Application fofMhC

Registration as
an Approved
Centre

This tutorial will demonstrate the use
of CIS to make an Application for
Registration as an Approved Centre.

This tutorial will demonstrate the use of CIS to make an Application for Registration as
an Approved Centre. It covers the process for applying for the registration of a new
centre or the re-registration of an existing centre.

When a registered proprietor logs on to CIS, they can view the centre registrations for all
of their facilities. Other staff of the facility can be granted access to view or update the
registration, however, only the Registered Proprietor will be able to submit the
registration to the Mental Health Commission.

The Application for Registration can be saved, added to and amended multiple times
before it is submitted. The Commission has no access to the information on the
Application until the Registered Proprietor has clicked on the submit button.
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This screen gives you a reminder of
navigation within CIS grids.

Many of the screens in CIS are displayed as grids.

This screen will remind you of the standard navigation within CIS. If you need further
detail on navigating within CIS you can refer to our separate tutorial on General

Navigation.
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Accessing the Application for Registration
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The Registered Proprietor will receive an email when an application for registration is
ready to be completed.

The registered proprietor can access the application either from the Registrations menu
or from their Tasks on their Home Screen.
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Opening the Application for Registration
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Clicking on Registrations on the Homepage Menus opens a new screen.

From there, click on Proprietor Centre Registration to open the main registration screen.
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The List of Registrations Screen
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Select your Centre that is applying for registration and

click on Edit on the Actions menu for that centre.

View

The grid shows a list of all of your registrations on CIS.

Remember you can sort on any of the grid headings so, for example, here you may wish
to sort by Application Date to show the most recent first or perhaps by Status to show

those that are Open.

Alternatively you may wish to search, for example, type a portion of the name of the
approved centre into the search box under “Centre Name” and press enter to find the

approved centre you wish to register.

To update an application for registration you must click on the down-arrow to the right

of the button under the Action Column and then click on Edit.
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Completing the
Application
Form

We will now step through the process

Remember the application can be started on CIS, saved, and then finished at a later
time. Also, CIS allows different parts of the application to be completed by multiple
people.

CIS is dynamic, some screens and some fields only need to be completed in certain
circumstances, for example, information on compliance with regulations is not needed
for re-registration so will only be requested for new registrations.

CIS will also validate the information being entered, for example, to check that all
mandatory fields have been filled in.
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Application for Registration
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The Overview section is an explanation of the registration form. This Overview text can
be hidden by clicking on the arrow beside the word Overview and collapsing the section

The Application for Registration section at the bottom of the screen shows the status as
a dashboard view.
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Application for Registration
(Aot

COO00000
TEEEER .

The dashboard shows the status of each section — a green Tick for Completed or Not
Applicable and a red X for not completed or has errors.

Section 1 must always be completed first. To edit a section, click on the down arrow and
click on Edit.

This screen allows the individual parts of the application form to be completed.

The screen displays a green tick if a section has been completed or is not applicable, and
ared x, if the section has not been completed or has errors.

Section 1, General Information, must always be completed before any other section.

To open a section for editing, click on the down-arrow to the right of the button under
the Action Column and then click on Edit.
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- The General Information
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iy - S Section 1.2 as an example of
R —— 5 how to fill in the details for

e - your Centre.

Section 1, General Information, must be completed first before any of the other sections
of the application can be filled in.

Orange fields are mandatory.
All of the other sections of the application can be completed in any order.
Fill in the details for your centre.

As an example, we will look more closely at the highlighted portion of this screen.
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1.2 Operation of Fadility

Does the facility provide care and treatment to persons suffering from mental illnessor ~ (OYes @No
mental disorder?

1s the primary nature of the facility, or part of the facility, to provide care and treatmenttoa (0Yes (@No %
person(s) suffering from a mental illness or mental disorder?

Are any other healthcare services provided at the facility? OYes @No %
If Yes, please specify

How leng has the facility operated at the above address? * |

Click the options to choose Yes or No.

The Text-box is greyed out, so cannot be completed. If the answer to the previous question is yes, the Text-box
becomes available to type into.

All Mandatory Text Boxes have a coloured background.

Click the options to select Yes or to select No

If you choose Yes as the answer to the question, “are any other health care services
provided at the facility?”, then the textbox underneath will change to white and you can
now give the details here.

As with all screens in CIS, the mandatory text fields have a coloured background, other
text fields have a white background.

11
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Section 1 — General Information
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Once complete, click on Check for Errors.

Click on Next to Save and Continue or
click on Save and Close.

Orange fields are mandatory.

Complete all the information and click on Check for Errors. This validates the

information on the current screen.

Orange fields are mandatory. CIS checks that all mandatory sections have been

completed.

You can then click on Next to save all your information and move on to the next screen,

or click on Save and close to return to the dashboard.

12
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This section will only be completed where the centre is managed by the HSE.

You may click on the question mark icon that is displayed beside certain fields to see
additional information about what needs to be recorded in that field.

Orange fields are mandatory.
Remember, each section does not have to be completed fully before saving. You can

return to each section later to add additional information or change the information
already inputted.




Section 3 is completed
for non-HSE facilities.

Orange fields are
mandatory.

CIS only allows Section 3 to be completed if the Registered Owner is not the HSE.

Orange fields are mandatory.

Complete all the information and click on Check for Errors.

