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The Intake Checklist, Foster Home Identification, 
and Foster Care Notifications Windows 

in CONNECTIONS 

Introduction 
This guide provides an overview of the Intake Checklist, Foster Home Identification, and Foster Care 
Notification windows in CONNECTIONS. The Intake Checklist window will be added to the Child Protective 
Services (CPS) Intake (INT) stage and will display a series of questions that the Statewide Central Register 
(SCR) staff must ask callers when recording a report. The worker must record a response to each question 
before the intake can be assigned. The only exceptions will be Information & Referral and Special Requests.  

Once the CPS intake is saved and assigned, some questions and responses will be available for viewing and 
printing as part of the Intake Report/Individual Report of Involvement—known as the Intake/IRI Report. 
Investigation (INV) and Family Assessment Response (FAR) workers that do not have the View Reporter 
Source Business Function will be unable to view comments associated to alternate source contact 
information. The Intake Checklist window will also be used to notify workers/districts of the existence of a 
report that involves a foster parent. In addition, alerts will be expanded to persons in common in any open 
Family Services Intake (FSI) stage or Family Services Stage (FSS) not within the same case. 

Please be aware that any visible identifying data in this guide is fictitious and used for training purposes only. 

16-OCFS-ADM-13: Requirements Related to CPS Reports Involving 
Foster Parents 
The purpose of this Administrative Directive (ADM) is to remind districts and voluntary agencies of existing 
regulatory and policy requirements relating to reports of suspected child abuse or maltreatment involving 
certified or approved foster parents.  

When a certified or approved foster parent is the subject of a report of suspected child abuse or maltreatment 
involving a foster child, there are several agencies that have an interest in the report and the safety of the 
foster child(ren) in the foster home. These agencies include 
the following:  

• the district that is conducting the CPS investigation 

• the district with legal custody of the foster child(ren) 
named in the CPS report  

• the district or voluntary agency that certified or 
approved the foster home  

Each agency has its own legal duties and responsibilities to 
address and support the safety and well-being of the foster 
child(ren) in the foster home. They must execute those duties 
and responsibilities as set forth in applicable statutes, 
regulations, and policies.  

 

 
16-OCFS-AMD-13 also addresses other 

current regulatory and policy requirements 
that assist in the prevention of abuse or 
maltreatment of foster children in such 

placements. The requirements reflected in 
this ADM are intended to support 

coordination and cooperation among the 
districts and voluntary agencies 

administering foster care and child 
protective services programs with the 
goal of enhancing the safety and well-

being of foster children placed in 
certified or approved foster homes.  
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The Intake Checklist Window 
The new Intake Checklist window will display a series of questions that Statewide Central Register (SCR) 
staff must ask callers when they take a report. These questions must be answered for all CPS Intake (INT) 
stages, with the exception of Information & Referral and Special Requests. The window will be available in an 
Additional Information (INT ADD) stage, but will not be required. SCR workers will access the Intake Checklist 
window through the NAVIGATION PANE of the CPS Intake window. Once the INT stage is saved and 
assigned, the information recorded in the Intake Checklist window will be available for all INV and FAR stages 
for viewing and printing as part of the Review Intake and Intake/IRI reports.  

In addition to helping the SCR with the entry of answers to these questions, the Intake Checklist window will 
be used to drive a process to notify workers/districts of the existence of an Intake Report that involves a foster 
parent. When the response to “Are there any Foster Parents in the home” is “Yes,” or when the INT stage has 
a sub-classification of “Foster Care,” notifications will be created upon saving and assigning the INT stage. 
For more information, refer to “The Foster Care Notifications Window” section on page 7. 

Accessing the Intake Checklist Window from the 
My Workload Tab 
1 On the My Workload tab, select the appropriate INV or FAR stage. 

The Stage Actions section of the NAVIGATION PANE displays. 

2 Click the Review Intake link in the NAVIGATION PANE. 
The CPS Intake window displays. 

3 Click the Intake Checklist link in the NAVIGATION PANE. 
The Intake Checklist window displays. 

12345678 

Remember, to view alternate contact information for source, INV and FAR workers 
need the View Reporter Source Business Function.  



