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“Info to Know” for Caseworkers 


 December’s Records Retention Run Is Coming
Please note that the next run cycle is scheduled to begin on Monday, December 20, 2010 and should be completed on Saturday morning 12/25/2010. 

A schedule of the Records Retention run cycle is posted below. As you are aware, the schedule includes the plan to “catch up” with the Records Retention runs, since they had been “on hold” for a number of months. There will be a recurring sequence of ‘To Be Expunged Reports’, and a subsequent purge every 5 weeks or so until we are “caught up”.  If you have any further questions on this topic, please contact your regional CONNECTIONS Implementation Specialist.
 Records Retention Schedule 
	Cycle #
	Cycle 
Start Date
	Cycle Complete
	Purges Stages Thru
	To Be Date

	1complete
	06/28/2010
	07/3/2010
	12/19/2009
	03/20/2009

	2complete
	08/2/2010
	08/82010
	03/20/2009
	06/20/2009

	3complete
	09/07/2010
	9/11/2010
	06/20/2009
	09/20/2009

	4complete
	10/12/2010
	10/17/2010
	09/20/2009
	12/20/2009

	5complete
	11/15/2010
	11/20/2010
	12/20/2009
	03/20/2010

	6
	12/20/2010
	12/25/2010
	03/20/2010
	06/20/2010

	7
	01/24/2011
	01/29/2011
	06/20/2010
	09/20/2010

	8 
	02/28/2011
	03/02/2011
	09/20/2010
	12/20/2010

	9
	04/04/2011
	04/09/2011
	12/20/2010
	03/20/2011

	10
	05/09/2011
	05/14/2011
	03/20/2011
	05/14/2011

	11
	08/15/2011
	08/20/2011
	05/14/2011
	resumes normal schedule

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



 
AFCARS Info
The AFCARS data for the Children with Missing Clinical Diagnosis report has been refreshed – the ‘as of’ date is November 30th.    
It is important that local district and voluntary agency staff update AFCARS information in order for Federal reporting to be accurate.  
AFCARS information includes the following: 

AFCARS information from the Placement Information Tab, the Removal Information Tab and the Diagnosis on the Clinical Appointment window. 

For CCR cases: 

The AFCARS Adoption Information window accessed from the Adoption Finalization window. 

If you need additional information about how to record AFCARS data  please refer to the CONNECTIONS   tip sheet  for Recording   AFCARS Data  which   can be found  on  the CONNECTIONS  intranet  on the Step-by-Step/Job Aids/Tip Sheets page, or by  clicking on the following link: http://ocfs.state.nyenet/connect/jobaides/Tip%20sheets/Recording%20AFCARS%20Data%20v4.pdf 

General “Info to Know”         
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 November 2010 Security Message 
· Use of Laptops and Encryption
**This piece was in the last edition of the CONNECTIONS NEWS.
All laptops used in the field must be encrypted in order to protect confidential data that may be contained on them.

· Each user is responsible to verify the Encryption Status of the laptop they are using.  

· In order to verify the encryption on a laptop the user simply needs to look for the encryption ICON in the system tray area (next to where the clock is located) at the bottom right of the screen.  

· The McAfee ICON looks like small picture of a monitor.  Details can be retrieved for McAfee Encryption by right Clicking the ICON (step 1) and then click status (step 2).

· The Pointsec ICON is a white “P.”  If you place the mouse over the ICON it will display Pointsec.  Details can be retrieved by right clicking the ICON and then click Information.

· Should you encounter an issue where a laptop is not encrypted or you are not sure if the laptop is encrypted, it should immediately be brought to the attention of your LAN Administrator for corrective action.

Reminder:  Each user is responsible to make sure that they connect their laptop to the network for 30 minutes each month in order for the laptop to receive updates and patches, and remain on the network.  Your attention to this important function assists the agency in keeping data safe while continuing to provide ease of use services to its customers.  If you have any questions, please contact your LAN Administrator.
Location of encryption icon for McAfee or PointSec:
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Please note:  If you are using any mobile device that cannot be encrypted, such as an Alpha Smart or Quick Pad, it should never contain any identifying information, such as name or address.  Case number can be used to identify the case or family.  In addition, the data on the device should be deleted on a regular basis.

If your agency has any OCFS mobile devices that cannot be encrypted that are no longer being used, contact your LAN administrator for him, or her, to arrange for their return to OCFS.

LCM… NEW LCM – 10-OCFS-LCM-15 – 
Guidance for CPS Investigations of Infant Fatalities and Injuries Involving Unsafe Sleeping Conditions
**This piece was in the last edition of the CONNECTIONS NEWS.

The New York State Office of Children and Family Services (OCFS) has issued a new Local Commissioners Memorandum (LCM), which can be found on the OCFS intranet website using the link below. The new LCM is:

10-OCFS-LCM-15

Guidance for CPS Investigations of Infant Fatalities and Injuries Involving Unsafe Sleeping Conditions

The purpose of this LCM is to provide guidance to Child Protective Services (CPS) staff regarding factors to consider and evaluate when investigating a report of a death, or serious injury, of an infant that may have been caused by or related to unsafe sleeping conditions. The LCM addresses steps to be taken in these investigations, information that should be obtained and considered, and evaluation of that information in determining whether to indicate a report. 
Although this LCM addresses investigations in which a death or injury has occurred, much of the information in it can also provide guidance to CPS staff in assessing circumstances of safety and risk or “imminent danger” to infants created by possibly unsafe sleeping conditions.  

You can access this and other OCFS policies with this link: http://ocfs.state.nyenet/policies/external


 NEW Postings to the CONNECTIONS Intranet
· ...CONNECTIONS NEWS...  http://ocfs.state.nyenet/connect/


 CONNECTIONS Weekly System Maintenance 
Due to regularly scheduled system maintenance, the CONNECTIONS application will not be available on…

· Wednesday, 12/15/10 from 5:00 AM – 7:00 AM 
· Friday, 12/17/10 from 5:00 AM – 7:00 AM   
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