Resource — Add a Public Provider CG@GJ
COLORADO Incident JOb Aid Experience the commitment®

User
e Public Child Placement Agency (Public CPA) Worker
e Public Facility Worker

Process
This Job Aid table describes the actions needed to add an Incident for a Provider.

Refer to the Job Aids listed below for details on completing the sections of the Incident Details:
e TM Resource: Manage Incident Summary
e TM Resource: Manage Incident Parties and Witnesses
e TM Resource: Manage Incident Notifications
e TM Resource: Manage Incident Media Contacts
e TM Resource: Manage Incident Actions Taken
e TM Resource: Manage Incident Submission
e TM Resource: Manage Incident Review

Related Job Aids:
e TM Resource: Access and View Provider Details
e TM Resource: View Provider Incidents
e TM Resource: Manage Public Provider Incident Details

Introduction
e The Public CPA Worker and the Public Facility Worker will be able to edit an existing Incident
if the Incident Owner is DCW when:
0 Thereis an OOH (Out of Home) or CC (Child Care) Service for the selected Provider
that is Open or Pending Approval.
0 The Owner County/Agency is Placement Services Unit (PSU).
0 The Public CPA Worker is associated to the Governing Body Provider for a Provider.
0 The Public Facility Worker is associated to the selected Provider for the Service.
e Incidents cannot be added or edited for the ADMIN Service Category. They are read-only.
e Incidents for the CC Service Category can only be added or edited if the Owner
County/Agency of the Service is the Placement Services Unit (PSU).
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Add an Incident

Incident Job Aid

e The Licensing/Certification Agency is set to the Licensing County/Agency from the Open
Approval record for the service, or to the most current Pending Approval record if an Open
one does not exist once the Service Type has been determined. The Licensing/Certification

Agency field will not be editable.

e The Incident Owner will be set to DCW when the Licensing/Certification Agency is the

Placement Services Unit.

Steps/Output

Screenshot

Refer to the TM Resource:
Provider Details — Access and View
Provider Details Job Aid for details
on locating the desired Provider.

Navigate to the Incidents section
by clicking the links in the left
navigation panel or using the
scroll bar at the right of the page.
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Back to Workspace Workspace - Home

Provider Details: 105755

Provider Summary

Provider Type* Provider ID

Certfications, Licenses, IndivicualFamiy 05755
Approvals

Contacrs/Vists, Notes and
Framewarks

ng Body Type

Select Governing Body Type

FEIN

Payment Method™

StartDate  Household Member  Primary

Former Provider ID

Family Structure™

Married Couple v

Profit Status

Private Non Proi

Save
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In the Incidents section: coromave

Workspace - Home: Pravider 105755
. . . - 1
1. Click Actions in the Header e EERTTS. =
. > Incident ID Provider ID Provider Name Service Category Service Type Date/Time Occurred Date /Time Discovered
banner for Incidents. [ ordraadid,  ut of Home Foster Famiy o70312015 10:45:0 a1
> Ffigtalguy & Home Care
Swdsaadrrfu, Ssigta
1903648 105755 Bmdsaadihvd, Out of Home. Foster Family 07/01/2019 10:00:00 AN
> Frigtakaxy & Home Care
Swdsaadrifu, Ssjgta
@ 1503331 105755 Bmdsaadlhvd, QOut of Home Foster Family 06/12/2019 10:45:00 AV
> Ffigtakaxy & Home Care
Swdsaadrrfu, Ssigta
1852619 105755 Bmdsaadihvd, out of Home Foster Family 10/10/2018 11:40:00 AM  10/10/2018 12:30:00 PN
> Frigtakaxy & Home Care
Swdsaadrrfu, Sjgta
1314461 105755 Bmdsaadlhvd, Out of Home Foster Family 04/16/2015 5:26:00 PM
> Frigtakaxy &
Referrals €B)
Referral ID T Referral Date T Family Name T County T Referral Type T Disposition Date Y Accepl
2948336 7/16/2019 GLTITYFSCVOL 01 Institutional 7/16/2019 N
Abuse/Neglect
2909557 11/14/2018 QGELKFHXPP 62 Institutional 11/20/2018 N
Abuse/Neglect
2865602 6/28/2018 ULELKFXSKB 62 Institutional 6/28/2018 N
Abuse/Neglect
2808450 1/5/2018 RUELKFPMRG HCC Institutional 1/8/2018 N
Abuse/Neglect
2532000 4/13/2015 KGELKFNIOX 62 Institutional 4/13/2015 Y
Abuse/Neglect
2445373 4/14/2014 XCELKFSIUT 62 Institutional 4/14/2014 Y
Save
Placements @)

