User Guide Sexual Assault

U.S. COAST GUARD
Work Life Information Management System (WIMS)

Sexual Assault Program
User Guide




User Guide Sexual Assault

Table of Contents

HOW t0 Add @ NON EMPIOYEE......c.uiieiecieice ettt ettt sttt e e ettt st e teeseenee e et e stesrenteeneeraeneeneees 3
How to Enter a Sexual ASSAUIL INCIABNT ...........oiiiiiiciciee ettt bt e e es 9
How to Add and Manage a Preventative PLan ... e 14
HOW t0 RUN @ WOTKITE REPOIT......c.eitiiiiieiiieiee e bbbttt sttt 17




User Guide Sexual Assault

How to Add a Non Employee

Use  When there is an incident involving a non-USCG member, they must be added to the
system. The user will take the following actions to add a non-employee.

Pages Name
Address
Personal Details

Extra Details

Step Action
1 | First search to see that the person doesn’t already exist in the system by
navigating to the Non-Employee.

2 e Enter the person’s Last Name and click the Search button.
e |f there are “no matching values found”, select the Add a
New Value tab (Step 3).

e |f the person exists in the system, proceed directly to the
instructions for each program on entering an Incident.

Non-Employee

Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value {_ Add a New Value |

Non-Employee ID: |neginswnhll|
Mame: Ibegmswwlhlll
Last Name: | pegins with > [[smiTH ‘
First Name: |heginswnhL||
Second Name: |begmswwlhll|

Alternate Character Name:l begins with LI |

[~ case Sensitive

Search | Clear |ElaswcSearch [E 2ave Search Criteria

No matching values were found

Find an Existing Value \ Add a New Value

Note: If non-employees share the same first and last name, identify
based on address or other unigue information.
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Step

Action

3 Select the Add button.

Non-Employee

| Eind an Exsting Yaluz | Add a New Value |

Non-Employee ID:|00000000001

Add

Find an Existing Yalug | Add a New Value

Upon Save, the system will automatically generate the Non-Employee
ID number. Please do NOT type one in.

Select the Edit Name hyperlink to add the persons name to the system.

Name | Address | PersonalDetails | ExtraDetails |

Non-Empl 1D: 00000000000

“Name Format; | English =

HName:

EditName

Enter the First Name, Middle Name (if known) and the Last

Name into each field provided.
Prefix and Suffix are optional fields.

Edit Name
Prefiy: ([
First Name: Kelly Middle Name:
Last Name: Kathy
Suffix: hd
Refresh Name | Display Name: Kelly Kathy
Formal Name: Kelly kathy
Name; Kathy Kelly L
OK | Cancel | Retreshl

——

Click the OK button
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Step Action

5 | Select the Address tab.

e Country defaults to USA. You can click on the <
magnification glass icon to change the Country if it is one
other than the USA default.

e Click on the Edit Address hyperlink

Dt Window | Helg | Gustam

Kaluy Kell Hon-Empllx 40030030000

[ - Netity | 7 Retreat A F UptuieTanplay |

[ame | Asdress | Ba Eitra Desans

On the Edit Address page, enter the following information
e Address is the street address (and apt if applicable) for the
non-employee.
o City
e State: Use the two letter postal abbreviation for the state or
click on the “umagnification glass icon and choose State.
e Postal is the five-digit zip code (if known).

Edit Address

Country: United States Change Country

Address 1: |1234 South Kensington Street Apt. 987

Address 22 |

Address 3t |

City: |Arlmgmn State: |VA Q Virginia Postal:| 22202
County: I
oK Cancel

e Select the OK button.

Note: Do not use Address 2, Address 3 or the County fields.
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Step

Action

6

Select the Phone hyperlink at the bottom of the Address tab to enter

the phone number (if known).

