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Incident Reporting-
Entering and Submitting

This storyboard provides instructions for viewing, entering, and submitting
an Incident Report.
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Incident Reporting - Entering & Submitting

Navigating to Incident Reporting

From the Home Screen of TFACTS
e Click Incident Reporting link, or
e Enter https://incidentreports.dcs.tn.gov/ in the browser window to go directly to Incident
Reporting

I home | search | help & training | customercare | logoff
ﬂchiwren‘s&rvi:es el

Logged Ini Worn [ DES Central Office ]

Weorkload

| help |

Initial Action:

Viewing for
)
B Type T D T  MName T | Assignment Role T
Supervises
PR o M 10 T | items per page No items to display

voMe | wHELPaTRAINING | PRIVACY & sEcumrTy | PRDZS version 3.003.4 (08-31-2018 11:04 AM)

¢ Incident Reporting login screen will display

e Enter Username: El# or EN#

e Password: Enter Password used to log into TFACTS

e Forgot Password? link: Please call the DCS Service Desk to reset your password at (615)
741-4636 or (888) 853-4636

(Xx)7FacTs  Incident Reporting PRD

Username

eid

Password

SO0 0R0RNS

Login | Forgot password?

Continue to next sub topic.
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Viewing the Incident Reporting Home Page

While logged into the Incident Reporting the blue header bar displays from each of the screens.
This is helpful to quickly navigate back to TFACTS. Notice below the red box around the TFACTS
logo. When that logo is clicked, it opens the TFACTS Login page in a new browser window.

Upon login, any Pending Incidents created by user who logged in will automatically display.
To view a Pending Incident:

o Click select beside a pending Incident to view
o Click delete to delete a Pending Incident

Incident Reporting PRD

[DCS Central Office]

Pending Incidents (1)

incident#  Child/Youth Name Incident Date  Region ¥ County @ Incident Typs Action
D 008 Mane 104032018 D
Ragion
a4 n . | " 10 -

e C(lick Search to search for previous Incidents in any status. At least one search criteria must
be entered, but more than one search criteria may be used.

o Click select to view an Incident
o Click report > Generate Report
= (Click Print -using the print icon at the top of the page OR
= (lick Save - at the bottom of the screen
= Click Cancel to return to the Incident Reporting Home Page
o Click Addendum to add an addendum in a Submitted or Closed Incident

Search Resulls

Rogion  County  hEsaurce Rasource Status

Incident & Incidanit Date ChilkiYouth Name  Inckdent Type Saverity Lovel e

03132020 Assault

Sumbr
1120 C4/0G/2020 Madication Ermor | Leval 1 Putnam Indian Mound Group Home | Closed
Douglas and

Regior

e Click + Add Incident to add a new Incident

Continue to next sub topic.
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Entering an Incident

From the Incident Reporting Home Page
¢ C(lick +Add Incident

Incident Information Tab

The Incident Information tab displays.
e Complete the following fields:
Incident Date - Cannot be a future date
Incident Time
Incident Description
Contact Person Name
Contact Person Phone Number
Extension - not required

O O O O O O

o Incident Information

Incident Date: 03/06/2020 Incident Time: 09:00 AM v ET v
Incident Description: Incident Descriplion is entered here. If multiple youth are involved, you can use Initials or refer fo them as Student 1, Student 2.
elc
Contact Person Name: Tammy Smith
Contact Person Phone #: (833)888-2388 Extension:

CPS Referral Section
e Complete the following fields:
o Was CPS Referral Made?
= If No, the rest of the information in the CPS Referral Section is disabled
= If Yes, CPS Referral # (Intake #) is required.
= Confirmation pop-up will display asking if the Intake information is correct
= Click Ok to confirm this is the correct Intake.

Note: If corrections need to be made regarding the CPS Intake information, click Cancel to
return to the previous screen.

= Date of Referral auto populates based on Intake information
= Time of Referral auto populates based on Intake Information
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CPS Referral

IWasCPS Referral Made: I Yes v CPS Referral #: 1311

Date of Referral: 03/07/2020 Time of Referral: 12:20 PMCT

e Click Apply at the bottom of the screen.