2. Select Add Incident. &W |coromaoe

Workspace - Home Provider 105755

Actionsy  —

> Incident ID Provider ID Provider Name Service Category Service Type Date/Time Occurrel Add Incident d
1503649 105755 Bmdssadihvd, Out of Home Foster Family P 1
> FAgtakaxy & Home Care
Swdsaadrrfu, Ssigta
1903838 105755 Bmdsaadihvd, Out of Home. Foster Family 07/61/2019 10:00:00 AM
> Fhigtakaxy & Home Care
Swdsaadrrfu, Ssjgta
@ 1903331 105755 Bmdsaadihud, Out of Home Foster Family 06/12/2019 10:45:00 AN
> Fhigtakaxy & Home Care
Swdsaadrifu, Ssigts
1852619 105755 Bmdsaadihvd, Qut of Home. Foster Family 10/10/2018 12
> Fligtakaxy & Home Care
Swdsaadrriu, Ssjgta
1314461 105755 Bmdsaadihvd, Out of Home Foster Family 04/16/2015 5:26:00 PM
> Figtakaxy &
Referrals @)
iDate ¥ Family Name ¥ County ¥ Referral Type ¥ Disposition Date ¥ Accept
2548336 7/16/2019 GLTITYFSCVOL o1 Institutional 7/16/2013 N
Abuse/Neglect
2508557 11/14/2018 QGELKFHXFR 62 Institutional 11/20/2018 N
Abuse/Neglect
2855602 6/28/2018 ULELKFXSKB. 62 Institutional 6/28/2018 N
Abuse/Neglect
2808450 ys/2018 RUELKFPMRG HeC Institutional 82018 N
Abuse/Neglect
2532000 4/13/2015 KGELKFNIOX 62 Institutional 4/13/2015 ¥
Abuse/Neglect
2445373 4/14/2014 XCELKFSIUT 62 Institutional 4/14/2014 ¥

Placements @

TM Resource: Add a Public Provider Incident Job Aid Page 3 of 6
© 2019 Proprietary and Confidential



Resource — Add a Public Provider
Incident Job Aid

COLORADO

CaGl

The Incident Details: New Incident
page opens in a new tab.

e Initially, only the Incident
Summary section displays.

Workspace - Home Provider 105755 Add Incident - Provider 105755

Back to Workspace

<Back to Provider Details

Incident Details: New Incident

Provider Name

VEWDRTWRDL HETYSAYRSMZHG 105758

Provider Address

1783 MAINTD Greeley CO

Governing Body Service Type® ency”
ZQCATYFSKNLO Foster Family Home Care M

Incident Info

Inci Lock Status Locked By On
oow Unlocked

Incident Category
® Informational () Critical Incident

Incident Type*

Selest Incident Type v

Mandatory Hotline Report Date County to which Referral Submitted

MDD B Select County. v

Date/Time Occurred Is” Save

When adding a new Incident:

e The Service Type drop-down
menu is based on the Open
Service for which the Incident
is being created.

e The Incident Category
includes Informational and
Critical Incidents with
corresponding Incident Types.

Note: Provider Info and Incident
Owner are read-only.

