BUREAU OF EARLY CHILDHOOD SERVICES
POLICY STATEMENT
ID NUMBER: 96-3 (Updated December, 2004)
TOPIC: Release of Applicant/Provider References
MODALITIES IMPACTED: GFDC; FDC; DCC; SDCC, SACC

APPLICABLE REGULATIONS: 416.13(a) (4); 417.13(a) (4):
418-1.13(b) (2); 414.13 (b) (2); 418-2.13(a)(4)

CONTACT: Jane Brennan

Phone: (518) 474-9454

EFFECTIVE: Immediately (Updated December, 2004)

THIS POLICY STATEMENT IS EFFECTIVE IMMEDIATELY AND CANCELS
ALL PREVIOUS MEMOS OR STATEMENTS ON THIS TOPIC.

The purpose of this policy statement is to discuss whether applicants and providers
have access to copies of completed reference forms, or other documents, which
provides the responses from references which are received by the Office of Children
and Family Services (Office) or its representatives, during the licensing or
registration process.

Article 6 of the Public Officers Law, commonly called the Freedom of Information
Law (FOIL), governs the release of information by the Office and all other State and
local government agencies. FOIL requires that the Office make all records available
for inspection unless it meets one of the exceptions listed in the law. One of the
listed exceptions provides that information deemed an unwarranted invasion of
personal privacy (such as employment histories, medical, credit histories and
personal references of applicants for employment), is exempt from disclosure. Due
to this exception, references will not be disclosed by the Office in response to FOIL
requests.



The Office will grant the applicant’s/provider’s request for copies of their own
personal references. This is due to the fact that the records in question are about the
applicant/provider, thus, the department does not consider disclosure to the
applicant/provider to be an unwarranted invasion of personal privacy.

Applicants/providers requesting their references must follow the existing FOIL
procedures. OCFS home staff, regional office staff, local social services district’s
staff and other registration staff should not provide copies of references upon verbal
request of the applicant/provider. Instead staff should instruct applicants/providers to
send a written request for copies to:

Kevin Smith

Bureau of Early Childhood Services

NYS Office of Children and Family Services
52 Washington Street

North Building 3™ floor, Room 339
Rensselaer, NY 12144

(518) 474-9454

If a person listed as a reference by an applicant inquires whether the information
shared will be held in confidence, the potential reference must be informed that
reference responses are not shared as a matter of policy with applicants, but will be
shared if the applicant requests them.

Applicants/providers do not routinely request copies of their references. The
development of this internal policy statement is not intended to generate increased
requests for references by offering them to applicants or providers. Rather, it is
intended to guide your response in the rare instance that an applicant or provider
makes such a request.

IETTTIE e e e enenenernenenenenanm
UPDATED VERSION APPROVED BY:

[ X ] Suzanne Zafonte Sennett  Date: 6-30-05



