mental health commission

Comments on Draft
Inspection Report



This tutorial will take you through the steps on CIS, for the Comment and Review (C&R)
process.

Stage 1: Review
1.1 Email notification from the Inspector of Mental Health Services.
1.2 How to access the draft inspection report on CIS.
1.3 How to download the draft inspection report from CIS.

Stage 2: Response
2.1 How to enter your comments (if any) on CIS.
2.2 How to upload supporting documentation (if any) to CIS.
2.3 How to submit your response to the review, on CIS.

Please note:
1. Comments can be amended multiple times before they are submitted on CIS.
Comments are not visible to the Commission until they are formally submitted
(stage 3) on CIS.
2. Other staff of the facility can be granted access to view or add comments. However,

only the Registered Proprietor/Registered Proprietor Nominee can submit the
comments to the Commission.

€999



€999

1.1 Email notification from the Inspector of Mental Health Services.
1.2 How to access the draft inspection report on CIS.
1.3 How to download the draft inspection report from CIS.

Email Notification of Review

An email is sent to the Registered
The draft Inspection Report from the Inspection dated Propfietor when the draft |nspection
Report is ready for review

You must submit the results of the review by

To review the draft report

1. Login to the CIS system

2. Download and review the report

3. Add your comments, observations and supporting documents through the Comments screen in the CIS application

4. Submit the results of the review

Please note that it 1s possible to save a draft of the review. This will not be visible to the Mental Health Commission until you submit your results.

1.1 Email Notification: Inspection Report Review Required

Version 1 of the draft inspection report is uploaded to CIS, and an email is sent to the
Registered Proprietor/ Registered Proprietor Nominee (RP/RPN), to inform: Inspection
Report Review Required.

Please note:

1. The comments must be submitted by the deadline stated in the notification
email.

2. A further reminder email is sent to the RPN reminding them that comments are
due, as the submission deadline date approaches.
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1.2 How to access the draft inspection report on CIS.

Homepage Menus System Messages

Back To CIS Menus No Systemn Messages Found

m 15609 - Inspection Report Review

[@ C1S304 - Mental Health Facility Tasks z

1 View >
Task Summary
& Inspections: for Review (1) Less A
Inspection ID: 100071062 for Approved Centre Name - Start Date 20/01/2026 12:13 >

Selecting the Inspection Report Task

On issuing the email, CIS automatically generates a task for the RP/RPN’s on their CIS
Homepage.

Click on Inspections for Review.

The relevant area can also be accessed via: Homepage Menus -> Inspections -> CIS609 —>
Inspection Report Review.

Homepage Menus System Messages

3 CAPA
0O Registrations Tasks z
£ Notifications

1 viw >

Task Summary
=l Inspections: for Review (1 Less A
@ Not Dated Inspection ID: 10001062 for Approved Centre Name - Start Date 20/01/2026 12:13 >

The grid shows a list of draft inspection reports that are ready for review. The Registered
Proprietor can see all reports for all their approved centres.

Remember you can sort on any of the grid headings or search by typing a portion of the
name of the approved centre into the search box under “Facility Name” and press enter
to find a specific approved centre.

# Home » Inspection Report Review
c 4

1F Facility Name Facility Type Inspection Start Date Inspection End Date Review Deadline Date Inspection Type Lead Inspector Status Inspection ID Action
@ Clear Filters

Approved Centre Name  Approved Centre 20/01/2026 22/01/2026 10/02/2026 Annual Inspector25 Test For Review 10001062 View
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To enter comments, you must click on the on the ellipses (3 horizontal dots), under the
“Action” column, to see the options, and then click on Edit.

@ Clear Filters

# Home » Inspection Report Review

1F Facility Name Facility Type Inspection Start Date Inspection End Date Review Deadline Date

Inspection Type Lead Inspector

@ Clear Filters

_—_—_ View

Edit

m coimisiiin meabhair - shlainte
N mental health commission

# Home » Inspection Report Review » Edit Inspection Report Review

Inspection Report V1 TEST Doc for Inspection Start Date | 20/01/2026 Tuesday, 20 January 2026
Inspection Report V2 [ View Report Inspection End Date | 2200172026 Thursday, 22 January 2026
Inspection Report Final ][ viewnepon Status | For Review

Review Deadline Date 10/02/2026 | Tuesday, 10 February 2026

Inspection Type Annual |

Lead Inspector Inspector25 Test J

Comments |

Comment ID Section

Page Standard Comments Accept/Reject Reason Action

@ Clear Filters

E3Em o

When all comments are added, the Submit button sends your comments to the
Commission.

Please note that until the Submit button is pressed, the Commission cannot view the
comments.
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1.3 How to download the draft inspection report from CIS.

