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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 Seclusion 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 a seclusion episode are as follows: 

Restrictive Practices: Seclusions  

Description 
Submission 
Format 

Service 
Type 

Timeframe for 
submission 

Sign off 
responsibility 

All approved centres are 
required to notify the MHC 
of each episode of 
seclusion.1 

Via CIS 
CIS220 - Seclusion   

Approved 
centres  

Within 3 working days 
of the commencement 
of the episode (or 
within 3 working days 
of the end of the 
episode for episodes 
longer than 72 hours). 

Registered 
proprietor or a 
person with 
delegated 
authority working 
within the 
approved centre. 

 

All approved centres must 
provide the MHC with 
additional information 
where a decision is made 
to continue to seclude a 
person for a total period 
exceeding 72 hours and 
every 72 hours thereafter. 

 
 

Via CIS 
CIS220 - Seclusion 
 

Approved 
centres  

Within 3 working days 
of the 72-hour 
threshold points. 

Registered 
proprietor or a 
person with 
delegated 
authority working 
within the 
approved centre. 

 

All approved centres must 
provide the MHC with 
additional information if a 
person has four or more 
distinct seclusion episodes 
over a period of five 
consecutive days. 

 
 

 
 
 
Via CIS 
CIS220 - Seclusion Approved 

centres  

Within 3 working days 
of the commencement 
of the fourth episode 
and every episode 
thereafter. 
 

Registered 
proprietor or a 
person with 
delegated 
authority working 
within the 
approved centre. 

1 Each notification must include a clear narrative demonstrating that the seclusion was employed as an 
emergency measure of last resort necessary to manage the immediate risk of harm to self or others. 
 

https://www.mhcirl.ie/sites/default/files/2026-01/QSN%20Guidance%20January%202026.pdf
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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 seclusion may also be found at the following link: Rules Governing 
the Use of Seclusion 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.mhcirl.ie/resources/training
mailto:cis@mhcirl.ie
https://www.mhcirl.ie/sites/default/files/2023-05/MHC_REVISED%20RULES_Seclusion_Final%20May%202023_0.pdf
https://www.mhcirl.ie/sites/default/files/2023-05/MHC_REVISED%20RULES_Seclusion_Final%20May%202023_0.pdf


Page 5 of 18 
 
 

CIS Guidance - Seclusion Notifications 
Seclusion notifications should be logged in CIS using page CIS220 - Seclusion. 

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-> CIS220 – Seclusion 
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, SREs and ECT notifications.  

 

Any member of staff within an Approved Centre can be authorised to notify and submit a Seclusion 
Notification. It is matter for the Registered Proprietor Nominee to decide and delegate. 

 

mailto:cis@mhcirl.ie
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CIS220 - Seclusion 
Clicking on CIS220 - Seclusion opens a page with a list of all notifications of active seclusions i.e. by 
default it lists only those that are in progress and have not yet been submitted or returned to the 
MHC. 

 

By checking the Show All checkbox shown above the grid, all notifications for seclusions for the 
user’s facilities are displayed, including those notifications that have already been submitted. 

 

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 Notifications of Seclusion ordered by Status and Filtered to only show 

records where the approved centre is “Test AC007” and the date of the Restrictive Practice is in 2025. 
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Logging a new Seclusion Notification 
Within CIS220 – Seclusion click on New Seclusion on the top right of the list grid. 

 
 

 

 

 
This will open a blank seclusion 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 drop-down list available.  
• The Ward/Unit Name within the Approved centre should be entered. Alternatively, type N/A 

where ward names are not used within the facility.  
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Section 2: About the Person 

 

• Fill in the unique service user Identifier – do not enter initials or service user’s name  
• Select the person’s Gender from the drop-down 
• Record the Date of Birth of the person 
• Select their Legal Status from the drop-down – note that this should be the service user’s legal 

status at the time of the episode of restraint 
• Record the Ethnicity of the person  

 

Section 3: About the Seclusion 
Section three allows for the recording of details specific to the instance of seclusion. 

 

• In the Initiated by Role field search for and populate the field with the role of the individual who 
initiated the seclusion 

• Select an option on the Primary Reason for Seclusion field 
• Fill in the Circumstances leading to seclusion field with the details of the circumstances that 

resulted in the seclusion being ordered 
• Click Yes or No to indicate if the Person’s Representative was Informed 
• Provide information in text form on How was the person's behaviour managed prior to seclusion? 
• Fill in the field to provide information on Steps taken to ensure compliance with the Rules of the 

Use of Seclusion in terms of maintaining person's dignity and safety throughout the process 
• Fill in the field to indicate What support was offered to the person after the episode? If the 

seclusion is still ongoing this field can be completed when the seclusion has ended 
• Provide the Actual Date Started 
• Provide the Actual Time Started 
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• If the Actual Date Ended is known, complete this field – this field will only become editable if 
both a start date and time have been populated  

• If the Actual Time Ended is known, complete this field – this field will only become editable if 
both a start date and time have been populated  

• Click Yes or No for field Was Physical Restraint used immediately prior to or during this episode 
of Seclusion? – If physical restraint was used this should have been logged to CIS221 – 
Restrictive Practice and the date and time should align with this seclusion episode. 

• Save or Submit as appropriate. 

 

To complete submission of the record click on Submit. 

• A prompt will appear outlining the digital signature that submission of the record represents. 

 
• Click Accept and the record should no longer display in CIS220 by default but will be visible if 

Show All is checked. 
 

