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[bookmark: _Toc16850491][bookmark: _Hlk14962542]The Placement Process
	Q:
	Will district or voluntary agency workers use the Placement windows?

	A:
	Initial requests for placement can only be made by a district worker.  Once a child has been placed in a voluntary agency foster home or facility, CONNECTIONS will allow the agency to initiate a request and search within their own agency for a lateral transfer or a step-down to a lower level of care. In these circumstances, they would also have the ability to click the “Place Child” button and choose the resource with which to place the child.  Individual districts, however, may or may not allow this as part of their business process and may choose to do all searches themselves so as to conduct a search of all available resources, not just those of a particular voluntary agency. 


	Q:
	Why is use of the Placement module mandated?

	A:
	The placement module is designed to assist workers with finding the best placement match for each child. It is intended to assist with keeping siblings together and reducing the number of disrupted placements and movements a child experiences. It allows you to see all possible openings to make a best match for a particular child - especially for harder to place children and freed children without an identified resource.  Placement is also tied to the entry of the initial placement M910 code and transfer M981 and M982 codes in Activities. All placements must be done through the module as this will be the only way to create the M code entry that will be saved in Activities. 


	Q:
	Can anyone with a role in a stage initiate a placement request?

	A:
	Only district workers can initiate an initial placement request.  Anyone with a role in the stage or access to the stage on the worker's workload can use the Placement link in the navigation pane to initiate a placement.  Additional business functions are needed to process the request further.
 

	Q:
	How often are we required to update the characteristics tab for each child?

	A:
	Child Characteristics should be updated as needed and reviewed for accuracy before doing a search for a placement.  They will remain with the child until they are removed or changed.   The Person Data Report, available from the Person List window, will display all current as well as end-dated characteristics and special restrictions for the child.


	Q:
	Is there a reason to enter Child Characteristics from the Person List rather than within the Placement window or vice versa?

	A:
	Once a new placement request is initiated, Child Characteristics can only be entered or updated from within the Placement window. Entering Child Characteristics via the subtab on the Person List allows a worker who may have a more thorough knowledge of a child, such as a Preventive Services worker, to enter Child Characteristics prior to the initiation of a placement request.   Each district should determine its own expectations for staff regarding when information is to be entered and by whom. 


	Q:
	Are you able to copy and paste information into the comments fields? Is there any restriction on length of the comment? 

	A:
	Yes, you can copy and paste into the Comments fields, such as from one child to another in the Placement Evaluation reason for placement section. The general comment section at the bottom of the placement request is for the entire request, not individual children. Comments fields will accommodate up to 4000 characters.  


	Q:
	How can we get an effective placement match based on the child's medical issues? A child with a severe seizure disorder will require different care than a child with type 1 diabetes.

	A:
	A child's medical issues can be captured in the Child Characteristics and expanded upon in the Placement Evaluation screen, but a conversation with a potential referral sources will still be the best way to ensure medical needs are fully understood. As is currently the practice, all child health information should continue to be entered in the Health module of the Family Services Stage.


	Q:
	Is there a way to identify which staff have entered or modified Child Characteristic information?

	A:
	No.  This information is captured in the database, but is not viewable to users. Agencies will need to develop their own processes and protocols for who is responsible for entering Child Characteristic information. 


	Q:
	Does the system require you to prioritize the characteristics before conducting a placement search?

	A:
	Yes. All characteristics will default as Optional elements of the Placement search, but CONNECTIONS will require you to mark the checkbox on the Priority Criteria window as complete before you can conduct a placement search. You do not have to mark any characteristics as Required in order to indicate that the window is complete. 


	Q:
	Do you have to answer all the Placement Evaluation questions? 

	A:
	No, the Placement Evaluation window is designed to provide additional information, but the window is not system required. Each county will have their own requirements and business process regarding completion of this window and what is mandatory. Information entered in this window does not contribute to search matches. 


