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This guidance outlines how to use the Comprehensive Information System (CIS) for
Independent Consultant Psychiatrists (ICPs).

CIS has been developed to support the objectives of the Mental Health Commission. It
is a secure way to store information relating to involuntary detention.

To login to CIS, please navigate to the Mental Health Commission website and click
‘CIS Login’ on the top right-hand side: Mental Health Commission | Mental Health
Commission.

Please note that there are a range of CIS training materials relating to the general use of
CIS available on Comprehensive Information System (CIS) | Mental Health
Commission. For any CIS related queries, please email cis@mhcirl.ie.

On the CIS homepage, there is a list of tasks as per the image below. The number on the
top left-hand side under the word ‘Tasks’ tells you the total number of tasks that are for


https://www.mhcirl.ie/
https://www.mhcirl.ie/
https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
https://www.mhcirl.ie/resources/training/comprehensive-information-system-cis
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review. Clicking on any task under ‘Task Summary’ will bring up a list of outstanding
items under that category.

The tasks for an ICP include appointments to be confirmed, Works Completed Form,
Tribunal user messages, saved reports to be completed or overdue reports to be
submitted, as per the below image.

Task Summary

Tribunal: Appointments to be confirmed (1) More W

B8 PP

€  Tribunal Payment: Work Completed Forms (8) More
Tribunal: User Messages Unread (71) More W

B8 9

B Tribunal: Saved reports to be completed (1) More

e
Traffic Light System

The Traffic Light System divides the tasks on your home screen into four categories as
shown in the image below.

For ICPs, the task that moves through the Traffic Light System view, is the task ‘Tribunal:
Independent reports to be submitted’.

When you confirm assignment to a hearing the task ‘Tribunal: Independent reports to be
submitted’ will appear in the green ‘Upcoming’ section of the Traffic Light System. It will
also appear under the hearing ‘Priority Tasks’ as shown below.

Homepage Menus System Messages

Tasks =

Dreerdae

Dus Soon
1 Upcaming View
4 Mt Dt e 3

Tribimal: Intspandsnt rparns 1 he subsmsd 3
HEARING 1D 11012525 ON: PATIENT: Mir Addres s Testing AFPROVED CENTRE. Acube Prychistric Unit. Talaght Hospital

View »

View Al »

Clicking on the green ‘Upcoming’ section allows you to access a list of all
outstanding Section 17 reports to be submitted as per the image below.
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Tish Group Laac ~]

Task Sestum Bue Date Tosk Goup Detad Action

The task will move from the green ‘Upcoming’ category to the orange 'Due Soon'
category three working days before the report due date. On the report due date, it moves
to the red 'Overdue’ category.

Please note that if the hearing is scheduled earlier than the report due date then the
Section 17 report will need to be provided earlier. The Mental Health Tribunals team
will inform you if this occurs.

All other tasks are not dated on CIS so they will all appear in the blue ‘Not Dated’
category. Clicking on the ‘Not Dated’ section allows you to access a list of all
outstanding tasks as per the image below. The ‘Task Group’ column outlines the details
of the task. Selecting ‘Go to action’ under the ‘Action’ column allows you to carry out
the necessary action for that task.

Task Group [ ia ~|

@ Hotloed o Lier b

@ hotloed Tribuna Dverdus: mpons 1o be submistd

Notices are regularly issued on CIS updating Panel Members on various matters

These are displayed under ‘Task Summary’ with the title ‘Tribunal: User Messages
Unread’.

Clicking on ‘Tribunal User Messages Unread’ will lead to a screen displaying unread
messages. From here you can read messages or mark them as read accordingly.
You can either click the ‘View’ button to view the message or if you click the vertical

ellipsis you can select ‘Mark As Read’.
View

Itis important that after a message is read that it is marked as such on the system.
Otherwise, new messages will not be clear and obvious on the system.

To mark these messages as read click the vertical ellipsis beside ‘view’ and click ‘Mark



@ mhc
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As Read’.

