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Introduction

This Comprehensive Information System (CIS) Guidance document provides guidance material on
how to create and submit Quality and Safety Notifications to the Mental Health Commission (MHC)
regarding Child Admissions to an Adult Unit and Discharges of a Child from an Adult Unit in

approved centres.

Quality and Safety Notifications are required to be submitted by approved centres to the MHC
within certain defined timelines. Notification timelines for all notifications are explained in more
detail in the document that is located at this address - QSN Guidance January 2026.pdf

The timeline for notification of admission and discharge of a child to/from an adult unit is as follows:

Child Notifications: Admissions and Discharges

Service Timeframe
Description Submission Format Tvoe for Sign off responsibility
e submission
. Within 72 Registered proprietor or
Adult units in approved | Via €15 - Adult hours of the |person with delegated
centres are required to CISZO_Z ) AdmISSIOn, approved child’s authority working within
notify the MHC of the | Of Child to Adult Unit | centres admission the approved centre.
admission of a child.
Adult units in approved | Within 72 Registered proprietor or
. Via CIS Adult )
centres are required to . hours of the |person with delegated
. CIS203 — Discharge of|approved | | ., . . o
notify the MHC of the . . child’s authority working within
. . Child from Adult Unit | centres .
discharge of a child. discharge the approved centre.

The CIS Guidance document that you are reading assumes that you are familiar with how CIS works.
Additional CIS Guidance documents can be found at this location, which includes some general

navigation guidance: Training | Mental Health Commission

The CIS Guidance documents provide answers for the majority of CIS queries that users of the
system can have, and these should be read before contacting the MHC for additional support.
In the event that additional technical support regarding CIS is required, please contact cis@mbhcirl.ie.
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CIS Guidance — Child Admission to an Adult Unit

Child Admissions to Adult Units should be logged in CIS using page CIS202 — Admission of Child to
Adult Unit.

Authorised users should have been granted permissions to the page when their account was
created. If a user cannot traverse the Homepage Menu option to Notifications-> CIS202 —
Admission of Child to Adult Unit they may require an adjustment to their user permissions and
should arrange to submit a new user authorisation form to cis@mbhcirl.ie detailing the permission
changes required.

e logintoCIS.
e Open the menu option Notifications from the Homepage Menus option(s) on the
left of the homepage.

Homepage Menus

B Back To CIS Menus

[# CI5201 - List all notifications

£ ADULT units only

@ CI5202 - Admission of Child to Adult Unit
[@ CI5203 - Discharge of Child from Adult Unit

[@ CIS210- Overcapacity in Adult unit

0O CAMHS units only

@ CIS206- Admission to CAMHS Unit

[# CIS207 - Discharge from CAMHS Unit

[@ CIS211 - Bed Occupancy count CAMHS unit

[# CIS115- CAMHS Residents on a given date

&= CAMHS residents on a given date (internal MHC only)

03 Both Adult and CAMHS units

[# CIS208 - Summary Incident Report

[# CI5212 - Change in Registered or Operational Bed Capacity
[# CI5204 - Serious Reportable Event

[# CIS205-Death

[# CIS215-ECT

[# CI5220- Seclusion

[# CIS221 - Restrictive Practice

@ CIsS222 - Mechanical Restraint for Enduring Risk of Harm to Self
or Others (Part 4)

e Depending on your level of access, you may see some notification types including
Seclusion and Restraint Notifications listed OR you may also have access to all
notification types including Death Notiifications and ECT notifications.

Any member of staff within an Approved Centre can be authorised to notify and submit a Child
Admission/Discharge to an Adult Unit Notification. It is matter for the Registered Proprietor
Nominee to decide and delegate.
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CIS202 — Admission of Child to Adult Unit

Clicking on CIS202 — Admission of Child to Adult Unit opens a page with a list of all notifications of

active child admissions to an adult unit i.e. by default it lists only those that are in progress and have
not yet been submitted to the MHC, or against which the MHC have raised a query.

‘Show Al o

# Home » Notifications

immecite
[— Nobed
e pge Timeor |First  Responsble oy and
doe ot Samon D3, ooy 0L Consuttant. |

Name
= o gl | Sopegaea 11 CAMS o Tpeor | .
serious | % CAMHS Room  bathroom Nursing _ % ted Date discharge discharge

e e T o e o S

Admission Admission

i
Mo e Soeneo
S i S

o e s
pes

order

By checking the Show All checkbox shown above, all child admission notifications for the user’s
adult facilities are displayed, regardless of the record Status.

")

Any CIS grid may be sorted by clicking on a column name; clicking the column name once sorts the
results ascending, and clicking a second time sorts the results descending.

