
Part V:

Foster Adoptive Home Development

(FAD)
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Ongoing Recruitment 

Activities 

Prospective Family 

contacts VA/LDSS 

expressing interest in 

becoming Foster/

Adoptive parents

Usually done verbally on 

initial phone contact.  Must 

advise of DCJS fingerprinting 

and SCR requirements

Agency performs 

F/A Home search 

in CONX FAD

Home exists in 

CONX?

Discuss with Open  

Home the nature 

of their status and 

what they are now 

seeking

3

No

Yes

Home is in Open-

Active status with 

another agency.

LDSS/VA responds in 

writing within 10 days & 

provides program info 

and certification/

approval requirements 

Transfer to new 

agency?

Done No

Yes

Transfer 

Foster 

Home

LDSS/VA offers 

appointment or 

attend orientation 

Family attends 

meeting/

orientation?

Provide Application. 

Medical Report form, SCR 

& Fingerprint cards

Done No

Yes

Yes

This can be a 

home that is:

1) transfer only

2) active Foster 

home who wants 

to adopt

3) an open 

Adoption Subsidy 

only home

At this point the family should be considered 

an official “Inquiry” and entered in CONX

Home is in Inquiry 

or Applicant status

Review home 

closing information 

in CONX

Home is in Closed 

status

Re-open and 

change status to 

Inquiry(Applicant if 

application has 

been received)

3

Contact prior 

licensing agency 

Yes
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Family Invited to 

participate in 

MAPP/GPS/

Agency specific 

Training

Does family 

complete 

training?

No

Home 

demographics 

entered in 

CONX in 

Inquiry status

All paper work 

handed in

Family 

progressed 

to Applicant 

status in 

CONX

Yes

Yes

No

Person search conducted at this 

time, person added or related, 

PID/RID assigned by CONX if 

added

2

Assign FAD 

worker

Setting and Facility Type are 

entered at this point

Close home in 

CONX

Paperwork includes:

*Application

*Completed SCR

*Completed Fingerprint cards & Sworn Statement of 

Criminal Convictions fo all household members over age 18

*Completed Medical forms 

*3 Personal References

*Income/Employment History

*Marital Status

Is family pursuing 

adoption only?

Adoptive 

Home 

Approval

Yes

4

No
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3

Conduct Home 

Visit for purposes 

of Home Study

Submit completed 

paperwork:

SCR, DCJS 

Fingerprint card,

Complete 

Reference checks

SCR or DCJS

“Hit” returned? 

Conduct & 

Document Safety 

Assessment

Proceed with 

certification/

approval?

Yes

Yes

Agency sends letter detailing 

reasons for rejection & 

detailing procedure to pursue 

Fair Hearing with OCFS

No

Close Home in 

CONX

Medical exam, 

References, Home 

Study satisfactory?

Yes

No

If medcial form received prior 

to conducting Home Study, 

must acknowledge, within 15 

days, receipt and 

acceptance or rejection for 

Home Study detailing 

reasons.

No
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entered in 

CONX 

Supervisor 

approve?

Submit to 

Supervisor for 

approval

Yes

FAD progressed to 

“Active”  status

No

Corrections/

Additions per 

supervisor

Done

Foster/Adoptive  Home

Development (FAD)

4

Home License Window: 

Verify/Modify Setting, Facility Type, Age 

Range, Capacity, Program Types and 

Authorization Dates (Additional information is 

recorded in the Home Study relating to LOD, 

however, this information is not currently 

supported by CONX in FAD

Assign Vendor ID

LDSS & VA receive blocks of VID by 

email from OCFS.  Next VID is 

selected from list, lines identifying 

family/worker assigned are completed 

and # entered in CONX

If re-opening a closed home, 

can use existing VID if 

opened by LDSS or by same 

agency

Complete FAD 

Checklist




[image: image5.emf]Adoptive Home Certification

Agency receives inquiry 

from prospective adoptive 

family 

Agency responds 

within 5 days and 

invites to 

orientation session

Family attends 

orientation session?

Provide Adoption 

Application

No

Yes

Agency sets up 

External Adoptive 

Home Case 

Record

Agency is required to keep this file for 12 months 

even if no Adoption Application is completed

Home initially set 

up in CONX as 

Foster Home

Foster/Adoptive 

Home 

Development 

(FAD)

Agency receives 

completed Adoption 

Application?

No

Yes

Accept Home for 

Adoption Study?
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Yes

No

Agency maintains 

file for 12 months

Agency sends letter detailing 

reasons for rejection & 

statement of Fair Hearing 

rights 

Done
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in C ONX as 

Adoptive Home

This occurs when Subsidy Payments are to 

begin.  Adoptive Home MUST have different VID 

than VID used to make foster care payments 

Worker closes 

foster care case in 

CONX

New WMS case 

opened for 

Adoption Subsidy 

payments

Family may have 2 homes 

created in CONX if they wish 

to continue to foster after a 

finalized adoption

FAD 

Home 

Closure

 Open Case 

Adoption 

Subsidy

6

Assign Priority 

Level

Adoptive Home Certification

Priority Level matrix is based on pool of children 

most highly represented that are freed for adoption 

and child characteristics desired by family that 

match that population

Notify family of how 

their application will be 

responded to based on 

Priority Level 

Agency must respond within 10 days of 

receipt of completed Adoption Application

Refer to “Priority Of Acceptance and 

Responses for Adoption Applications” matrix

Assign family to 

appropriate waiting 

list

Begin Adoption 

Study process

Most NYS agencies use 

MAPP/GPS training to 

mutually select families in or 

out of the adoption process

Adoption 

Process-

General 

Existing



[image: image7.emf]Emergency Certification/Approval 

of Foster Home

Need for Emergency voluntary placement 

with friend/relative resulting from JD/PINS, 

Article 10 court proceeding

Secure signed 

statement from 

eligible caretaker

Relationship to child/parents, 

willingness to provide foster 

care & accept responsibility, 

comply with certification 

requirements and agency 

supervision of placement

Complete 

“Expedited” 24 hr 

Home Study

Obtain character 

references

Review agency 

records for any Hx 

of abuse or 

neglect

Foster/Adoptive 

Home 

Development

Complete Home Certification 

within 90 days

Expedited Home Study must 

include Safety Assessment 

(full details in Regulation: 

NYCRR 443.7 (b)3

Record 

Fingerprints “Date 

Sent” in CONX

Record Medical 

Exam date(s)
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Relative Foster Home wishes to 

provide foster care to non-relative 

children

Update Facility 

Type in F/A  Home 

License window

Update Age 

Ranges, Capacity 

and Program Type 

(if applicable)

Change Status to 

“Pending 

Aceptance”

Complete Annual 

Reauthorization or 

Interim Home 

Study

Click on Submit 

Button

Save & Submit

All Paperwork and 

Certification Requirements 

up to date?

Family returns 

updated paperwork?

No

No Done

Yes

Yes

Supervisor 

Approve?

Done

Yes

No

Provide Paperwork 

to Foster Family 

for modification/

update

Complete any 

modifications per 

Supervisory 

comments
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Foster/Adoptive Home 

needs to be closed

Home already 

certified?

Children placed 

in the home?

No

Yes

Yes

No

Perform & Document 

full Safety 

Assessment in 

Household Member 

Detail tab of FRS

Remove 

Children?

