
 

Special Incident Report (SIR) 

The Special Incident Report (SIR) will allow the regional center staff or vendor staff to prepare 

a document detailing a special incident involving a person being served by the Regional Center. 

Vendors may create and submit an SIR using the Service Provider Portal.  

The SIR can be accessed by right-

clicking a client from the Welcome 

Screen and then selecting 

.  

 

The On-Call Search section will 

also allow the user to access the 

SIR by entering the 

and then selecting  

from the drop-down list.  

 



 

The SIR can also be accessed from 

the Navigation tab, under Special 

Incident – Lvl 1 > Update SIRs. 

 

The Special Incident History 

screen will display any prior 

incidents documented in SANDIS. 

To start a new SIR, click 

.  

 

To select an , 

click .  

 



 

The pop-up window will display 

the incident type codes. The first 

column shows the description of 

the incident and the second 

column displays if the incident is 

reportable (R) to DDS or non-

reportable (N).  

 

Select one or multiple incident 

types, and then click  .  

 

Fill in the Incident Date, Incident 

Time, Vendor Dates, and Report 

Date. Then click .  

 



 

Continue to fill in the empty fields on 

the next Incident Detail Data Screen. 

Select whether or not Medical 

Care/Treatment was required, the 

Alleged Perpetrator Relationship, 

the Incident Location and the 

Vendor# at Time of Incident. 

Additionally, check any Other 

Agencies Notified and/or Involved at 

the bottom of the screen. Then click 

. 
 

Click  to view any 

existing entries for Description of 

Incident or Specific Preventative 

Action Taken or Planned by RC. 

To make an edit or a change, click 

on .  

 



 

Edit the text box with a 

description of the incident.  

The font size can also be modified: 

 

Select  to check for 

misspelled words.  

Select  when finished. 

 
 

Fill in the Outcomes Information 

Screen by selecting Regional 

Center Actions and Vendor 

Actions. Click . 

 



 

Continue to fill in the Outcomes 

Information Screen by selecting 

Licensing Actions, CPS/APS/Long 

Term Care Ombudsman Actions 

and/or Law Enforcement Actions. 

Click . 

 

The last SIR screen will display the 

Follow-Up Date information, 

Coroner’s Findings, and 

Comments section. Enter the 

information as needed. Click 

 to go back to the SIR 

History Screen. 

 

The SIR will display a BLANK status 

indicating it’s a NEW incident. To 

submit the SIR, right-click the 

report and click .  

 



 

An email pop-up will display 

allowing the user to notify their 

supervisor to review and then 

approve the SIR.  

 

The T19 Note Prompt will allow 

the user to create an automatic 

note if desired. If not, click 

.  

 

After submitting the SIR, the 

status of the report will display a 

letter B. Here are the different 

letters that might display under 

the status column:  

V = Vendor SIR 

BLANK = New SIR at Level 1 

B = Marked approved at Level 1 

C = Marked approved at Level 2 
 



 

D = Marked approved at Level 3 

E = Marked approved at Level 4 

T = Marked approved at Level 5 
(ready to transmit to DDS)  

Regional Center can choose the 

number of levels depending on 

their current processes.  

Right-clicking the report will 

display multiple options such as 

Change, Open, Print and View. 

Change can only be done on an 

SIR which has not been submitted 

for approval (BLANK status). 

Delete is used if the SIR has not 

been Approved and Transmitted.  

Retract is used once an SIR has 

been submitted to 1st level or 

approved by the 1st level.  

Reject is only done by the 1st level 

or higher for an SIR that was 

submitted but needs to be 

returned for changes. 

 

 