[ Name " Address Y Personal Defails  Exra Details '

Name:
Kalus Kelly

Country: USA @ United States

Arlington VA 22202

Phone

[& save | [=] Hotify | | 7 Refresh

Mame | Address | Personal Details | Exira Details

Address: 1234 Main Street, Apt# 34BC

Non-EmpliD: 00000000000

Edit Address

Ehyadd | Fu

e Select the Phone Type,

i.e., Work or Home, by selecting the

down arrow and select from one of the options presented.
e

00000000000

*Phone Type Telephone

14

Customize |Find | B First [4] 4 or4 [F] Last

Business
Campus Refresh
— Dormitory
FAX
Home
Home Fax
Main
Mabile
Other
Pager1
Pager 2
Telex
Work Cell
Work Fax

FH =

¢ Inthe Telephone field after selecting the phone type, enter the
phone number without any special characters (8027851234).
The number will be reformatted automatically.

e Click on the “+” or “-* buttons to add or delete telephone

Mew Window |
00000000000
Customize | Find | 8 First 4] 1 or1 [F] Last
ZPhone Type Telephone
Home =1 [so2i785-1234 =1
ok | cancel | mefresn |

Select the OK button when finished adding or deleting numbers.
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Step

Action

7

Click the Personal Details tab. There are only two fields being used on
this page for non-employees: Birthdate and Gender.

e In the Birthdate field, enter the birth month, day and year

(092468)
tama S i Personal Detas | Ejira Dafals
s Ka Mos.EmEAc: (000000000 9
Bermndate: [— _ o P
Data of Deat: = e e B
...... e [
Teogrpie
M [TACEA Emmacs
Supenisor I  —- §

e Select radio button for Gender (Male, Female or Unknown)

note: do not enter data in the other fields)
[ Mame | Address | Personal Details | Exira Delails |

Gerald Henry Theodore Non-EmpliD: 00000000001

Birthdate: [ozr2arz2008~

Date of Death: © Wale @ Female " Unknown
Business Title: |

Employer: |

Business Unit: IMQ Global Business Institute BL

Department: l—Q

Supenvisor ID: I—Q

B seve | QRetunto earch | <l Frevious in Lit | |+ hestin List | E]Natty | | Retresh

Narne | Address | Personal Details | Extra Details

e Select the Save button.
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Step

Action

8

Click the Extra Details tab to enter additional contact information.

&

/ MName | Address | PersonalDetails | Extra Details |

Hame:Kalus Kelly Hon-EmplID: 00001924008
Extra Address  |Kellv.kalus@tmz.com LI
Information: . |P0 Bax 123, Arington, vA 22202

B save | [E]notity | L Refresh B Add Update/Display |

Narme | Address | Personal Details | Extra Details

e Select the Save button.

Note: After saving, the Non-EmplID will be assigned and displayed.
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How to Enter a Sexual Assault Incident

Use When there is an allegation of Sexual Assault the incident is entered into the
system. All people involved are associated with the incident, services provided
and action plans recorded. The user will add the Incident Details following the
steps outlined below.

Prerequisites Non-Employees (if applicable)

Pages e Incident
e Notification
e Description
e People
Step Action
1

To add a new incident, click on Incident Details:

Worklife Program -}
| Incident Details | Identify Carr/Prevent Actions

Add/Modify Non-Employee Emplovee Incident Summary

Add Action Request Report Manager
Worklife Reports -]
(aze Owner Incidents Report Member Incidents Report

e Select the Add a New Value tab.

Incident Details

/ Find an Existing Yalug | Add a New Value

Incident Number: |puunnuut

Add

Find an Existing Yalue | Add a Mew Yalue

e Click on the Add button. The system automatically assigns an incident number.
Please do not enter a number for a new incident.
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Step

Action

3

On the Incident tab, do the following:

Incident Date: Enter without special characters in MMDDYYYY format, or
use the calendar icon to select the date. The formatting is automatic upon saving
or tabbing to the next field. The Incident Date must be the earliest date of any
occurrence regarding this incident. When you get to the Notification tab, you
will be prompted to enter a notification date. This notification date cannot be
earlier than the Incident Date.
Incident Type: From the drop down option, the options are:

» SA — Restricted

» SA - Unrestricted
Incident Time and time zone: This is a required field so if the time is
unknown, check the field of Time Undetermined box. Please do not check the
Time Undetermined box AND enter a time. Use only one or the other.
Resulted in Injury or Illness: This is a required field. Check the box.
Is this a Recurrence: If applicable, check the box.
Investigated: If applicable, check the box.

