DSS- 4037EL (Rev. 10/ 99)
Transmttal No: 99 OCFS LCM 35

Date: Decenber 15, 1999
Di vi sion: Devel opnent
and Prevention
Servi ces
TO Local District Comm ssioners
SUBJECT: Year 2000 Transition: Preparations relating to

Children and Fanmily Services and CONNECTI ONS
Systens Verifications on January 1, 2000

ATTACHVENTS: State Enmergency Managenent O fice Enmergency
Qperations Directory (Not available on |ine)

PURPGCSE:

The purpose of this release is to provide additional gui dance on
preparations for the Year 2000 Transition. Thi s rel ease includes suggested
printouts of child welfare and day care program docunents to support nanua
processes, if this becones necessary. Additionally, sone local districts
wi || be conducting CONNECTI ONS systemverifications, simlar to the systens
verifications detailed in 99 LCM - 35 Y2K MIIennium Wekend Systens

Verification.

SUGCGESTED DI STRI BUTI ON:

It is suggested that this release be shared with your <child welfare, day
care, and systens managers.
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CONTACTS FOR THE YEAR 2000 WEEKENL:

The County Energency Managenment O fices are your first point of contact for
county-wi de energency nmatters. Attachnent | (not available on-Iline)
provides the contact nanes and tel ephone nunbers for your County Energency
Managenment O fi ce. This is the sane directory that was provided in 99 OCFS
LCM 22: Y2K Preparation.

For programspecific issues, you nay contact the O fice of Children and
Fam |y Services' Y2K Conmand Center at (518) 486-6766. The O fice of
Children and Fanmily Services will have staff available to respond to | ocal
district and voluntary agency issues. Additionally, the Ofice of Tenporary
and Disability Assistance has a Y2K Command Center that nmay be contacted by
calling (800) 342-3009.

SERVI CES Y2K CONTI NGENCY ACTI ON PLAN:

CCRS/ WMS Servi ces Connections -

In the event of Y2K-related systemfailure, local district staff will need
to use manual procedures and keep paper records which can be data entered at
a |l ater date when the systens becone avail abl e. Staff at the Bureau of
Techni cal Services (BTS) will provide any necessary technical assistance to
support this process. |n preparation, please conplete the follow ng steps.

WVEB Services

Order an adequate supply of Comon Application Forns and Authorization
For ns.

Produce Report 4126-Services Current Application and Caseload Listing by
12/ 20.

Conpl et e out standi ng aut horizations by 12/20.

Conpl ete recertifications conming due in Decenber and January.

Mai ntai n manual records from 12/ 17 forward of additions and changes.

Coor di nate manual check issuance process with fiscal office.

CCRS

Order an adequate supply of Activity Log and Assessnent Service Plan forns.
Produce and Review the 11/99 CCRS Casel oad Report for overdues, com ng dues
for Dec., Jan., Feb.

Request voluntary agency review of the Casel oad Report and necessary data
cl ean- up.

Conpl ete and print outstandi ng UCRs.

Print inconplete UCRs.

Arrange for issuance of Tenporary Medicaid cards (NYC only).

Conpl ete outstanding data entry by 12/23.

Mai ntai n manual records from 12/ 17 forward.
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CONNECTI ONS

Print each worker's Assigned Wrkl oad.
Conpl et e outstanding To Dos.
Produce I ndividual Wrker OCl Reports.
For on-going CPS Investigations, have the following materials available in
hard copy:
I nt ake Report, IR, Progress Notes, Latest Safety Assessnent,
I nvesti gati on Concl usi on.
Sunmary Report (if partial entry has occurred or the conclusion is
pendi ng approval).

CCRS Facility Fil e/ CONNECTI ONS Resource Directory

Locate CCRS Foster Facility Register.

Print CONNECTI ONS Foster Family Report from Agency W ndow.
For foster hones in the certification process, conplete and print as nuch of
FAHD process as possible.

Print certificates for all certified homnes.

Conpl ete January recertifications.

Conpl ete outstanding data entry by 12/23.

Conpl ete Qutstanding To Dos.

Print each worker's workl oad.

Print the event list for each hone.

