordinator can also monitor closed records in the Incidents Chapter.

1. Click on the Incidents Chapter.
2. Set the Advanced Search filter to:
a. Status = Complete
b. Disposition = Incident Closed
3. Click Search.

Filters
Status ﬂ Equal To ﬂ Ccmpleteﬂ AND | b4
Disposition ﬂ Equal To ﬂ Incident Closed ﬂ AND W b 4
Incident ID ﬂ +
4. The list view grid will display all records that the RO Manager has reviewed and closed.
5. Locate the record in the list view grid and open.
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6. Follow steps 7-15 in previous section.

Grant Extension: Approval
A situation may arise when a grant extension is made. The workflow is described below.

Switch Role to LGE Medical Certification Specialist

1. Click on the Incidents Chapter

2. Use the Advanced Search to locate the Incident record.

3. Open the Incident record and scroll to the Decision section.
4. Change the Disposition to equal Extension Request.

Decision

Disposition * | Extension Reguest

5. Click File > Save Incident.
6. Click on the Notes subpage.

Incident
Participants

Documentation

Notes

Associated Incidents
Events

Disposition History

7. Click File > Add Note.
8. The Note Details page will display.
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File Tools

Notes Details

Division = INC

Note By * [Guglielmo, Barbara v
Note Date * osra01s |7

Note Type * [Extension Request N

Enter notes

Note

Date Completed

Attachments

Add Attachment

Document Description

There are no attachments to display

Notes Recipients
Add Note Recipient: | - | Clear |
Name Date Sent Date Read

9. Select Extension Request as the Note Type.
10. Add the Waiver Manager as a Note Recipient.
11.Change the Status from Pending to Complete.
12.Click File > Save and Close Note.

13. Click on Incidents subpage.

14. Click File > Save and Close Incident.

Review Grant Extension Request

Switch Role to OCDD Waiver Manager

1. Monitor My Work and look for Note under Incident Notes List.

MY WORK | FROW

INCIDENTS

‘ My Incidents Ticklers |

Ticklers 62

‘ Incident Motes List |

| Complete 2 I

2. Click on the note in the list view grid and review notes written by staffer requesting the
extension.
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Note
G Take note of Incident ID.

3. Click on the Incidents Chapter.
4. Search and open the Incident record.
5. Make the following changes on the Incident Details page:

Event Information
Division

Entry Date *

Entry Time *

Report Received Date *
Report Received Time *
Report Method

Report Type *

Report Made By *

Direct Service Provider ID *
Direct Service Provider Name
Incident Occurred *
Incident Occurred Time =
Incident Discovered *
Incident Discovered Time *

Location of Incident

Description of Incident *

INC

06/21/2018

01:22 PM
06/21/2018

22 v[PM v

OAAS Waiver

[Guglielmo, Barbara M
12439 || Clear”| Details

A - ABSOLUTE HOME CARE PCA LLC
oe/0e2018 [T

02 v

061132018 |8

51 v[oz V[P v

A

She fought with her daughter.

8071 characters remaining

Number of Days to Extend

Due Date

Decision

Disposition *

30
07282018 |9

\ Extension Approved ~

a. Disposition = Change to Extension Approved.
b. Number of Days to Extend field will display. Enter 30 in the field.
6. Click File > Save Incident.
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Event Information

Division INC
Entry Date * 06/21/2018
Entry Time * 01:22 PM
Report Received Date * 06/21/2018
Report Received Time *
Report Method
Report Type * OAAS Waiver
Report Made By * [Guglielmo, Barbara v|
Direct Service Provider ID * 12439 | - | Clear [iieeld
Direct Service Provider Name A - ABSOLUTE HOM Message from webpage B9
Incident Occurred * 06/06/2018 |2
ncident Occurred Time = l The save was successful.
Incident Discovered * 06132018 | :
Incident Discovered Time *
Location of Incident I:
She fought with her da
Description of Incident *
1 charact: g
Number of Days to Extend 30
Due Date osn27i2018 |
Decision
Disposition * \Extenslon Approved hd

7. The new due date will display in the Due Date field.
8. Click File > Close Incident.

Switch Role to OCDD Support Coordinator

1. Navigate to the Incidents Chapter to monitor incidents whose Disposition = Extension
Approved.

Grant Extension: Denial
A situation may arise when a grant extension is made. The workflow is described below.

Switch Role to LGE Medical Certification Specialist

15.Click on the Incidents Chapter

16.Use the Advanced Search to locate the Incident record.
17.0pen the Incident record and scroll to the Decision section.
18.Change the Disposition to equal Extension Request.

Decision
Disposition * |Extension Reguest hd

19.Click File > Save Incident.
20.Click on the Notes subpage.
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Incident
Participants

Documentation

Notes

Associated Incidents
Events

Disposition History

21.Click File > Add Note.
22.The Note Details page will display.

File Tools

Notes Details
Division * INC
Note By * ‘Gugl\elmc, Barbara hd
Note Date * osra01s |7
Note Type * [Extension Request v
Enter notes
Note
Date Completed
Attachments
Add Attachment
Document Description
There are no attachments to display
Notes Recipients
Add Note Recipient: | - | Clear |
Name Date Sent Date Read

23.Select Extension Request as the Note Type.
24.Add the Waiver Manger as a Note Recipient.
25.Change Status from Pending to Complete.
26.Click File > Save and Close Note.

27.Click on Incidents subpage.

28.Click File > Save and Close Incident.

Review Grant Extension Request

Switch Role to OCDD Waiver Manager

9. Monitor My Work and look for Note under Incident Notes List.
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MY WORK 1 FROW

INCIDENTS

‘ My Incidents Ticklers |

Ticklers 62

‘ Incident Motes List |

| Complete 2 I

10.Click on the note in the list view grid and review notes written by staffer requesting the
extension.