You can then click on Next to save all your information and move on to the next screen,

or click on Save and close to return to the dashboard.

14



mhc

Details of the
e Premises must be
recorded here.

Orange fields are
mandatory.

Details of each
———e Ward or Unit Must
) be added using the
= New Ward/Unit
B === putton

Different fields on each screen will become mandatory, depending on your answers to
certain questions. For example if you tick that you provide a Child and Adolescent
Mental Health Care service then it becomes mandatory to fill in the age range fields.

Orange fields are mandatory.

Use the New Ward/Unit button to record information about each of the wards or units
in your centre. You must enter this information even if the facility has only one ward.

CIS will check that you add the same number of wards here to match the number
entered in section 4 point 1 at the top of this screen. CIS will also check that the services
offered in the ward are included in the services listed in 4 point 1 as being offered by the
overall premises

Complete all the information and click on Check for Errors.

Click on Next to save all your information and move on to the next screen, or click on
Save and close.

15
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Section 5 — Staffing

Record details of staff in the
Facility.

Some of the mandatory
fields are at the end of the
screen so you will need to
scroll all the way down.

Record the details of the staff who work in and for the facility.

This is quite a long screen so you will need to scroll down to continue to fill in the

requested information.

Some of the mandatory fields are at the end of the screen.

16
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Section 5 — Staffing
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1. Click on Add Team/Speciality
to record Team Names.
2. If you answer in sections 5.6,
=" 5.7 or 5.8, you must click on
= & y | New Category to add staff
e R B details.

For each Mental Health Team or Speciality Team who are admitting patients to the
facility, the Team Name must be added using the Add Team or Speciality button.

Please Note, In questions 5 point 6, 5 point 7 or 5 point 8 on additional staff If the
answer is yes, you must then add the additional categories of these staff.

17
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Click on Edit to record how you will comply with each regulation and how you will
monitor on-going compliance.
Note — There are multiple pages of Regulations.

This section is only completed for new registrations.

Please note that you will need to use the Page Navigation Control at the bottom of the
screen to access all of the pages.

For each regulation, click on edit, and record how you will comply with the regulation
and how you will monitor this.

Remember, the information can be entered over multiple sessions, and you can enter it
in any order.

18
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To add the requested documentation, click on Edit. The next part of this tutorial will
explain how to upload your files.

CIS lists the supporting documents required. The list of documents is based on the
answers that have been given throughout the application.

To upload a document to CIS, as before, you must click on the down-arrow to the right
of the button under the Action Column and then click on Edit.

Please note:

It is only possible to submit 1 file per row. If you need to submit multiple items, they will
need to be put into a folder and the folder should be zipped. This zip file can then be
uploaded. If you need assistance with this process please send us an email.

The ‘Other Relevant Documentation’ section can be used to upload any other relevant
documentation for the Application for Registration.

The next part of this tutorial will explain how to upload your files.

19
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* Click on Upload to locate and select the file to be uploaded into CIS

* Click on Save

* Now fill in a Description of the document and click on Save

Click on Upload.
Then click on Choose File to locate the file to be uploaded to CIS.
Click on Choose File and then click on Save.

A description should be added to make it easy to identify the contents of the document.

Click on Save to continue.

20
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Add any additional
information here

The final step in the process has 3 parts.. These are Additional Information, Declaration
and Signature. We will now look at each of these parts.

The Registered Proprietor or Registered Proprietor Nominee can add an additional

information that may be relevant for their application for registration as an approved
centre.

This is added in the free-text box shown on the screen.
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This is the registered proprietor or registered proprietor’s nominee declaration that the
information provided is true and accurate before they sign the application.

All of the tick boxes on this screen are mandatory.
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Section 8 — Signature

* 1. The Registered Proprietor signs the form
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2. The Registered Proprietor clicks on Accept to confirm that they wish to digitally the application

By clicking Accept, you are digitally signing this document and you confirm that you have
read it, that you understand it and that you agree to be bound by it

Cancel

The Registered Proprietor or Registered Proprietor’s nominee clicks on the Sign Form
button to sign the application for Registration.

An additional prompt appears.

The Registered Proprietor clicks on Accept to confirm that they wish to digitally sign the
application for registration.
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Submitting the
Application to
the Commission

We will now step through the process

While the application is being completed, the Task remains on the Registered
Proprietor’s Home Screen as a reminder that the application is in progress.

We will now step through the process to submit the completed application.
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The Registered Proprietor clicks on the Submit button on the Application for
Registration Status Screen.

All sections of the application for registration can be updated until the submit button
has been clicked. The Commission cannot see any information on the system until the
application has been submitted.

Only the registered proprietor can access the submit button. When the registered
proprietor clicks on Submit, they will receive an email confirming the submission.

25
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Mental Health
Commission
Review

The Mental Health Commission will
review the application

The Mental Health Commission will review the application for Registration as an

approved centre.
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The status will update once reviewed

The banner on the Status screen informs the users that the application for registration
has been submitted.

The edit option and the submit option are no longer available to users in the facility.

The application for registration is now available to Mental Health Commission for
review. Each section of the application will have a status reflecting its progress.

Once the review is complete, the Commission will notify the Registered Proprietor
directly of the outcome of the review.
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Further
Information

Is available on our other CIS Tutorials
or

Email cis@mhcirl.ie

If you need further assistance with using CIS, check out our other tutorials or email the

address shown on the screen.
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