Any grid may be filtered by typing a filter value within the blank filter space at the top of any one or
more columns.

Legal -
¥ Date Timeof | Firsi
Age Gender | Status or b 3=
2dmissioh Admission Admission | Adn

Admission

. pursuant
Goveming
10015627 Not Test Adult Male to5.25

Submitted ACOO7 18[?5000? Ward Child123  19/01/2012 14 District 19/01/2026 Monday 09:00 Yes

Court
order

Graphic above shows a list of Child Admissions to an Adult Unit ordered by Date of Admission and
Filtered to only show records where the approved centre is “Test ACO07”.
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Logging a new Child Admission to an Adult Unit
Within CIS202 — Child Admission to Adult Unit click on New Admission on the top right of the list
grid.

‘Show Al

# Home » Notifications

mmeciste
Responsie mmedite g Nol
Consunant serous

Senous Caw
Name oo (G

bed Admission  Admission | o .
—

Legal
Approved.
sats | (0% CHO | Ward | Identifer DOB Statuson eiation | Admission)

Date
e o, | Admission

Notification Risk
D = om  bathroom  Nurs

- CAMHS - egal app. cenre
in Single  Segregated 1.1 S it Detalls | Details Dateof | Typeof Duration
Psychiatrist Status on chid Active
s R ba sing Submitted  Date discharge discharge of Stay
B Hebenitteq discharoe ranstemed

available
others

‘Admission

Governing
Not  Test Adut
Submitted ACO07 300

pursuant
10525
Bo0y ooz Ward District

Consutant
10015627 ChiG123 19/01/2012 14 Male 10/01/2026 Monday 0900 Yes Psychiatrist Yes
TEST

Court
order

New Admission

This will open a blank admission record:

# Home » Notifications » New Child Admission

Guidance on this @
notification

1. About the service

soproved o [Crrr— i I
2. About the resident

et I o

Date o irth O &% Resporsible ConsufantPsychiawist ||
Gender [Peaseseleet. %] MeRN %
LegalStaus [Plssesdlect.. v | ® Name I
3. About the admission

Daeof aision —1 Esinaedt o dichre
Time of admission @ Plans to place the child in an age

Type of . approved OFirst ission OR issionk appropriate approved centre

Reason for admission * (You must select at least one)

[ immediate and serious risk to self s the child a edinasingle OYes ONosk

([0 Immediate and serious risk to others 2
[ No bed available in CAMHS unit Does the child have access to a OYes ONoxk
[Jother segregated bathroom area?

Prnabe view ||

Page 6 of 20



®

— All required fields for a CIS record are highlighted in orange and/or have an asterisk
marked against them.
— Additional fields may appear to screen when specific selections are made within visible
fields.
— You may hit Cancel to exit at any time without saving the record or any changes made
since the record was last saved.
— You may click Save to save any recorded data to return to complete later. Note that you
may be prompted to enter key minimum data before exiting.
— Clicking Submit will complete the logging of a record but will only be possible if all
required fields have been populated.

mw Printable View | cancel | I

— Printable View is an option available on some notification records, including serious
reportable events, child admissions to adult units.
— Note that any record that has been saved but not yet submitted is still visible to the
MHC. Records should be submitted in order to be considered complete.

Section 1: About the Service

1. About the service

Approved Centre Please select.. vk Ward/Unit o

Select the Approved Centre from the drop-down list available.
The Ward/Unit Name within the Approved centre should be entered. Alternatively, type
N/A if ward names are not used within the facility.
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Section 2: About the Resident

2. About the resident

e I o

— e Fepontle Conan Py | R
Lo S Psesden. vx 0 Name I

o Fillin the unique service user Identifier — do not enter initials or service user’s name

e Record the Date of Birth of the person

e Select the person’s Gender from the drop-down

e Select their Legal Status from the drop-down — note that this should be the service user’s

legal status at the time of admission
o If the service user’s legal status is Admission pursuant to S.25 District Court order or

Involuntary a digital copy of the associated court order must be uploaded against
the Upload Court Order field which appears to screen once the appropriate Legal
Status has been selected.

Lga s omasonusanice &

Upload Court ocer | Lo 2 l

o Click Upload to open the Upload Document dialogue.

Upload Document

Document ‘ ‘ Description

‘ Cancel |

D

»

o Click Upload and the File Upload dialogue will open.
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File Upload

@

Drag & drop

your file here
or

‘EH Close ‘

o Click Browse for a file to locate a file from your device or network and upload as you
would to any site. The document should now list on the File Upload dialogue.