	Q:
	Why isn’t information recorded on the Placement Evaluation window used in the search and match process? 

	A:
	The Placement Evaluation window was designed to be informational only. It is meant to provide receiving agencies additional detail about a child prior to accepting or declining a referral. Some districts/agencies will be able to replace current paper forms with the information captured by this screen.


	Q:
	Under what circumstances would you use the clear button on the Placement Evaluation window?

	A:
	The individual Clear links, on the Placement Evaluation window, deselects the selected radio button and removes any comments entered which correspond to that selected question, erasing all comments so that the window is clear to enter updated information. You can also leave the comments (not click the Clear link) and put a date in the comment section, updating the information, but allowing other users to read the historical information.


	Q:
	Will Child Characteristics, Special Restrictions and Placement Evaluation information carry forward if duplicate PIDs for a child are merged?

	A:
	Person Identification Numbers (PIDs) are the unique identifiers assigned to each person in the CONNECTIONS database. Each person should have only one PID, with the exception of pre- and post-adoption. When two PIDs are merged, Child Characteristics, Special Restrictions and Placement Evaluation information will carry forward from the closed PID to the PID remaining open. 


	Q:
	When a child is removed and we need to find a home in an emergency how do I match them to a foster parent?

	A:
	This process may vary from district to district. If you have access to CONNECTIONS, a search can be conducted to identify resources.  However, current county business process may be followed and the placement recorded subsequently in CONNECTIONS, using an exact search. 


	Q:
	How does the Placement module interface with the on-call/after-hours business process? 

	A:
	Business processes can vary greatly from district to district.  The Resource Availability Report is a tool for identifying which homes have vacancies and can accommodate children with certain characteristics. It can be printed and used to assist with after-hours placements. The Placement module is designed to be used in real time, but can also be used to document actions that have already taken place.  Any placement done after-hours or on a weekend that is not recorded in CONNECTIONS in real time should be recorded in the Placement Module as soon as possible during normal business hours. An exact search would be done for the resource where the child was placed to facilitate payment.  A multi-facility search can be completed if the child was in an emergency placement and the district is now seeking a best-fit resource for a longer-term stay.  


	Q:
	When doing a Multi-facility search through the Placement module, are local districts only able to see available resources for the agencies within their county?

	A:
	A default search will show only resources with sufficient capacity within your own county.  However, the "View All" link in the navigation pane can be used to broaden the search results to include statewide resources from the agencies with which you have an active contract entered in CONNECTIONS. 


	Q:
	Can a Voluntary Agency be assigned to view all available resources for a county?  

	A:
	No. Voluntary Agency workers can only search for and see resources from their own agency.  When doing a placement search, the default will bring back the agency resources located within the county that has custody of the child. Using the "View All" link will open the search to statewide results, but only for that agency.  


	Q:
	If an agency does business in multiple counties, will all referrals to them be seen on their Placement Dashboard?

	A:
	Yes. All referrals to an agency will display on the Agency's Placement Dashboard. The dashboard, like other grids in CONNECTIONS, can be filtered by any of the columns, such as Placing Agency, County, Setting (e.g., foster home) or Assigned Worker to group those for a particular location. It is important for agencies with multiple locations to clearly define responsibilities for monitoring placement referrals to ensure requests are acknowledged and processed efficiently. Assigning staff to receive the Referral received email notification may be helpful in this regard, as this will trigger an email notification to any staff who were designated on the Staff Security window to receive this type of notification whenever any new referral is received 


	Q:
	How can you identify an approved relative resource that is open to accepting non-related placements?

	A:
	If a home is licensed as an Approved Relative Home, it will not return in a multi-facility search, even if Resource Characteristics have been recorded. An exact search must be used instead. If an Approved Relative Home wishes to accept other children, the district or agency would need to follow their own business process to evaluate the home and fully certify it as a Certified Foster Home or Foster/Adoptive Home, which then would return in a multi-facility Placement search


	Q:
	What is the difference between the Vacancies in Activities and Vacancies in Placement numbers on the Search Results window?