# Home » Tribunal User Group Messages

Tribunal User Group Messages [
Message ID Heading Urgent Date/Time Sent Attachments Status Action
@ Clear Fiters

N e e e O ==

Mark As Read

Clicking ‘Show Read Messages’ (as per the image below) will bring up a listing of every
message that has been previously marked as ‘read’ — they will not disappear from the
system unless they are deactivated bv the MHC.

c .

Accepting/declining hearings

1. Navigate to the CIS homepage.
2. Under ‘Task Summary’ click on ‘Tribunal: Appointments to be confirmed’.

Task Summary

E Tribunal: Appointments to be confirmed (1) More
€  Tribunal Payment: Work Completed Forms (8) More v
E Tribunal: User Messages Unread (71) More

B Tribunal: Saved reports to be completed (1) More v

[ =]l Tribunal: Overdue reports to be submitted (6)

3. Click onthe respective hearing and you will be able to confirm acceptance of or
decline a case. Clicking the vertical ellipsis next to ‘accept’ will give you the
option to decline instead.

A Home » Tribunal Hearings

Assigned Hearings c L

15 HearingID | Approved Centre Location Patient Name Patient ID Hearing Date Hearing Time IR Report Assigned Status | Hearing Status | Case Status

© Clear Filters

= == — = — - 5

Section 17 reports

Navigate to the CIS homepage menu.

Select ‘Tribunals’.

Select ‘CIS740 — Hearings Listing’.

Click the vertical ellipsis beside ‘View’ on the hearing you wish to complete the
Section 17 report for.

5. From the dropdown, select ‘S17 Report’.

PoOobd=



N
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Clicking ‘S17 Report’ will prompt the entry of a PIN. You would have received
this PIN via text when you accepted the case. Enter that PIN and click ‘Go to
Section 17 Report’. You will then be taken to the S.17 Report screen where
you can complete the required report.

The Section 17 Report will autosave every 2 minutes.

Fields with a pink background are mandatory and must be completed before
the report can be submitted. At the bottom of the report are your options -
‘Save’ will move the Report to a ‘Saved reports to be completed’ task on your
CIS homepage, clicking ‘Submit’ will send the report to the MHC.

Any reports saved are available on your homepage. If you want to see any

previously saved reports, go to the homepage and look at the ‘Task Summary’
section. Reports will be removed if you are unassigned from a hearing, or if the
report is submitted to the MHC. You will still be able to submit reports to the
MHC if the case status is ‘Case closure on hold 14 days’.

To access the saved report again click on ‘Tribunal: Saved reports to be
completed’.

If any of your reports are overdue, they will appear under ‘Tribunal: Overdue
reports to be submitted’ in the Task Summary.

If you need to have a Section 17 report returned to you after you have submitted
it, please contact the tribunals team at tribunals@mbhcirl.ie.

Navigate to the CIS homepage menu.

Select ‘Tribunals’.

Select ‘CIS740 — Hearings Listing’.

Click ’View’ to view details of a hearing. This will bring you to the page ‘CIS704 -
Hearing’.

The details of the hearing are available on ‘CIS704 - Hearing’. All statutory forms are

under the ‘Statutory Forms’ tab, all other documents including Section 17 Reports,

Patient Records, Videoconferencing Details, etc. are under the ‘Documents’ tab

A Home » Tribunal Hearings » View Hearing

Hearing ID
Case ID

Patient Name

Approved Centre

11012376 Date of Hearing

Hearing Start Time

Hearing End Time

t. University Hospital C Hearing Status [P] Pending

Hearing Location Hearing Outcome Please select

Section 28 He:

aring Historic Hearing Information

All documents shared? No

Interpreter Required? No

Date of Receipt of Hardcopy Decision

Case ID

Case Classification Order Start Date Order End Date IR Due Date Case Status Case Decision Statutory Completion Date Case Closed Date Action

Note: Clicking on any Document or Statutory Form will prompt the entry of a PIN. You


mailto:tribunals@mhcirl.ie
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would have received this PIN via text when you accepted the case. Enter that PIN and
you will be able to access the document.