File Upload

s TestBlankDoc.txt
0B

o Click OK and Add to attach and return to the admission record. You may enter
additional detail relating to the document in the Upload Document -> Description

field if required.

Lgastaus omssonpsartc % -

Upload Court Order | TestBlankDoc.txt |

Use the lookup icon or free text consultant name, or their MRCN, to select from options that
appear to screen in the Responsible Consultant Psychiatrist field. Once a consultant has
been selected the MCRN and Name fields should auto-populate with the associated details
for the person selected. Detail for these three fields may also be free text typed if the user

record is not yet on the system.
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Section 3: About the Event
Section three allows for the recording of details of the admission.

3. About the admission

Date of admission [ * l Estimate date of discharge ‘ 5] ‘

Time of admission [©) Plans to place the child inan age

Type of admission to approved centre (O First admission () Re-admission % appropriate approved centre

Reason for admission * (You must select at least one)

Immediate and serious risk to self - -
a Is the child accomodated in a single room () Yes (ONo %

[0 Immediate and serious risk to others 2

[ No bed available in CAMHS unit Does the child have access to a OYes ONox
[Jother segregated bathroom area?

Is there 1:1 nursing for the child whichis () Yes (ONox
gender sensitive ?

Is there Child and Adolescent OYes ONoxk
Psychiatrist advice available?

o Fillin the Date of admission field or select the date using the calendar controls.
o  Fillin the Time of Occurrence field in the format hh:mm (24-hour clock).
e Select an option for Type of admission to approved centre.
e Check one or more option for Reason for admission.
o If No bed available in CAMHS unit is checked a required free text field Providing list of
CAMHS units contacted will appear to screen and require population.
o If Other is checked a required free text field Other will appear to screen and require
population.
e Populate an Estimate date of discharge if known.
e Give details of Plans to place the child in an age appropriate approved centre.
e Check Yes or No as appropriate for the following:
o Is the child accommodated in a single room?
o Does the child have access to a segregated bathroom area?
o Isthere 1:1 nursing for the child which is gender sensitive?
o Is there Child and Adolescent Psychiatrist advice available?

(")

Many free text fields within CIS can be re-sized by dragging on the bottom right-hand side of the
box. These boxes are all marked in the corner with two diagonal lines.
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Section 4: Additional Information

4, Additional Information

Additional information applicable to
notification

Record any Additional Information you may wish to add that is not already covered by information
supplied within other fields.

The additional information field may be re-sized by dragging the bottom border of the box up or
down.

Section 5: Submitted by

5.5 (Details are automatically when Submit button is pressed)

Role Date Submitted

The Submitted by details are automatically populated by CIS with the details of the user who
submits the notification to the MHC.

Please Note - Part 5 is not required to be completed manually — it will automatically complete with
the name and MCRN of the Consultant Psychiatrist when the Submit button is pressed. If you are
completing an Admission Notification and are not a Consultant Psychiatrist, the Notification can be
completed regardless —the MCRN will not be required.

Submitting Child Admission to an Adult Unit Notifications to the MHC

Any authorised users e.g., Mental Health Act Administrators or other users with permission to
create, edit and submit Notifications, as well as Consultant Psychiatrists or Clinical Directors can
submit Notifications of Serious Reportable Events to the MHC.

To submit a record immediately following data entry simply click Submit.

Printable View | cancel |
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To submit a Notification that had been saved for later submission:

e LlogintoCIS
e Select Notifications from the Home Page Menus
e Select CIS202 - Child Admission to Adult Unit

The list of child admission Notifications with a status of “not submitted” is displayed. These
admission records may still require editing or could be ready for submission.

==

=
= i centre

Approved Timeof | First i o Dl Dateof | Typeof Dution s
satus (0O o |Ward | dentifer DOB Weekday| Ao Rission "mmnm E R Saumon mm E=

otiation fisk
Rating lUs On | ischarge msmme

of

e Identify the admission notification to be submitted and click on the ellipsis at the rightmost end

of the row and choose Edit.

@ Clear Filters

View

@ Clear Filters

e Review the notification to ensure all of the detail within is accurate and complete.
e  Click on Submit to submit the notification to the MHC.

The record will no longer be visible by default in the CIS202 — Child Admission to Adult Unit view but
should be visible if Show All is selected.

NOTE: An associated discharge record for the resident can not be created unless the admission
record has been submitted.
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CIS Guidance — Discharge of a Child from an Adult Unit

Child Discharges from Adult Units may be actioned in CIS using page CIS203 — Discharge of Child
from Adult Unit.

NOTE: It is not possible to create a discharge record if no associated admission record exists. An
admission record should already have been created before discharging the resident.