	A:
	Vacancies in Activities is the licensed capacity of a home or facility minus the number of children documented in Activities as being placed there. Vacancies in Placement combines Placement Module data and Activities data to provide the best real-time vacancy counts. 


	Q:
	Can you "reserve" a bed, such as for an unborn child you want to place with siblings already in care, by marking the bed as "Unavailable" so it does not return in a search?

	A:
	No.  Marking a bed as "Unavailable" will not prevent a home from returning in a search.  The "Unavailable" radio button in the Bed Detail section of the Resource Characteristics window is intended for short term unavailability such as when a room is being remodeled or the foster family has a child home from college for the summer. Marking a bed as unavailable for the planned placement of an unborn sibling MAY be an appropriate use of this feature, depending on the situation, but the home would still return in a search because neither Placement nor Activities would not show the bed as being occupied.  Only by looking at the Resource Characteristics window would a worker know that a bed was temporarily unavailable. 


	Q:
	What information is shared when a placement referral is made?

	A:
	A Voluntary Agency receiving a placement referral will have read-only access to all information that has been entered in the Placement window, including Child Characteristics, Special Restrictions, Placement Evaluation, Prior Placements and any comments that have been entered for these. In addition, as part of accepting the referral, an agency can indicate they would like supporting documentation and/or an interview with the child. However, use of the Placement module is not intended to be a substitute for direct communication. You should continue to use all communication methods to ensure that the best placement match is being made for the child(ren).


	Q:
	If a search does not result in any matches or any suitable matches, what should I do? 

	A:
	To broaden the potential results, you can use the View All link in the navigation pane of the Search Results window. For districts, this will remove the in-county filter and display all potential statewide resource matches that meet capacity, regardless of vacancies or location, and have an active contract in CONNECTIONS with the district.  For Voluntary Agencies, the View All option shows all agency resources for that agency that meet capacity, regardless of vacancies or location.   Another option is for the district or agency to close the placement request and initiate a new placement request. In the new request, staff should review the Priority Criteria that have been marked as Required and make one or more optional, if appropriate, which would hopefully result in additional resource matches.  As a final option, a district can reach out to their regional office lead to request a statewide search to assist in finding a resource for a particular child or sibling set for whom they are unable to find a suitable match. 


	Q:
	Can only Voluntary Agency workers update the bed detail for agency licensed homes?

	A:
	Voluntary Agency staff with the RESOURCE ADMIN business function (BF) can update bed availability for their own foster homes and congregate care facilities through their workload or a resource search. Rest of State (all but NYS/ACS) district staff can make updates from their workload without any additional business functions. NYS/ACS staff or those seeking to update information from a Resource Search will need the RESOURCE ADMIN BF. 


	Q:
	What determines which names appear in the Assign Worker field?

	A:
	The Assign Worker drop down menu populates with names of the placing district/agency's workers who are assigned the INITIATE PLACE, MAINT PLACE or SEARCH PLACE business function and/or have a role in the stage. 


	Q:
	Who should be designated to receive which notifications?

	A:
	The decision as to which workers receive which notifications, or whether they wish to receive any at all, will depend on the business process at your particular agency. Business processes vary widely from one agency or district to another. What works well for one might be cumbersome or incomplete for another. Your CONNECTIONS Implementation Specialist can assist you in determining what would work best for your particular agency.


	Q:
	Is there a way to print a list of agencies that have rejected a youth's referral for placement?  Our county judge requires such a list to demonstrate our efforts to place JDs before an OCFS placement is ordered.

	A:
	Currently, there is not a report like this.  You will be able to see all of the agencies you’ve made referrals to and which have declined in the Referral Detail window, so you could do a screen print to capture this information. Reports that can capture different types of placement data will not be available until Phase 4.


	Q:
	Is there a plan to link the functionality of the Placement module to the OCFS Attorney Notification that needs to be sent?

