
  Hamilton County Developmental Disabilities Services  

Gatekeeper Quick Guide ɀ Incident Reports: Community Services 

Page 1 04/24/2010 
Please contact Larry Dannenberg concerning any suggestions/questions in this information. 

 

Using Gatekeeper is very much like using other applications that start with the Database Icon or logging in 

directly. 

1. ¢ƻ hǇŜƴ DŀǘŜƪŜŜǇŜǊΣ ǘȅǇŜ άƎŀǘŜƪŜŜǇŜǊέ 
in the address box: 

 

2. Login  

 

3. Open the Production Application ς CLICK 
1 TIME ->  
 

4. Log in with your 

Windows User Name 

and Password. 

 
SF as discoverer (when to fill out an incident report) 

Please note, that in almost all cases, you the SF will fill out a UI or MUI form in Gatekeeper when 

ȅƻǳ ŀǊŜ ǘƘŜ 55 άŘƛǎŎƻǾŜǊŜǊέ ƻŦ ǘƘŜ ƛƴŎƛŘŜƴǘΦ ¢Ƙŀǘ ƛǎΧǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛǊǎǘ ǇǊƻŦŜǎǎƛƻƴŀƭ ŦǊƻƳ ǘƘŜ 55 

System to whom the incident was made.  Generally, SFs write these reports when a neighbor, 

family member, citizen, police, 241-KIDS worker, etc. calls with an incident of concern.  When a 

DD provider is the discover, you may simply want to case note how and when you became aware 

and your part in follow up.  You, as SF, will then ensure a prevention plan.  

 

Recognizing Field Labels (Gatekeeper Labels are Different from Usual MUIP Language) 

The Gatekeeper Program uses different terms (labels) for MUI/UI fields than does HCDDS Staff. 

Regardless of what labels are titled, all MUIs/UIs must at least include:   

*demographics 

*incident detail 

*immediate actions (including injury info and care) 

*contributing factors (beyond the primary cause, what contributed to the incident that we  

         ǎƘƻǳƭŘ ōŜ ŀǿŀǊŜ ƻŦΧύ 

*administrative action & prevention plan 

Thus, some field labels may not make sense to you.  Example: Gatekeeper field labeled 

άLƴǘŜǊǾŜƴǘƛƻƴ ƴƻǘŜǎέ ƛǎ ǿƘŀǘ ǿŜ Ŏŀƭƭ άLƳƳŜŘƛŀǘŜ !ŎǘƛƻƴǎέΦ  ¦ƴŦƻǊǘǳƴŀǘŜƭȅΣ ǘƘŜǎŜ ƭŀōŜƭǎ Ŏŀƴƴƻǘ ōŜ 

changed at this time.  Therefore, to eliminate your confusion, MUIP has simply made a list of the 

fields you must use, defined them for you, and noted those you will not fill as well.  Just follow 

the guide.   
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Create an Incident Report 

The Incident is for the purposes of training only and did not happen:  

Cornell Abernathy, an individual is working at a workshop. While he is involved  with some 
work on the line, he stands up to stretch hi s legs and does not realize that in so doing, he 
pushed the chair he was sitting on back behind him. He attempts to sit down after a few 
minutes. However, the chair is no longer under him. He partially  lands on the chair and 
continues down to the floor. Although embarrassed, he is unhurt. The Hab Spec II happened 
to be standing in for the DSS on the line and rushed over to him and help ed Cornell on to the 
chair. Cornell was escorted over to the nurse to be examined. The Nurse pronounce d him fit 
to continue work. Jane Abernathy, his mom,  is informed of the incident when she picked him 
up at the end of the day.  Also notified we re: Kerry Warner (SF). A witness to the incident i s 
John Doe. 

5. From the Gatekeeper 
Navigation pane, open a new 
Incident by clicking once. 

 

6. The Incident Tracking Activity 
Selection window opens. 

{ŜƭŜŎǘ ά9ƴǘŜǊ bŜǿ LƴŎƛŘŜƴǘέΦ 

If you need to view a completed 
incidnet, go to step 59. 

 

7. If you see this window, you 
are in the wrong place, click 
the Cancel button 

 to go back to 
Step 5. 

Otherwise go to the next step. 
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8. The Incident Tracking 
window opens.  

The Incident Number is 
automatically assigned by 
Gatekeeper, 

Incident Type: Click the  to 
change from the Default to the 
appropriate choice. 

The options are Incident, UI 
and MUI. SFs will always 
select UI or MUI.  If unsure, 
SFs will select MUI and send 
to the MUIP as well as notify 
them according to usual 
requirements. 

