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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 Electro-Convulsive Therapy (ECT) 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 

Timelines for notification of the use of electro-convulsive therapy (ECT) is as follows: 

Electro-Convulsive Therapy   

Description  
Submission 
Format  

Service 
Type  

Timeframe for 
submission  

Sign off responsibility  

All approved centres are 
required to notify the MHC of 
each ECT treatment and each 
ECT programme. 
 

Via CIS 
CIS215 - ECT 

Approved 
centres  

Within 7 days of 
completion of the 
treatment and/or 
of the decision to 
end the 
programme. 
 

Consultant Psychiatrist 

 

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@mhcirl.ie. 

Additional guidance on the use of electro-convulsive therapy may also be found at the following link: 
Rules governing the use of electro-convulsive therapy 

 

  

https://www.mhcirl.ie/sites/default/files/2026-01/QSN%20Guidance%20January%202026.pdf
https://www.mhcirl.ie/resources/training
mailto:cis@mhcirl.ie
https://mhcirl.ie/sites/default/files/2021-01/Rules%20Governing%20the%20Use%20of%20Electro-Convulsive%20Therapy.pdf
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CIS Guidance – Electro-Convulsive Therapy (ECT) Notifications 
Electro-Convulsive Therapy Notifications should be logged in CIS using page CIS215 – ECT. 

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-> CIS215 – ECT they 
may require an adjustment to their user permissions and should arrange to submit a new user 
authorisation form to cis@mhcirl.ie detailing the permission changes required. 

• Log in to CIS. 
• Open the menu option Notifications from the Homepage Menus option(s) on the 

left of the homepage. 

 
• 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 delegated member of staff may create a new ECT notification record and update associated 
treatment records. However, the record should be submitted by a Consultant Psychiatrist or Clinical 
Director.  

 

mailto:cis@mhcirl.ie
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CIS215 - ECT 
Clicking on CIS215 – ECT opens a page with a list of all notifications of active restrictive practices i.e. 
by default it lists only those that are in progress and have not yet been submitted to the MHC.  

 
By checking the Show All checkbox shown above, all ECT notifications related to the user’s approved 
centre will show 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 ECT Notifications ordered by Date of Assessment and Filtered to only 

show records where the approved centre is “Test AC007” and ICD10 contains the phrase “dep”.  
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Logging a new ECT Notification 
Within CIS215 – ECT click on New ECT Programme on the top right of the list grid.  
 

 

 

This will open a blank ECT programme record: 
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→ 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. 

 

→ Printable View is an option available on some notification records, including serious 
reportable events, child admissions to adult units, admissions to CAMHS 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 

 

• Select the Approved Centre from the dropdown 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.  
• 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. 
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Section 2: About the Resident 

 

• Fill in the unique service user Identifier – do not enter initials or service user’s name  
• The Legal Status field will auto-populate based on data supplied on each treatment record – 

this field is locked for automated data entry 
NOTE: If a service user’s legal status is populated as involuntary an additional field will 
appear beneath the legal status field on screen which allows a user to Upload Form 16: 

 
o Click Upload to open the Upload Document dialogue. 

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

 
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. 

 
• Select the Resident Service Status from the dropdown options available 
• Select the person’s Gender from the dropdown options available 
• Record the Date of Birth of the person manually or select on the calendar control  
• Select the ICD 10 diagnosis code from the dropdown available 
• Select an option that best captures the Reason for administering ECT 

 

Section 3: About the Programme 
Section three allows input of individual treatments that make up this programme of ECT.

 

• Click New ECT Treatment at top right of the Treatment view to enter details of an individual 
treatment. 
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• A new treatment dialogue page will overlay the screen – the title on the dialogue will note 
the number of the treatment. In the example below the treatment is the second one 
recorded against the programme and therefore is titled Add Treatment 2 

 
• Enter the Date of Treatment manually or use the calendar control to select the correct date. 
• Select the appropriate option for Treatment administered with consent –  

o If No is selected the Legal Status field will automatically lock to Involuntary – NOTE: 
The Upload Form 16 field will require updating within Section 2 once the treatment 
has been saved against the programme 

o If Yes is selected you will be required to select the Legal Status from dropdowns 
available – the option selected should reflect the resident’s legal status at time of 
administration of the treatment 

• Note the appropriate option for Was a Capacity Assessment performed for this treatment 
• Select the Laterality used during the treatment 
• Click Save – the dialogue will close, the user will be returned to the programme record and 

the newly entered treatment will be listed within the treatment grid on the programme 
record. 
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An ECT programme may take place over a prolonged period.  

 
An ECT programme notification may be Saved and updated over the term of the programme.  

 
Required fields relating to the Outcome of the Programme will be flagged to screen as required 

when saving throughout the programme.  
 

 
Users may simply click Save to continue saving and return to CIS215 – ECT.  

 
Users are not required to populate these fields until the end of the programme. The alert will simply 

appear as a reminder until populated.  
 

 
 

Section 4: Outcome of Programme 
This section should be completed only at end of the programme, prior to submission of the 
programme to the MHC.  
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NOTE: As previously noted, the fields within Section 4 may be flagged as incomplete when the 
record is saved after each change to the record throughout the programme but are required only at 
end of the programme. 

• The following fields will automatically populate based on data supplied through the 
treatment records that were created against the programme: 

o Total number of Treatments 
o With Consent 
o Without Consent 

• Review summary data within the fields to ensure they accurately reflect the programme. If 
the data is inaccurate please review the treatment grid to identify if a correction needs to be 
made. To edit a treatment record: 

o Click the ellipsis which is available right most on the record row within the treatment 
grid 

o Select Edit from the options available (note if the record is a duplicate and requires 
removal you may select Deactivate) 

o Make changes as require and  
o The summary fields within Section 4 should have refreshed and now show the 

correct summary detail. 
• Select an option for Outcome of the programme 
• Select either Yes or No for Stimulus dosing used 
• Select an option for Reason for ending 
• A non-consultant user may check the box for Programme complete and awaiting 

submission on behalf of a consultant in order to flag records to a Consultant Psychiatrist 
those records that require submission. See column Complete Await Submission within 
CIS215 – ECT which may be used to filter records periodically to assist Consultants in 
identifying those programmes that require submission. 
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Section 5: Additional Information 

 

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 6: Submitted by 

 

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 6 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.  

 

Submitting Restrictive Practice Notifications to the MHC 
Only Consultant Psychiatrists or Clinical Directors can submit ECT Notifications to the MHC.  

• Data may be populated on the record by other delegated staff but the record must be 
submitted by a Consultant Psychiatrist/Clinical Director.  

• Delegated users and Consultant Psychiatrists may flag those records that have been readied 
for submission by checking the Programme complete and awaiting submission field on the 
ECT record. 

 

• CIS215 – ECT may be filtered to show only those records that are readied for submission 
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• Once the readied record has been identified click on the ellipsis at the rightmost end of the row 

and choose Edit. 

 

 

• Review the notification to ensure all of the detail within is accurate and complete.  
• Click on Submit to submit the notification to the MHC. 
• A prompt will appear which will include the Consultant/Psychiatrist/Clinical Director name and 

outlining the digital signature that submission of the record represents. 
• Click Accept and the record should no longer display in CIS215 by default but will be visible if 

Show All is checked. 
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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. 

 

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. 

 

  

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: 

• Updating the record with information requested via the query 
• Entering text within the Response field on the record 
• 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. 

• To open 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. 

 

   

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

 

 
• 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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• 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. 

 
• 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 

Not Submitted 
The facility has created the notification and is in the process of 
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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