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SUMMARY  
This job aid covers how to review and check the SIR Status in Image. 
 

Step Summary Visual 
1  The Stage 2 page is organized in a 

similar fashion to the Stage 1 page.  
Information from the Incident Report 
is auto-filled in the PRELIMINARY 
INFORMATION section, and the rest 
of the form must be completed by an 
Executive Leadership staff member.  

 NOTE: Stages 1 and 2 can be 
completed concurrently. 

 
2  If you’re responsible for completing 

this stage, you’ll begin by entering 
details about the evaluation of the 
incident or injury, as well as any 
recommendations. 
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Step Summary Visual 
3  Then, you’ll need to provide answers 

to and information about these 
questions. 

• Is there a suspicion of abuse or 
neglect? 

• Was a referral made for the 
investigation? 

• Are changes in Incident Types 
required? 

• Was a referral made to HRC, IRC, 
or QC?   

 

 
4  Just as was the case with the Stage 1 

page, your answer to these questions 
will determine if additional fields are 
required. 
For example, if you indicate that a 
referral was made to HRC, the HRC 
Date Notified field becomes active 
and requires input.  
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Step Summary Visual 
5  After you’ve specified whether or not 

an additional follow-up is needed, 
you’ll need to indicate whether 
additional sections of the SIR are 
needed. 
You’ll recall that when the SIR is 
initially created by the Image system, 
only Stages 1 and 2 are required.  
If you indicate that a full SIR is 
needed, this will trigger the system to 
make Stages 3, 4, and 5 active and 
to send an email to the appropriate 
staff to alert them to complete their 
sections of the SIR. 

 NOTE: 
• When a SIR is initially created, only 

Stages 1 and 2 are required. 
• If you check the Full SIR Needed 

checkbox, Stages 3, 4, and 5 will 
become active and require 
completion. 

 

6  If you indicate that only the Nurse 
and Executive Reviews are needed, 
Stages 3, 4, and 5 won’t be required 
to close out the SIR. 
Regardless of your selection, you’ll 
need to enter the rationale for this 
decision.  

7  If a full SIR is needed, you’ll also 
need to indicate when the additional 
sections are due. 
When all fields have been completed, 
select the checkbox to certify that 
the information you have provided is 
correct to the best of your knowledge. 
Then, select the Submit button. 
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