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Introduction  
 
This guidance outlines how to use the Comprehensive Information System (CIS) for 
Legal Representatives (LRs). 
 
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 log in 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.  
 

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


Task summary 
 
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’ indicates the total number of tasks that are for 
review. Clicking on any task under ‘Task Summary’ will bring up a list of outstanding 
items under that category.   
 
The tasks for a Legal Representative include the following: Works Completed Forms, a 
pending confirmation of assignment to a tribunal hearing, documents submitted that 
are awaiting processing, professional check documents, Tribunal user message, or a 
tribunal hearing to be scheduled as per the below image. For more on Professional 
Checks, please see the Panel Members Hub> Legal Representative Matters. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Traffic Light System 
 
The Traffic Light System divides the tasks on your home screen into four categories as 
shown in the image below.  
 
For LRs, the task that moves through the Traffic Light System view, is the task ‘Tribunal: 
Hearings to be scheduled’.  
 
When you verbally accept assignment to a hearing the task ‘Tribunal: Hearings to be 
scheduled’ will appear in the green ‘Upcoming’ section of the Traffic Light System. It will 
also appear under the hearing ‘Priority Tasks’ as shown below.  
  
  
 
 
 
 
 
 
 
 

https://www.mhcirl.ie/what-we-do/mental-health-tribunals/tribunal-panel-members/panel-members-hub


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
Please provide a range of proposed dates/times for the hearing to the MHC within 3 
WORKING DAYS of the task appearing on your CIS home page.  
 
Clicking on the green ‘Upcoming’ section allows you to access a list of all outstanding 
Tribunal hearings to be scheduled as per the image below.  
 

  
After two working days, the task will move from the green ‘Upcoming’ 
category to the orange 'Due Soon' category. After one further working day, it moves 
to the red 'Overdue' category. In summary, the time from processing of the 
admission/renewal order to the task moving to the red ‘Overdue’ category is three 
working days. Once the Tribunal hearing is scheduled on CIS the task will be removed 
from the Traffic Light System, and the hearing will appear under ‘CIS740 – Hearings 
Listing’. Please refer to the section entitled ‘View case and hearing details’ for further 
information.  
 
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.  



  

 Accepting/declining hearings 
 

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

 
 
 
 
 
 
 

3. Click on the 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. 

 
 
 
 
 
 
 

View case and hearing details 
1. Navigate to the CIS homepage menu. 
2. Select ‘Tribunals’. 
3. Select ‘CIS740 – Hearings Listing’. 
4. 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.  
 



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

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



Upload statutory forms/other documents 
1. Navigate to the CIS homepage menu. 
2. Select ‘Tribunals’. 
3. Select ‘CIS730 - Upload Statutory Forms and Other Documents’. 
4. To upload a statutory form, complete the below: 

a. Select the appropriate approved centre. 
b. Choose the file to upload from your device by clicking the following icon:  
c. Select ‘Attach’. 
d. Your file with then appear in the ‘Attachments box’. 
e. Select the document type under ‘Document’. 
f. Select the Document Sub-Category (if necessary). 
g. Type a brief description. 
h. Click ‘Submit’. 

 
 
 
 
 
 
 
 
 
 
 
 
 
When choosing a file, you can either drag and drop a file from anywhere on your device 
or browse through folders to find the file in question. The Document Sub-Category field 
will automatically fill in if any of the Statutory Form options are selected. If "Other" is 
selected this field will become mandatory, you will need to select from a drop-down list 
which includes “Letter, Section 17 Report, Other, Statutory Form, Patient Records, 
Teleconference Call Details, RCP Report, Legal Submission, Videoconference Call 
Details, Returned Post, Work Completed Form or Consent to LR Audit”. Please note 
selectable categories are subject to change. 
 

How to view documents that have been uploaded 
Before documents have been processed by Mental Health Tribunals (MHT) staff the 
documents can be viewed via the task on the homepage: ‘Tribunal: Documents 
submitted awaiting processing’. Once a document has been processed this task will no 
longer be visible.  
 

Forms of Consent Grid 
Thie ‘Forms of Consent’ grid allows LRs to view forms of consent which have been 
uploaded to CIS and determine those forms of consent which are outstanding. 



 
To access this grid, please complete the following steps. 
 
1. Navigate to ‘CIS 740 – Hearings Listing’. 
 

 

 

 
 
 
 
 
 
2. Scroll down to the Grid titled Forms of Consent. This grid sets out all admissions 
orders to which a LR has confirmed assignment. 