FAD Denial/

Revocation Letter 

sent

Yes

Placement 

Movement

No

Close Home in 

CONX

Criminal History Review Unit, 

SCR denials or Non-Renewal 

decision by agency or family

Completed only if Criminal 

History Review Unit indicates 

new  crime or SCR report 

and home is going to remain 

open
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Select appropriate 

Stage from 

Assigned 

Workload

Click on Tasks

Click on Maintain 

Person

Click on List

Click on New

Click on Search

Current Demographic information must be maintained 

on everyone in a home who is 18 yrs of age or older, 

including foster children.

All children in home need to be recorded, regardless 

of age to maintain accurate bed capacity information.

Worker has the option of Phonetic Name, 

Phonetic Address or Exact Search 

capability.  Phonetic Name is the default and 

more desirable search 

Any matches? No

Search results 

too many?

Enter additional 

search criteria

Select Match

Yes

Yes

No

Select Options in 

Person Search 

window

View all details on 

Address, Phone 

and Case Lists

This person is an 

exact match?

No

A

A

Yes

Click on Relate 

Button

Complete any 

required fields in 

Person Detail 

window

Select 

Relationship from 

drop down

Save

Click New from 

Person Search 

window

Enter all known 

demographic info 

in Person Detail 

window

Select 

Relationship from 

drop down

Save

B

B
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Select person to 

Merge Forward

Select stage that 

contains person 

information to be 

merged

View Person List/

compare 

demographics of 

persons to be 

merged

Choose Person 

Merge/Split 

function from 

Options Menu

Enter Person ID of  

Merged Forward 

Person

Click Validate 

Button

Perform Person 

Search & Select 

person to be 

merged

OR

Reminder: 

Person Closed 

must be 

reactivated and 

returned to all 

appropriate 

stages and 

events

Select Stage that 

contains persons 

merged in error

Select Tasks

Select Maintain 

Person

Click on List

Select name of 

person who was 

merged in error

Duplicate record for 

same person identified

Merged person identified 

as two separate 

individuals

Select Tasks

Click on List

Select Maintain 

Person

13

Select person to 

be Merged Closed

Click Options

Select Case List

Select desired 

case

Click Summary

Select applicable 

Stage

This is generally the 

person who has the 

most history in the 

system/Merged 

Closed Person 

cannot be related to 

a Stage or involved in 

any future system 

events

Select Person List 

from Options 

Menu

Choose Person 

Merge/Split 

function from 

Options Menu

Person Merge/

Split Window: 

Select the merge  

to be split

Click Split Button

Click Yes & Save
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Merged Closed Person 

involved in Open Intake 

message?

No

Continue with 

merge?

Yes

Click No to end Person 

Merge function

Confirm ID for 

Merged Closed 

Person  to become 

ID for Merged  

Forward Person

Click Yes

Select all lines for Merged 

Forward Person from 

demographics displayed 

for both Merged Forward 

and Closed Person

Click OK & Save

Warning  

Message?

Review reasons 

for warning/verify 

accuracy of merge

Click Merge Button

Yes

Error 

Message?

System will not allow merge 

when error message exists

No

12

No

Yes

No




[image: image13.emf]Communication 

between Sending 

& Receiving 

Agency

Sending Agency is responsible for ascertaining acceptance of the home by 

the Receiving Agency

NOTE: Homes with a presumptive disqualifying crime against a foster 

parent or “Hold in Abeyance” cannot be transferred under any 

circumstances

Sending Agency identifies 

person at Receiving 

Agency who will receive 

home transferred to their 

Assigned Workload

Home closed?

FAD

Yes

No

Transfer prior to 

final certification?

Yes

No

Maintainer ID for 

VID matches?

Assign new VID

No

yes

This is a transfer of home from 

LDSS to a VA (or vice versa) or from 

one VA to another

Transfer of Foster Home

New agency 

worker completes 

Interim Home 

Study

Save & Submit to 

supervisor

This is the process that links CONX & 

BICS.  This function must be performed in 

order to approve payments to this home

Approved?

No

 Foster Home requests/

needs transfer to 

another LDSS or VA

Yes

Children in 

home?

Determine/Assign 

planning 

responsibility for 

each child in the 

home

Yes

No

Transfer of 

Foster Home 

Receiving 

Agency

Obtain written 

consent from 

family to transfer

Obtain written 

confirmation from 

receiving agency 

and effective date

Transfer “Paper” 

record for family to 

receiving agency

This is a transfer 

between LDSS’ -

no change to VID
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between Sending 

& Receiving 

Agency

Sending Agency identifies 

person at Receiving 

Agency who will receive 

home transferred to their 

Assigned Workload

Home closed?

FAD

Yes

No

Transfer prior to 

final certification?

Yes

No

Maintainer ID for 

VID matches?

yes

Transfer of Foster Home

Sending Agency 

 Foster Home requests/

needs transfer to 

another LDSS or VA

Obtain VID from 

Receiving Agency 

from their block of 

assigned numbers

Receiving agency continues 

certification process since home 

status is “Inquiry” or “Applicant” 

at this point

Sending Agency 

FAD worker clicks 

on FAD home from 

their Assigned 

Workload 

Click  Tasks

Select Maintain 

Non-Licensing 

Information

Click Detail

Record new/Verify 

VID on Home 

Demographics 

window

16

No

A

Click Validate

B

A B

Confirm correct 

VID has been 

entered

Click Yes

Click File

Select Save & 

submit

Re-Open closed home. Note that VID may need 

to be changed if this FAD home was NOT 

previously certified by a LDSS or same VA

D

Sending Agency is responsible for ascertaining acceptance of the home by 

the Receiving Agency

NOTE: Homes with mandatory disqualifying crime against a foster parent 

or “Hold in Abeyance” cannot be transferred under any circumstances

This is a transfer 

between LDSS’ -

no change to VID

Children in 

home?

Determine/Assign 

planning 

responsibility for 

each child in the 

home

Yes

No

Transfer of 

Foster Home 

Receiving 

Agency

Obtain written 

consent from 

family to transfer

Obtain written 

confirmation from 

receiving agency 

and effective date

Transfer “Paper” 

record for family to 

receiving agency
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Transfer of Foster Home

Sending Agency

Click Staff to-Do 

button

Supervisor/Unit Approver

Select 

”$$$approve 

Primary and/or 

Business Address 

Change” from list

Click Navigate

Verify correct VID 

on Resource 

Address Detail

Click Cancel

Select item from 

Approval status 

window

A

A

Must now wait until 

next day before new 

Primary Worker can 

be assigned

Sending Agency 

FAD worker 

selects FAD home 

from Assigned 

Workload

Click Assign

Click Options

Select Staff 

Search Criteria

Select the 

receiving agency 

worker from the list 

displayed

Click OK

Select this worker 

again from the 

Available Staff list

Click Primary

Click Save

Done

B

B

VID correct? Pg. 15 D No

Yes

The Supervisor/

Approver can make 

this change and 

continue with the 

approval process 

since this is just a 

typo error

Click Approve

Click No on 

message box to 

add another 

approver

Click Save

Enter Receiving 

Agency Worker’s 

name in fields and 

Agency Code #

Click Search
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Receiving Agency

Receiving Agency worker will have a 

New Primary Assignment on their 

Assigned Workload

If the FAD 

home status 

is “Accepted-

Active”, upon 

receipt of 

transfer, 

home study 

must be 

updated/

completed

Select the FAD 

home from 

Assigned 

Workload

Click Tasks

Select Home 

Study

Click Use Prior

Select Agency 

Transfer in 

Reason(s) for 

Home Study field

Select Maintain 

Licensing 

Information

Home status is 

“Accepted-Active”?

