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Module 1:
Introduction

Purpose of this Job Aid

This job aid provides an overview of the modernized Family Assessment and Service Plan (FASP)
and Service Plan Review (SPR) windows in CONNECTIONS, as well as the system changes that
support the Preventing Sex Trafficking and Strengthening Families Act. It includes step-by-step
instructions for certain tasks (e.g., navigating to specific windows) and is intended for all workers who
need to become familiar with the changes to the FASP and SPR windows, and/or with the new
functionality that supports the Preventing Sex Trafficking and Strengthening Families Act.

This job aid focuses on how to navigate, view, and record information on the following windows:

Family Assessment and Service Plan
Tracked Children Detail
Specific FASP components:
= Family Assessment
= Foster Care Issues
= Programmatic Eligibility
= Service Plan
Check FASP Detail
Removal Update
Service Plan Review
SPR Scheduling
Invitees
SPR Summary
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Any visible identifying data in this
document is fictitious and used for
training purposes only. Window layout
and content (e.g., field names) in
CONNECTIONS Production upon
implementation may differ from the
images in this document.

The following functionality that supports the Preventing Sex Trafficking and Strengthening Families
Act is also discussed:

edits that ensure the completion of the Sex Trafficking Screening window

changes to the availability of the “Place in another planned living arrangement” Permanency
Planning Goal (PPG)—commonly referred to as “APPLA”

the new Essential Documents tab on the Tracked Children Detail window

the new Bill of Rights window
the new Missing Child window

This job aid assumes familiarity with the Family Services Stage (FSS) and Family
Assessment and Service Plan (FASP), as well as the Investigation (INV) and Family As-
sessment and Response (FAR) stages and will focus primarily on navigation and window

design. If additional training is needed, please follow up with your Staff Development
Coordinator. Additional resources will be reviewed in the last module.

&
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Module 2:
Reviewing the Modernized Family Assessment and
Service Plan and Tracked Children Detail Windows

Overview of the Modernized Family Assessment and Service Plan and
Tracked Children Detail Windows
When Phase 4 of the FSS modernization is implemented, the existing Family Assessment & Service

Plan and Tracked Children Detail windows in CONNECTIONS will be replaced with versions that look
and function similarly to other modernized windows such as the Person List and Progress Notes.

The FASP will continue to serve as the method of documenting N

assessments of family and child functioning, strengths, and needs. 3\}’&-

The methods of accessing the FASP will remain the same. Likewise, S\V{/}?

the security for accessing and modifying information in the FASP and \‘(‘f

the paths to access FASP components will remain the same. T Sedies 2
Review is discussed in

Accessing the Family Assessment and Service Plan Window Module 6.

1 On the My Workload tab, select the appropriate FSS stage.
The Stage Actions section of the NAVIGATION PANE displays.

MNEW
TORK
STATE

Office of Children CONNECTIONS o -
and Famlly Services Personalization Help/Training Log Out

WORKLOAD & TO-DOs REPORTS WINDOWS MANAGER M —Search/Maintain- »
B Print Screen

G 3
—— - l My Workload My To-Dos

NAVIGATION
PANE Tnew [+ [stocame [sta0e [Type [Rote [stage 10 [Casc 10 [ County [npcney [startDote  [Ausbomed— ont: |
e sl [ne Lt [ Lot Loty s Lototone it _one

Stage Actions S

Count = 1 of 15

Service Plan Review
Permanency
Education

Unlink FSS

Case To-Dos Stage Events

Qutside Participants 0202412016

Family Relationship Matrix (C)

Close Stage == _———7777%m
Change Stage Type —e—e—ee—eeeeeeee e ———————
Tracked Children

Missing Child

Sex Trafficking Screening

[ A 01/22/2016 29971662  Collins,Kristy DE DB

I To-Do Options

New
Detail
Delete

I = Sensitive * =Required $ =AFCARS « =DataBxists (IC)=Complete § =Read-Only Mode & = Unsaved Changes

2 Click the FASP link in the NAVIGATION PANE.
The Family Assessment and Service Plan window displays.
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Exploring the Window

The modernized Family Assessment and Service Plan window will continue to have familiar elements
such as the FASP Tree, CID (Case Initiation Date) Trigger Dates section, and person grid. The title
bar will continue to display the window name, Stage Name, and Stage ID and Case ID numbers.
When the FASP is accessed in read-only mode, the title bar will also display “[Read Only].”

& Family Assessment and Service Plan - Collins, Knisty - 5:2997166 2] C:259845332 TIt'e bar

NAVIGATION
PANE

: Applic CID Trigger
FASP Tree e Dates
: ; ' section

&3 FASP Type | Status

*NEW*
| Dutputs % | FASP History

| Help

F 02A19/1984

(C) = Complete i = Read-Only Mode ¥ = Unsaved Changes

In the NAVIGATION PANE, links will replace buttons, drop-down fields, and menu options that are on
the current window. These links will include:

e Launch New FASP
e | aunch Plan Amendment g
e Add a Component
) The new Bill of Rights window
e Detail will be discussed in Module 6:

Understanding the New
Functionality that Supports the
e Check FASP Detail Preventing Sex Trafficking and
Strengthening Families Act.

e Removal Update

e Status Changes

e Tracked Children
e Bill of Rights

Changes to the CONNECTIONS Family Services Stage (FSS) - Phase 4 Job Aid Page 3
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Upon window entry, the FASP Tree will be empty if there is

no in-process or pending FASP or Plan Amendment. The CID
Trigger Dates section will continue to be where the CID for
an FSS stage is calculated using the earliest of four trigger dates.

The New FASP History Grid

All FASPs listed in the FASP tree of the current window will be
listed in the FASP History grid on the modernized window.

This grid will be used to launch new FASPs, view an in-process
FASP, and view previously completed FASPs. The following

O A
LN\
\Z2~
= S
>
For more information on the require-
ments to launch a FASP, refer to the
OCEFS Intranet site for descriptions
of available trainings. See the last
module for information on how to

access the Training link.

columns will display in the grid: FASP Type, Status, and Date. The Date column will reflect the
date the FASP is due or the date the FASP was approved, respectively.

To launch a FASP, you will select the FASP with the status “Not
Launched” in the FASP History grid and click the Launch New
FASP link in the NAVIGATION PANE. This will populate the
FASP Tree with the nodes and sub-nodes for that FASP. If there
is no “Initial,” “Comprehensive,” or “Reassessment” FASP
available, you will be able to launch a Plan Amendment using
the Launch Plan Amendment link.

&5

The requirements to launch a FASP
will not change.

To view an approved FASP, you will select it in the grid and click the Detail link in the NAVIGATION

PANE.

Launching a New FASP
1 On the Family Assessment

& Family Assessment and Service Plan - Collins, Kristy - S:2997 1662/ C:25984533

and Service Plan window,
select a FASP that has not
been launched from the
FASP History grid.