	A:
	There are no current plans to link placement activities to the generation of OCFS 4948 - Attorney Notification of a Child's Change of Foster Care Placement. This form remains available on the Forms page of the OCFS internet.


	Q:
	If State Education Department (SED) or out-of-state children are placed in a New York State facility, will the number of available beds reflect those children being at that facility?

	A:
	The number of available beds is calculated as the capacity listed on the facility's license minus the number of children placed in the facility based on what is documented in Activities.  State Education Department (SED) and out-of-state children are not tracked in CONNECTIONS or in Activities and their placements will therefore will not be reflected in the number of available beds. A voluntary agency could list a bed occupied by an SED or out-of-state child as "Unavailable" in the Bed Detail section of the Resource Characteristics window, but the facility will still return in a placement search. You would need to examine the Resource Detail to see that a bed was marked as unavailable. Communication between the referring district and the potential placement agency will still be important when determining actual vacancies. 


	Q:
	Are out-of-state children placed in NY homes as part of ICPC (Interstate Compact for the Placement of Children) tracked in Connections/Activities?

	A:
	No. Out-of-state children placed in New York through ICPC are not tracked in CONNECTIONS/Activities.



[bookmark: _Toc16850492]Business Functions and Security
	Q:
	What business function is needed to update Child Characteristics?

	A:
	The business function(s) needed will depend on which path you are using. Child Characteristics can be updated before a placement request is initiated from the workload of any worker with the child in an open stage (INV, FAR, FSI, FSS) without any additional business functions being assigned. Once a placement request is opened, Child Characteristics can only be entered/updated through the Placement module and requires the MAINT PLACE business function. 


	Q:
	Who should enter Resource Characteristics?

	A:
	For LDSS foster homes, anyone with access to the workload of the worker who has the FAD stage assigned to them can enter Resource Characteristics using the Resource Characteristics link in the navigation pane. Voluntary Agency and ACS workers will need the RESOURCE ADMIN business function in order to access this link. Workers assigned the RESOURCE ADMIN business function can enter Resource Characteristics for any FAD home or for a congregate care facility via a Resource search from the Search/Maintain menu. The Resources Search path must be used for congregate care facilities, as these facilities reside on the workloads of regional office staff.


	Q:
	Who is responsible for updating the availability of a bed?

	A:
	Bed Availability can be updated by anyone who can update Resource Characteristics.  For LDSS foster homes, this can be done via the FAD worker's workload without any additional security. Voluntary Agency and ACS\NYS staff with the RESOURCE ADMIN business function (BF) can update bed availability for their own foster homes and congregate care facilities through their workload or a resource search. Workers with the RESOURCE ADMIN business function can update bed availability for a foster home or for a congregate care facility through a Resource Search from the Search/Maintain menu. Remember that marking a bed as unavailable does NOT imply that the bed is occupied via a placement from the Placement module – there is no connection between the Available/Unavailable section on the Resource Characteristics window and actual foster care placements.


	Q:
	What business function is needed to access the Resource Availability window?

	A:
	Only the PLACE DASH business function is needed to access the Resource Availability window.


	Q:
	Is the "PLACE DASH" business function needed to record Resource Characteristics via the Resource Search path?

	A:
	No. The PLACE DASH business function grants access to the Placement Dashboard window via the Placement command on the Search/Maintain menu. The Placement Dashboard displays all placement requests for the worker’s district or agency. The RESOURCE ADMIN  business function is needed to enter Resource Characteristics via a Resource search from the Search/Maintain menu.



[bookmark: _Toc16850493]Child Characteristics
	Q:
	Do you have to select at least one Child Characteristic for a child? What if none apply?

	A:
	Child Characteristics are selected to result in the best possible placement match for a child. For some children, no characteristics apply. If none apply, no characteristics should be chosen. However, note that Child Interests area also used in matching children to foster homes, and are also collected on the Child Characteristics tab. Most, if not all, children will have a corresponding interest.