/" Incident Y Mofification | Description | Location Y Peaple |

Incident Number: 00000000 5]

*Incident Date: 0712212010 5
*Incident Type: [cism =l
Incident Time: IF'ST ~| ¥ Time Undetermined

Regulatory Region: UsA U United States

I Is This a Recurrence
I Resuited in Injury or liness
™ Investigated

B Savel [=] Notify | Er Add A

Incident | Motification | Description | Location | People

Click the Save button.

5 Use the Notepad to enter any additional information on the incident. To
access the Notepad, click the icon. Please refer to the instructions on ““How to
Use the Notepad.”

Note: You must save prior to using the Notepad otherwise the note created will not
be attached to the Incident.

10
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Step

Action

4 | Select the Notification tab and enter the following data:

Date Reported: This cannot be a date earlier than the Incident Date.

Time Reported: Enter as military time and upon save it will be formatted to
regular time and AM/PM. If unknown, leave the field blank.

Reported To EmplID: Click on the magnifying glass icon <, and choose the
person that the incident was reported to initially. If unknown, leave the field
blank.

Reported By EmplID: Click on the magnifying glass icon <, and choose the
EAPC entering and managing the incident.

Reported By Non-EmplID: Leave blank. Please do not use for Sexual Assault
cases.

Date Recorded: Keep the default date (today’s date).

Time Recorded: Enter time as military time and upon save it will be formatted
to regular time and AM/PM.

[ Incident | Notification {_Description | People

Incident Number: 00000000  Date: 07/23/2010 SA - Restricted

Date Reported: M [5

Time Reported: l—

Reported To EmpliD: [toooozs @ Rabert Raby
Reported By EmplID: [roooozz @ Frederick Pitts
Reported By Non-EmpiD: [ | @

Date Recorded: 07/23/2010
Time Recorded:

11
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Step Action
Select the Description tab, and type in the Medical and Forensic Information in the
large text box.
[ Incident ) Nofification | Description | People
Code: l_
enter information in this text box about the incident :l
=
Eﬂsavel ElNcmfyl B Add Uuuatamisulayl
e Click the Save button.
Note: Any data entered in this test box will appear in the Incident Report.
6 | Select the People tab to add BOTH the Alleged Offender(s) and the Victim(s) to an

incident.
e Select the EmplID or Non-EmplID (refer to instruction on ““How to Add a Non
Employee™) by clicking on the magnifying glass icon <. next to the field.

Hinee Winglow | Helo | 4

Incident Desaighon | People |

Incident Humber: 00000000 Date: 07232010 Incident Type: 54 - Resriced

Peopia Connacted 1o this Incident
Empix [ a
Hon Emplitk:
Role: [—L| I under The Influence OF Drugs

I Seif Reterral
I” Command Reterral

=] Generste Form

Comment
& seve | = ey | Wyaos | Flucamesacey

e click on the Name hyperlink from the lists presented.

Look Up EmpliD

12
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Step

Action

e Select the Role for the person added to the system by using the drop down list
and selecting either:
» Alleged Offender
» Victim

e Select the Under the Influence of Drugs (if applicable) - the list of Drug
Classes will not be displayed until the box is check.

o Select the Drug Class from the drop down list, the choices are:
» Alcohol
» Drugs
» Drugs Rx

Incident Naotification Description People

Incident Number: 00000000  Date: 07/23/2010 Incident Type: SA - Restricted

Peaple Connected to this Incident Find | View All__First [4] 4 of 4 [M] L ast
EmplID: 1000024 @ RogerBean Empl Redhbr| 03 =
Role: Alleged Offender =l ¥ Under The Influence Of Drugs Drug Class: | Alcohol =l

Causes Customize | Find | view A1l | 88 First [] 1 or1 ] Last -
Substance Abuse Causes - Self Referral
Command Referral
1] = F =
Edit Address
Comment: | ;I Form: I =l Generate Form
B save | =] Notify B Add Update/Dispid

|| Incident | Motification | Description | People

e Click the Save button

e Click the [+] button to another EmplID or Non-EmplID’s and following the
above steps.