The Launch New FASP
link enables in the i
NAVIGATION PANE. i

Status Changes
Traechoed Chaldren

2 Click the Launch New 6 of Fighea

PASP link. e —
The status of the FASP FASP Dutputs |
changes to “In Process” in e
the FASP History grid and

the FASP Tree populates
with the nodes and sub-nodes for the selected FASP.

The Person Grid

Below the FASP History grid, the existing person grid will display
with the following columns: Name, Sex, DOB (Date of Birth),
Age, PPG( Permanency Planning Goal), Program Choice 1,
Program Choice 2, Program Choice 3, Associated Worker,
Person ID, and CIN (Client Identification Number). The grid
functionality gives you the ability to change the order of the
columns, which may be helpful when capturing screen prints.

Changes to the CONNECTIONS Family Services Stage (FSS) - Phase 4 Job Aid

Professional Development Program

The Print Screen link is available
to generate a printed copy of
the window.
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& Family Assessment and Service Plan - Collins, Kristy - 5:29971662/C:25984522 (=10 [*]

-

| Mr_'l PPG Program O =

F o 021901984 i
e = e e

| = Sengitive  * = Fequited & = AFCARS o = DataExists (C) = Complete [ = Fead-Only Mode o = Unzaved Changes

The FASP Tree

All nodes/sub-nodes listed in the FASP Tree will be enabled/
disabled according to the same rules used in the current window.
Clicking a node/sub-node will display the window for that
component. A red asterisk (*) will be used to indicate the A selection of FASP components
nodes/sub-nodes that are required. will be reviewed in Module 3.

Viewing Details of an Approved FASP

1 Onthe Family Assessment and G Family Assessment and Service Plan - Collins,Kristy - 5:29971662/C:25984522
Service Plan window, select an
approved FASP from the FASP

History grid.
The Detail link enables in the

NAVIGATION PANE. >

2 Click the Detail link in the
NAVIGATION PANE.
The FASP opens in PDF format

and can be viewed or printed. £[FASPType |Status | Date
———————————

Changes to the CONNECTIONS Family Services Stage (FSS) - Phase 4 Job Aid Page 5
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The Tracked Children Detail Window N
The Tracked Children Detail window will continue to allow you to record \\%7%
critical information about children specific to their goals and which 2=
programs and services they are receiving. It supports continuity of -
planning, since the information recorded remains with the child for as The Tracked Children
long as that child is known to the child welfare system. link is also available from
the My Workload tab.
To access the Tracked Children Detail window, you can click the

Tracked Children link in the NAVIGATION PANE of the Family
Assessment and Service Plan window.

Accessing the Tracked Children Detail Window within the Family Assessment and
Service Plan Window

1 On the Family Assessment and Service Plan window, click the Tracked Children link in the
NAVIGATION PANE.

The Tracked Children Detail window displays with the Program Choice/PPG tab in focus.

& Tracked Children Detail - Collams Kristy - S:2997 1662/ 25584523

 —

Program Chadce/PPG | Maoement Information

B | Age | PP

[T Collims,Patrick M 04/32/2003 12 Relwrn o Parent FProbective
[T Coltirs,Sam F 04/ 08 2006 10 Return to Parent  Protective

NAVIGATION ™ Collime_Kimberty F  08/16/2007 8 Relurn lo Parent Protective
PANE e ' : — .

Tracked Children Detail - Collins Kristy - 5:27200051/C:37200027

: = Complete  § = Fead-Only Mode o = Unsaved Changes

current window

Exploring the Window

In the modernized window, you will notice the title bar and NAVIGATION PANE along with the
familiar tabs (Program Choice/PPG, Placement Information, Associate Worker, and Removal
Information), as well as the new Essential Documents tab.

Changes to the CONNECTIONS Family Services Stage (FSS) - Phase 4 Job Aid Page 6
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&  Tracked Children Detail - Collims Kristy - S:2997 1662 C: 25984523

—

i |
e | Program Chodce/PPG | Placement information | Associate Worker | Removal Information | Essential Documents

Oplticsne e ¥
View A8 &M mame  [sex[oos  [age[rrc

iews &l Prog ChoicaPPG W

|""=‘P | [T Collims,Patrick M O4/X2/2003 12 Return to Parent Frotective
T | Coltirs,Sam F | 0408/ 2006 10 Return to Parent  Protective
[T Collins. Kimberly  F 08/ 1643007 8 Redurn to Parent  Protectie

[

Upon opening the Tracked Children Detail window, the Program Choice/PPG tab will be active. The
default view will be “View Active/View Active Program Choice/PPG.” There will be an enhanced view
option called “View All.” Clicking the View All link in the NAVIGATION PANE will allow you to view the

history of Program Choices and
Permanency Planning Goals of @ Tracked Children Detail - Collins, Kristy - S:29971662/(:25984522

end-dated stage members.

Clicking the pin icon at the top _
of the NAVIGATION PANE will ————— —_—
minimize the pane, allowing you

to see more of the of the
window’s content.

£2 | Program Choice | Eff Date | End Date

C Placement 01/25/2016

The End date and the Anticipated iz 12/30/2014

Completion date fields will no
longer default to the FASP due
date, but will instead be blank. A
Delete button will be added to
the Program Choice/PPG tab,
which will allow you to delete rows
that have not yet been saved.

ANVd NOLLVOIAVN

The “Place in another planned living arrangement” PPG (commonly
known as “APPLA”) will no longer be a valid selection for a child in foster
care who is under 16 years old. Refer to Module 6 for more information.
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Modifying a Child’s Program Choice and Permanency Planning Goal

1 On the Tracked Children Detail window, with the Program Choice/PPG tab in focus, select a child
from the grid.
The Program Choice Information and Permanency Planning Goal (PPG)

Information sections display below the grid. %

2 Select an item from the grid and then record new dates in the Effective
and End date fields.
The Modify button will enable. Slemne e ek e

3 Click the Modify button. process will not change.
The Program Choice and/or PPG will display in the grid with the date(s).

The Placement Information Tab

The Placement Information tab displays information recorded on the Activities window, as well as
location detail recorded in CONNECTIONS. This tab will remain nearly the same; however, when
alternate information exists in CONNECTIONS, you will click the CONNECTIONS Placement Data
link in the NAVIGATION PANE instead of the current View/Edit button. Clicking the link will open the
Location Detail window.

& Tradked Children Detail - Collins, Kristy - 5229971662 C:25984522

! = Semsitive  * = Requited & = AFCARS o = Data Bxute (C) = Complete [ = Fead-Only Mode o = Unsaved Changes
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The Associate Worker Tab

Tracked Children Detail - Collins, Kristy - 529971662/ C:25984522

The Associate Worker tab will continue
to be used to associate assigned
Caseworkers to specific children in the
stage. Associating a Caseworker to a
child indicates that the worker needs
access to record in the Foster Care
Issues and/or Child Scales components

(of the FASP) for the child(ren).

The Associate Worker tab will function
the same as it does currently; however,
the Select All checkbox has been re-
placed with the multi-select functionality
in the child list grid. To select all
children, you will click the checkbox
in the column header.