The Degree field is not used; skip 
it. 

  

NOTE: Clicking Preferences  (see below) opens the Preferences window 
and allows you to set the defaults for the Incident Type and numbering 
method, and whether to display the Degree and Substantiated fields. 
Unchecking the boxes will prevent them from displaying. 

 

9. Reported By: Enter your 
LAST NAME, FIRST NAME. 

 

10. Provider: Click the  to 
scroll down to the 
provider. HCDDS is one of 
the providers. 

SF picks the name of the 
provider for whom was 
responsible for the individual 
(happened under their care or 
location). 

If the Provider is unknown, 
leave it blank. 

 



  Hamilton County Developmental Disabilities Services  

Gatekeeper Quick Guide ɀ Incident Reports: Community Services 

Page 4 04/24/2010 
Please contact Larry Dannenberg concerning any suggestions/questions in this information. 

 

11. Location: Click the  to 
scroll down to the site 
location. 

Scroll down to the location 
where the incident occurred 
(Beckman, etc.). The only 
people to use Center Based or 
Home Based are Early 
Intervention staff. 

 

12. Subcategory:  

 Official: Leave blank. 

 Original: SF completes 
if a UI (choose most 
appropriate answer 
from drop down).  
MUIP will classify MUIs 
from in the State 
System (ITS).  

 Click the  to scroll 
down to the type of 
incident that best 
matches what happened.  

 If you are entering an 
incident that will 
eventually be classified 
as an Unapproved 
Behavior Support, use 
ǘƘŜ ŎŀǘŜƎƻǊȅ ƴŀƳŜŘ ά¦L 
ς Warrants concern for 
IŜŀƭǘƘ ϧ {ŀŦŜǘȅέΦ 
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13. The fields for Investigative 
Agent and Substantiated 
are completed by the 
MUIP Department, leave 
them blank. 

Discovered/Occurred: Enter 
the date and time that the 
incident occurred. 

If it happened elsewhere and 
someone reported it to you or 
the date of occurrence is 
unknown, use the date and 
time that it was reported to 
you and indicate that in the 
discussion. 

 

For example: You may enter the time as 1:30 PM. Or military time may be 

entered as 13.30 for 1:30 PM. 

HOW DO WE ENTER UNKNOWN DATES/TIMES, and WHICH DATE DO WE ENTER?...THE DATE WE DISCOVER THE 

INCIDENT OR THE DATE WHEN IT OCCURRED? (Per Eric Metzger 3/4/2010) 

Specific to HCDDS Employed Staff: Once you start to enter the incident, the form asks you for a date and time.  Enter 

the date and time, you the reporter "discovered" the incident. Then, in the narrative section άdetails" enter one of 

the following statements as your first line (as applicable): 

Scenario 1: If incident date and or time of occurrence is known enter:  "Date and time entered was the date and 

time of discovery.  The actual date and time of occurrence is March 3, 2010 at approximately 9am."   

 Scenario 2:  If incident date and or time of occurrence are Unknown enter:  "Date and time entered was the date and 

time of discovery.  The actual date and time of occurrence is unknown to this reporter." 

Note: In many cases, the time of discovery and time of occurrence may be the same.  Example:  Incident happened at 
one of our schools or day programs.   Nurse witnessed the incident.  Discovery and occurrence are documented 
according to Scenario 1.  The fact that "both" the discovery and occurrence were the same date and time is fine. 

14. Reported: Enter the date 
and time that the incident 
report is being completed. 

The Closed field is completed 
by the MUIP Department. 

The Confidential field should 
be left unchecked. 
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15. The Summary field: 

On the first line, enter the date you actually found out about the incident (your discovery date).  
Example: This SF discovered the incident on (date).  Explain how you found out.  Then describe all 
ǊŜƭŜǾŀƴǘ ŘŜǘŀƛƭ ƻŦ άƘƻǿ ǘƘŜ ŜǾŜƴǘ ƘŀǇǇŜƴŜŘ ŀƴŘ ǿƘƻ ŀƭƭ ǿŀǎ ƛƴǾƻƭǾŜŘ ƛƴŎƭǳŘƛƴg witnesses. 

 

NOTE: If you try to save the incident at this time, the following error message will appear: 

 

/ƭƛŎƪ ǘƘŜ άhYέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇΦ 

16. After the Summary information has been entered, click the Consumers Involved icon.  
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17. After clicking the 
ά/ƻƴǎǳƳŜǊǎ LƴǾƻƭǾŜŘέ 
icon, the window will 
display a lot of grey space 
(abbreviated here).  