To proceed, click the Home hyperlink in the top right corner of to return to Portal,
Work Life Program pagelet to continue, or select the Sign Out hyperlink. It is helpful
for later activities to write down the incident number and type.

13
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Use

Prerequisites

Pages

How to Add and Manage a Preventative Plan

The primary purpose of the Preventative Plan is to create and manage an
Action Plan in response to a Sexual Assault Incident for a Victim(s) and/or the
Alleged Offender(s).

¢ Incident Details

e Preventative

Step

Action

1 | Inthe WorkLife Program pagelet click on the Identify Corr/Prevent
Actions hyperlink to create a Preventative Plan associated with the Incident

Worklife Program

Incident Detailz ldentify Corr/Prevent Actions
Add/Medify Mon-Emplovee Work-Life User Guides
Office of Work-Life Report Manager

If known, enter the incident number and click the Search button.

If not known, select SA-Restricted or SA-Unrestricted for the Incident
Type, leave the Incident Number field blank and click the search button
and select the correct incident from the list. This can generate a lot of
results, so it is better to have the incident number.

Identify Corr/Prevent Actions
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Incident Number:| begins with ;I |
Incident Type: | = | |sA-Resticted B3|

Search | Clear |Elasic Search Save Search Criteria

Click on the Search button.
Select the correct incident from the list.

14
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Step

Action

2

Type (Step 1):

¢ On the Preventative Page, click on the magnifying glass icon 2 to choose the
Hazard type.

[T [

Incident Number: 70000014 Date: 07/23/2010

SA - Restricted

First (4] 1 ora (M Last

Find | View All

Preventative Actions

HE
First [ 1 or 1 ] Last

Find | View All

*Action Sequence: F FHE
Category: I ;I
Responsible ID: l—Q
*Status: [Recommended =
Action: I é’
Estimated:] B acwat| B
The options for the Sexual Assault Program and must be the SAME as the Incident
e SXRS
0 Cause: SA — Restricted Reporting (defaults from Hazard
Code entered)
e SXUN

0 Cause: SA - Unrestricted Reporting (defaults from Hazard

Code entered)
E
Search Results
1-20 of 20
Hazard ID Hazard Type Description Hazardous Class Hazardous Division|
CHLDA Condition  Child Abuse (blank) (blank)
CHLDM Condition  Child Meglect (blank) (blank)
CISMA Condition  CISM - Major Disaster (blank) (blank)
ClsMZ  Condition CISM - Operational - ©G (blank) (blank)
ClEM3 Condition  CISM - Operational - Mon CG (blank) (blank)
ClEM4  Condition CISM-Mon Operational - C& (blank) (blank)
CISM5  Condition  CISM-Mon Operational. Non ©G (blank) (blank)
EAPC Condition Emp Asst-Provider Complaint  (blank) (blank)
EAVM Condition Emp Asst-Vendor Complaint  (blank) (blank)
FARTA  Condition Partner Abuse (blank) (blank)
SKRS Condition  SA-Restricted Reporting (blank) (blank)
SxUM Condition  SA-Unrestricted Reporting (blank) (blank)

15
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Step

Action

3

Select from the Category by clicking on the down arrow and choose an option
associated to the Cause (Step 2). For the Sexual Assault Program the options are:
» Referrals
» Other Support Services
o Enter the Responsible ID by clicking on the ©umagnifying glass icon to select the
USCG Member EmplID responsible for the actions entered for each (this step is
optional).

Note: If the person is someone other than a USCG member, type in the name
and information into the Action text box.
e Select the Status field to indicate the status of each Action Sequence. The system
options are:
» InProgress
» Completed
» Recommended
» Existing
» Planned
e Type in the details of the plan in the Action text box.
e Enter the Completion Date information by entering a date or selecting the calendar
icon next to the Estimated and Actual fields.