The Intake Checklist, Foster Home Identification, and Foster Care Notifications Windows in CONNECTIONS     Page 3 
Professional Development Program                                     v1.0 (12/15/2016) 

 

Accessing Reports with Intake Checklist Actions and Responses 
1 On the My Workload tab, select the appropriate INV or FAR stage. 

The Outputs section of the NAVIGATION PANE displays. 

2 Click the Intake/IRI Report link in the NAVIGATION PANE. 
The following message displays: “The report has been launched. Check Reports 
tab.” 

3 Click the OK button. 

4 Click the Reports tab and verify that the report status is “Done.” If the status is 
“Pending,” click the refresh list link until the status is “Done.” 

5 Select the Intake - IRI Report from the list. 

6 Click the Open Report link in the NAVIGATION PANE. 

7 Scroll down the report to view the Intake Checklist section, as seen in the image below. 
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Exploring the Window 

Checklist grid 

Comments 
box 

NAVIGATION 
PANE 

The NAVIGATION PANE Link 
The NAVIGATION PANE will display the Help link.  

The Checklist Grid 
The checklist grid will display a series of actions for which the SCR worker 
must select a radio button response of Yes, No, or UNK (Unknown).  
Some questions will require a comment when the Yes radio button is 
selected. For such questions, a “Y” will display in the Comment Required 
column and a red checkmark will display in the Comments column once 
comments have been saved. 

The Comments Field 
When the Yes radio button is selected, a Comments field will display below the grid. The SCR worker will use 
this field to record comments regarding the associated action. 

 
Appendix B lists the questions 
that display in the checklist grid 

and whether comments are 
required or optional for a “Yes” 

response. It also indicates 
whether the action is included 

in the Intake Report. 
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The Foster Home Identification Window 
The new Foster Home Identification window will help INV and FAR stage workers with the foster home 
notification process in CONNECTIONS by allowing them to: 

• override the entry on the Intake Checklist window that stated there were foster parents in the home; 

• indicate that during the INV or FAR stage it was found that there were foster parents in the home; 

• link a foster home to the INV or FAR stage for the purposes of sending notifications with regard to the 
home and any children placed in the home; and 

• correct the foster home that was linked during the INT stage. 

Accessing the Foster Home Identification Window 
1 On the My Workload tab, select the appropriate INV or FAR stage. 

The Stage Actions section of the NAVIGATION PANE displays. 

2 Click the Foster Home Identification link in the NAVIGATION PANE. 
The Foster Home Identification window displays. Note: The Foster Home 
Identification link will be available for Initial and Subsequent INV stages 
and FAR stages, as well as family investigations and those designated as 
“Foster Care/Day Care” with a sub-classification of “Foster Care.” It will not be 
available for stages with a sub-classification of “Day Care.” 

Exploring the Window 
Foster Home Identification - Collins,Kristy - S:13058182/C:12629651 

NAVIGATION 
PANE 

The NAVIGATION PANE Links 
In addition to the standard Help link, the NAVIGATION PANE will display the Resource Search link. This link 
will be enabled if “Yes” displays in the INT: Any adult in home a Foster Parent? field. It will also enable if you 
select “Yes” from the INV: Any adult in home a Foster Parent? drop-down menu; however, it is not necessary 
to reaffirm the selection made at Intake in this field. Clicking the Resource Search link will allow you to search 
for and select a foster home for the purpose of generating notifications for the foster home and the child(ren) 
placed there. 

Work area 
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The Work Area 
The work area will contain several labels/fields: 

• INT: Any adult in home a Foster Parent? This view-only field related to the INT stage will display 
the response from the Intake Checklist window.  
 

• INV: Any adult in home a Foster Parent? This field will be used to override the response 
recorded in the INT stage.   