Associaie

The Removal Information Tab

The most notable change to the Removal Information tab will be the New button. Clicking the button
will display Date of Physical Removal and Type of Legal Event Associated with Removal drop-down
fields, as well as the Condition Associated with Child’s Removal grid. The process of invalidating a
removal remains the same; however, the Invalid checkbox will now display at the bottom of the tab
instead of within the grid.

& Tracked Children Detall - Collins, Kristy - $:29971662/C:25984522

Program Choice/PPG | Placement Information | Associate Worker | Removal Information | Essential Documents

£2 | Name | sex | o8 | Age | PPG | Program Choice 1| Program Choice 2 | Program Choice 3 | Associated Worker | P

Collins,Kimberty F  09/13/2004 11

z
S
<
e
>
Q
2
>
2

g4 | Inv | Removal Date Legal Event Date Saved _I Condition Associated with Child's Removal
Child's Behavior Problem

Child's Dizability

Death of Parent(s)

Drug Abuse (Child)

!=Sensitive * =Required $ = AFCARS = DataBxists (C)=Complete § =Read-OnlyMode f = Unsaved Changes
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The Essential Documents Tab

€@ Tracked Children Detall - Collins, Kristy - S:29971662/C:25984522

> ColinsPatick M 1220199 16 RetumtoParent Placement  Protecthe &
»

z
>
S
2
~
o
2
>
*

1= Sensitive * =Required $ =AFCARS + = DataExists (C)=Complete § = Read-Only Mode #f = Unsaved Changes

The Essential Documents tab supports the Preventing Sex Trafficking and Strengthening Families Act.
It is intended to help ensure that foster children age 18 and older who are aging out of foster care are
provided with the essential documentation necessary for their transition to adulthood. This includes
their birth certificate, Social Security card, state ID or driver’s license, medical and education records,
and health insurance information. The information you record here carries over to the Permanency
Hearing Report.

As you complete this tab, selecting a No radio button will require you to
record a comment explaining your response.

This tab is also covered
briefly in Module 6.

Changes to the CONNECTIONS Family Services Stage (FSS) - Phase 4 Job Aid Page 10
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Module 3:
Completing the FASP Components

CONNECTIONS customizes the FASP to include specific components,
depending on the Program Choice, the PPG and the age(s) of the
tracked child(ren). The FASP tree displays only the components that
are applicable to that particular case. Remember, all required
components of the FASP are now indicated with a red asterisk (*).

Family Assessment Node

A Safety (CPS) sub-node is created on the FASP Tree when any one
of the children in the FSS stage has a Program Choice of “Protective.”
Safety (Non-CPS) is available for “Preventive” Program Choices
or via the Add A Component link.

The Safety Assessment Window

The Safety Assessment window continues to be where you will record
Safety Factors, a Safety Decision, and a Safety Plan, which may or may
not include Parent/Caretaker Actions and Controlling Interventions.

& Safety Assessment - Collins, Kristy - S:2997 16632 (225984523

Safety Definitions
will be accessible

Via a Imk in the I. Parentis)/Caretaker(s) currently uses alcobol to the extent that
NAVIGATION [~ it negatively impacts his/her ability to supervise, protect and/ar
PAN E care for the childiren).

3. Parents)/Caretaker(s) currently uses illicit drugs or mitsuses
p iption medication to the extent that it neg: P

[ Safety Factors

| = Sensithve  * = Required § = AFCARS  + = Data Exists  (C) = Complete § = Read-Onfy Mode # = Unsaved Changes
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In addition to the modernized look and function of the window, there will
be new edits in place to ensure that the selected Safety Decision is
consistent with the selected Safety Factor(s).

If you selected one or more Safety Factors as placing the child(ren) in
immediate or impending danger of serious harm and then try to select a to Safety Assessments in
Safety Decision that these Safety Factors do not rise to the level of Inve stié ation (INV) and
immediate or impending danger of serious harm, the system will give you Family Assessment
the message that your selection is inconsistent: Response (FAR) stages.

These edits will also apply

“Safety Decision is inconsistent with the selected Safety Factors.”

The Ready for FASP Submission checkbox will continue to display at the bottom of the window.

G Safety Assessment - Collins, Kristy - 5:20971662/C:25984522 [Unsaved Changes] =)0 X

Print Screen

CETET TR L B A= UL W Prot/Crikr Actions/Safety Plan — Ctrl Interventions/Safety Plan

@ (CPs - Safety Assessment

Safety Decision is inconsistent with the selected Safety Factors.
able information, there is no child(ren) likely to be in
ng Interventions are necessary at this time.

ding danger of serious harm. Ne Safety Plan/Controlling
brs have been/will be addressed with the Parent(s)/

3. One or more Safety Factors are present that place the child(ren) in immediate or impending danger of serious harm. A Safety
Plan is necessary and has been implemented/maintained through the actions of the Parent(s)/Caretaker(s) and/cr either CPS or
Child Welfare staff. The child{ren) will remain in the care of the Parent(s)/Caretaker(s).

r 5. One or more Safety Factors are present that place or may place the child(ren) in immediate or impending danger of serious
harm, but Parent(s)/Caretaker(s) has refused access to the child(ren) or fled, or the child(ren)'s whereabouts are unknown.

Save & Close

! = Sensitive  * =Required $ =AFCARS + =DataBxists (C)=Complete § =Read-Only Mode =] = Unsaved Changes

For non-CPS cases, the window will have
the same functionality as that of the existing
non-protective Safety Assessment. Microsoft
Word-like cut, copy, and paste tools will be
available. Remember, the assessment will
continue to focus on the safety of the child,
family members, and/or community
regarding non-CPS issues.
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The Family Update Window

The modernized version of the Family Update window will look similar to the current version and will
continue to be where you will document changing events and circumstances that affect periodic
assessment and service planning for the family and/or child.

The functionality of the window will remain the same, with the same tabs: Original Reason for Case
Opening, Family Background, Case Update, and FASP Legal Activity.

@ Reassessment FASP [ Family Update - Colllins, Kristy - $:29971662/C:25984522

_|

Original Reason for Case Opening | Family Background Case Update FASP Legal Activity

Options
ase Planner Summary .

£2 | Date of Entry | Author J Status |

Help

=T C) = Complete [} = Read-Only Mode # = Unsaved Changes

[ |uf= = (=(s]E==

current window

If the Case Planner Summary has not been launched and

saved, the New button will be enabled. Clicking this button If the Behavioral Concerns and Family
will clear any row selection (if made) and the narrative field. Issues (BCFI) window was completed
Likewise, caseworkers can select their own “Draft” entries in the corresponding FSI stage, the
listed in the grid and continue to modify entries. View BCFl link will also display

in the NAVIGATION PANE for
There are enhancements such as the Print Screen link and the Case Update tab.

the modernized Microsoft Word-like tools. Save & Close,

Save, and Reset buttons at the bottom of the window will
replace the Save, Cancel and Close buttons.
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The Family Update Window: Case Planner Summary

The Case Planner Summary window will continue to function the same. It will now be accessible from
the NAVIGATION PANE. A red checkmark next to the link will replace the Launched checkbox,
indicating that a narrative has been saved by the Case Planner and Caseworkers can no longer
record entries.

ot [ ) D Cth BB I

! = Sensitive * = Required % = AFCARS + = Data Exists (C) = Complete [} = Read-Only Mode & = Unsaved Changes

The Family Update Window: FASP Legal Activity Tab

Rather than recording FASP legal activity directly in the grid using the drop-down menus, you will now
record information in the Legal Activity section that will display below the grid when the Yes radio
button is selected at the top of the window.