Note: Until the Status of all Preventative Action(s) has been closed and the date
entered, the incident remains open. A closed incident is purged from the system 3 years
from the closed date.

Preventative

Incident Humber: 70000014  Date: 07/23/2010 SA- Restricted

Find | View Al First [ 1 ar1 [M Last

*Action Sequence: F [=1
Category: [Referrals =l

Responsible D:  |1000031 Q Gerald Parr

~Status: [inProgress =]

Action: indicate the specific actions here ﬂ

Estimated: [07/302070 5 actat] W
e Click on the Save button when you have finished with the Action Sequence 1.

e To add additional Preventative Actions, select the [+] in the right corner and
follow the steps above.
Note: You can have one hazard with multiple Preventative Actions.

To proceed, click the Home hyperlink in the top right corner of to return to Portal,
Work Life Program pagelet to continue, or select the Sign Out hyperlink. It is helpful
for later activities to write down the incident number.

16
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How to Run a Worklife Report

Use Worklife Report hyperlinks are housed in the Worklife Reports pagelet. Click on the
hyperlink of the desired report to run and retrieve the output. Descriptions of the
reports accessible to the Worklife Family Advocacy User are located below.

Prerequisites e [Incident Details
e Correct Plan

Portal Link/Report Title

Description

Incidents without Close Dates

This query generates a list of Incidents that have an open status. The
Close Date field is blank on the Claims page. The Manage Claims
components main function is to maintain the status of an Incident
and the Assignment Flag tied to a member.

Member Incidents Report

This query generates a list of Incidents by members who are
associated with an Incident. The system will prompt you for an
EmplID of the Member you want to run the report for.

17
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Step

Action

1

In the Worklife Reports pagelet click on the Case Owner Incident Report
hyperlink:

Worklife Program -
Incident Detais identify Corr/Prevent Actions

Add/Modify Non-Emplovee Emplovee Incident Summary

Add Action Reguest Report Manager

Worklife Reports

Caze Owner Incidents Report Member Incidents Report

A prompt will pop up in a new window.

Reported By EmpliD{Case Owner): I Q
View Results |

. Incident # Incident Type Date Reported Incident Date Report By m Incident Time

e Enter the Reported By EmplID (Case Owner):
e Click View Results

The report output will display in the following format

Reported By EmpliD(Case Ovmer): [[1125301 Q

View Results

Download results in :  Excel SpreadSheet CSV TextFile (1 kb)

1-Gofd
[ nccent# | incidentType | Date Reported | cientDate | Reporty | Mame | ncidentTme |
1_ 00013426 Special Meeds 10/07/1998 10/07/1998 1125801 MARTA DEMCHFIELD
2 |00015159 Special Needs 11/05/2002 11/05/2002 1125801 MARTA DENCHFIELD
3 |00015196 Special Meeds 1142172002 1142172002 1125801 MARTA DEMCHFIELD
4 |00015359 Special Meeds 03/05/2003 03/05/2003 1125801 MARTA DEMCHFIELD
5 |00015219 Special Meeds 12/03/2002 120312002 1125801 MARTA DEMCHFIELD
6 |00013982 Special Needs 01/03/2000 01/03/2000 1125801 MARTA DENCHFIELD

18
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Action

Step
1

In the Worklife Reports pagelet click on the Member Incidents Report hyperlink:

Worklife Program =

Incident Details identify Corr/Prevent Actions

Emplovee Incident Summary

Add/Modify Non-Employvee
Add Action Reguest Report Manager

Worklife Reports -

Case Owner Incidents Report Member Incidents Report

A prompt will pop up in a new window.

Member EmpliD: || Q
View Results |

l Incident # Incident Type Incident Date Report By mwmw Department

e Enter the Member EmplID:
e Click View Results

The report output will display in the following format

Member EmpliD: |1125801 Q
View Results |

Mo matching values were found.
| | incident# | _IncidentType | incidentDate | ReportBy | Name | WemberiD | Name | DeptD | Department |
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