Click Cancel

FAD-Re-

Open 

Closed 

Home

No

Yes

Click Retrieve/Edit 

Narratvie

Edit/Modify Home 

Study as 

necessary

Click File

Click Close

Click Save

18

A

A

Click OK

Change FAD home 

status to Pending 

Acceptance on Home 

License window

Click File

Click Save and 

Submit

Click Save

Select Maintain 

Non-Licensing 

Information from 

Task List

Click Detail

Verify Auth. 

Agency  and “To 

Date” info correct

B

B

Yes

Inquiry or 

Applicant?

No

Click Submit

Click Home Study 

Narrative Tab
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Transfer of Foster Home

Receiving Agency

Correct?

Yes

Correct VID on 

Home 

Demographics 

window (VID’s are 

agency specific)

Click Validate

Confirm correct 

VID has been 

entered

Click Yes

Click File

Select Save & 

Submit

No

Click Save

Pop Up box indicating 

that saving will negate 

the pending approval 

status of prior 

submission

Click OK

Complete “Notice to 

NYS OCFS of Foster 

Home Transfer 

Between Agencies”

Done

Click Staff to-Do 

button

Supervisor/Unit 

Approver

Select Approve 

Home License 

Task

Click Navigate

Click Cancel

Select item from 

Approval status 

window

Click Approve

Click No on 

message box to 

add another 

approver

Click Save

A

A

Complete all WMS/

CCRS/POS and 

movement requirements 

after VID has been 

changed
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Foster/Adoptive  Home 
Development (FAD)


Ongoing Recruitment Activities 


Prospective Family contacts VA/LDSS expressing interest in becoming Foster/Adoptive parents


LDSS/VA responds in writing within 10 days & provides program info and certification/approval requirements 


Usually done verbally on initial phone contact.  Must advise of DCJS fingerprinting and SCR requirements


Home is in Inquiry or Applicant status


Review home closing information in CONX


No


Agency performs F/A Home search in CONX FAD


2


Yes


Home is in Closed status


Home is in Open-Active status with another agency.


LDSS/VA offers appointment or attend orientation 


Family attends meeting/orientation?


Provide Application. Medical Report form, SCR & Fingerprint cards


Done


Home exists in CONX?


No


Yes


Discuss with Open  Home the nature of their status and what they are now seeking


Yes


Re-open and change status to Inquiry(Applicant if application has been received)


2


Contact prior licensing agency 


Transfer to new agency?


Done


No


Yes


Transfer Foster Home


This can be a home that is:
1) transfer only
2) active Foster home who wants to adopt
3) an open Adoption Subsidy only home


At this point the family should be considered an official “Inquiry” and entered in CONX


Yes


Paperwork includes:
*Application
*Completed SCR
*Completed Fingerprint cards & Sworn Statement of Criminal Convictions fo all household members over age 18
*Completed Medical forms 
*3 Personal References
*Income/Employment History
*Marital Status


Foster/Adoptive  Home
Development (FAD)


Family Invited to participate in MAPP/GPS/Agency specific Training


Does family complete training?


Close home in CONX


No


Home demographics entered in CONX in Inquiry status


All paper work handed in


Family progressed to Applicant status in CONX


Yes


Yes


No


Person search conducted at this time, person added or related, PID/RID assigned by CONX if added


2


Assign FAD worker


Setting and Facility Type are entered at this point


Is family pursuing adoption only?


Adoptive Home Approval


Yes


4


No


All data entered in CONX 


Supervisor approve?


Submit to Supervisor for approval


Yes


FAD progressed to “Active”  status


No


Corrections/Additions per supervisor


Done


Foster/Adoptive  Home
Development (FAD)


3


Home License Window: 
Verify/Modify Setting, Facility Type, Age Range, Capacity, Program Types and Authorization Dates (Additional information is recorded in the Home Study relating to LOD, however, this information is not currently supported by CONX in FAD


Assign Vendor ID


LDSS & VA receive blocks of VID by email from OCFS.  Next VID is selected from list, lines identifying family/worker assigned are completed and # entered in CONX


If re-opening a closed home, can use existing VID if opened by LDSS or by same agency


Complete FAD Checklist


 Foster Home requests/needs transfer to another LDSS or VA


Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Transfer of Foster Home Receiving Agency


Yes


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


No


Maintainer ID for VID matches?


Assign new VID


No


yes


This is a transfer between LDSS’ - no change to VID


This is a transfer of home from LDSS to a VA (or vice versa) or from one VA to another


Transfer of Foster Home


New agency worker completes Interim Home Study


Save & Submit to supervisor


This is the process that links CONX & BICS.  This function must be performed in order to approve payments to this home


Approved?


No


Yes


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No


Foster/Adoptive  Home
Development (FAD)


2


Conduct Home Visit for purposes of Home Study


Submit completed paperwork:
SCR, DCJS Fingerprint card,


Complete Reference checks


SCR or DCJS
“Hit” returned? 


Conduct & Document Safety Assessment


Proceed with certification/approval?


Yes


Agency sends letter detailing reasons for rejection & detailing procedure to pursue Fair Hearing with OCFS


No


Close Home in CONX


Medical exam, References, Home Study satisfactory?


Yes


Yes


No


If medcial form received prior to conducting Home Study, must acknowledge, within 15 days, receipt and acceptance or rejection for Home Study detailing reasons.


Issue Home Certification Certificate or letter of approval
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Adoptive Home Certification


Agency receives inquiry from prospective adoptive family 


Agency responds within 5 days and invites to orientation session


Family attends orientation session?


Provide Adoption Application


No


Yes


Agency sets up External Adoptive Home Case Record


Agency is required to keep this file for 12 months even if no Adoption Application is completed


Home initially set up in CONX as Foster Home


Foster/Adoptive Home Development (FAD)


Agency receives completed Adoption Application?


No


Yes


Accept Home for Adoption Study?


2


Yes


No


Agency maintains file for 12 months


Agency sends letter detailing reasons for rejection & statement of Fair Hearing rights 


Done


Create new home in C ONX as Adoptive Home


This occurs when Subsidy Payments are to begin.  Adoptive Home MUST have different VID than VID used to make foster care payments 


Worker closes foster care case in CONX


New WMS case opened for Adoption Subsidy payments


Family may have 2 homes created in CONX if they wish to continue to foster after a finalized adoption


FAD Home Closure


 Open Case Adoption Subsidy


6


Assign Priority Level


Adoptive Home Certification


Priority Level matrix is based on pool of children most highly represented that are freed for adoption and child characteristics desired by family that match that population


Notify family of how their application will be responded to based on Priority Level 


Agency must respond within 10 days of receipt of completed Adoption Application


Refer to “Priority Of Acceptance and Responses for Adoption Applications” matrix


Assign family to appropriate waiting list


Begin Adoption Study process


Most NYS agencies use MAPP/GPS training to mutually select families in or out of the adoption process


Adoption Process- General Existing
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Person Merge/Split - FAD


Click Validate Button


Duplicate record for same person identified


Merged person identified as two separate individuals


Select person to Merge Forward


This is generally the person who has the most history in the system/Merged Closed Person cannot be related to a Stage or involved in any future system events


Select stage that contains person information to be merged


View Person List/compare demographics of persons to be merged


Choose Person Merge/Split function from Options Menu


Enter Person ID of  Merged Forward Person


Select Tasks


Click on List


Select Maintain Person


2


Perform Person Search & Select person to be merged


OR


Reminder: Person Closed must be reactivated and returned to all appropriate stages and events


Select Stage that contains persons merged in error


Select Tasks


Select Maintain Person


Click on List


Select name of person who was merged in error


Select person to be Merged Closed


Click Options


Select Case List


Select desired case


Click Summary


Select applicable Stage


Select Person List from Options Menu


Choose Person Merge/Split function from Options Menu


Person Merge/Split Window: Select the merge  to be split


Click Split Button


Click Yes & Save


No


Person Merge/Split - FAD


Merged Closed Person involved in Open Intake message?