The Duration of Seclusion field should auto-populate with the duration of the seclusion in hours. If 
this figure appears inaccurate you may need to review the start and end dates and times for any 
errors in data entry. 
 

 Remember: If the Actual Date Ended and 
Actual Time Ended are not known because 
the seclusion is still ongoing, then click Save 
at the bottom right of the screen. 

 

 

 

 
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 

 

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.  
 

Seclusions continuing for longer than 72 hours 
A seclusion episode may continue beyond 72 hours. However, a if a seclusion does exceed 72 hours 
the consultant psychiatrist responsible for the care and treatment of the person, or the duty 
consultant psychiatrist acting on their behalf, must update the seclusion record within CIS with 
additional information. 

If a seclusion is still ongoing after 72 hours, an e-mail will automatically issue to the Clinical Director 
to remind the Approved Centre to submit an update regarding the decision to extend the seclusion. 
 
This update can be provided in CIS as follows by:  
 

• Log On to CIS 
• Open the menu option Notifications from the Homepage Menus option(s) on the left of the 

homepage. 
• Click on CIS220 – Seclusion. By default all active seclusion records should list and the episode 

that requires update should be visible. If not, then it may be located by populating the seclusion 
ID in the filter box on the Notification ID column.  

• Once the record has been identified click on the rightermost end of the record and choose Edit 
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• Review the data already populated within the seclusion record to ensure the detail is still 

correct.  
• If the Actual Date Ended has not been completed and is known, complete this field. If not, leave 

this field blank. 
• If the Actual Time Ended has not been completed and is known, complete this field. If not, leave 

this field blank. 
• Complete the additional information in the following additional four fields: 

 

 
Name of Psychiatrist who authorised extending seclusion for a prolonged period of time 
 
MCRN of Psychiatrist who authorised extending seclusion for a prolonged period of time 
 
The reasons why continued seclusion is ordered 
 
A record of the reasonable attempts and outcomes to use alternative means of calming and de-
escalation to enable the person to regain self-control 
 

• Save or Submit as appropriate. 

 
If the seclusion is still ongoing after further 72-hour period, an e-mail will issue to the Clinical 
Director to remind the Approved Centre to submit an update regarding the decision to extend the 
seclusion and this process is required to be repeated every 72 hours until the end of the seclusion. 
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Re-occurring Seclusion Episodes (more than 4 seclusions in 5 calendar days) 
If four or more seclusion episodes for one person occur within 5 calendar days, an e-mail will issue to 
the Clinical Director to remind the Approved Centre to submit additional information regarding the 
reason for reoccurring episodes of seclusion and a record of the attempts and outcomes to use 
alternative means of calming and de-escalation to enable the person to regain self-control.  
 
This will apply to the 4th, 5th, and any subsequent seclusion within 5 calendar days. 
 
The additional information can be provided with CIS as follows:  
 

• Log On to CIS 
• Open the menu option Notifications from the Homepage Menus option(s) on the left of the 

homepage. 
• Click on CIS220 – Seclusion. By default all active seclusion records should list and the episode 

that requires update should be visible – this will be the 4th or any subsequent of the records. If 
not visible by default, then it may be located by populating the seclusion ID in the filter box on 
the Notification ID column.  

• Once the record has been identified click on the rightermost end of the record and choose Edit 

 

 
• Review the data already populated within the seclusion record to ensure the detail is still 

correct.  
• If the Actual Date Ended has not been completed and is known, complete this field. If not, leave 

this field blank. 
• If the Actual Time Ended has not been completed and is known, complete this field. If not, leave 

this field blank. 
• Complete the additional information in the following additional four fields: 
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Name of Psychiatrist who authorised reoccurring seclusion episodes 
 

MCRN of Psychiatrist who authorised reoccurring seclusion episodes 
 

The reasons why seclusion has been repeatedly ordered 
 

A record of the reasonable attempts and outcomes to use alternative means of calming and 
de-escalation to enable the person to regain self-control 

 
• If the 4th and / or the 5th seclusion in 5 calendar days has been in progress for more than 72 

hours, the 4 fields regarding the reasoning for continued seclusion beyond 72 hours will also be 
present and must be completed.  

• Save or Submit as appropriate. 
 
 

Section 5: 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 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 a Restrictive Practice Notification and are not a Consultant Psychiatrist, the Notification 
can be completed regardless – the MCRN will not be required. 
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Submitting Seclusion 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 Seclusion to the MHC.  

To submit a Notification that has already been saved,  

• Log On to CIS 
• Open the menu option Notifications from the Homepage Menus option(s) on the left of the 

homepage. 
• Click on CIS220 – Seclusion. By default all active seclusion records should list and the episode 

that requires submission should be visible. If not visible by default, then it may be located by 
populating the seclusion ID in the filter box on the Notification ID column.  

• Once the record has been identified click on the rightermost end of the record and choose Edit 

 

 
• Review the data already populated within the seclusion record to ensure the detail is still 

correct.  
• Update any fields that still require data e.g. date and time that the seclusion ended, or additional 

information required due to the seclusion lasting longer than 72 hours. 
• To complete submission of the record click on Submit. 

 
• A prompt will appear outlining the digital signature that submission of the record represents. 



Page 16 of 18 
 
 

 
• Click Accept and the record should no longer display in CIS220 by default but will be visible if 

Show All is checked. 

 

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. 



Page 17 of 18 
 
 

 

  

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 

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. 

 

   



Page 18 of 18 
 
 

• 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.  

• 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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