
 
 

BUS Update Memorandum 
 

 
 
TO: All BUS Users  
FROM: Rhonda Johnson – BUS Administrator 
DATE: October 10, 2018  
RE: BUS Log Notes Reporting Enhancements 
 
What is changing?  
On October 15, 2018, twelve (12) enhancements will be made to the Critical Incident 
Reporting (CIR) module, and an enhanced Case Manager Quick Links workspace will be 
made available for use by Case Management Agencies (CMAs).  
 
 
Why is this change being made? 
These changes are being made to enhance the reporting of CIRs.  These changes will 
allow CMAs to report more accurate CIRs, improve preventive measures, create 
improved reporting capabilities for the Department, and will ensure compliance with 
Centers for Medicare and Medicaid (CMS) federal guidelines.  This upgrade will also 
allow Agency Administrators to pull CIRs data for their agency. 

 
 
  



Change #1 
CIR Add Page – New Questions 
Four (4) new questions will be added to the CIR Add Screen  
 

1. Case Manager Incident Notification Time.  The time the Case Manager is 
notified of the CIR is needed to ensure that CIRS are entered within 24 hours of 
notification.  Case Managers must now enter the time the CIR notification is 
received. 

 

  



2. Was this incident reported and reviewed by the Human Rights Committee 
(HRC)?  This question is a Yes/No radio button and will only be visible if the 
question “Did this incident involve Restrictive Interventions” is answered Yes. 

 
 

3. “Was the Restrictive Intervention used appropriately?”  This is a yes/no radio 
button. CMS is now requiring HCPF to measure the appropriate use of Restrictive 
Interventions.  

 
 



4. “Could this critical incident have been prevented?”  This will now be Yes/No 
radio button. If the answer is Yes, then the text box “What could be done to 
prevent this type of incident in the future?” will appear for the Case Manager. 
If the answer is No, the text box will not appear. 

 
Question with a Yes answer: 

 
 
Question with a No answer: 

 
 



Change #2 
Visual Changes to the CIR Screens 
There are seven (7) changes that will affect the appearance of the CIRS screens. 

1. All questions are now mandatory on the Add and Edit CIRs pages.  There will be 
a message across the top of the page indicating all questions must be 
answered, and all red asterisks will be removed. 

 

2. Removal of four (4) Risk Issues Type choices under “Other High Risk Issues” 
Critical Incident Type.  These types were created as their own Critical Incident 
Type in a previous update.  

 



3. Rewording of the Injury/Illness Type of “Skin Wound due to Poor Care”.  The 
new selection will be only “Skin Wound”, “Poor Care” is a choice listed under 
cause. 

Current View: 

 

New View: 

 



4. All IDD waivers will now be visible in the Add CIR Screen.  This dropdown is only 
available when the waiver is not selected in the Service Plan. 

 

5.  The question “Was APS/CPS involved in this CIR?”, has been updated to “Was a 
Referral Made to APS/CPS?” 

 

 

6. Question verbiage has been updated on the View and Edit CIR Screens to match 
the question verbiage on the Add CIRS Screen. 
 

  



7. The verbiage in the CIRS email subject line for an Edited CIR or a Deleted CIR 
has been updated to eliminate the extra word “Created”. 
 

Current Email View: 

 

 
 
New Email View: 

 
 

  



Change #3 
New Functionality 
There are six (6) changes to the functionality for Critical Incident Reporting. 

1. CIR PDF and HTML Print features.  These two print options have been updated 
so the fields are no longer editable upon print. 
 

2. CIRs email will now be sent encrypted. 
 

3. CIR email text will be updated to include additional client information to allow 
the recipients to more easily identify the client. 

Current View: 

 

New Encrypted Email View: 

 



4. Edit CIR Screen will be updated to populate previous answers in the fields.  
Case Managers will be able to change only the questions they need to update 
without filling out the entire form again. 
 

5. When viewing a CIR, the CIRS Edit Description will now be visible on CIRS that 
have been edited. 

 

 

  



6. Agency Administrators will have the ability to pull critical incident reports for 
all clients within their agency. 
This reporting is available through the Administration link on the left side of 
the BUS menu.    
Administration > Critical Incident Report Search 

 

 

  



7. The Case Manager CIR Quick Links List has been enhanced for Case Managers to 
be able to better manage their CIRS. The Case Manager will have all the 
information needed at a glance, as well as the ability to remove completed 
CIRS from their list.  The list will also populate for the person entering the CIR 
as well as the Case Manager. 

 
 

 
 
Current View: 

 

  



New View: 

 

 

If you have any questions about this change to the Critical Incident Reporting, please 
contact: 

CIRS Administrator 
Michael Pasillas, Michael.Pasillas@state.co.us 

BUS Administrator 
Rhonda Johnson, Rhondab.Johnson@state.co.us 
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