@& Reassessment FASP / Family Update - Collins,Kristy - 5:29971662/(:25984522 [Unsaved Changes]

Original Reason for Case Opening | Family Background | Case Update | FASP Legal Activity &

1 =Sensitive * =Required $ =AFCARS + =DataExists (C)=Complete & =Read-Only Mode # = Unsaved Changes

The Add, Modify, Delete, and Clear buttons are new to the window. The Delete button will only
enable when an entry selected in the grid has not yet been saved.
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The Strengths, Needs and Risks Windows

The Strengths, Needs and Risks (SNR) windows of the Family Assessment and Service Plan will
continue to serve as an assessment protocol designed to focus the Case Planner and/or Caseworker
on the identification and documentation of individual and family strengths, needs, and risks.

The NAVIGATION PANE will contain the Comments and Re-Align Households links. The
Comments link is currently a button. In order to enable the Comments link, you will have to
save your changes, which is how it currently functions. The Re-Align Households link allows you to
regenerate the columns for each distinct address and reinitiate the family scales if the composition of
the family changes after launching a FASP.

To reduce the need to scroll horizontally; all window components will be visible at all times.

@ Family Strengths, Needs and Risks - Colling, Kristy - 5:29071662C:25084522

Print Seresn

1. Support System a. Multiple sources of reliable and
{Mapped to RAP)  usefil support from extended family,
friends or neighbors
b Some reliable snd useful support
Trom exbended Tamily, frisnds or
niighibors
€. Some suppart from extended family,
friends or neighbors, but unreliable or
of limited usafulness
d. Effectively isolated
#. Financial resources are sufficient | 1-I
and adequately managed to meet basic
family nesds

b Financial resources are limibed, but
are adequately managed to mest basic
Tamily neads

€. Financial respurces are timited or
not adequately managed to the degree
that basic family needs are
occasicnally unimet

d. Financial resources ane seeenely
limited or mismanaged to the degree
that basic family needs are chronically

| (Ein
| = Semsitive  * = Required § = AFCARS +" = Data Basts  {C) = Complete [ = Read-Only Mode ) = Unsaved Changes
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The Risk Assessment Profile Window

The modernized Risk Assessment Profile window will function
similarly to the current window and is intended to help you
assess and document risk and safety decisions. The Risk
Assessment Profile (RAP) continues to be required (and will
display in the FASP Tree) for all FASPs for a child who has a
Program Choice of “Protective.”

G Risk Assessment Profile - Collins, Kristy - 5:29971662(:25984522 I;J IEJ I_VI

=

Options

Elevated Risk
Mapped Risk «

Help

| = Sensitive  * = Required § = AFCARS)| « = Data Exists [|(C) = Complete 5} = Read-Only Mode & = Unsaved Changes

The Elevated Risk and Mapped Risk will be links in the NAVIGATION PANE. A checkmark next to
either link will indicate that data exists. The Ready for FASP Submission checkbox will display at
the bottom of the window and will be enabled at all times. Save & Close, Save, and Reset buttons
will replace the current Save, Cancel and Close buttons.
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The Family Assessment Analysis Window

The modernized Family Assessment Analysis window will function similarly to the current window and
will continue to assist you in evaluating individual and family functioning, including the family’s own
assessment of presenting needs and concerns, behaviors and contributing factors, and strengths.
Remember, the Case Planner Summary functionality is available in all three tabs (Family View,
Behaviors/Contributing Factors, and Strengths).

By default, no row will be selected upon opening the window. As with the Family Update window, if the
Case Planner Summary has not been launched and saved, the New button will be enabled. Clicking
this button will clear any row selection (if made) and the narrative field.

@ Family Assessment Analysis - Collins,Kristy - 5:29971662/C:25984522
-~ _____PioiSoen |
q

-
Family View havior: ri ing F r rength:
. Behaviors/Contributing Factors Strengths

P TS I 22 Date of Entry | Author | status

Help
No match found for the criteria entered

iQeint. (| B9 CHMxmTR|BI UEESEE S|

|

! =Sensitive * =Required $=AFCARS « =DataExists (C)=Complete f§ =Read-OnlyMode = Unsaved Changes

Foster Care Issues Node

Foster Care Issues is where you address activities prior to
placement, location of child, and continuity of environment and
culture. Only FASPs with a Program Choice of “Placement” will
have this node and its components.

The PHR Question button on the current Adjustment
and Functioning window will not be available on the
modernized version of the window.
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The Appropriateness of Placement Window

The Appropriateness of Placement window will continue to be where you record and maintain all
required information regarding foster care placement for a child, including why a child was placed in
care, the alternatives considered before placement, and the efforts to maintain continuity for the child.

The current Activities Prior to Placement, Location of Child, Continuity of Environment, and
Continuity of Culture for American Indian Children tabs will display as expandable and
collapsible sections.

@& Appropriateness of Placement - Collins,Kristy - 5:29971662/C:25984522

Options

(K1 )

(C) = Complete § =Read-Only Mode # = Unsaved Changes

current window

New options for this window will display in the NAVIGATION
PANE, including the Expand All and Collapse All links.
Clicking the Expand All link will display all sections and
narratives, and is the default view. This may be helpful when
you are reviewing the window. Clicking the Collapse All link
will allow you to collapse all sections to minimize scrolling.

You may also expand and collapse specific sections using
the up and down arrow buttons next to the section headers.
This functionality is also used within Permanency Hearing
Reports in CONNECTIONS.
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The Copy to Other Children Window

The Copy to Other Child(ren) link will replace G Copy to Other Children - Collins Kristy - 5:29971662/C:25984522 [ (0] (X)
the current Options menu command of the
same name. This function is available in the
following nodes in the FASP tree:

| E——— Print Screen

o Foster Care Issues
(Program Choice of “Placement”)

e Non-LDSS Custody
(Program Choice of “Non-LDSS Custody”)

¢ Programmatic Eligibility
(Program Choice of “Placement” or
“Preventive”)

[T Collins, Kimberly
™ Coltins, Tyler

INVd NOILYOIAVN

The Visiting Plan Window

As you are aware, visitation is critical to maintaining and fostering sibling and other family
relationships. Not only does visitation keep the families in regular contact with each other, it also
provides you with valuable information regarding family interaction.