 Click in the grey area under 
ά* Consumerέ. 

 

18. Click the Insert icon.  

If there is more than one victim, or individual who was affected, you will enter their name as well. Enter 
ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ ŀƴŘ {C ōȅ ǳǎƛƴƎ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ ǇǊƻǾƛŘŜŘ ŀƴŘ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ƻƴŜΦ  
Repeat the process for as many individuals as were affected. 

19. Consumer field: There are 
2 ways to enter the 
ƛƴŘƛǾƛŘǳŀƭΩ ƴŀƳŜ: 

 Begin to type the last name 
of the individual. When the 
correct name appears, click 
it. 

 You can click the  and 
scroll down to the name if 
Gatekeeper does not find 
it. 

ü Case Manager field: Enter 
the name of the 
ƛƴŘƛǾƛŘǳŀƭΩǎ {ŜǊǾƛŎŜ 
Facilitator; use either 
method above. 

 

 

20. Click the Save icon  and the Save light will change from red  to green  
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21. The Involvement tab is not 
used. 

 Intervention tab: Click the 
Intervention tab and click 
the Insert icon.  

 

22. Intervention tab: 

 In the field for Type, Use 

the pull-down  to pick 
the sub-location where the 
incident occurred. 

NOTE: The sub-location may be the 
same as the Location entered in 
step 11. If that is the case, enter it 
again. Do not leave it blank. 

 The box marked Aversive 
is to be left blank. 

 

23. Intervention tab: The 
Immediate Action Taken is 
entered In the Notes field.  

 

 SF MUST enter full account 

of what immediate actions 

were taken to ensure the 

persons health and safety. 

 Do not enter anything in 

the Time Length field. 
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24. Click the Save icon  and the Save light will change from red  to green  

25. The Injury tab: Click the 
Injuries tab and  

 Detail any injuries, 
including size i.e.(five 
inches long, thin as a pencil 
line, size of a quarter, size 
of a baseball, etc) , depth 
(one inch below skin, bone 
exposed, skin surface, etc. 
), severity (such as 
superficial, moderate, 
severe). 

 

26. The Injury tab: 

 After clicking the Injuries 
tab, click in the grey area 
under the Injuries tab 

 Then click the Insert icon 

 

 

27. The Injury tab: 

 Location field: Not used. 
N/A should be selected. 

 Type field: Use the pull-

down  to pick άbƻέ ƛŦ 
ǘƘŜǊŜ ƛǎ ƴƻ ƛƴƧǳǊȅ ƻǊ ά¸Ŝǎέ 
if there is. If yes, detail 
completely in the Details 
narrative further down the 
screen. 
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28. The Injury tab: 

 Details field: Detail any 
injuries, including size 
i.e.(five inches long, thin 
as a pencil line, size of a 
quarter, size of a baseball, 
etc) , depth (one inch 
below skin, bone exposed, 
skin surface, etc. ), severity 
(such as superficial, 
moderate, severe). 

 

29. The Injury tab: 

 Checked by Nurse field: It 
is critical that you clarify 
whether the individual 
was checked for injury or 
not.  Check the box if a 
nurse checked the 
individual out. If not, 
provide who did check the 
person for injury in the 
details narrative box.  

 Date Checked field: Enter 
the Date that the 
individual was examined. 

 

30. The Injury tab: 

 Treatment field: Include 
what treatment occurred 
and by who.  If unsure of 
status, include a strong 
statement of how you will 
follow up with appropriate 
time frames. 

ü Click the Save icon  

The Save light will change 

from red  to green 
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31. The Reviews tab: DO NOT 
ENTER ANYTHING. 

 

32. Follow-Ups: DO NOT 
ENTER ANYTHING. 

 

Notifications tab:  

SF must do an entry for all of the following: 

* Law Enforcement {required for protocol (criminal type) MUIs} 

*241-KIDS {required for protocol (criminal type) MUIs} 

*(MUIP Unit) 

* guardian 

ϝ ǎǘŀŦŦ ƻǊ ŦŀƳƛƭȅ ƭƛǾƛƴƎ ŀǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƘƻƳŜ ǿƘƻ ƘŀǾŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎŀǊŜ 

* residential or licensed provider  

* SF (self if ƛƴŘƛǾƛŘǳŀƭΩǎ {Cύ 

5h bh¢ bh¢LC¸ ǘƘŜ ŀōƻǾŜ ƛŦ ǘƘŜȅ ŀǊŜ ǘƘŜ ttLΩǎ ǎpouse, significant other, etc. (PPI = Primary Perpetuator 

Involved) 

33. The Notifications tab: 

Used to track people 
who were notified of the 
incident such as family, 
guardian, and SF among 
others. 