No


No


Continue with merge?


Yes


Click No to end Person Merge function


Confirm ID for Merged Closed Person  to become ID for Merged  Forward Person


Click Yes


Select all lines for Merged Forward Person from demographics displayed for both Merged Forward and Closed Person


Click OK & Save


Warning  Message?


Review reasons for warning/verify accuracy of merge


Click Merge Button


Yes


Error Message?


Yes


System will not allow merge when error message exists


No


12
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Title
￼


Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Title


Double-click to type 
notes.  Subselect "Title"
to edit the title.



Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Yes


This is a transfer between LDSS’ - no change to VID


No


Maintainer ID for VID matches?


yes


Transfer of Foster Home
Sending Agency 


 Foster Home requests/needs transfer to another LDSS or VA


Obtain VID from Receiving Agency from their block of assigned numbers


Receiving agency continues certification process since home status is “Inquiry” or “Applicant” at this point


Sending Agency FAD worker clicks on FAD home from their Assigned Workload 


Click  Tasks


Select Maintain Non-Licensing Information


Click Detail


Record new/Verify VID on Home Demographics window


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & submit


2


No


A


B


A


B


Re-Open closed home. Note that VID may need to be changed if this FAD home was NOT previously certified by a LDSS or same VA


D


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No


Transfer of Foster Home Receiving Agency


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency
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Transfer of Foster Home
Sending Agency


Click Staff to-Do button


Supervisor/Unit Approver


Select ”$$$approve Primary and/or Business Address Change” from list


Click Navigate


Verify correct VID on Resource Address Detail


Click Cancel


Select item from Approval status window


Enter Receiving Agency Worker’s name in fields and Agency Code #


Click Approve


Click No on message box to add another approver


Click Save


Click Search


Must now wait until next day before new Primary Worker can be assigned


Sending Agency FAD worker selects FAD home from Assigned Workload


Click Assign


Click Options


Select Staff Search Criteria


Select the receiving agency worker from the list displayed


Click OK


Select this worker again from the Available Staff list


Click Primary


Click Save


Done


B


A


A


B


VID correct?
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No


Yes


The Supervisor/Approver can make this change and continue with the approval process since this is just a typo error


Transfer of Foster Home
Receiving Agency


Receiving Agency worker will have a New Primary Assignment on their Assigned Workload


If the FAD home status is “Accepted-Active”, upon receipt of transfer, home study must be updated/completed


Select the FAD home from Assigned Workload


Click Tasks


Select Maintain Licensing Information


Select Home Study


Click Use Prior


Click Home Study Narrative Tab


Select Agency Transfer in Reason(s) for Home Study field


Home status is “Accepted-Active”?


Click Cancel


FAD- Re-Open Closed Home


No


Yes


A


A


Click Retrieve/Edit Narratvie


Edit/Modify Home Study as necessary


Click File


Click Close


Click Save
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Click Submit


Click OK


Change FAD home status to Pending Acceptance on Home License window


Click File


Click Save and Submit


Click Save


Select Maintain Non-Licensing Information from Task List


Click Detail


Verify Auth. Agency  and “To Date” info correct


B


B


Inquiry or Applicant?


No


Yes
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Transfer of Foster Home
Receiving Agency


Click Save


Pop Up box indicating that saving will negate the pending approval status of prior submission


Click OK


Correct?


Yes


Correct VID on Home Demographics window (VID’s are agency specific)


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & Submit


No


Complete “Notice to NYS OCFS of Foster Home Transfer Between Agencies”


Done


Click Staff to-Do button


Supervisor/Unit Approver


Select Approve Home License Task


A


A


Click Navigate


Click Cancel


Select item from Approval status window


Click Approve


Click No on message box to add another approver


Click Save


Complete all WMS/CCRS/POS and movement requirements after VID has been changed


Transfer of Foster Home
Receiving Agency- Change  Auth From Date


Transfer approval was completed after the effective date of the transfer


1)  This step cannot occur the same date as the previous approvals.

2) Maintain FAD HIST BF is required to adjust home history.


Select FAD home from Assigned Workload


Select Tasks


Select View Home History


Click History Detail 


Click OK on message displayed


“The most current row was selected.   Only the Auth From date may be modified.”


Change Auth from date to date transfer was effective


Click Save


Click Close


Go to B on FAD Transfer - Receiving Agency
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Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Yes


This is a transfer between LDSS’ - no change to VID


No


Maintainer ID for VID matches?


yes


Transfer of Foster Home
Sending Agency 


 Foster Home requests/needs transfer to another LDSS or VA


Obtain VID from Receiving Agency from their block of assigned numbers


Receiving agency continues certification process since home status is “Inquiry” or “Applicant” at this point


Sending Agency FAD worker clicks on FAD home from their Assigned Workload 


Click  Tasks


Select Maintain Non-Licensing Information


Click Detail


Record new/Verify VID on Home Demographics window


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & submit


2


No


A


B


A


B


Re-Open closed home. Note that VID may need to be changed if this FAD home was NOT previously certified by a LDSS or same VA


D


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No


Transfer of Foster Home Receiving Agency


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


1


Transfer of Foster Home
Sending Agency


Click Staff to-Do button


Supervisor/Unit Approver


Select ”$$$approve Primary and/or Business Address Change” from list


Click Navigate


Verify correct VID on Resource Address Detail


Click Cancel


Select item from Approval status window


Enter Receiving Agency Worker’s name in fields and Agency Code #


Click Approve


Click No on message box to add another approver


Click Save


Click Search


Must now wait until next day before new Primary Worker can be assigned


Sending Agency FAD worker selects FAD home from Assigned Workload


Click Assign


Click Options


Select Staff Search Criteria


Select the receiving agency worker from the list displayed


Click OK


Select this worker again from the Available Staff list


Click Primary


Click Save


Done


B


A


A


B


VID correct?
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No


Yes


The Supervisor/Approver can make this change and continue with the approval process since this is just a typo error


Transfer of Foster Home
Receiving Agency


Receiving Agency worker will have a New Primary Assignment on their Assigned Workload


If the FAD home status is “Accepted-Active”, upon receipt of transfer, home study must be updated/completed


Select the FAD home from Assigned Workload


Click Tasks


Select Maintain Licensing Information


Select Home Study


Click Use Prior


Click Home Study Narrative Tab


Select Agency Transfer in Reason(s) for Home Study field


Home status is “Accepted-Active”?