The function of the Visiting Plan window will remain the same; however, the order in which you record
additional information for a Visiting Plan will change.
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Programmatic Eligibility Node

As you know, all services to children and families must be provided in accordance with the statutory
and regulatory standards that define the circumstances and conditions qualifying the child and family
to receive the particular services.

Programmatic Eligibility is required for FASPs in which one or more children have a Program Choice
of “Placement” or “Preventive-Mandated.”

On the modernized Programmatic Eligibility window, required fields will be indicated by a red asterisk.
The Save & Close, Save, and Reset buttons will no longer enable until all required fields are
complete.

G Programmatic Eligibility - Collins,Kristy - 5:272003325/C:37200098 [Unsaved Changes] I;J IEJ (X

Placement &

> Colinspatrick M 06/22/19%8 17 Place i another piamned livng atangement  Protective  Place_
®

[E1] | N

Count =3

¥ | Health and Safety of Child
Farental Refusal or Surrender
Parent Unavailability

Parent Service Needs

Child Service Needs

[ I R i

Pregnancy

# = Unsaved Changes

= Complete 5 = Read-Only Mode
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Service Plan Node

Just like the current Service Plan, the modernized version will be
comprised of the Service Plan, Family Involvement, and Services
Needed windows. The Service Plan window will be a combination
window that will display the Outcome and Activity Index grid and the
information on the current Outcome and Activity window.

Selecting a record from the Outcome and Activity Index grid will
display the Outcome and Activity section below it with details of the
record. Likewise, clicking the New button below the grid will also
display the Outcome and Activity section, but the fields will be blank
for recording the details. Just like now, the Q&A Status drop-down
field will be unmodifiable for an Initial FASP and when the status is

Remember, when closing an
FSS stage, select an O&A
Status and Level Of Outcome
Achieved that are consistent
with ending services.

“New” or “Temp.” The Level of Outcome Achieved drop-down field will be hidden for an Initial FASP

and when the status is “New” or “Temp.”

@ Service Plan - Collins, Kristy - $:29971662/C:25984522

= |i| Last Modified By | Created | Problem/Concern

EE)x]

Print Screen

- Wilson,Darryl /2572016 No childhood history of abuse or neglect.

bt s onet
‘l aaaaaaa biefbenchmaik.

(C) = Complete § = Read-Only Mode & = Unsaved Changes

current window [
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The Family Involvement Window

The Family Involvement window will continue to be used to document the family’s input on the Service
Plan. The functionality of this window will not change; workers with a role in the stage will record a
narrative here and save it as “Draft” or “Final” or reset the window. Case Planners will record a
cohesive narrative on the Case Planner Summary window, which will be accessible by clicking the
Case Planner Summary link. Remember, once recorded and saved, a red checkmark will
display next to the link in the NAVIGATION PANE.

@ Family Involvement - Collins,Kristy - 5:29971662/C:25984522 OX

q

Ontions || [Entypate. [Awhor  [stams |
Case Planner Summary «

Help

Mo match found for the criteria entered.

! = Sensitive * = Required % =AFCARS + =Data Exists (C) = Complete i = Read-Only Mode ] = Unsaved Changes

The Services Needed Window —— 9971662/C:25984 0
. . . B Print Screen
The Services Needed window is ; =
used to select one or more pre- gpuons : : Ao Tracked hid | servec e Stotes] Tatial Dt | Date Last Modiie E
. . View All I
de:ﬁned S_ewlces for adu!ts or _ : I Roimsxristy 33 Case Management Services Provided Direct  04/04/2016  04/04/2016 L
Chlldren N the Stage. ThlS I Rolins,Thomas | 43 7 Case Management Services | Provided Direct | 04/04/2016 | D4/04/2016
H H H H r ollins,Patrick 15 7 Case Management Services Provided Direct  04/04/2016 04/04/2016
funCtIonaIIty Is nOt Changlng' | Hamlin,Joey 8 Y Case Management Services  Provided Direct  04/04/2016 04/04/2016 ]
Count = 6
The Services Needed section of
the modernized window will consist
of the person grid and the Service ] - =
- . . Hamlin,Ji
Choice section with two drop- I [ .
down fields. The person grid will be :: Coltns imbery 13
. . Collins, Patrick 15
multi-select, meaning you can o] [T —
select more than one individual.
This will replace the current All -
IEE———————
checkbox. — _ g
I=Sensitive * =Required §=AFCARS + =DataBxists ({C)=Complete § =Read-Only Mode f = Unsaved Changes
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The Add a Component Window

For in-process and pending FASPs in FSS/CWS (Child Welfare Services)
and FSS/CCR (Child Case Record) stages, you have the ability to add Launch New FASP
specific nodes/sub-nodes, such as “Foster Care Issues - Life Skills.” This
process will continue to be called the Add A Component feature and the A Component
link will be available in the NAVIGATION PANE of the modernized Family
Assessment and Service Plan window. Bemoyat Updaie
Check FASP Detail
Status Changes
Tracked Children
Bill of Rights

@ Add A Component - Collins, Kristy - $5:29971662/(C:25984522

[

1= Sensitive * =Required $ =AFCARS  =DataBxists (C)=Complete 5 =Read-OnlyMode # = Unsaved Changes
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Module 4:
Submitting the FASP for Review and Approval

Check FASP Detail Window

There is a distinction between submitting a FASP for review and submitting it for approval; however,

before either submission can be made, the FASP must be complete and pass all submission edits that
check for completion.

As you know, there are several “behind-the-scenes” processes that take place when a FASP is
submitted for review or approval. Because the FASP is comprised of multiple components, these
processes review each FASP component for completeness. If a required tab or field was not
completed or if any of the submission edits listed below fail, the FASP submission process suspends
and the Submit for Review and Submit for Approval links will not enable.

@ Check FASP Detail - Collins, Kristy - 5:29971662/C:25984522 =)@ x|

e e Print Screen

Foster Care Issuﬁ&ppmpnateness of F"Iacemen__tharnlm Joeym.ll Se-r'huns
: f Pla 5 Pa

Fnster Care Issuuﬂ.ﬁ.npmpmtenm of PlacemaﬂthuIlms I'Gmberlvmll Sev:tluns
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‘1.I. YHamlin ..-.i = ctic
nd Fun lling. P Al
Fnster Care Issues/Adjustment and Fun::hnmn Colling Kimberhy/All Section

Fuster Care rssue:s.l'm![_h'rgnt and Funchon:ng,fCulllns Tylerm.ll Secbuns
ar Care | cy Prox an LIFTE H

5 in

Fnstet Care fssuusJ'Pen'na nenc\r Prnqrass and Cnnmtram PlanmanC:ﬁlms Fatndd.ﬁ.ll Sechnns

Fmter Care |ssues/Pemmanency PIOQIESS and Conu.lrrent F"Ianmnqlchﬂlms lﬁrrberhn’.ﬂu.ll Sechms
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FmterC‘are rssuesJ'Faml IChild Visiti FIHWBII] Plan
3 ibility/Placement/Colling, Ki