Notice the system has now generated an Incident # and the Incident Status displays Pending.
Clicking Apply also enables the Link Resource button.

e (lick Link Resource

From the Resource Search screen
e Enter Search Criteria information using the following criteria options:
o0 Resource Name
o Resource Type - select from drop down
o Organization - select from drop down

Note: When a Private Provider Employee is entering an Incident Report, the Organization defaults
to the Organization of the employee who is creating the Incident Report. Search results will only
display Resources which are associated with that Organization.

o COH/SA (Closed, On-hold, Suspended Admissions) Status - select from drop down
o0 Member Last Name and/or First Name
o Resource ID number

Note: User can select +Advanced Search Criteria to also search by Address

e Click Search or Clear - to remove search criteria options entered
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Resource Search

Resource Name: Resource Type: v
Organization: v C/OH/SA Status: v
Member Last Name: Member First Name:
Sounds Like
OR
Resource ID: I 2277 I

- Advanced Search Criteria

Street #:

Street Name: v v v
City: State: v
ZipCode: County:
Region: v

Sounds Like (HINT: Appliss to Strest Mame/City only, Wildeard (%) Search & "Sounds Like" cannot be used togsther)

Search Clear

The Resource Name/ID grid displays
e Click select by the correct Resource Name/ ID

Resource Resource Sub-

Resource Name/ID C/OH/SA Status Address
Type Type
X Residenti _ |
Mau T1600 Active . Institution
al Facility JACKSON, TN 38305

Resource displays in the Resource Information section
e Add the following information if enabled:
o Incident Location - select from drop down
0 Incident Sublocation - Applies only to YDC's
o Offsite Incident - select “Yes” or “No” from drop down (i.e. respite, community
program, school, etc.)
Note: If Yes is selected, enter Offsite Location narrative
e Click Apply

Do not click Submit at this juncture.
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Note: If user clicks Submit, a Confirmation Message Box displays: Are you sure, you want to submit
this incident? If user selects OK, the system will generate a message under the Incident Information

tab: “At least one Child/Youth must be present.” If the user clicks Cancel, the data will be saved and
the user can move to Child/Youth Involved tab.

CPS Refernal
Was CPS Roferral Made: Mo " CPS Ruforral ¥:

Date of Reforral: Tima of Retorral:

Resource Information

Placement Service Type:

Rescurce: Mad

Incident Location: - I Incident Subloostion: I * I

Otwite Incident: o " I

Ottwite Location: I

I Addendum Exista: No I

Submit

apply | save | cancel

Continue to next sub topic.
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Child/Youth Involved Tab

From the Incident Report Home Page
e Click Child/Youth Involved tab
e Click Add Child/Youth

o Incident Information & ChildYouth Involved 1 Resource Member/Staff Involved ay Incident Factors

Astio

Child/Youth Name Person ID DOB/Age Gender Race Adjudication Region County 2

2] 4“»- Ll 10

Add Child/Youth

Apply Save Cancsl

The Available Child/Youth page displays

If the Incident occurred at a Resource that has multiple youth at the resource location, all youth at
that Resource location for the date that the Incident occurred will display to be selected.

Note: The exception to all youth displaying for the Resource is if the youth's placement at the
facility was recent and the placement information in TFACTS has not yet been updated. If a youth is
not listed contact your Regional FCCR for assistance or Private Provider employees contact:
CustomerCareCenter EI-DCS CustomerCareCenter.EI-DCS@tn.gov.

e Check boxes by the Available Child/Youth(s) to choose
e Click Add Child/Youth

Note: All Youth that are involved in the incident should be selected.

Available Child/Youth x

Name Person Id

Ad 4

A 9

B 12

c 24

32

Lo 71

! 12

I 4

T 39

Add Child/Youth Canesl
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The Child/Youth Name demographic information grid displays
Note: the following steps will need to be completed for every Child/Youth involved
e Click details by the Child/Youth to display the Child/Youth Details page
Click delete to delete a youth added in error.
o ncident Information & Child/Youth Involved l Resource Member/Staff Involved a¥ Incident Factors

ChildYouth Name Person ID DOB/Age Gender Race Adjudication Region County ,:nt\n

Black/ Delinquent

| = f Adam 48 02/28/2004(14) Female can Dependent/Negle = Southwest Regior

1 <n> » 10«

Add ChildYouth

American | et

Apply Save Cancs!