Click Cancel


FAD- Re-Open Closed Home


No


Yes


A


A


Click Retrieve/Edit Narratvie


Edit/Modify Home Study as necessary


Click File


Click Close


Click Save
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Click Submit


Click OK


Change FAD home status to Pending Acceptance on Home License window


Click File


Click Save and Submit


Click Save


Select Maintain Non-Licensing Information from Task List


Click Detail


Verify Auth. Agency  and “To Date” info correct


B


B


Inquiry or Applicant?


No


Yes


3


Transfer of Foster Home
Receiving Agency


Click Save


Pop Up box indicating that saving will negate the pending approval status of prior submission


Click OK


Correct?


Yes


Correct VID on Home Demographics window (VID’s are agency specific)


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & Submit


No


Complete “Notice to NYS OCFS of Foster Home Transfer Between Agencies”


Done


Click Staff to-Do button


Supervisor/Unit Approver


Select Approve Home License Task


A


A


Click Navigate


Click Cancel


Select item from Approval status window


Click Approve


Click No on message box to add another approver


Click Save


Complete all WMS/CCRS/POS and movement requirements after VID has been changed


Transfer of Foster Home
Receiving Agency- Change  Auth From Date


Transfer approval was completed after the effective date of the transfer


1)  This step cannot occur the same date as the previous approvals.

2) Maintain FAD HIST BF is required to adjust home history.


Select FAD home from Assigned Workload


Select Tasks


Select View Home History


Click History Detail 


Click OK on message displayed


“The most current row was selected.   Only the Auth From date may be modified.”


Change Auth from date to date transfer was effective


Click Save


Click Close


Go to B on FAD Transfer - Receiving Agency
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Foster/Adoptive  Home 
Development (FAD)


Ongoing Recruitment Activities 


Prospective Family contacts VA/LDSS expressing interest in becoming Foster/Adoptive parents


LDSS/VA responds in writing within 10 days & provides program info and certification/approval requirements 


Usually done verbally on initial phone contact.  Must advise of DCJS fingerprinting and SCR requirements


Home is in Inquiry or Applicant status


Review home closing information in CONX
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Agency performs F/A Home search in CONX FAD
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Yes
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Family attends meeting/orientation?
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Discuss with Open  Home the nature of their status and what they are now seeking
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Re-open and change status to Inquiry(Applicant if application has been received)
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Contact prior licensing agency 


Transfer to new agency?
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Yes


Transfer Foster Home


This can be a home that is:
1) transfer only
2) active Foster home who wants to adopt
3) an open Adoption Subsidy only home


At this point the family should be considered an official “Inquiry” and entered in CONX


Yes


Paperwork includes:
*Application
*Completed SCR
*Completed Fingerprint cards & Sworn Statement of Criminal Convictions fo all household members over age 18
*Completed Medical forms 
*3 Personal References
*Income/Employment History
*Marital Status


Foster/Adoptive  Home
Development (FAD)


Family Invited to participate in MAPP/GPS/Agency specific Training


Does family complete training?


Close home in CONX


No


Home demographics entered in CONX in Inquiry status


All paper work handed in


Family progressed to Applicant status in CONX


Yes


Yes


No


Person search conducted at this time, person added or related, PID/RID assigned by CONX if added


2


Assign FAD worker


Setting and Facility Type are entered at this point


Is family pursuing adoption only?


Adoptive Home Approval


Yes


3


No


All data entered in CONX 


Supervisor approve?


Submit to Supervisor for approval


Yes


FAD progressed to “Active”  status


No


Corrections/Additions per supervisor


Done


Foster/Adoptive  Home
Development (FAD)
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Home License Window: 
Verify/Modify Setting, Facility Type, Age Range, Capacity, Program Types and Authorization Dates (Additional information is recorded in the Home Study relating to LOD, however, this information is not currently supported by CONX in FAD


Assign Vendor ID


LDSS & VA receive blocks of VID by email from OCFS.  Next VID is selected from list, lines identifying family/worker assigned are completed and # entered in CONX


If re-opening a closed home, can use existing VID if opened by LDSS or by same agency


Complete FAD Checklist


 Foster Home requests/needs transfer to another LDSS or VA


Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with a presumptive disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Transfer of Foster Home Receiving Agency


Yes


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


No


Maintainer ID for VID matches?


Assign new VID


No


yes


This is a transfer between LDSS’ - no change to VID


This is a transfer of home from LDSS to a VA (or vice versa) or from one VA to another


Transfer of Foster Home


New agency worker completes Interim Home Study


Save & Submit to supervisor


This is the process that links CONX & BICS.  This function must be performed in order to approve payments to this home


Approved?


No


Yes


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No


Foster/Adoptive  Home
Development (FAD)
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Conduct Home Visit for purposes of Home Study


Submit completed paperwork:
SCR, DCJS Fingerprint card,


Complete Reference checks


SCR or DCJS
“Hit” returned? 


Conduct & Document Safety Assessment


Proceed with certification/approval?


Yes


Agency sends letter detailing reasons for rejection & detailing procedure to pursue Fair Hearing with OCFS


No


Close Home in CONX


Medical exam, References, Home Study satisfactory?


Yes


Yes


No


If medcial form received prior to conducting Home Study, must acknowledge, within 15 days, receipt and acceptance or rejection for Home Study detailing reasons.


Issue Home Certification Certificate or letter of approval
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Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Yes


This is a transfer between LDSS’ - no change to VID


No


Maintainer ID for VID matches?


yes


Transfer of Foster Home
Sending Agency 


 Foster Home requests/needs transfer to another LDSS or VA


Obtain VID from Receiving Agency from their block of assigned numbers


Receiving agency continues certification process since home status is “Inquiry” or “Applicant” at this point


Sending Agency FAD worker clicks on FAD home from their Assigned Workload 


Click  Tasks


Select Maintain Non-Licensing Information


Click Detail


Record new/Verify VID on Home Demographics window


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & submit
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No


A


B


A


B


Re-Open closed home. Note that VID may need to be changed if this FAD home was NOT previously certified by a LDSS or same VA


D


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No


Transfer of Foster Home Receiving Agency


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


1


Transfer of Foster Home
Sending Agency


Click Staff to-Do button


Supervisor/Unit Approver


Select ”$$$approve Primary and/or Business Address Change” from list


Click Navigate


Verify correct VID on Resource Address Detail


Click Cancel


Select item from Approval status window


Enter Receiving Agency Worker’s name in fields and Agency Code #


Click Approve


Click No on message box to add another approver


Click Save


Click Search


Must now wait until next day before new Primary Worker can be assigned


Sending Agency FAD worker selects FAD home from Assigned Workload


Click Assign


Click Options


Select Staff Search Criteria


Select the receiving agency worker from the list displayed


Click OK


Select this worker again from the Available Staff list


Click Primary


Click Save


Done


B


A


A


B


VID correct?
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No


Yes


The Supervisor/Approver can make this change and continue with the approval process since this is just a typo error


Transfer of Foster Home
Receiving Agency


Receiving Agency worker will have a New Primary Assignment on their Assigned Workload


If the FAD home status is “Accepted-Active”, upon receipt of transfer, home study must be updated/completed


Select the FAD home from Assigned Workload


Click Tasks


Select Maintain Licensing Information


Select Home Study


Click Use Prior


Click Home Study Narrative Tab


Select Agency Transfer in Reason(s) for Home Study field


Home status is “Accepted-Active”?