	Q:
	Does each characteristic have to be saved separately or can you save multiple characteristics at one time?

	A:
	Multiple characteristics can be saved at the same time.


	Q:
	Can characteristics be changed after initially being entered? If you select and save the wrong characteristic, can it be changed?

	A:
	Yes, Child Characteristics can be updated as needed. Prior to the launch of a placement request, Child Characteristics can be updated from the Characteristics subtab on the Person List.  Once a Placement request has been initiated, a worker with the MAINT PLACE business function can use the Child Characteristics link in the Placement window to make needed changes. If a Search has been done, any changes in characteristics will require you to complete a new placement request.
 

	Q:
	How often are we required to update the characteristics tab for each child?

	A:
	Child Characteristics should be updated as needed and reviewed for accuracy before doing a search for a placement.  They will remain with the child until they are removed or changed. The Person Data Report, available from the Person List window, will display all current as well as end-dated characteristics and special restrictions for the child.


	Q:
	Is there a reason to enter Child Characteristics from the Person List rather than within the Placement window or vice versa?

	A:
	Once a new placement request is initiated, Child Characteristics can only be entered or updated from within the Placement window. Entering Child Characteristics via the subtab on the Person List allows a worker who may have a more thorough knowledge of a child, such as a Preventive Services worker, to enter Child Characteristics prior to the initiation of a placement request.   Each district should determine its own expectations for staff regarding when information is to be entered and by whom.


	Q:
	Are changes that are made to one window applied to others?

	A:
	Person specific windows share data. Updates to Child Characteristics, Special Restrictions, and Placement Evaluation information are tied to the child's PID, so regardless of whether you update them from the Person List prior to the launch of a placement request, or in the Placement Module, the data is shared and viewable. 


	Q:
	Can Child Characteristics be entered for a child in a Preventive Services stage? 

	A:
	Yes, Child Characteristics can be recorded for any child in an open stage (INV, FAR, FSI, FSS) through the Characteristics subtab on the Person List window prior to the initiation of a placement request. A child does not need to have a Program Choice of Placement in order to have characteristics entered. Characteristics should be reviewed and updated if needed prior to conducting a search for a placement resource so that the best possible matches return.


	Q:
	Do Child Characteristics need to be entered for children placed in Office of Refugee Resettlement and Unaccompanied Children (ORRAUC) programs?

	A:
	No. Children placed through the ORRAUC program are not tracked through CONNECTIONS, so no child characteristics need to be entered for them.  Foster homes licensed for the ORRAUC program are licensed through CONNECTIONS, however. These homes should be indicated by checking the ORRAUC checkbox on the Resource Characteristics window.  This will exclude them from returning in a multi-facility search. 


	Q:
	How would you differentiate between a child in need of psychotropic medication verses allergy medication?

	A:
	The Child Characteristics provide an opportunity to specify if a child has a complex medical regime.  The Placement Evaluation window allows for entry of comments to provide greater detail on a placement referral. 


	Q:
	Is there a Special Restriction for placement with pets (e.g. history of animal cruelty?)

	A:
	No. There is a Child Characteristic for "Need for a resource with no pets." that could be used, however.  Comments could be added to further explain the child's needs. If this characteristic is selected and then marked as Required in the Priority Criteria window, only homes without pets will return in the search.


	Q:
	Can the information entered in the Child Characteristics, Special Restrictions and Placement Evaluation subtabs on the Person List be modified from within the Placement window?

	A:
	Yes.  Once a placement request has been initiated, the information can no longer be modified from the Person List of the workload. It must be edited from within the Placement window, which requires the MAINT PLACE business function. 


	Q:
	When a Child Characteristic, such as dietary restriction or complex medication regimen, has been selected, how would I get more details about the specific restriction/medication?