Foster Home Identification - Collins,Kristy - S:13058182/C:12629651 

NAVIGATION 
PANE 

Work area 
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The Foster Care Notifications Window  
The Foster Care Notifications window allows workers to view information about foster homes that have been 
identified in an INT, INV, or FAR stage, and children in foster care that are placed in the home of a person that 
is involved in an INT, INV, or FAR stage.  
 
 
 

 

 
Accessing the Foster Care Notifications Window 
1 Click the drop-down arrow for the Search/Maintain menu on the main  

CONNECTIONS window. 

2 Select the Foster Care Notification command. (This displays only for workers with 
the appropriate Business Function.) 
The Foster Care Notifications window displays.   

Business Function for the Foster Care Notifications Window 
The Foster Care Notifications window will be available to state, regional office,  
district, and voluntary agency workers with the FC CPS NOTICES Business Function.  

In addition to the Business Function restriction, workers will be able to access only 
those homes that are licensed or certified by the agency of the logged on worker and 
children whose FSS stage county matches that of the county/agency assigned primary responsibility or 
jurisdictional transactional responsibility for the child. State workers with the appropriate security will have 
access to all children. 

 
OCFS strongly encourages districts and voluntary agencies to designate at least one staff person 
and a backup to be responsible for checking the Foster Care Notifications window a minimum of 
once per day to identify any foster children in a home involved in a report of suspected 
child abuse or maltreatment. 
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Exploring the Window 

NAVIGATION 
PANE 

Search criteria 

Foster Homes Involved 
in INT, INV, or FAR grid 

Children Placed in Foster 
Homes Involved in INT, INV, 

or FAR notification grid 

The NAVIGATION PANE  
The NAVIGATION PANE will display the Help link.  

The Search Criteria Section 
Upon opening the window, search criteria fields will display at the top of the window with the Search and Clear 
buttons. This section will allow you to search for and locate foster homes identified in INT, INV, and FAR 
stages, and the foster children placed in those homes. The following search criteria fields will display: 

• Agency Type - For district and voluntary agency workers, this field defaults to the agency type of the 
logged on worker and is not modifiable. For state and regional office workers, the field is blank and 
“Regional Office,” “District,” or “Vol Agen” must be selected. 

• Region - When the Agency Type field is populated with “District” or “Vol Agen,” this field is disabled. 
When the Agency Type field is populated with “Regional Office,” this field is enabled and required.  

• Agency - When the Agency Type field is populated with “Regional Office,” this field is disabled. 
• From - This required field defaults to 30 days prior to the current date and is modifiable. 
• To - This required field defaults to the current date and is modifiable. 
• Active - This checkbox will be selected by default and display only valid notifications. It will de-select 

automatically upon clicking the Inactive checkbox.  
• Inactive - Upon selecting this checkbox, all notifications including those that are invalid display. (A 

notification becomes invalid when an INV or FAR stage worker updates the information to reflect that 
there are no foster parents in the home, or modifies the resource that was associated with the INT, INV, 
or FAR stage.) 

In a future Build, the current 
Inactive checkbox will 

become the All checkbox. 
When selected, all 

notifications including those 
that are invalid will display. 
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Foster Homes Involved in INT, INV, or FAR Grid 
Upon clicking the Search button, foster homes that meet the search criteria entered will display in the Foster 
Homes Involved in INT, INV, or FAR grid.  

• For district workers, the homes returned are limited to those certified/approved by their district and 
those where their district currently has a child placed. 

• For voluntary agency workers, the homes returned are limited to those certified/approved by their 
agency. 

• For regional office workers, the homes returned include all those certified/approved by any district in 
that region; where any districts in that region have a child placed; and homes certified by a voluntary 
agency where the home is in a county within the regional office boundaries. 

When no records are returned for the search criteria entered, the grid will be blank and a message will display. 
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Children Placed in Foster Homes Involved in INT, INV, or FAR Grid 
Upon selecting a foster home in the Foster Homes Involved in 
INT, INV, or FAR grid, the Children Placed in Foster Homes 
Involved in INT, INV, or FAR grid will display a list of children 
placed in the selected home, dependent on agency: 

• For district workers, only the children for whom the district is 
responsible display. 