Click Cancel


FAD- Re-Open Closed Home


No


Yes


A


A


Click Retrieve/Edit Narratvie


Edit/Modify Home Study as necessary


Click File


Click Close


Click Save
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Click Submit


Click OK


Change FAD home status to Pending Acceptance on Home License window


Click File


Click Save and Submit


Click Save


Select Maintain Non-Licensing Information from Task List


Click Detail


Verify Auth. Agency  and “To Date” info correct


B


B


Inquiry or Applicant?


No


Yes
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Transfer of Foster Home
Receiving Agency


Click Save


Pop Up box indicating that saving will negate the pending approval status of prior submission


Click OK


Correct?


Yes


Correct VID on Home Demographics window (VID’s are agency specific)


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & Submit


No


Complete “Notice to NYS OCFS of Foster Home Transfer Between Agencies”


Done


Click Staff to-Do button


Supervisor/Unit Approver


Select Approve Home License Task


A


A


Click Navigate


Click Cancel


Select item from Approval status window


Click Approve


Click No on message box to add another approver


Click Save


Complete all WMS/CCRS/POS and movement requirements after VID has been changed


Transfer of Foster Home
Receiving Agency- Change  Auth From Date


Transfer approval was completed after the effective date of the transfer


1)  This step cannot occur the same date as the previous approvals.

2) Maintain FAD HIST BF is required to adjust home history.


Select FAD home from Assigned Workload


Select Tasks


Select View Home History


Click History Detail 


Click OK on message displayed


“The most current row was selected.   Only the Auth From date may be modified.”


Change Auth from date to date transfer was effective


Click Save


Click Close


Go to B on FAD Transfer - Receiving Agency
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Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Yes


This is a transfer between LDSS’ - no change to VID


No


Maintainer ID for VID matches?


yes


Transfer of Foster Home
Sending Agency 


 Foster Home requests/needs transfer to another LDSS or VA


Obtain VID from Receiving Agency from their block of assigned numbers


Receiving agency continues certification process since home status is “Inquiry” or “Applicant” at this point


Sending Agency FAD worker clicks on FAD home from their Assigned Workload 


Click  Tasks


Select Maintain Non-Licensing Information


Click Detail


Record new/Verify VID on Home Demographics window


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & submit
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Re-Open closed home. Note that VID may need to be changed if this FAD home was NOT previously certified by a LDSS or same VA


D


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No


Transfer of Foster Home Receiving Agency


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


1


Transfer of Foster Home
Sending Agency


Click Staff to-Do button


Supervisor/Unit Approver


Select ”$$$approve Primary and/or Business Address Change” from list


Click Navigate


Verify correct VID on Resource Address Detail


Click Cancel


Select item from Approval status window


Enter Receiving Agency Worker’s name in fields and Agency Code #


Click Approve


Click No on message box to add another approver


Click Save


Click Search


Must now wait until next day before new Primary Worker can be assigned


Sending Agency FAD worker selects FAD home from Assigned Workload


Click Assign


Click Options


Select Staff Search Criteria


Select the receiving agency worker from the list displayed


Click OK


Select this worker again from the Available Staff list


Click Primary


Click Save


Done


B


A


A


B


VID correct?
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No


Yes


The Supervisor/Approver can make this change and continue with the approval process since this is just a typo error


Transfer of Foster Home
Receiving Agency


Receiving Agency worker will have a New Primary Assignment on their Assigned Workload


If the FAD home status is “Accepted-Active”, upon receipt of transfer, home study must be updated/completed


Select the FAD home from Assigned Workload


Click Tasks


Select Maintain Licensing Information


Select Home Study


Click Use Prior


Click Home Study Narrative Tab


Select Agency Transfer in Reason(s) for Home Study field


Home status is “Accepted-Active”?


Click Cancel


FAD- Re-Open Closed Home


No


Yes


A


A


Click Retrieve/Edit Narratvie


Edit/Modify Home Study as necessary


Click File


Click Close


Click Save
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Click Submit


Click OK


Change FAD home status to Pending Acceptance on Home License window


Click File


Click Save and Submit


Click Save


Select Maintain Non-Licensing Information from Task List


Click Detail


Verify Auth. Agency  and “To Date” info correct


B


B


Inquiry or Applicant?


No


Yes
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Transfer of Foster Home
Receiving Agency


Click Save


Pop Up box indicating that saving will negate the pending approval status of prior submission


Click OK


Correct?


Yes


Correct VID on Home Demographics window (VID’s are agency specific)


Click Validate


Confirm correct VID has been entered


Click Yes


Click File


Select Save & Submit


No


Complete “Notice to NYS OCFS of Foster Home Transfer Between Agencies”


Done


Click Staff to-Do button


Supervisor/Unit Approver


Select Approve Home License Task


A


A


Click Navigate


Click Cancel


Select item from Approval status window


Click Approve


Click No on message box to add another approver


Click Save


Complete all WMS/CCRS/POS and movement requirements after VID has been changed


Transfer of Foster Home
Receiving Agency- Change  Auth From Date


Transfer approval was completed after the effective date of the transfer


1)  This step cannot occur the same date as the previous approvals.

2) Maintain FAD HIST BF is required to adjust home history.


Select FAD home from Assigned Workload


Select Tasks


Select View Home History


Click History Detail 


Click OK on message displayed


“The most current row was selected.   Only the Auth From date may be modified.”


Change Auth from date to date transfer was effective


Click Save


Click Close


Go to B on FAD Transfer - Receiving Agency
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Person Merge/Split - FAD


Click Validate Button


Duplicate record for same person identified


Merged person identified as two separate individuals


Select person to Merge Forward


This is generally the person who has the most history in the system/Merged Closed Person cannot be related to a Stage or involved in any future system events
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Person Merge/Split - FAD
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Foster/Adoptive  Home 
Development (FAD)


Ongoing Recruitment Activities 


Prospective Family contacts VA/LDSS expressing interest in becoming Foster/Adoptive parents


LDSS/VA responds in writing within 10 days & provides program info and certification/approval requirements 


Usually done verbally on initial phone contact.  Must advise of DCJS fingerprinting and SCR requirements


Home is in Inquiry or Applicant status


Review home closing information in CONX


No


Agency performs F/A Home search in CONX FAD


2


Yes


Home is in Closed status


Home is in Open-Active status with another agency.


LDSS/VA offers appointment or attend orientation 


Family attends meeting/orientation?


Provide Application. Medical Report form, SCR & Fingerprint cards


Done


Home exists in CONX?


No


Yes


Discuss with Open  Home the nature of their status and what they are now seeking


Yes


Re-open and change status to Inquiry(Applicant if application has been received)


2


Contact prior licensing agency 


Transfer to new agency?


Done


No


Yes


Transfer Foster Home


This can be a home that is:
1) transfer only
2) active Foster home who wants to adopt
3) an open Adoption Subsidy only home


At this point the family should be considered an official “Inquiry” and entered in CONX


Yes


Paperwork includes:
*Application
*Completed SCR
*Completed Fingerprint cards & Sworn Statement of Criminal Convictions fo all household members over age 18
*Completed Medical forms 
*3 Personal References
*Income/Employment History
*Marital Status


Foster/Adoptive  Home
Development (FAD)


Family Invited to participate in MAPP/GPS/Agency specific Training


Does family complete training?