Mai ntai n manual records from 12/ 17 forward.

Request voluntary agency conpletion of these activities.

NEW YEAR S DAY SYSTEM VERI FI CATI ON PROCEDURES

For your infornmation, some districts wll be participating in system
verification procedures on New Year's Day. The tine frame for this process
is 9:00 aam until 12:00 p.m. WS, CCRS, and CONNECTIONS will all be
available to districts to use. These systens will be in production, not
test. \Wiere possible, districts participating in systemverification should
save some authorizations, activities, recerts, investigation conclusions,
pendi ng approvals etc. to be used in the systemverification process. | f
you would like to participate in the CONNECTI ONS system verification, please
contact Kate Couse at (518) 402-3081

WWB Services and CCRS

Login and nake sure WVS i s up and runni ng.

Process a new authorization if available. |If not, performzero naintenance
on several cases.

Where possible POS lines should be entered with dates that span 1999 to
2000.

Perform opening, mai nt enance, recertification and closing on several WB
cases.

Perform inquiry on several cases, especially authorization dates and PCS
dat es. Conpare the 2000 systemwith the 1999 rosters produced as part of
conti ngency planning steps |isted above.
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Verify that cases entered in WM have cone over to CCRS. Enter CCRS
activities and Service plans. If there are no activities to be added,

several should be added and then contra'd.

Probl ens should be called into the BTS hel pline at 1-800-342-3727.

CONNECTI ONS

Logi n and access CONNECTI ONS.

| f appropriate* - access the on-call workl oad, review intake and print
I nt ake/ I Rl ; acknow edge receipt to SCR, stage progress to investigation,

assign to investigative worker.
Access Assigned Wrkl oad and conpare to pre-Y2K version.
Launch and print OCl and conpare to pre-Y2K version.

Access and update an event fromthe task list (i.e. Investigative Actions).
Access, conplete and save and submt an event using the To Do list (i.e.
Saf ety Assessnent).

Conpl ete an approval of an event submitted pre-Y2K

Perform vari ous case, person and staff searches.

Add or nodify future On-Call schedul e.

*These activities should only be conpleted if the verification staff person
is famliar with district on-call and routing procedures.

CCRS Facility Fil e/ CONNECTI ONS Resource Directory

Check workl oads agai nst printed reports.

Verify home study date, workloads and To Do's.

Verify all screens in an open hone, both resource and ki nship.

Perform zero naintenance in the |icensing w ndow.

Enter a recertification.

Check CCRS and BICS on Tuesday to be sure changes nade on Saturday are
brought over.

Probl ens should be called into the CONNECTI ONS Hel p Desk at 1-800-759-3832.

DAY CARE PROGRAM Y2K PREPARATI ONS:

The Decenber 1999 list of registered and licensed child care providers
shoul d be obtained fromthe BICS systemin hard copy form This list should
be used (in the event of a systemfailure) to provide parents with a list of
potential child care providers. It can also be used by districts to verify
that a provider chosen by a parent is |licensed or registered. This report
is generated by the BICS operator from the Al bany tel ecomunications
cal endar. The reference nunber is CCF 870-B
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The district should also have a nechanism for issuing child care
certificates to allow parents to access care. Districts should have a
letter or other form with all of the information that woul d ot herw se be
avail able on a child care certificate. This would include an indication

that the client is eligible for child care and the applicable nmaxi mum
rei mbursenent rates (narket rates) for child care by type of care and age of
child.

In NYC, the list of licensed and registered child care providers is obtained
through the NYC Department of Health. Erie County, which is not part of the
BICS system receives a nonthly hard copy of licensed and registered
child care providers fromthe NYSOTIDA Production Control.

CONTACT PERSON

I f you have any questions regarding this rel ease, please contact Bud LePage
at:

Ofice of Children and Fami |y Services
Ri vervi ew Center 6th Fl oor

40 North Pearl Street

Al bany, NY 12243

Tel ephone nunber (518) 473-4073
On-1ine USERI D AV0680@If a. st ate. ny. us

Donald K. Smith

Deputy Comm ssi oner,

Di vi sion of Devel opnment and
Preventi on Services