 
 

 
 
 
 
 
 
 
 
 
 
Where a LR has uploaded a form of consent and this has subsequently been processed 
by Mental Health Tribunals (MHT) staff, the date and time the form of consent was 
uploaded will appear under the column ‘Date form of consent uploaded’. 

 
 

 
 
 
 
 
 
 
The LR can view the form of consent that has been uploaded by selecting the ‘view’ 
button under the ‘Action’ column. 

 

 



 
 
 
 
 
 
 
 
 
Where the ‘Date form of consent uploaded’ column is blank, this indicates that there is 
an outstanding form of consent required to be uploaded to CIS by the LR. 

 
 

 
 
 
 
 
 
 
 

Marking notices as read 
 

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’. 
 
 
It is 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 
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 by the MHC. 
 
 
 

Update working days/holidays 
 

1. Navigate to the CIS homepage menu. 
2. Select ‘Tribunals’. 
3. Select ‘CIS 112 – Manage my Availability’. 
4. 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 accept 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 you are 
unavailable to work.  

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

 

 
 
 
 

b. Fill in the relevant dates. During the timeframe specified you will not 
appear in rotation for assignment to tribunals.  

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



 
7. Facilities Covered – This section shows the approved centres where you are 

available for assignment. 
a. To have approved centres added to this section, please contact the 

Tribunals team at tribunals@mhcirl.ie.  
b. You can remove 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. 

Add excluded persons/facilities 
 
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. 

1. Navigate to the CIS homepage menu. 
2. Select ‘Tribunals’. 
3. Select ‘CIS 112 – Manage my Availability’. 
4. 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@mhcirl.ie. 

Conflicts of interest 
 
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. 

1. To note any conflicts of interest on CIS, navigate to the CIS homepage menu. 
2. Select ‘Tribunals’. 
3. Select ‘CIS 112 – Manage my Availability’. 
4. Navigate to the ‘Conflicts of Interest’ section. 
5. Fill in the details of any conflicts of interest in the box outlined below.  

 

Additional reviews 
 
If a client who is detained on a 6-month renewal order becomes eligible for an 
additional review and would like to request this, you can complete a Form 7A (Request 
for Additional Review). This can be found on our website: Statutory Forms | Mental 

mailto:tribunals@mhcirl.ie
mailto:tribunals@mhcirl.ie
https://www.mhcirl.ie/what-we-do/mental-health-tribunals/statutory-forms


Health Commission. You can then upload this to CIS by following the steps under 
‘Upload statutory forms/other documents’. For the information leaflet on the client’s 
right to an additional review, please see: Your Right to an Additional Review | Mental 
Health Commission. 

Works Completed Form (WCF)  
  
It is necessary to submit a Works Completed Form for work completed on any case. 
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 Fees – A User 
Guide for Legal Representatives. 
  

1. If there is a Works Completed Forms task on your CIS homepage, click on it and 
the form will open. 

2. A form will appear as per the image below.  
  
 
 
  
  
  
  
  
  
  
  
  
   

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

4. If no work was completed, you should still select ‘None’ and ‘Submit’. 
 

CIS107 - Legal Rep Panel Member Maintenance 
 

 
Details on how to use ‘CIS107 - Legal Rep Panel Member Maintenance’ screen are 
outlined in the "Policy for the Annual Professional Checks for Legal Reps on MHC 
Panel" in the Panel Member Hub section of the MHC website. See: https:// 
www.mhcirl.ie/what-we-do/mental-health-tribunals/tribunal-panel-members/panel-
members-hub. 

Exporting and filtering information from CIS 
 

CIS has a feature which allows all users to export information from their account.  

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 

https://www.mhcirl.ie/what-we-do/mental-health-tribunals/statutory-forms
https://www.mhcirl.ie/what-we-do/mental-health-tribunals/information-patients/your-right-additional-review
https://www.mhcirl.ie/what-we-do/mental-health-tribunals/information-patients/your-right-additional-review
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%20Legal%20Representatives%20V.5%20May%202025.pdf
https://www.mhcirl.ie/sites/default/files/2025-06/Claiming%20and%20Payment%20of%20Fees%20-%20A%20User%20Guide%20for%20Legal%20Representatives%20V.5%20May%202025.pdf
http://www.mhcirl.ie/what-we-do/mental-health-tribunals/tribunal-panel-members/panel-members-hub
http://www.mhcirl.ie/what-we-do/mental-health-tribunals/tribunal-panel-members/panel-members-hub


the following options:  

 
 
 
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: All information 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  
 

 - clicking once will filter names A-Z 
 

 - 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 
newest to oldest with two clicks.  
 