Close home in CONX


No


Home demographics entered in CONX in Inquiry status


All paper work handed in


Family progressed to Applicant status in CONX


Yes


Yes


No


Person search conducted at this time, person added or related, PID/RID assigned by CONX if added


2


Assign FAD worker


Setting and Facility Type are entered at this point


Is family pursuing adoption only?


Adoptive Home Approval


Yes
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No


All data entered in CONX 


Supervisor approve?


Submit to Supervisor for approval


Yes


FAD progressed to “Active”  status


No


Corrections/Additions per supervisor


Done


Foster/Adoptive  Home
Development (FAD)
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Home License Window: 
Verify/Modify Setting, Facility Type, Age Range, Capacity, Program Types and Authorization Dates (Additional information is recorded in the Home Study relating to LOD, however, this information is not currently supported by CONX in FAD


Assign Vendor ID


LDSS & VA receive blocks of VID by email from OCFS.  Next VID is selected from list, lines identifying family/worker assigned are completed and # entered in CONX


If re-opening a closed home, can use existing VID if opened by LDSS or by same agency


Complete FAD Checklist


 Foster Home requests/needs transfer to another LDSS or VA


Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Transfer of Foster Home Receiving Agency


Yes


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


No


Maintainer ID for VID matches?


Assign new VID


No


yes


This is a transfer between LDSS’ - no change to VID


This is a transfer of home from LDSS to a VA (or vice versa) or from one VA to another


Transfer of Foster Home


New agency worker completes Interim Home Study


Save & Submit to supervisor


This is the process that links CONX & BICS.  This function must be performed in order to approve payments to this home


Approved?


No


Yes


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No


Foster/Adoptive  Home
Development (FAD)


2


Conduct Home Visit for purposes of Home Study


Submit completed paperwork:
SCR, DCJS Fingerprint card,


Complete Reference checks


SCR or DCJS
“Hit” returned? 


Conduct & Document Safety Assessment


Proceed with certification/approval?


Yes


Agency sends letter detailing reasons for rejection & detailing procedure to pursue Fair Hearing with OCFS


No


Close Home in CONX


Medical exam, References, Home Study satisfactory?


Yes


Yes


No


If medcial form received prior to conducting Home Study, must acknowledge, within 15 days, receipt and acceptance or rejection for Home Study detailing reasons.


Issue Home Certification Certificate or letter of approval
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Adoptive Home Certification


Agency receives inquiry from prospective adoptive family 


Agency responds within 5 days and invites to orientation session


Family attends orientation session?


Provide Adoption Application


No


Yes


Agency sets up External Adoptive Home Case Record


Agency is required to keep this file for 12 months even if no Adoption Application is completed


Home initially set up in CONX as Foster Home


Foster/Adoptive Home Development (FAD)


Agency receives completed Adoption Application?


No


Yes


Accept Home for Adoption Study?


7


Yes


No


Agency maintains file for 12 months


Agency sends letter detailing reasons for rejection & statement of Fair Hearing rights 


Done


Create new home in C ONX as Adoptive Home


This occurs when Subsidy Payments are to begin.  Adoptive Home MUST have different VID than VID used to make foster care payments 


Worker closes foster care case in CONX


New WMS case opened for Adoption Subsidy payments


Family may have 2 homes created in CONX if they wish to continue to foster after a finalized adoption


FAD Home Closure


 Open Case Adoption Subsidy


2


Assign Priority Level


Adoptive Home Certification


Priority Level matrix is based on pool of children most highly represented that are freed for adoption and child characteristics desired by family that match that population


Notify family of how their application will be responded to based on Priority Level 


Agency must respond within 10 days of receipt of completed Adoption Application


Refer to “Priority Of Acceptance and Responses for Adoption Applications” matrix


Assign family to appropriate waiting list


Begin Adoption Study process


Most NYS agencies use MAPP/GPS training to mutually select families in or out of the adoption process


Adoption Process- General Existing
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Foster/Adoptive  Home 
Development (FAD)


Ongoing Recruitment Activities 


Prospective Family contacts VA/LDSS expressing interest in becoming Foster/Adoptive parents


LDSS/VA responds in writing within 10 days & provides program info and certification/approval requirements 


Usually done verbally on initial phone contact.  Must advise of DCJS fingerprinting and SCR requirements


Home is in Inquiry or Applicant status


Review home closing information in CONX


No


Agency performs F/A Home search in CONX FAD


2


Yes


Home is in Closed status


Home is in Open-Active status with another agency.


LDSS/VA offers appointment or attend orientation 


Family attends meeting/orientation?


Provide Application. Medical Report form, SCR & Fingerprint cards


Done


Home exists in CONX?


No


Yes


Discuss with Open  Home the nature of their status and what they are now seeking


Yes


Re-open and change status to Inquiry(Applicant if application has been received)


2


Contact prior licensing agency 


Transfer to new agency?


Done


No


Yes


Transfer Foster Home


This can be a home that is:
1) transfer only
2) active Foster home who wants to adopt
3) an open Adoption Subsidy only home


At this point the family should be considered an official “Inquiry” and entered in CONX


Yes


Paperwork includes:
*Application
*Completed SCR
*Completed Fingerprint cards & Sworn Statement of Criminal Convictions fo all household members over age 18
*Completed Medical forms 
*3 Personal References
*Income/Employment History
*Marital Status


Foster/Adoptive  Home
Development (FAD)


Family Invited to participate in MAPP/GPS/Agency specific Training


Does family complete training?


Close home in CONX


No


Home demographics entered in CONX in Inquiry status


All paper work handed in


Family progressed to Applicant status in CONX


Yes


Yes


No


Person search conducted at this time, person added or related, PID/RID assigned by CONX if added


2


Assign FAD worker


Setting and Facility Type are entered at this point


Is family pursuing adoption only?


Adoptive Home Approval


Yes


3


No


All data entered in CONX 


Supervisor approve?


Submit to Supervisor for approval


Yes


FAD progressed to “Active”  status


No


Corrections/Additions per supervisor


Done
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Home License Window: 
Verify/Modify Setting, Facility Type, Age Range, Capacity, Program Types and Authorization Dates (Additional information is recorded in the Home Study relating to LOD, however, this information is not currently supported by CONX in FAD


Assign Vendor ID


LDSS & VA receive blocks of VID by email from OCFS.  Next VID is selected from list, lines identifying family/worker assigned are completed and # entered in CONX


If re-opening a closed home, can use existing VID if opened by LDSS or by same agency


Complete FAD Checklist


Issue Home Certification Certificate or letter of approval


 Foster Home requests/needs transfer to another LDSS or VA


Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Transfer of Foster Home Receiving Agency


Yes


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


No


Maintainer ID for VID matches?


Assign new VID


No


yes


This is a transfer between LDSS’ - no change to VID


This is a transfer of home from LDSS to a VA (or vice versa) or from one VA to another


Transfer of Foster Home


New agency worker completes Interim Home Study


Save & Submit to supervisor


This is the process that links CONX & BICS.  This function must be performed in order to approve payments to this home


Approved?


No


Yes


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No
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Development (FAD)


3


Conduct Home Visit for purposes of Home Study


Submit completed paperwork:
SCR, DCJS Fingerprint card,


Complete Reference checks


SCR or DCJS
“Hit” returned? 


Conduct & Document Safety Assessment


Proceed with certification/approval?