Authorised users should have been granted permissions to the page when their account was
created. If a user cannot traverse the Homepage Menu option to Notifications-> CIS203 — Discharge
of Child from Adult Unit they may require an adjustment to their user permissions and should
arrange to submit a new user authorisation form to cis@mbhcirl.ie detailing the permission changes
required.

e LogintoCIS.
e Open the menu option Notifications from the Homepage Menus option(s) on the
left of the homepage.

Homepage Menus

B Back To CIS Menus

[# CIS201 - List all notifications

03 ADULT units only

[# CI5202 - Admission of Child to Adult Unit

E C15203 - Discharge of Child from Adult Unit |

[# CIS210- Overcapacity in Adult unit

0O CAMHS units only

[# CIS206 - Admission to CAMHS Unit

[# CIS207 - Discharge from CAMHS Unit

[# CIS211 - Bed Occupancy count CAMHS unit

[@ CIS115- CAMHS Residents on a given date

& CAMHS residents on a given date (internal MHC only)
[0 Both Adult and CAMHS units

[@ CI5208 - Summary Incident Report

[@ CIS212- Change in Registered or Operational Bed Capacity
[@ CI5204 - Serious Reportable Event

[# CIS205-Death

@ CIS215-ECT

@ CI5220- Seclusion

[# CI5221 - Restrictive Practice

@ CIs222 - Mechanical Restraint for Enduring Risk of Harm to Self
or Others (Part 4)

e Depending on your level of access, you may see some notification types including
Seclusion and Restraint Notifications listed OR you may also have access to all
notification types including Death Notiifications and ECT notifications.
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Any member of staff within an Approved Centre can be authorised to notify and submit a record of
discharge of a child from an adult unit. It is matter for the Registered Proprietor Nominee to decide
and delegate.

CIS203 — Discharge of Child from Adult Unit
Clicking on CIS203 — Discharge of Child from Adult Unit opens a page with a list of all notifications of
active child admissions to an adult unit i.e. by default it lists only those that are in progress and have
not yet been discharged from the approved centre.

By checking the Show All checkbox shown above, all discharge notifications for the user’s facilities
are displayed, regardless of the record Status.

")

Any CIS grid may be sorted by clicking on a column name; clicking the column name once sorts the
results ascending, and clicking a second time sorts the results descending.

Any grid may be filtered by typing a filter value within the blank filter space at the top of any one or
more columns.

Graphic above shows a list of Child Admissions to/Discharges from an Adult Unit ordered by Date of
Admission and Filtered to only show records where the Legal Status on Admission is “Voluntary”.
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Logging a Child Discharge from an Adult Unit
Within CIS203 - Discharge of a Child from an Adult Unit locate the admission record within the
active list for the child to be discharged.

o Immediate 'mrediate

. Nobed
i s | single | Segregated 1-1
‘Admission | Admission’ CAMHS Room | bathroom | Nursing

ia
kio : ilable
others | UNitS

| = .
= Date Timeof |First
son | 12 DS oy Weekday

e Click on the ellipsis at the rightmost end of the row and choose Discharge/Edit.

' & Clear Filters
m | View

@ Clear Filters

Discharge/Edit

View

e The record will open showing previously submitted admission fields as locked or greyed out but
will additionally show an editable new section About the discharge.

Section 6: About the Discharge
Section six adds to the details captured previously relating to the admission and allows for the
recording of details of the discharge.

6. Aboutthe discharge

Legal Status

[Pleaseselect. v % | @
Responsible Consultant Psychiatrist I

Please list any CAMHS units contacted during the
admission

MCRN
Date of discharge

Time of discharge

Name

.|I

Type of discharge O Discharged from the approved centre
O Discharged from this approved centre and transferred to another approved centre %

e Populate the Please list any CAMHS units contacted during the admission field.
e Enter the Date of discharge manually or select the date using the calendar controls.
e Fillin the Time of discharge field in the format hh:mm (24-hour clock).

e Select an option for Type of discharge.
o If Discharged from this approved centre and transferred to another approved centre is
selected an additional field called If transferred, please specify name of approved
centre appears to screen and must be populated.
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e Select a Legal Status — this should be the legal status at discharge.

e Use the lookup icon or free text consultant name, or their MCRN, to select from options that
appear to screen in the Responsible Consultant Psychiatrist field. Once a consultant has been
selected the MCRN and Name fields should auto-populate with the associated details for the
person selected. Detail for these three fields may also be free text typed if the user record is not
yet on the system.

(")

Many free text fields within CIS can be re-sized by dragging on the bottom right-hand side of the
box. These boxes are all marked in the corner with two diagonal lines.