Child/Youth Details Page displays system-generated information about the youth
Child/Youth Details tab

e Add the Incident Types section in the following fields:
o Incident Type - select from drop down, Sub-Types are dependent on Incident Type
selected
o Incident Sub-Type 1 - select from drop down options enabled based on Incident
Type selected, if not enabled then Sub-Type 1 is not required for the selected
Incident Type
0 Incident Sub-Type 2 - select from drop down options enabled based on Sub-Type 1,
if not enabled then a Sub-Type 2 is not required
o Incident Sub-Type 3 - select from drop down options enabled based on Sub-Type 2,
if not enabled then a Sub-Type 2 is not required
e C(lick Add New Incident Type to save and display in the Incident Type information grid

Note: If more than one Incident occurred, complete the steps above and select Add New Incident
Type until all Incident Types are added to the Incident Type grid. All Incident Types that are
applicable to the Incident Reporting episode that occurred for the same date/time should be
entered.

Add Optional Narrative - character limit 3500

e Click Clear to remove all narrative entered

e Was Family Notified? - select from the drop down box

o Date Notified - enter date or use date-picker when response was “Yes" for Was “Family
Notified”
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¢ Time Notified
e Apply (to stay on page) or Save if tab has been completed

Note: If Runaway/Escape was the Incident Type, the Runaway/Escape Information tab will need to

be completed.

Name: Gre

Person Id: 75

& Childouth Details

B Runaway/Escape Information

Incident Types

Incident Type:

Incident Sub-Type 1:

Incident Sub-Type 2:

Incident Sub-Type 3:

Add New Incident Type

Incident Typs

Runaway/Ezcaps

Emsrgsncy Madical Trsatmsnt

Optional Narrative:

Was Family Notified:

Date Notified:

7]
I}
@
¥l
3
3
o
o

Apply

10

Incident SubTyps 1

Ran from agancy parzcnnal

linss= - Ongeing

Student ran from the medical facility

Clear 3433

Yes -

11/01/2018 -+ |

Continue to next sub topic.

Gender: Female

Age: 16

Incident SubTyps 2

Child retumad

Mo Gontact With PGP Prior to ER Wistt (Ghid Y outh

EwvaluatedTreated & Released)

and was caught within 2 hours

Time
Motified:

DOB:
S8N:

Incident SubTyps 3

dalets

dalsts
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Runaway/Escape Information Tab

11

e (Click Runaway/Escape Information tab
¢ Add Runaway/Escape Information:

O O O 0O OO0 OO0 o o o o o

Click Save

Actual Date Police Notified

Complaint #: Required when Subtype 2 is “Child has not returned”

Name of Police Department

Date child Listed as a wanted/ Missing Person in NCIC

NCIC # Required when Subtype 2 is “Child has not returned”

Suspected Whereabouts of Child in the narrative field

Factors that may place Child at added Risk in the narrative field

Additional Safety Risks for Community in the narrative field

Does that child have any history of violence against People (from the drop down)
Explain in the narrative field if answer is Yes

Child Employed (from the drop down)

Employer Name in the narrative field

Employer Location in the narrative field

Friends and Relative who last visited child in the narrative field, enter the First
and Last Name of each person and contact information

& Child’Youth Details M Runaway/Escape Information

Date Police Notified: 11/01/2018 Complaint #: 123654

Police Department: Name of Police Department

Date Child Listed as a wanted / Missing 11/01/2018 NCIC #: 6985632

Suspected Whereabouts Enter Narrative if applicable

Factors that may place Enter Narrative if applicable
Child at added Risk:

Person in NCIG:

of Child:

Additional Safety Risks Enter Narrative if applicable
for Community:
Does Child have any History of Violence against people: Yes v
Explain: Enter Narrative if applicable
Child Employed: Yes v
Employer Name: McBurgers
Employer Location: 1234 Mapls Hwy, Gity Stats
Friends and Relatives who Birth Mother, First and Last Name. etc.
last visited Child:

heels cenes

Continue to next sub topic.
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Resource Member/Staff Involved Tab

e If applicable click Resource Member/Staff Involved tab

e Click Add Resource Member/Staff

@ Incident Information  § Child/Youth Involved

l Resource Member/Staff Involved

Name Person Id

.‘n.. 0 v

Add Resource Member/Staff

Apply Save Cancel

Title/Role

Gender

% Incident Factors

Race

injured | Action

The Add Resource Member/Staff grid displays
Note: Only Foster Home Members and YDC Staff are available to select. Click Cancel to exit and

continue with the Pending Incident. To proceed with entry, click a tab to review or enter additional

information.

Complete the following information, as applicable:

o Staff Member Not Listed: Check box if staff not listed to choose

o Member/Staff Injured: (select from drop down)

o Check box(es) of Name of the Member/Staff involved

= Member/Staff injured (select Yes/No)

o Click Add Resource Member/Staff to save the information and return to the
Incident Reporting Home Page
o Click Cancel to clear the screen and return to the Incident Reporting Home Page

Add Resource Member/Staff

I [J staff Member not listed I

Name

Chi

Chi

Chi

I Add Resource Membenstaﬁl Cancel I

DoB

01171080

03/05/1066

070172007

Member/Staff Injured:

™

Member/Staff injured
e V]
o
[c)

The Resource Member/Staff Involved screen displays

Click Apply to continue
Click Incident Factors tab

12

The name and information of Resource Members/staff displays in the grid
Click delete if any Resource Member/Staff Involved are incorrect
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Incident Factors Tab

e The Incident Factors tab displays a system generated view of the Incident if one the
following criteria occurred:
o Youth was restrained
o Youth was confined/secluded
o Youth was injured
o Staff was injured

ﬂ Incident Information i Child™outh Involved l Resource Member/Staff Involved a® Incident Factors

Child/Youth Restrained
Name Type

Ada Mechanical Restraint

Child/Youth Placed in Gonfinement/Seclusion

Name Date/Time In Date/Time Out

Adal 11/02/2018 08:00 AM (CT) 11/02/2018 08:30 AM (CT)

Child Injured
Name

Ada

Staff Injured

Name

Apply Save Cancsl

e Click Apply to return to the Incident Information screen
e Clicking Save returns to the Incident Reporting/Pending Incidents

Continue to next sub topic.
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Submitting an Incident

From the Incident Information tab

Click Submit

Are you sure you want to submit this incident? OK or Cancel

Note: A validation error will display if there are required fields that have not been completed. Enter
the information needed to proceed with submission of the Incident Report.

Note: Custodial FSW's and TL's will receive an e-mail for Incident Reports entered for children/youth
they are responsible for.

Incident #:

Incident Date:

Incident Description:

Contact Person Name:

Contact Person Phone #:

CPS Referral

Was CPS Referral Made:

Date of Referral:

Resource Information

Placement Service Type:

Resource:

Incident Location:

Offsite Incident:

Offsite Location:

Addendum Exists:

Apply Save Cancel

33

07/01/2015

Incident Description is entered here. If multiple youth are involved, you can use initials, or refer to them as Student 1, ete.

Contact Person First and

(815)111-1111

No

cl

No v

o Incident Information & Childfouth Involved 1 Resource Member/Staff Involved &% Incident Factors

Incident Status:

Incident Time:

Last Name goes here

Extension:

L CPS Referral #:

Time of Referral:

- Incident Sublocation:

Pending

PM - CT

11

14

Continue to next sub topic.
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Incident Status

® Closed - A status of Closed means the Incident either required no response or a responder
has completed the review/response.

® Submitted - A status of Submitted means the Incident requires a responder to
review/respond.

® Pending - A status of Pending means the Incident is still in progress or has not been
submitted.

® Created in Error - A status of Created in Error means the Incident is considered invalid.