Check FASP Detail Component Status
Fle Optons Reporls Hep

Fani Assesament/Salet [-P5 UFgad [ FASP 5 bmision Checkby
Faniy AssessmentFaniy Updale/Case Updale/Case Plarner Sunmary
Fanit Assessment/Fanit Updale/ Diinal Reason for Case Opering
1 {Famiy AssesementFamiy Update/Faniy Background
Farily AssessmentFari Undate/Legal Aciviy
Faniy Assessent,Stenghs, Needs and Risks/Faniy
Faniy Asessment/Stengihs, Needs and Fsks/Patent Caretaker
Faniy ssessment, Pk Asessment Prole/Fead) for FASP Subission Checbos
Faniy Asessment/AnlysiFarmly View/Case Planner Sunmary
Faniy AssessmentAnlsis/Behaviors Conlibuling Factors/Case Plamner Sunay
Faniy Asessment/AndlysisStzngths/Case Planer Sunmary
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current window

Note that the current Submit button will be
Submit for Approval on the modernized window.
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Submitting the FASP

The Submit for Review link allows for supervisory review of the FASP prior to a formal submission for
approval. This is an optional process for Case Planners (or a Case Manager acting as a Case
Planner) that is designed to assist with supervisory feedback and can aid in the timely approval of a
FASP. Check with your supervisor to see if your district or agency recommends submitting a FASP for
review prior to approval.

Submitting the FASP for Review or Approval

1 On the My Workload tab, select the appropriate FSS stage.
The Stage Actions section of the NAVIGATION PANE displays.

2 Click the FASP link in the NAVIGATION PANE.
The Family Assessment and Service Plan window displays.

3 Click the Check FASP Detail link in the NAVIGATION PANE.
The Check FASP Detail window displays.

4  Click the Submit for Review or Submit for Approval link in the NAVIGATION PANE.

Removal Updates

The Removal Update function is available only in FSS/CWS stages for children with a Program
Choice of “Placement” or “Non-LDSS Custody.” This function is used when you need approved
content for a Permanency Hearing Report and you have an in-process FASP that is either not ready
for submission or not within submission timeframes. The Check Removal Detail link will be available in
the NAVIGATION PANE.

@ Removal Update - Collins, Kristy - 5:29971662/C:25984522 @ @ @

il
Check Removal Detail
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Clicking the Check Removal Detail link on the modernized Removal Detail window will display the
Check Removal Detail window and initiate the system submission edits, which check for
completeness of certain sections of the in-process FASP. Once all the submission edits are passed,
the Submit for Approval and Submit for Review links enable.

@ Check Removal Detail - Collins,Kristy - $:29971662/(:25984522

Options

Foster Car Patrick/All T:
Reports F. r

I iaten f P n i
oster Care Issues/Family/Child Visiting Plan/Visiting Plan
W FASP Component Service Plan/Outcome and Activities
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Module 5:
Reviewing the Modernized Service Plan Review Windows

Overview of the Modernized Service Plan Review Windows

Service Plan Reviews will continue to provide an important opportunity for caseworkers, families, and
service providers to meet and discuss progress, problems, and the changing needs of a family. They
also provide the district and agency with an important quality assurance tool.

Security and access to the Service Plan Review window and the windows accessible from it will not
change. However, a worker that is no longer assigned to the stage (historical worker) will not have
access to any Service Plan Review that was created after the worker was unassigned. The historical
worker will continue to have access to the SPR that was created before they were unassigned. This
includes any updates that are made to that SPR.

Service Plan Review - Collins,Kristy - 5:29971662/(:25984522 @ @ @

£3[FASPType | FASP Due Date | FASP Status | SPR Activity | £2| Date Scheduled | Date Held | Date L

Comprehensive  07/03/2016 Not Launched

SPR Activity for
Selected FASP
grid

Select FASP
grid

NAVIGATION

eeeeeeeeeeeee

vvvvvv

(C) = Complete § =Read-Only Mode = Unsaved Changes

Accessing the Service Plan Review Window

1 On the My Workload tab, select the appropriate

FSS stage. .
The Stage Actions section of the NAVIGATION
PANE displays.

2 Click the Service Plan Review link in the
NAVIGATION PANE.
The Service Plan Review window displays.
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The SPR Scheduling Window

The Service Plan Review window will display the NAVIGATION PANE, which will provide access to
related windows and outputs. This window functions similarly to the current SPR window. Selecting a
FASP will display any SPR activity for that FASP.

Clicking the New button will open the SPR Scheduling window, which will provide access to other
Service Plan Review windows via links in the NAVIGATION PANE. Once you record and save
information on the SPR Scheduling window, however, these links will no longer display. At that point,
they can only be accessed on the Service Plan Review window.

@ SPR Scheduling - Collins, Kristy - 5:29971662/C:25984522

Before saving the window

Links provide access ]
to additional SPR e N |

windows.

@ SPR Scheduling - Collins,Kristy - 5:29971662/C:25984522
After saving the window

Options

Outside
04/28/2016 v
Darryl Wilson

Access to additional
SPR windows is only
available from the

Service Plan Review Ny =]

window.

100 S MAIN ST
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The Invitees Window

The Invitees window will replace the Persons tab on the current Service Plan Review Details window;
however, the functionality will remain the same. In the NAVIGATION PANE, the Outside Participants
link will replace the current Add Outside Participants button to open the Outside Participants window.
The ability to generate letters and alerts will still be available; these links will enable once all
conditions are met.

& Invitees - Collins, Kristy - S:29971662/C:25984522

£3| m [ Mame [Role | FC | Motification Method | Motification Date | Attended | Reason for Mon Attendance

__._l Worker Name |'Al'l':rkl.'r Role |
[ Cobling, Kristy 027191584 A [ wilzan, Darrd Case Planmer
[C  Collins, Thomas 1172471975 [ wilsond Darryd Case Worker
[T Collins,Patrick | ¥ | (452272003 [T whlson10,0arryl | Case Manager

! = Sensitive  * = Required % = AFCARS +° = Data Basts (C) = Complete [ = Read-Ondy Mode ] = Unsaved Changes

The SPR Summary Window

The SPR Summary window will continue to provide you with narrative fields for recording the family’s
input, involvement,
and view, as well
as the meeting
summary.

@ SPR Summary - Collins, Kristy - S:29971662/(C:25984522
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The Third Party Reviewer Window

The function of the Third Party Reviewer window will be the same as the current Third Party Reviewer
tab. The window will contain a narrative field and Microsoft word-like tools, just as the tab does.

@ Third Party Reviewer - Collins,Kristy - 5:29971662/C:25984522 FOX

! =Sensitive * =Required $ =AFCARS + =DataExists (C)=Complete & =Read-Only Mode = Unsaved Changes
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Module 6:

Understanding the New Functionality that
Supports the Preventing Sex Trafficking and
Strengthening Families Act

Sex Trafficking Screening Window Edits for INV and FAR Stages

The Sex Trafficking Screening window was recently implemented in CONNECTIONS. This window is
accessed from the workload and serves as the location to record the details of Quick Screenings

(OCFS-3921) and Comprehensive Screenings (OCFS-3920).