Section 7: Additional Information about the discharge

7. Additional Information about the discharge

Additional information applicable to notification ‘

Record any Additional Information you may wish to add that is not already covered by information
supplied within other fields.

Additional information may have already been populated for the record at admission. It is possible
to add discharge specific detail within this section.

The additional information field may be re-sized by dragging the bottom border of the box up or
down.

Section 8: Submitted by

8. Submitted by (Details are completed automatically when Submit button is pressed)

Role Date Submitted
MCRN

Name

The Submitted by details are automatically populated by CIS with the details of the user who
submits the discharge notification to the MHC.

Please Note - Part 8 is not required to be completed manually — it will automatically complete with
the name and MCRN of the Consultant Psychiatrist when the Submit button is pressed. If you are
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completing an Admission Notification and are not a Consultant Psychiatrist, the Notification can be
completed regardless — the MCRN will not be required.

Submitting Child Discharge from an Adult Unit Notifications to the MHC

Any authorised users e.g., Mental Health Act Administrators or other users with permission to
create, edit and submit Notifications, as well as Consultant Psychiatrists or Clinical Directors can
submit child discharge records to the MHC.

To submit a record immediately following data entry simply click Submit.

Printable View |Cancel

To submit a Notification that had been saved for later submission return to CIS203 — Discharge of a
Child from an Adult Unit locate the admission record within the active list for the child to be
discharged.

jo bed
Single | Segregated 1-1 o]
H: oom | Nursing | Yo

Ward | Identifier |DOB

e C(Click on the ellipsis at the rightmost end of the row and choose Discharge/Edit.

& Clear Filters
m View

@ Clear Filters

Discharge/Edit

View

Review and populate the record as required and submit once complete.
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Additional Guidance - Responding to MHC Queries
Once a notification has been submitted, it is then reviewed by MHC staff. If the MHC are satisfied
with the information, then the notification is complete.

Should the MHC wish to request further information on any submitted record, they will update the
notification record on CIS by creating a query. This will automatically trigger an email to the user
who submitted the notification.

The record will also list by default within the associated view as an active record with a Status of
Refer to Service.

Motification | Risk IF
1D Rating |Status

Approved Centre Ward

Governing
10015627 Moderatd R0 fract acoo7 Body &i“rg Child1

LH0TE 10000007

The user may also see a related task on their homepage flagging the new query. Clicking on the task
from the homepage will open the record in edit mode for immediate action/response.

Tasks

1

Task Summary

# Notification: Response Required - SRE (1)

Overview: Submitting a Response to a CIS query
A response is needed for any notification which has a Status of Refer to Service.

There are three main steps to the submission of a response to a query from the MHC:

e Updating the record with information requested via the query
e Entering text within the Response field on the record
e Clicking Submit
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Responding to a query from the MHC
The record may be opened in read-only mode in order to read the query initially but also may be
opened in edit mode if a response may be supplied immediately.

e Toopen the record in edit mode from the record view, identify the notification to be updated
and click on the ellipsis at the rightmost end of the row and choose Discharge/Edit or Edit as

applicable.

@ Clear Filters

View

& Clear Filters

@ Clear Filters

Wiew

Discharge/Edit

e The query should be visible within the Additional Information section of the record within both
the Query and History fields

4. Additional Information

Additional information applicable to notification Query E please pr J
Response [ ]
History Query: 17/12/2025 12:46 Regulatory Manager TEST

pr tothe 0
ly

Notification Status | Referto senvice v

Query | Can you please provide some additional information on the cirt |
Response l ]
History Query: 17/12/2025 12:46 Regulatory Manager TEST

Can you please provide some additional information on the circumstances leading to the
restraint? Please update fields within Section 3 as appropriate and briefly note completion
within Response field below in order to resubmit to MHC.

4@ b

o  Where possible please update the detail for the record within the main body of the record e.g.
populating more detail within the Immediate actions taken following event field on a restrictive

practice notification.
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e Once the queried detail has been populated on the record this should be confirmed with some
text in the Response field e.g. “Additional information has now been added to the
Circumstances field”. NB: the Response field must be populated, or the Status will not change
on the record once submitted and emails will continue to issue every 72 hours requesting the
record is updated.

Response |

e Click Submit to re-submit to the MHC.

Notification Status
The status of a notification gives more information about the “stage” the notification is at. The
status of a notification can be any of the following values:

Status Description

The facility has created the notification and is in the process of

Not Submitted completing the record. They have not yet submitted the notification
to the MHC.

Submitted Submitted to the MHC

Refer to Service The MHC have a query which needs to be answered by the facility
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