Viewing closed cases/hearings

CIS allows a user to view all closed or historic information. On the hearings listing
screen ‘CIS740 — Hearings Listing’ (which displays all assigned hearings for a panel
member) a user can click the option “view closed” which will display all closed cases.

(G View Closed

Action

@ Clear Filters

All closed cases appear as per the below. A user can also select the ‘View Fees’ button
on the right-hand side to open the ‘Fees’ table.

Assigned Hearings - Closed (G

15 Hearing ID Approved Centre Hearing Date Hearing Time Case|D | Case Status Case Closed Date Hearing Status Hearing Outcome

11012508 Department of Psychiatry. Connolly Hospital 02/09/2025 10:00 11012343 Closed After Hearing 02/12/202512:41 Completed Decision
11012507 Department of Psychiatry. Connolly Hospital 01/11/2025 10:00 11012342 Closed Before Hearing 17/12/2025 08:00 Cancelled
11012501 Department of Psychiatry. Connolly Hospital. 01/12/2025 10:00 11012336 Closed Before Hearing 17/12/2025 08:00 Cancelled
11012487 Elm Mount Unit, St Vincent's University Hospital. 27/11/2025 09:30 11012323 Closed After Hearing 27/11/202512:23 Completed Decision
11012485 Elm Mount Unit, St Vincent's University Hospital. 05/12/2025 14:00 11012321 Closed After Hearing 08/01/2026 10:16 Completed Decision

The ‘Fees’ table displays the payment amount and status for all payments.

c .

Case ID Payment Codes Payment Code Description Payment Code € Value Amount Status Export Date
11012343 TCPOO1 Completed Hearing - Tribunal Consultant Psychiatrist TCP - 1.3.2023 443.00 443.00 Awaiting Approval

11012342 TCPOD3 Cancelled 75 percent of fee - cancelled on day - TCP - 15.3.2023 333.00 333.00 Awaiting Approval

11012336 TCPO03 Cancelled 75 percent of fee - cancelled on day - TCP - 15.3.2023 333.00 333.00 Awaiting Approval

11012323 TCPOO1 Completed Hearing - Tribunal Consultant Psychiatrist TCP - 1.3.2023 443.00 443.00 Approved1

11012321 TCPOO1 Completed Hearing - Tribunal Consultant Psychiatrist TCP - 1.3.2023 443.00 443.00 Awaiting Approval

Fees will automatically be submitted for approval for ICPs where a Section 17 report has
been submitted. Where a Section 17 reportis not provided, ICPs may still claim a fee by
submitting a Work Completed Form (WCF). It will only be necessary to submit a Work
Completed Form for any hearing for which you have not already submitted a Section 17
Report. The option of submitting this form is only available for 21 days following the
closure of the case. Please see Panel Members Hub > Payment / Fees > Claiming and
Payment of Fees - A User Guide for Panel Members.

1. Ifthere is a Works Completed Forms task on your homepage, click on it and then
click on the relevant hearing.
2. Aform will appear as below.


https://www.mhcirl.ie/what-we-do/mental-health-tribunals/tribunal-panel-members/panel-members-hub
https://www.mhcirl.ie/sites/default/files/2025-06/Claiming%20and%20Payment%20of%20Fees%20-%20A%20User%20Guide%20for%20Panel%20Members%20-%20V.5%20May%202025.pdf
https://www.mhcirl.ie/sites/default/files/2025-06/Claiming%20and%20Payment%20of%20Fees%20-%20A%20User%20Guide%20for%20Panel%20Members%20-%20V.5%20May%202025.pdf
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# Home » ICP Work Completed Farm
ICP - Confirmation of Work Completed
Case D 11007387 Closure Date 16/08/2022 Tuesday, 16 August 2022

Closure Status Clased After Hearing

Reviewed the records relating to the Patient on:

No Work Commenced [m]
Interviewed this Patient on: [

Patient on:

Total Fee Claimed for Case € 0

Icertify that | have provided the services as setout above and | accordingly seek payment of the appropriate fee.