When this Build is implemented, edits will be added to the CPS
Investigation Conclusion window and Family Assessment
Response Conclusion window to ensure completion of the Sex
Trafficking Screening window. Specifically, the edits will check
that, since the date of Intake, a valid screening has been
recorded for all stage members under 18 years old who have
any of the roles pictured at right.

If the edit fails, the following message will display:

Sex Trafficking Screening must be completed for all persons under the age of
18 prior to submitting the investigation.

AB - Abused Child

CA - Confirmed Abused

CM - Confirmed Maltreated
MC - Maltreated Child

NA - Non-confirmed Abused
NM - Non-confirmed Maltreated
PC - Primary Child

VI - Victim

RS - Services Recipient

SA - Services Applicant

FR - FAR Recipient

Sex Trafficking Screening Window Edits for FASPs

There will also be new edits to ensure that a Quick Screening has been completed for each FASP in

accordance with the following timeframes:
e by the Initial FASP due date

+ within the three (3) months prior to the Comprehensive FASP due date

e within the six (6) months prior to the Reassessment FASP due date

&5

If a Quick Screening is completed during an INV or FAR stage,
there were no risk indicators, an FSS stage is opened, and the
Quick Screening was completed by the due date of the Initial FASP,
it is not necessary to complete another Quick Screening
until the Comprehensive FASP.
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Sex Trafficking Screening Requirements for FSS Stages

FSS Stage
Program Choice: “Protective” and/or “Placement”

Quick screening must be completed:

o by the due date of the Initial FASP.
o within the past three (3) months for a Comprehensive FASP.
o within the past six (6) months for a Reassessment FASP.

N\

Quick Screening Result:
No Risk Indicators

If after this screening, a worker learns new
information or believes the child is a victim
or at risk, a new screening should be
completed.

Quick Screening will be completed with
each FASP submission.

No further screening is needed at this time.

Quick Screening Result:
Victim or at risk

Complete the comprehensive screening

within 30 days.

N\

Comprehensive
Screening Result:

No sex trafficking
indicators or a
medium or high
level of indicators

Monitor case for as
long as it is open,
based on the indica-
tor level. Services
should be put in
place to address any
indicators present.

Document result in
CONNECTIONS.

Comprehensive
Screening Result:

Victim
Referral to law
enforcement and

document in
CONNECTIONS.

If child is in foster
care, document if
victimization oc-
curred prior to or
while in foster care.
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Another Planned Permanent Living Arrangement (APPLA)

Changes are being made to the Permanency Hearing Report (PHR) and FSS stage to eliminate the
“Place in another planned living arrangement” PPG (known as “APPLA”) for youth under age 16, and
to include additional documentation requirements for children who have the PPG.

If “Place in another planned living arrangement” is selected on the Program Choice/PPG tab for a
child under age 16 with a Program Choice of “Placement,” the error message in the image below
will display.

Program Choice/PPGl | Placement Information | Associate Worker | Removal Information | Essential Documents

[~ M 02/15/1999 16 Return to Parent Placement
> v M 11/12/2002 13 Placement for Adoption Placement

APPLA goal not valid for children less than 16 years of age.
Program Choice Information
=S
- _ _ i

C Placement 06/18/2015

In order to address intensive, ongoing, and unsuccessful efforts to place the youth in a PPG other
than APPLA, question 8A in the Permanency Hearing Report will be changed.

The long version of the question will now read:

“Explain why it is not in the best interest of the child to return home, be placed for adoption, placed
with a legal guardian, or placed with a fit and willing relative and describe the intensive, ongoing and
unsuccessful efforts to return the child home, secure a placement for the child with a fit and willing
relative (including adult siblings), a legal guardian, or an adoptive parent, including through efforts
that utilize technology (including social media) to locate family members for the children.”

The short version of the question will now read:
“Explain why APPLA is in the best interest of the child and how you arrived at that decision.”

Changes to the Permanency Hearing Report to incorporate the documentation of the steps taken to
ensure that the youth’s foster home or congregate care facility is following the reasonable and prudent
parent standard, and that the youth has regular, ongoing opportunities to engage in age or
developmentally appropriate activities, will be announced at a later date.
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The Essential Documents Tab

The Essential Documents tab in CONNECTIONS supports new requirements contained in the federal
Preventing Sex Trafficking and Strengthening Families Act (P.L. 113-183) pertaining to providing
essential documents to youth who have been in foster care for at least six months and who leave
foster care at age 18 or older.

After selecting the tab, a list of all children/youth in the stage with a Program Choice of “Placement”
will populate the grid.

If you select “No” for any of the documents listed, you must explain why the documentation is not in
the child’s case record and address efforts to obtain the document(s) in the narrative field.

Permanency Hearing Report (PHR) Question Changes

Questions have been added to the Reasonable Efforts to Finalize Permanency section of the PHR in
order to document the completion of the youth’s transition plan.

¢ For each youth who is 17 V2 years of age but less than 18 on the date of the next permanency
hearing, you must answer the following question:

"Will the transition plan be completed for (youth’s first name and last name will prefill)
in the next six months?"

If you select “No,” a text box will display and you must record an explanation of why the transition
plan will not be completed in the next six months.

¢ For each youth who is 18 years of age or older on the date of the next permanency hearing, you
must answer the following question:

"Will the transition plan for (youth’s first name and last name will prefill)
be reviewed in the next six months and if necessary, a transition plan
amendment completed and attached to the permanency hearing report?"

If you select “No,” a text box will display and you must explain why this will not be done.
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The Bill of Rights Window

The New York State Office of Children and Family Services (OCFS) released a New York State Bill of
Rights for Children and Youth in Foster Care. The document, which was developed through a
collaborative effort by young New Yorkers in foster care and OCFS staff, empowers children and youth
in foster care by explicitly listing their rights to safe, nurturing, and healthy environments.

“This Bill of Rights gives foster children and youth a voice in their own permanency goals, and affords
them the ability to play a role in their own advocacy,” said OCFS Acting Commissioner Roberto Velez.
“Our agency went right to the experts -- foster care youth -- to understand their hopes and fears, and to
equip them with a tool that addresses their biggest concerns. The Bill of Rights is an important step
OCFS is taking toward its vision of improving the well-being of New York’s children and families.”

The window must be completed for all children 14 years or older with a Program Choice of “Placement.”

@ Bill of Rights - Collins,Kristy - 5:29971662/C:25984522 =]

Print Screen

Collins,Kimberly =M 12/26/2002 13 Return to Parent Placement
Collins, Tyler F 07/ 14/2004 11 Return to Parent Placement

| = Sensitive  * = Required $ =AFCARS + =Data Exists (C) = Complete i = Read-Only Mode  #] = Unsaved Changes

Caseworkers must provide all youth on their caseloads who are 14 years of age or older with the
revised Bill of Rights. The youth must be encouraged to sign the Bill of Rights, a copy of the Bill of
Rights with the youth’s signature must be placed in the case file, and the event must be documented
in the youth’s progress notes in CONNECTIONS and in the next FASP.