A @ COLORADO
€O | pepmeresos e e

Provider 105755 Add Incident - Provider 105755

Incident Summary —

jider Details
Details: New Incident

Inc:

Provider Info

Provider Name Provider ID
YEWDRTWRDL HPTYSAYRSMZHG 105755

Provider Address

1783 MAINTD Gresley CO

Governing Body Service Type™
ZOCATYFSKNLO Foster Family Home Care ~
Incident Owner Lock Status Locked By On
DowW Unlocked

Incident Category
@ Informational O Critical Incident

Incident Type"

Select Incident Type v

ity to which Referral Submitted

i) Selest County v

Date/Time Occurred Is* Save
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In the Incident Summary section:

3.

Complete the required fields
and enter as much additional
information as is available in
the Summary section.

Note: See the TM Resource:
Manage Incident Summary
training module for more
information on editing the
Summary section.

Workspace - Home

<Back to Provider Details

Incident Details: New Incident

Provider Info
Provider Name

YEWDRTWRDL HPTYSAYRSMZHG

Provider Address

1783 MAINTD Gresley CO

Governing Body
ZQCATYFSKNLO

Incident Info

Incident Owner
Dow

Incident Categary

@ Informational O Critical Incident

Incident Type®

Select Incident Type v

Mandatory Hotline Repart Date

Date/Time Occurred Is*

Provider 105755

Provider ID

105755

Service Type™

Foster Famity Home Gare

Lock Status

Unlocked

Countyto which Referral Submitted

Selest County

Licensing/Certification Agency™

Locked By On

Add Incident - Provider 105755

DCW Placement Services

Save

4. Click the Save button.

A @ (coLorRADO
€0 | somcemrttomun s

‘Workspace - Home

<Back to Provider Details

Incident Details: New Incident

Provider Info
Provider Name

YEWDRTWRDL HPTYSAYRSMZHG
Provider Address

1793 MAINTD Greeley CO
Governing Body

ZQCATYFSKNLO

Incident Info
Incident Owner

oow
Incident Category
© Informational @ Critical Incident
Incident Type™

Majorieredibie threzt to safety 53 v

Mandatory Hotline Report Date

Date/Time Occurred Is"

Provider 105755

Provider ID

108758

Senvice Type™

Foster Family Home Care

Lock Status

Unlocked

County to which Referral Submitted

Select County

Add Incident - Provider 105755

Licensing/Certification Agency™

DCW Placement Services

Locked By On

I Save I
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The Save Successful message
displays.

5. Click Ok to continue.

Note: The Incident Summary will
not Save until all required fields
have been entered. Missing fields

will be outlined in red.

Save Successful

Worksg

< Back to Provider Detz

Incident Det.

Provider Info
Provider Name

YEWDRTWRDL HPTYSAYRSMZHG 105755

Provider Address

1783 MAINTD Gresley CO

Governing Body

Service Type'

Mandatory Hotline Report Date

=) Select County

Incident Summary saved successfully.

hddenlsun a n _

ZQCATYFSKNLO Foster Family Home Care ~ DG Placement Services
Incident Info
Incident Qwner Lock Status Locked By On
pow Unlocked
Incident Typs™
Majorfcredible threat to safety 54 v i}

County to which Referral Submitted

Licensing/Certification Agency™

Save

The new Incident Details page

displays with all sections of the

Incident.

of the sections within the
Incident Details page.

Note: Refer to the Job Aids listed
in the Process section on Page 1,

for details on completing the

individual sections contained in

the Incident Details page.

Back to Workspace Workspace - Home

< Back to Provider Details

Incident Details: 1904088

Artions Taken

6. Continue and complete each .

Incident Submission

Incident Review er Name

VEWDRTWRDL HPTYSAYRSMZHG
Provider Address

1733 MAINTD Greeley GO
Governing Body

ZOCATYFSKNLO

Incident Info
Incident Owner
oow
Incident Catagory
Informations|® Critical Incident
Incident Type"

Mjoricredible threat to safety 54 v

Mandztory Hotline Report Date

Date/Time Occurred Is™

Incident Summary -

Provider 105755

Service Type*

Foster Famiy Home Care: ~

Lock Status

Locked By On

Uniocked

[}
County to which Referral Submitted
Select County v

Save
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