• For voluntary agency workers, only the children placed in 
homes certified/approved by the agency display. 

• For regional office workers, only the children for whom any 
district in the selected region is 
responsible display. 

 
When the INT stage response 

to “Are there any Foster 
Parents in the home” is “Yes,” 

a notification is generated. 
If the INV or FAR stage worker 

overrides that response by 
selecting “No” in the INV: Any 

adult in home a Foster 
Parent? field, the notification 

becomes inactive. 

 
Remember, the Foster Care Notifications window should be 
checked at least once per day to identify any foster children in a 
home involved in a report of suspected child abuse or maltreatment. 
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Available Resources 

Administrative Directive 16 (16-OCFS-ADM-13) 
For further information on the requirements relating to CPS reports involving foster parents, refer to 
16-OCFS-ADM-13: Requirements Relating to CPS Reports Involving Foster Parents) in Appendix A. 
You can also search for it from the main page of the OCFS Internet (http://ocfs.ny.gov) and intranet  
(http://ocfs.state.nyenet) sites. 

OCFS Intranet Site: CONNECTIONS Help/Training 
Many resources are available for you on the CONNECTIONS Help/Training page of the OCFS intranet site 
(http://ocfs.state.nyenet/connect_help/Default.asp). There you will find resources such as How Do I? 
documents, Job Aids, Tip Sheets, and other Quick Start Guides. These documents and others will provide 
you with the most up-to-date information on CONNECTIONS. 
When you are working in CONNECTIONS, an easy way to access the intranet site is by clicking the 
Help/Training link on the toolbar of the main CONNECTIONS window.  

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. 

http://ocfs.ny.gov/connect/contact.asp
http://ocfs.ny.gov/connect/contact.asp


The Intake Checklist, Foster Home Identification, and Foster Care Notifications Windows in CONNECTIONS     Page 12 
Professional Development Program                                     v1.0 (12/15/2016) 

 

Appendix A: 
16-OCFS-ADM-13 
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Appendix B: 
Intake Checklist  
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Questions Required/Optional Included in 
Output 

Alternative contact information for source (cell, home, etc.): Required if Response – ‘Yes’ Yes 

Other mandated reporters who may be aware of the situation: Required if Response – ‘Yes’ Yes 

Safety concerns for CPS: Required if Response – ‘Yes’ Yes 
Is there a day care operated in the home? Optional if Response – ‘Yes’ Yes 
Are any adults in the home Foster Parents? Optional if Response – ‘Yes’ Yes 
CPS History and Possible PIDs: Required if Response – ‘Yes’ Yes 
Clarification of jurisdictional assignment: Required if Response – ‘Yes’ If response = 

Yes 

Consulted with supervisor or manager (name): Required if Response – ‘Yes’ If response = 
Yes 

Law Enforcement referral made by the SCR: Required if Response – ‘Yes’ Yes 
Primary Language if other than English: Required if Response – ‘Yes’ If response = 

Yes 

Child has an IEP: Optional if Response – ‘Yes’ Yes 
The following questions will be included in output only if a fatality allegation exists. 
Is cause of death known? Required if Response – ‘Yes’ Yes 
Is location of body known? Required if Response – ‘Yes’ Yes 
Is an autopsy being done? Required if Response – ‘Yes’ Yes 
Is the name and address of the medical examiner or coroner 
known? 

Required if Response – ‘Yes’ Yes 

Has the district attorney been notified?  If so, what is Assigned Dis-
trict Attorney’s name? 

Required if Response – ‘Yes’ Yes 

Is law enforcement involved?  If so, what police agency(precinct) is 
involved and what is the report number? 

Required if Response – ‘Yes’ Yes 

Has anyone been arrested?  If so, whom? Required if Response – ‘Yes’ Yes 
Are there any other children?  Where are they?  What is their condi-
tion? 

Required if Response – ‘Yes’ Yes 

Is there any media coverage? (i.e.,  TV, radio, press, internet) Required if Response – ‘Yes’ Yes 
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