Upon FASP submission, if “No” has been selected for “Youth has received
a copy of the Bill of Rights” for any child listed who is 14 years of age or
older, the FASP cannot be submitted.
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The Missing Child Window

When a child who is in foster care, an open Child Protective Services case, or a preventive case is
identified as being absent without consent, missing or abducted, federal and state statutes and
regulations require the following:

Youth in foster care must be reported to the authorizing agency, who in turn must report the missing
youth to law enforcement and the National Center for Missing and Exploited Children (NCMEC).

For youth NOT in foster care living at home, the parents should be encouraged to report the
missing or absent child to law enforcement. If the parent refuses to do so, the local district/
voluntary agency worker must work with their supervising agency to make the report. The report
must be made no later than 24 hours after receiving the information that the child is absent,
missing, or abducted.

For other youth not in foster care, workers must report the youth as missing to law enforcement and
NCMEC within 24 hours of learning that the youth is absent, missing, or abducted.

For those youth in NYC preventive cases (Advocates), information is not to be recorded in
CONNECTIONS.

Specific actions must be taken upon the child’s return, including screening to determine if the child was
a victim of sex trafficking. In addition, children in an open CPS or preventive services case receiving
Chafee services, under the supervision of a local district pursuant to a court order, in the custody of
OCFS or under the supervision of OCFS and placed with a voluntary agency, under 21 and discharged
with an APPLA goal, or deemed to be discharged with an APPLA goal must be reported to local law
enforcement and NCMEC when they are missing or abducted.

The Missing Child window will be accessible via the My Workload tab for INV, FAR, and FSS stages.
All workers who have a role in the stage or who have access to the workload of an assigned worker will
be able to access the window.

& Missing Child - Collins, Kristy - S:29971662/C:25984522

| =Sensitive * = Required $§=AFCARS o/ =DataPxists (C) = Complete § = Read-Only Mode = Unsaved Changes

The window will be displayed in ‘View Active’ mode and the child list grid will display all persons in the
stage under 21 years of age, and those over 21 years of age who have existing Missing Child records.
All Missing Child records will be returned for the selected child; multiple absences may exist for a
single child. The information that displays in the list is not stage-specific.
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Timeframes for Documenting Missing Child Information in CONNECTIONS

o Within seven (7) calendar days of a child’s absence without consent, the absence must be
recorded on the Activities window in CONNECTIONS.

+ Within 30 days the absence must be recorded in the case record/Family Assessment and Service
Plan (FASP).

e Progress notes should include, at minimum, the names of the persons contacted, dates of those
contacts, and information pertaining to the child’s absence.

022212016 =
022272016 =

0272202016 '~

| L

Specific actions must be taken upon the child’s return, including a screening to determine if the child
was a victim of sex trafficking. In addition, the Missing Child window captures:

e Child’s Reason for Absence

+ Experiences While Missing

e Contributing Factors

¢ Response to Contributing Factors

ANVd NOLLVOLAYN

[T Child refusad to snzwer
[T Confilict with someons in residencahome
[T Doesntwant to be in this placement

[T Child refused to answer

= "l L ' - Lk
P=Sensitive * =Required § = AFCARS o = DataBxists (C) = Complete [ = Read-Only Mode  # = Unsaved Changes
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Submitting a Stage for Closure

Upon submitting an FSS stage for closure, if any child is absent (no matter what stage the Missing
Child record was created in), the following message will display:

“A child in this stage is still recorded as missing. Update the Missing Child window with either the date
of return or select that the child has not returned”

Clicking the OK button will close the message and cancel the stage closure submission.

& Close Stage - Collins, Kristy - S:29971662/C:25984522 [Unsaved Changes]

A child in this stage is still recorded as missing. Update the Missing Child
window with either the date of return or select that the child has not returned.

| = Sensitive ™ = Required % = AFCARS .+ = Data Bxists (C) =Complete § = Read-Only Mode o = Unsaved Changes

Upon submitting an INV or FAR stage for closure, if an absence has been recorded in the stage being
submitted, the following message will display:

“A child in this stage is still recorded as missing. Update the Missing Child window with either the date
of return or select that the child has not returned”

Clicking the OK button will close the message and cancel the stage closure submission.
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Module 7:
Resources

Build-Specific Resource

For answers to some of the frequently asked questions regarding the Preventing Sex Trafficking and
Strengthening Families Act (P.L. 113-183), refer to Preventing Sex Trafficking and

Strengthening Families Act (P.L. 113-183) FAQ located here: http://ocfs.ny.gov/main/sppd/assets/
Preventing%20Sex%20Trafficking%20and%20Strengthening%20Families%20Act%20FAQ-Final.pdf.

OCFS CONNECTIONS Internet Site

Many resources are available for you on the Step-by-Step/Job Aids/Tips page of the OCFS

CONNECTIONS Internet site (http://www.ocfs.state.ny.us/connect/jobaides/). There you will find
resources such as How Do I? documents, Job Aids, Tip Sheets, and Quick Start Guides. These
documents and others will provide you with the most up-to-date information on CONNECTIONS.

Also on the site, you can click the Training link to access descriptions of available CONNECTIONS
trainings, as well as the training schedule and the Human Services Learning Center (HSLC).

CONNECTIONS Regional Implementation Staff

If you cannot find the answer to your question(s) within the documentation mentioned above, you
can contact one of the many statewide CONNECTIONS Regional Implementation Staff members.
The current list of members is always available on the OCFS CONNECTIONS Internet site (at http://
ocfs.ny.gov/connect/contact.asp) and intranet site (at http://ocfs.state.nyenet/connect/contact.asp).

Application Help Mailbox

You can directly contact the NYS CONNECTIONS User Support/Triage staff for help with complex
application issues. Questions, problems, and concerns can be emailed to:
ocfs.sm.conn_app@ocfs.ny.gov

Human Services - ITS Enterprise Service Desk

The Human Services - ITS Enterprise Service Desk is available to answer basic questions related to
your equipment, or to solve problems you are having with CONNECTIONS. If they cannot solve your
problem, they will record your information and forward it to others who can. The Enterprise Service
Desk is staffed 24 hours a day, seven days a week. The telephone number is:

1-800-NYS-1323 (1-800-697-1323)

Professional Development Program

Another resource is the CONNECTIONS Training Project of the Professional Development Program
(PDP), Rockefeller College, University at Albany. CONNECTIONS trainers can provide you with
assistance when you have a question about or are experiencing an issue with any area of
CONNECTIONS. For assistance from a CONNECTIONS representative, contact the Professional
Development Program at CONNECTIONS@albany.edu. Be sure to include your name, contact
information, and your question or issue. A CONNECTIONS representative will respond as promptly
as possible by email and/or phone.
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