The draft inspection report can be downloaded and saved from the Inspection Report
Review Screen. Click on View Report.

If using Google Chrome as your browser, the report appears on the top right of the screen.
The report is also saved to your downloads folder.

Click on the report to open it. You can now save it onto your local network or to any folder
of your choosing.

The end of this tutorial will show you how to find your inspection report if you are using
other browsers.

m coimisitiin meabhair - shlainte
N mental health commission

A Home » Inspection Report Review » Edit Inspection Report Review

Inspection Report V1 TEST Doc for D@ Inspection Start Date 20/01/2026 Tuesday, 20 January 2026

Inspection Report V2 View Report Inspection End Date 22/01/2026 Thursday, 22 January 2026
Inspection Report Final View Report Status For Review
Review Deadline Date 10/02/2026 Tuesday, 10 February 2026
Inspection Type Annual
Lead Inspector Inspector25 Test
Comments
Comment ID Section Page Standard Comments Accepl/Reject Reason Action

© ClearFilters

e -
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2.1 How to enter your comments (if any) on CIS
To add a comment on the draft inspection report, click on New Comment.

Clicking on New Comment opens a second screen where individual comments are entered,
and where supporting documentation can be uploaded.

coimisiun meabhair - shldinte
mental health commission

A Home » Inspection Report Review » Edit Inspection Report Review

Inspection Report V1 TEST Doc for C&R Inspection Start Date 20/01/2026 Tuesday, 20 January 2026
Inspection Report V2 View Report Inspection End Date 22/01/2026 Thursday, 22 January 2026
Inspection Report Final View Report Status For Review

Review Deadline Date 10/02/2026 Tuesday, 10 February 2026

Inspection Type Annual

Lead Inspector Inspector25 Test

Comments.

© Clear Filters

[Save [ st [T

When entering a comment, use the fields section, page number and standard on the top
of the screen to clearly identify the part of the inspection report to which your comment
relates. A value of “ALL” can be used for any general feedback on the overall report.

Record your feedback in the comment field.

Press the Save button to save your comment, or press Save and New button to save this
comment and add another one.

Important note: If you have no comments to make on the draft inspection report, please
select the Add Comments button, and confirm ‘No comments’ BEFORE submitting your
response to the review, via CIS.



2.2 How to upload supporting documentation (if any) to CIS.

Edit Comment x

Facility Name | Approved Centre Name |
Inspection Start Date |20/m1/2026 | Tuesday, 20 January 2026

Page Mumber \ |

Standard [ Prouse solect.. v |
Comment

Supporting Documents

e —
¢ Now Supporting Docurments I

DocumentD |Name |Catogery | SubCategory | Descrion | Upcsedby | 38 | \poaseaty DS

@ Clear Filters

Records 11010f 1 Page| ifal

(I e

It is also possible to add one or more files as supporting documentation such as
photographic evidence or copies of documents.

Click on the New Supporting Documentation button and then click Upload to search for
and upload a file. You may also use the Drag and Drop feature to upload your file to CIS.

Please note that you may only upload one file at a time.

Click on Save to save the file into CIS or click on Save and New if there is another file to be
uploaded.

Edit Comment x

Facilily Name | Approvea centie Name |
Inspection Start Date | 20/01/2026 | Tuesday, 20 January 2026

Section @®
Page Number 5)

Standara [ Pronse seiect.. ~ |

Comment

Supporting Documents

New Supporting Documents

pe——r— Calogary | i Cotogory | Docrption | Upeistod iy | 200180 | Ukt |08

@ Clear Filters

Records 110.10f 1 Page| ilfal

Each comment and any supporting documentation are saved into CIS by clicking the Save
button on the bottom of the screen. You may also press Save and New to add a new
comment.
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Remember, each comment does not have to be completed fully before saving. You can
return to each comment later to add additional information or add supporting

documentation or to change the information already inputted.

The Commission has no access to view any information until the Registered Proprietor
submits the comments.
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2.3 How to submit your response to the review, on CIS.

Important note:
If you have no comments to make on the draft inspection report, please select the Add
Comment button, and confirm ‘No comments’ BEFORE submitting your response on CIS.

The Submit button is used by the Registered Proprietor to submit all comments, feedback
and supporting documentation back to the Commission.

Once the submit button has been clicked, no further changes can be made and the task is
automatically removed from the Registered Proprietor’s home screen.

The Inspectors at the Mental Health Commission will review the comments that have been
submitted.

Check out our other tutorials which may be accessed from the link on the CIS login screen or email

cis@mhcirl.ie.


mailto:cis@mhcirl.ie