Submitted Date 27/01/2026 BN Tuesday, 27 January 2026

3. Fillin the relevant information depending on what work was completed and click
‘Submit’.

4. Ifyou did not complete any work on the case, please select ‘No Work
Commenced’ and submit the form.

Navigate to the CIS homepage menu.
Select ‘Tribunals’.
Select ‘CIS 112 — Manage my Availability’. ¥ €15112-Manage my Availability

PoObd=

From here, you can set which mornings and afternoons you are available for
tribunals (Week Work Days), add in holiday leave (Non-Working Days) and
manage which approved centres you cannot work in (Facilities Covered).

5. Week Work Days - Checking the Monday-Friday AM/PM boxes will mark you as
being available to take Tribunals scheduled for these times. For example, if
Wednesday PM is left unchecked, you will not appear in the rotation list for any
tribunal that takes place on a Wednesday afternoon.

6. Non-Working Days - This section allows you to specify the days of the year you

are unavailable to work.

a. To add a period of unavailability, click ‘Add Non-Working Days’. The below
pop-up will then appear.

New Non-Working Days %
Date Start A Date End
Number of Days Reason Unavailable v
Available in urgent need OYes @No %

b. Fillinthe relevant dates. During the timeframe specified you will not
appear in rotation for assignment to tribunals.
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c. You*must* click “Save” at the bottom of the screen to ensure that any
changes made take effect otherwise they will be discarded when you
navigate away from the page.

d. Afterthe end date of this timeframe, you will return to rotation based on
the ‘Week Work Days’ specified.

7. Facilities Covered —This section outlines the approved centres that you cover.

a. To have approved centres added to this section, please contact the
Tribunals team at tribunals@mbhcirl.ie.

b. You canremove approved centres from this list at any time by selecting
‘Remove’ under the ‘Action’ column.

c. You*must* click “Save” at the bottom of the screen to ensure that any
changes made take effect otherwise they will be discarded when you
navigate away from the page.

Adding any excluded persons or facilities to your CIS profile will take you out of rotation
for assignment for that person or facility. To view/amend these sections, follow the
steps below.

Navigate to the CIS homepage menu.
Select ‘Tribunals’.
Select ‘CIS 112 — Manage my Availability’. B €15112- Manage my Availability

PoObd-=

To add an excluded mental health facility, navigate to this section and select
‘Add Mental Health Service’.

5. To add an excluded person, please contact the Tribunals team at
tribunals@mbhcirl.ie.

Please note that it is the responsibility of Panel Members to declare any conflicts of
interest and to decline assignment to any cases where there may be a conflict of
interest.

To note any conflicts of interest on CIS, navigate to the CIS homepage menu.
Select ‘Tribunals’.

Select ‘CIS 112 - Manage my Availability’. B c15112- Manage my Availability

Navigate to the ‘Conflicts of Interest’ section.

PoOobd=

5. Fillin the details of any conflicts of interest in the box outlined below.

Conflicts of Interest

Please specify any conflict of interest:



mailto:tribunals@mhcirl.ie
mailto:tribunals@mhcirl.ie
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CIS has a feature which allows all users to export information from their account.

J

The arrow button located in the upper right-hand corner —___ allows the user to
choose the way in which they would like their information downloaded by giving them
the following options:

Screen Export X

1’77 “
n; Cancel |

Once the user selects the option they would like they can click “ok” and this will
download the relevant information in the format the user has selected.

Note: Allinformation on CIS can be filtered by entering text in the white boxes directly
below the column heading. E.g. If a user wishes to only export information from 2026,
they can enter the number 2026 in the relevant box and click enter which will filter the
options to the information required.

Clicking on the column heading will also filter the information alphabetically or by date.

For example: clicking on the column “patient name” will filter the column in two ways

1= Patient
N - clicking once will filter names A-Z

Name - clicking twice will filter names Z - A

This is also applicable for dates and all other columns.

Filtering dates in this way will allow you to filter oldest to newest with one click, and
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newest to oldest with two clicks.