 Click the Notifications tab 
and then click in the grey 
area under the 
Notifications tab. 
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34. Notifications: Click the 

Insert icon  to open 
the Wizard. All the 
Relationships listed for the 
individual will be shown. 

 

35. Notifications: Click the 
άhYέ ōǳǘǘƻƴ to add the 
staff member to the list of 
those notified. 

Insert icon  may be used 
repeatedly to enter as many 
people as necessary. 

 

36. Notifications: To enter any 
names that are not listed, 

click the Insert icon  
and click the New button 

 . 

 

37. Notifications: Enter the required information (First Name, Last Name, Date and time notified) or more if you 
know it.  

 

Click the Save icon  and the Save light will change from red  to green  
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38. Notifications: Completed Notifications tab.  

In this example, 1 (of the 2) people that were notified and entered into Gatekeeper are seen. The size of your 

screen window determines how many are visible.   

 

39. WARNING:  

When you are done entering 
all the people that were 
notified and you want to click 

 to exit, you may see the 
following error:  

  

40. WARNING:  

The error message is informing 
you that the Date and/or Time 

 for one 
(or more) of the people that 
you listed is not complete.  
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41. WARNING:  

The image in the upper right 
corner indicates:  

1. There are 2 notification 
records you created 
(i.e. you notified 2 
people):  

2. You are seeing the first 
one:  

3. To see the next one, 
use the DVD icon to 
scroll to the next one: 

 

OR 

You can also use the 
keyboard arrows to 
move up and down:  

 

 

42. The Notes Tab is not 
used.  

 

 

43. /ƭƛŎƪ ǘƘŜ άOthers Involvedέ 
icon to enter all PPIs 
involved in the incident. 
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44. Others Involved: Click the 
insert icon to begin. 

Make sure to check the PPI 
box (if appropriate) and 
then enter information in all 
fields.  If any info is 
unknown, note that in the 
notes but make all attempts 
to find out. 

Repeat process to enter 
additional PPIs.  Do the same 
ŦƻǊ ǿƛǘƴŜǎǎŜǎΣ ƻƴƭȅ ŘƻƴΩǘ ŎƘŜŎƪ 
the PPI box for these. Use 
notes to clarify anything 
important. 

 

45. Others Involved: The 
Roster opens to allow 
picking an employee in the 
system.  

 

46. Others Involved: If the 
person is not in the system 

or is an individual 
served, enter them by 

clicking the  
button. 
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47. Others Involved: The 
Importance field is 
required. 

Type a priority number to rank 
the PPIs. If you are unsure as to 
the rank, enter 1.  

If there are multiple entries 
and you are unsure, enter a 1 
for each entry. 

 Complete the name fields 
as indicated. 

 

Outcomes/Prevention Plan 

If an MUI, enter this: άSF will ensure Formal Prevention Plan Form is completed, implemented, and steps 

included in the MUI Record and My Plan.έ   

If a UI, enter this: ά{C ǿƛƭƭ ŜƴǎǳǊŜ CƻǊƳŀƭ tǊŜǾŜƴǘƛƻƴ tƭŀƴ CƻǊƳ ǿill be completed, implemented, and steps 

included in the My Plan.  

Formal Prevention Plan Forms are not in Gatekeeper but may be attached when completed by SF.  They can 

be found on the HCDDS Intra and Internet Site as part of the incident form.  For MUIs, Investigators will 

either send it direct or refer you to the form on-line. 

48. The Outcomes/Prevention 
Plan  

Click the 
Outcomes/Prevention Plan 
icon. 
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49. Outcomes/Prevention Plan: Enter a brief description of what can be done to avoid the incident the next 
time. 

 

Always click the Save icon  following the entry of new data. 

50. The Notes section is used 
to record Contributing 
Factors about the incident. 

These are factors that were not 
άǘƘŜέ ŎŀǳǎŜ ƻŦ ǘƘŜ ƛƴŎƛŘŜƴǘ ōǳǘ 
contributed to its occurrence.  
Example:  The individual went 
to the hospital due to a fall.  
The cause was he tripped over 
a tile.   Contributing factors 
were that he has recently been 
having trouble seeing, got 
glasses, but did not wear them 
on this occasion. 

Click the Notes icon. 
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51. Notes section: 

 Enter the Contributing 
Factors about the incident. 