Response Tab
Response information is entered by specific staff identified to respond to the various Incident Types.

e View Response tab by clicking the select link corresponding to Incident with a Closed Status.
e Click Response tab, the grid displays information related to Response including the program
area responsible for responding.
o Click details link to view additional details related to Response

0 Incident Information & ChildYouth Involved 1 Resource Member/Staff Involved ar Incident Factors ®; Response

Psychologists

Child/Youth Name Incident Type Region Responder Name Date Responded
D 3 Anthony Sociusion Hppar Humbsned Carolyn Q40020 OF: 14 PM
Region
Submitted Date/Time: 04/07/2020 03:15 PM CDT Submitted By: Barbara

Cancel

o Not all Incident Types are required to have a Response. The Response tab will
display but will contain no information when a response is not required.
0 Once the Incident Report is in Closed Status, the Response information is read only.

Continue to next sub topic.
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Addendums - View and Add

Multiple Addendums may be added to an Incident Report.

® |ncident Reports where the Status is either Submitted or Closed can have an Addendum

added.

® To View an Addendum:
O C(lick the Addendum link in the Action column, then click details link, or

O Click the select link to open/view the Incident Report

Exists.
When there is a Yes, click the Addendum box, and then click the details link.

® To Add an Addendum:
O From Search Results, Action column, click the Addendum link

Click Add Addendum
Addendum Details enter narrative

Click Save, or

O Click the select link to open/view Incident Report
From the Incident Information, scroll to the Addendum Exists area

Search Hesults

Click Addendum box
Click Add Addendum
Addendum Details enter narrative

Click Save

Child/Youth Resource

Incident # Incident Date Incident Type Severity Level  Region = County Member/Staft

16

Name

Medication Error | Lavel 1 " DeKalb

Mitchell

Continue to next sub topic.

Resource

From the Incident Information screen scroll down to the Addendum

Slatus Aclion
Group Home | Closad
TFACTS 04/2020
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View Incident Reports from Youth’s Family Case

To view an Incident Report from the Family Case

e From the left-side blue navigation bar navigate to the Incident Report link.

T e Fasci misienion

Overview _Due Proces: i Plocemunt Referral

| heig |
b Case Overview | pcase Header

Case Recording Case ID: 139 Case Name: Rese Case Status: ( Organization:
Eprmatatices Case Overview -
Chacklist Case Actions Case Address

||| wisw Case Information 1361 L
Aastaimenks View Case Stalus Histary Coakevile, T 38508
Immediate Protedtion Agresment Case Summary
gwm:mm

{ Hazards
Case Services | | Hazard Type | Purson/ Address

| | | e current Hazards have been identified
Court

Asslgnment Tnformatian

Elagement Refacral
Elacament
s At s to Results Returned. ‘
nwm. i &
e n Case Alerts
Spedial Caution Abert

| || Abert Message & T

m UERT - TN 10 7 iterns per page o iterrs to display

TCBCIC)
2 E rarm SSqibil s
Belative Caregiver
Transitional Survey
Adoptian
Case Clogure |
HOME | HELPSTRAINMG |  PRIVACY & SECURITY | PRD3E version 3.003.18 (12-20-2018 09:45 AM)

The Incident Reports Search Criteria displays. Enter Search criteria in one, or more, of the
following fields:

e From Incident Date: enter date or use date-picker

e ToIncident Date: enter date or use date-picker

e Child/Youth Involved: select from drop-down list, OR

e (lick Search to return all information for all Members of this Family Case

[ e e R e Francie imiisrnion

Ovarviaw Hae Proce Placement t Heferral
I beln |
Case Overdew | roase Header
e B iy Case ID: 139 Case Mame: Rose Casa Status: Closed Grganization: Upper Cumbertand Reglon
ASFA Revige
EotmalNotices Incident Reports Search Criterla
Chechlist
From Incident Date: 01/01/2013 E) To Incident Date: E
Inyestigations Linked
i ;i "y i Child/Youth Involved: ]
- T
Search | | Clear Form
Cast Services L
rIncident Reports List
=i
Bameyal Becords Incident = T Chikd/Yauth Involved T incidentDate* T Organization T Resource T incident Type(s) T
Blacemsent Roferral | i i
3 01/28/2013 alternative Youth Sendoss Ine - Magnodia (House 4) mm.n“ IO P
':WIMLW 208_._ . Joseph 01/19/2013 Alternative Youth Services Inc Dak Bridge - Magnolla (House 4) | Assault
Erelizoprition Aopad B R (10 T s per paga 1 -2 0f 2 tams
Delinquency Information
|
Hon-Custody
¥ Incldent Reports
piscidii=]
Belative Careqlver
Adantion
Lase Closura
HOME | HELE & TRANKG | PRIVACY & SECURITY | PRO3E version 3.003.18 (12-20-2019 0%:55 AM)
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| ’Eﬁ'ﬁ&f‘“ Phease correct the foflowing data validation eross:
ASEA Raviaw + An Incident Report has not been generated,
Checklizs Case Header
Assessments Case ID: 1390 ____ - Case Name: _______ Rose
Immediate Protection Agreamsnt Incident Reports Search Criluria
ﬂgﬁj From Incident Date: 01/01/2013 -] To Incldent Date:

Lares Sendces

child/Youth Invalve
Lourt
Benoval Recordy
Blacement Referral Search | Clear Form
EBlacement
Incident Roports List
Llassification Incident = T Child/vouth Involved T | Incident Dater T
Eropisposition Ropart . 0 .
. | orfenfzo13

Special Caption Alart

Click to select an Incident Report
Click Display Report to view

Rosource Financial Adminkstration
Overview Dus Procass _Placomant Refarral

hele

Case Status: Closed

Organization

Alternative Youth Services Inc

Crganization: Uppar Cumbariand Region

T incident Type(s) T
| Hands on Rastraint; Physical
Hestraint

T Resource

| Dak Bridge - magnolls (Hnise 4)

Oak Bridge - Magnaolia (House 4) Assault

1-20f 2items

PRO3E version 3.003.18 (12-20-2019 0345 AM)

| Hon-Custody 206 Joseph 01/18/2013 Alternative Youth Services Inc
I f&%mm SN+ TS 10 " | ikems per page
igibility and Service -
Beatve cacesver Clspiay. Ropat
hdoption
| s Llesure .
HOME | HELP&TRANING | PRIVACY & SECURTY |
e For this Incident Report a validation error was generated as shown below.
e When the error states “An Incident Report has not been generated"” this means the report
has not been generated in the Incident Reporting application.
e For the Incident Report to display in the Family Case:

0 The Incident # column will have (R) following the Incident number to indicate the

report is available; for example:

«=w917 (R}

The Incident Report must be in a closed status in the Incident Reporting application
The report must have been generated and saved in the Incident Reporting

application.

o Toview a report that will not display in the Family Case, go to the Incident

Reporting application and search for the Report using the Incident #.

[ eme e R Resourcn Foanca Adminitrtion
Overview B e Process _Placement Relerral ——
] | bain
| Case Qe _— i T i
Cats Nacorcina Please correct the following data validation errors:
ASFA Reviaw + An Incident Reporl has not been generated.
Cheklisy Case Header
Assessments Cane 100 139_____ - Casa Mama: ___ ____ Rose Case Status: Clased Organization: Upper Cumberiand Region
AR e Bttt a : Tncident Reports Search Criteria
memmm
| From Incident Date: 01/01/2013 [ To Incldent Date: m
Case Services
| Child/Youth Involve
Lourt
Search | | Clear Form
Ehacemant
Incident Hoports List
Clazsification Incdent & T Child/Youth Involved T Incdent Date® T Organization T Resource T Incident Type(s) T
| | | [rr———
e G 01/26/2013 Altamative Youth Services Inc | Oak Bridga - Magnolia (House 4) z‘::," i
Han-Custosy 206 __ . 1 Joseph 01/18/2013 Alternative Youth Sendces Inc Qak Bridge - Magnolla {Housae 4] Assauk
¥ Incident Reosrts wice 10 | itms per page 1-20f 2 items
&mm.ﬂhwum\mmm
Display Rapart
Baiative Caragivar
Transitional Suriey
adoption
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You have completed this Storyboard.

PROIA version 5.003.18 (12-20-2019 09:45 AM)

TFACTS 04/2020