Note
G Take note of Incident ID.

11.Click on the Incidents Chapter.
12.Search and open the Incident record.
13.Make the following changes on the Incident Details page:

Event Information

Division INC
Entry Date * 06/21/2018
Entry Time * 01:41 PM
Report Received Date * 06/21/2018
Report Received Time *
Report Method Fax b
Report Type * OAAS Waiver
Report Made By * ‘ Guglielmo, Barbara
Direct Service Provider ID * 12439 || Clear”] Details
Direct Service Provider Name A - ABSOLUTE HOME CARE PCA LLC
Incident Occurred * 06/062013 |2
Incident Occurred Time * 01 v
Incident Discovered * 06072018 |
Incident Discovered Time * 01 vw|15 v|PM v
Location of Incident
She fell

Description of Incident =

8001 charscters remaining

Due Date 07232018 |7
Decision
1
| Disposition * Extension Denied

a. Disposition = Extension Denied
14.Click File > Save and Close Incident.
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Switch Role to OCDD Support Coordinator

1. Navigate to the Incidents Chapter to monitor incidents whose Disposition = Extension
Denied.
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Associated Incidents

The Associated Incidents subpage provider users with the ability to conduct a search of other
incidents to determine whether there are additional active Incidents pertaining to the same
incident documented on the current Incident record.

Linking Associated Incidents

1. Click on the Incidents Chapter.
2. Search and Select Incident record.
3. Click on the Associated Incidents Subpage.

Incident
Participants
Documentation

Motes

Associated Incidents

4. Click File > Search Associated Incidents.

File Tools

Search Associated Incidents

Print

Close Associated Incidents

5. Enter search criteria in the Filter feature.

L) DEPARTMENT OF HEALTH Incident ID = 372 - Associated
Statewido Incident Managomen Systom 1211472018 1:51 PM Incident Search
File

Filters
Incident ID v [EwaTe RS AND|v| | x

Incident 1D ﬂ +

6. Click on the Search button to display a list of Incident records.
7. Click on the fly-out arrow corresponding to the target item and select “Link”.

1 Associated Incident Search record(s) returned - now viewing 1 through 1

[T Incident 1D [ Report Received Date I Report Received Time I status [ Disposition I Participant I |
EE | 10032018 |adsam |Pending |Pending | |

<<First <Previous Refrieve | 15 |Recordsatatime Next»  Last»>

8. A comment window will appear to allow the user to justify linking the found incident to the
one originally accessed. A comment is not required to link the record to the current
Incident. If a comment is added, it will appear as a sticky note on the list view.
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Link Message %!

Please enter Comment below

9. Click on the OK button when done.
10.The Link Successful message will display.

11.Click OK to clear the message and close the search window to navigate back to the
Associated Incident subpage in the Incident record.

() DEPARTMENT OF HEALTH

Incident ID =322 - Associated
12142018 1:54 PM Incidents
File Tools
Incident O-Fiters
eatcos Incident ID v
Documentaton o e
- 1 Associated Incidents record(s) returned - now viewing 1 through 1
[ Associated incigents ‘ [ 1] meidentn | Report Recsived Date | Report Received Time | Participant Last Name [ Participant First Name Report Type | saws | Duplicate | [ | |
e L e | 1o0aro13 [ | | Waiver | Penaing [No [all
Events L
Unlinking Associated Incidents
1. Access the Associated Incidents subpage.
Incident
FParticipants
Documentation
Motes
Associated Incidents
2. Locate the Incident record that needs to be unlinked.
3. Select the checkbox corresponding to the Incident to unlink.
{;l DEPARTMENT OF HEALTH Incident ID =322 - Associated
Statewide Incident Management Systen 121412018 1:54 PM Incidents
File Tools
Incident 9)-Fiters
Incident ID j +
Participants
Documentaton L] |
- 1 Associated Incidents record(s) returned - now viewing 1 through 1
S ——— ‘ ‘ ‘ ‘ Incident ID ‘ Report Received Date ‘ Report Received Time ‘ Participant Last Name | Participant First Name Report Type ‘ status | Duplicate ‘ O ‘ |
e R | 10301 |g4sam | | I Waiver | Penaing [No — O[]
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4. Select Unlink Associated Incident from the Tools menu.

Incident ID = 322 - Associated
121472018 1:56 PM Incidents
File  Tools
Unlink Associated Incidents [
Incicent -
Incident ID v
Pariicipants
Documentason il Nl
1 Associated Incidents record(s) returned - now viewing 1 through 1
Notes
Associated Incidents: ‘ ‘ ‘ ‘ Incident ID ‘ Participant First Name ‘ Report Type ‘ Status ‘ Duplicate ‘D‘
PR | |ocoD waiver | Pending [No =N
Events

Disposition History

11711 West 79" St. Lenexa, KS 66214 | 1-855-wellsky
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Reports

Waiver List Cases Report
12.Click on the Incidents Chapter.

13.Select Waiver List Cases Report from the Reports Menu.

File Reports

Waiver List Cases Report Quick Search

14.Define your report parameters.

Incident Occurred Start Date | Gl Mnule  Incident Occurred End Date — HEM&wu
IncidentEntry StartDate | L Minul  Incident Entry End Date — HE&mu
Incident Due StertDate | L MUl Incident Due End Date @&
Participant First Name I M Participant Last Name [ M
= — VT [Adams Group rome - 4567, ad])
scageney [~dares Group Flome - 4367, 8] stffAssined [Garbars Guglaimo, an Bemn] ]
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Statewide Waiver List Cases Report
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Closure
10330 | 4612017 East Baton Rouge | ADHC 41302017 Urgent Review
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Incident Management (Non-APS)

Training Notes
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