 DO NOT ENTER THE 
²hw5{ ά/hb¢wL.¦¢LbD 
C!/¢hw{έ ŀǎ ǿŀǎ ŘƻƴŜ ƻƴ 
previous reports.  

Click Save icon . The Save light will change from red  to green 

 

52. The Attachments section 
is used to attach 
documents, images, etc. 
to the record.  

SFs attach what you want. A 
Prevention Plan Form would 
be good!  

53. Attachments: Click the 
Insert icon to insert the 
document. 

 

54. Attachments: Navigate 
to where the document 
is saved. 

 If the document is on 
your computer, the path 
will start with C$: 
ü C$ ->  
ü Documents and 

Settings -> 
ü Your Windows sign-

on User Name -> 
ü your MyDocuments 

folder ->  
ü ŀƴŘ ǎƻ ƻƴΧ  
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55. Attachments: Highlight 
the document and click 
ǘƘŜ άhǇŜƴέ ōǳǘǘƻƴΦ 

 

56. Attachments: The 
document name will 
default to the saved 
name. 

 Click the Save icon 

 

The Save light will change from 

red  to green 

 

 

57. Attachments: Click the 
ά±ƛŜǿέ ōǳǘǘƻƴ ǘƻ ƻǇŜƴ 
the attachment. 
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58. Attachments: The 
document will open. 

 

Review completed incidents: 

Once an incident is completed and saved, it may be viewed by the originator. If you have a need to see a submitted 
incidnet that you are prevented from viewing, contact MUIP. 

59. To look-up a previously 
created incident report, 
ŎƭƛŎƪ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ 
and click the Filter 

 button. 

 
  

60. Enter the name of the 
individual or pick from the 
list. Then: 

 /ƭƛŎƪ άDŜǘ wŜǎǳƭǘǎέ 

 /ƭƛŎƪ ǘƘŜ άbŀƳŜέ 

 /ƭƛŎƪ ǘƘŜ ±ƛŜǿ LƴŎƛŘŜƴǘέ 
button to bring up the 
incident. 
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61. The incident will display. 

 

  

SENDING MUIs to MUIP Unit 

Once the report is completed and saved, it MUST BE SENT/EMAILED TO MUIP 

62. Click the Quick Print 
Reports icon: 

 

63. Click the Options icon to 
open the Print Options 
window. 

 



  Hamilton County Developmental Disabilities Services  

Gatekeeper Quick Guide ɀ Incident Reports: Community Services 

Page 22 04/24/2010 
Please contact Larry Dannenberg concerning any suggestions/questions in this information. 

 

64. Click the email button. 

 

65. Lƴ ǘƘŜ ά¢ƻΥέ ŦƛŜƭŘΣ ǘȅǇŜ 
MUIP@hamiltondds.org  

 

66. Lƴ ǘƘŜ ά{ǳōƧŜŎǘΥέ ŦƛŜƭŘΣ ǘype 
ƛƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ 
(victim) in the subject line, 
last name first, followed by 
the date of the incident. 

Example: 

ü To: MUIP@hamiltondds.org 
ü Subject:  Doe, John 04/12/10 

In this way, both you and MUIP 
personnel can distinguish one MUI 
from another. 

 

 

mailto:MUIP@hamiltondds.org
mailto:MUIP@hamiltondds.org
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Activating and Receiving Incident Alerts in Gatekeeper  
In order for a staff member to be alerted that an incident report has been created for an individual, 2 

conditions must be satisfied: 1) the individual must be on their case load or on the case load of a staff 

ƳŜƳōŜǊ όŀƴŘ ǘƘŀǘ ǎǘŀŦŦ ƳŜƳōŜǊ Ƴǳǎǘ ōŜ ƻƴ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΩǎ wŜƭŀǘƛƻƴǎƘƛǇ ǇŀƎŜύ ŀƴŘ нύ !ƭŜǊǘǎ Ƴǳǎǘ ōŜ 

activated. 

In the example below, a Director would like to be notified if an incident report is created for any individual 

on the case load of any Hab Spec II at the Center the Director is located. 

Check the Relationships in Gatekeeper  
1. The Director looks up their name in 

Demographics/People   

 

2. The Relationships tab is picked.  

3. In the relationships window, the 

 

button and the  button is 

pressed to show the case load of the 

Director. 
 

4. The Director may view the case load of 

one of the staff by looking them up in 

the People window and clicking the 

 

button and the  button. 

 

5. Alternatively, the Director may view 

their relationship to the staff the 

 button 

and the  button. 

 

 