Yes


Agency sends letter detailing reasons for rejection & detailing procedure to pursue Fair Hearing with OCFS


No


Close Home in CONX


Medical exam, References, Home Study satisfactory?


Yes


Yes


No


If medcial form received prior to conducting Home Study, must acknowledge, within 15 days, receipt and acceptance or rejection for Home Study detailing reasons.


No
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Conversion of an Approved Relative Foster Home


Relative Foster Home wishes to provide foster care to non-relative children


Update Facility Type in F/A  Home License window


Update Age Ranges, Capacity and Program Type (if applicable)


Change Status to “Pending Aceptance”


Complete Annual Reauthorization or Interim Home Study


Click on Submit Button


Save & Submit


All Paperwork and Certification Requirements up to date?


Complete any modifications per Supervisory comments


Family returns updated paperwork?


No


No


Done


Yes


Yes


Supervisor Approve?


Done


Yes


No


Provide Paperwork to Foster Family for modification/update
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Maintain Person Information - FAD


Select appropriate Stage from Assigned Workload


Click on Tasks


Click on Maintain Person


Click on List


Click on New


Click on Search


Current Demographic information must be maintained on everyone in a home who is 18 yrs of age or older, including foster children.
All children in home need to be recorded, regardless of age to maintain accurate bed capacity information.


Worker has the option of Phonetic Name, Phonetic Address or Exact Search capability.  Phonetic Name is the default and more desirable search 


Any matches?


No


B


Search results too many?


Enter additional search criteria


Select Match


Yes


Yes


No


A


Select Options in Person Search window


View all details on Address, Phone and Case Lists


This person is an exact match?


No


Click on Relate Button


A


Yes


Complete any required fields in Person Detail window


Select Relationship from drop down


Save


Click New from Person Search window


Enter all known demographic info in Person Detail window


Select Relationship from drop down


Save


B
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Foster/Adoptive  Home 
Development (FAD)


Ongoing Recruitment Activities 


Prospective Family contacts VA/LDSS expressing interest in becoming Foster/Adoptive parents


LDSS/VA responds in writing within 10 days & provides program info and certification/approval requirements 


Usually done verbally on initial phone contact.  Must advise of DCJS fingerprinting and SCR requirements


Home is in Inquiry or Applicant status


Review home closing information in CONX


No


Agency performs F/A Home search in CONX FAD


3


Yes


Home is in Closed status


Home is in Open-Active status with another agency.


LDSS/VA offers appointment or attend orientation 


Family attends meeting/orientation?


Provide Application. Medical Report form, SCR & Fingerprint cards


Done


Home exists in CONX?


No


Yes


Discuss with Open  Home the nature of their status and what they are now seeking


Yes


Re-open and change status to Inquiry(Applicant if application has been received)


3


Contact prior licensing agency 


Transfer to new agency?


Done


No


Yes


Transfer Foster Home


This can be a home that is:
1) transfer only
2) active Foster home who wants to adopt
3) an open Adoption Subsidy only home


At this point the family should be considered an official “Inquiry” and entered in CONX


Yes


Paperwork includes:
*Application
*Completed SCR
*Completed Fingerprint cards & Sworn Statement of Criminal Convictions fo all household members over age 18
*Completed Medical forms 
*3 Personal References
*Income/Employment History
*Marital Status


Foster/Adoptive  Home
Development (FAD)


Family Invited to participate in MAPP/GPS/Agency specific Training


Does family complete training?


Close home in CONX


No


Home demographics entered in CONX in Inquiry status


All paper work handed in


Family progressed to Applicant status in CONX


Yes


Yes


No


Person search conducted at this time, person added or related, PID/RID assigned by CONX if added


2


Assign FAD worker


Setting and Facility Type are entered at this point


Is family pursuing adoption only?


Adoptive Home Approval


Yes


3


No


All data entered in CONX 


Supervisor approve?


Submit to Supervisor for approval


Yes


FAD progressed to “Active”  status


No


Corrections/Additions per supervisor


Done
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Home License Window: 
Verify/Modify Setting, Facility Type, Age Range, Capacity, Program Types and Authorization Dates (Additional information is recorded in the Home Study relating to LOD, however, this information is not currently supported by CONX in FAD


Assign Vendor ID


LDSS & VA receive blocks of VID by email from OCFS.  Next VID is selected from list, lines identifying family/worker assigned are completed and # entered in CONX


If re-opening a closed home, can use existing VID if opened by LDSS or by same agency


Complete FAD Checklist


 Foster Home requests/needs transfer to another LDSS or VA


Communication between Sending & Receiving Agency


Sending Agency is responsible for ascertaining acceptance of the home by the Receiving Agency
NOTE: Homes with mandatory disqualifying crime against a foster parent or “Hold in Abeyance” cannot be transferred under any circumstances


Sending Agency identifies person at Receiving Agency who will receive home transferred to their Assigned Workload


Home closed?


FAD


Yes


No


Transfer prior to final certification?


Transfer of Foster Home Receiving Agency


Yes


Obtain written consent from family to transfer


Obtain written confirmation from receiving agency and effective date


Transfer “Paper” record for family to receiving agency


No


Maintainer ID for VID matches?


Assign new VID


No


yes


This is a transfer between LDSS’ - no change to VID


This is a transfer of home from LDSS to a VA (or vice versa) or from one VA to another


Transfer of Foster Home


New agency worker completes Interim Home Study


Save & Submit to supervisor


This is the process that links CONX & BICS.  This function must be performed in order to approve payments to this home


Approved?


No


Yes


Children in home?


Determine/Assign planning responsibility for each child in the home


Yes


No
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Conduct Home Visit for purposes of Home Study


Submit completed paperwork:
SCR, DCJS Fingerprint card,


Complete Reference checks


SCR or DCJS
“Hit” returned? 


Conduct & Document Safety Assessment


Proceed with certification/approval?


Yes


Agency sends letter detailing reasons for rejection & detailing procedure to pursue Fair Hearing with OCFS


No


Close Home in CONX


Medical exam, References, Home Study satisfactory?


Yes


Yes


No


If medcial form received prior to conducting Home Study, must acknowledge, within 15 days, receipt and acceptance or rejection for Home Study detailing reasons.


Issue Home Certification Certificate or letter of approval
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FAD - Home Closure


Foster/Adoptive Home needs to be closed


Home already certified?


Children placed in the home?


Perform & Document full Safety Assessment in Household Member Detail tab of FRS


No


Yes


Yes


No


Remove Children?


FAD Denial/Revocation Letter sent


Yes


Placement Movement


No


Close Home in CONX


Criminal History Review Unit, SCR denials or Non-Renewal decision by agency or family


Completed only if Criminal History Review Unit indicates new  crime or SCR report and home is going to remain open
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Emergency Certification/Approval 
of Foster Home


Need for Emergency voluntary placement with friend/relative resulting from JD/PINS, Article 10 court proceeding


Secure signed statement from eligible caretaker


Relationship to child/parents, willingness to provide foster care & accept responsibility, comply with certification requirements and agency supervision of placement


Complete “Expedited” 24 hr Home Study


Obtain character references


Review agency records for any Hx of abuse or neglect


Foster/Adoptive Home Development


Complete Home Certification within 90 days


Expedited Home Study must include Safety Assessment (full details in Regulation: NYCRR 443.7 (b)3


Record Fingerprints “Date Sent” in CONX


Record Medical Exam date(s)