	A:
	The Placement Evaluation Window allows you to record additional details for many of the selected child characteristics. Questions on the Placement Evaluation window such as, "Does the child have any food allergies?”, “Does the child require specific medication?" and " Does the child have any significant mental health challenges or issues?" allow you to add comments and specify what kind of restrictions or needs the child has.  


	Q:
	Is tribal affiliation included in Child or Resource Characteristics?

	A:
	No. Tribal affiliation needs to be documented in the Additional Info tab of the Person List for both children and for foster parents


	Q:
	The Child Characteristics examples given in the WebEx training seem as if they should be Required, not Optional.  Should I override the listing of Optional if I want a characteristic to be Required?

	A:
	Yes. Training examples were created prior to the implementation of Phase 3 and could only show Child Characteristics as Optional.  After the implementation of Phase 3, Child Characteristics that you wish to mark as Required rather than Optional, should be marked as such on the Priority Criteria window.  


	Q:
	If a child has a Child Characteristic of aggression towards others and they are currently placed in a home where the resource does not have that characteristic chosen, will the lack of a match pose a problem?

	A:
	No. If the child is remaining in the home there will be no effect when Phase 3 of the Placement build is implemented. Characteristics are needed for matching purposes only. If that characteristic is chosen for a child who is entering care or transferring to a new placement, and the characteristic is marked as Required, only homes with that characteristic will return on a search.  If a characteristic is marked as Optional for the child, the child could be placed in a home that does not have the matching characteristic. 


	Q:
	Will selected Child Characteristics and Special Restrictions data continue to follow the youth throughout their CONNECTIONS history?

	A:
	Yes, this data is retained in CONNECTIONS. Person specific windows such as Child Characteristics and Special Restrictions are tied to a child's PID. The history of these, along with a history of other demographics, can be found on the Person Data Report. Child Characteristics and Special Restrictions can and should be updated to accurately reflect a child's current needs and interests when they are entering/reentering or moving between placements so that the best possible placement match is made. 


	Q:
	Is there a report showing current and historical Child Characteristics?

	A:
	The Person Data Report provides a record of Child Characteristics and Special Restrictions that have been selected and deselected for a child.  This report is available from navigation pane of the Person List.


	Q:
	Once a child has been given a label, does it follow them forever? I'm concerned that a label could impact a potential adoptive placement later on.

	A:
	Characteristics are not "labels", but a description of the child's needs and interests at a particular point in time.  If a characteristic no longer applies to the child, it should be removed so that the placement search yields the best matches possible for the child. Comments can be added in the main Placement window and in the Placement Evaluation window to further clarify a child's needs to a potential placement resource. 



[bookmark: _Toc16850494]Contracts
	Q:
	Will a search only return matches for agencies with which your district has a contract?

	A:
	The default return when doing a multi-facility search are resources located within your county, with sufficient capacity, that are either certified by the district itself or from agencies for whom the district has a signed, active contract entered in CONNECTIONS. You can use the View All link in the navigation pane of the Search Results window, however, to expand the results to all statewide resources for those agencies with which your district has a contract. 


	Q:
	Is it possible for a district to do a search for available congregate care beds in agencies with which the district does not yet have a contract?

	A:
	No, not within CONNECTIONS. A multi-facility search is designed to return only agency resources with sufficient capacity located within the county with whom the district has an active, signed contract entered in CONNECTIONS.  Using the View All link in the navigation pane of the Search Results window displays statewide matches for agencies with which you have a contract.  However, OCFS Regional Office staff can run a Placement Availability Report on specific characteristics for the counties within their region, or State OCFS staff can run the full statewide Resource Availability Report. Aside from these reports, the LDSS can follow their current process. This includes discussing and determining an appropriate resource outside of CONNECTIONS and once identified, the district can use an exact search in the Placement Module to place the child.


	Q:
	When entering a contract, which Resource ID (RID) am I supposed to use? How do I determine if the RID is for an Agency or Provider? 

	A:
	Only the RID for the Agency, not those for Providers or Facilities, should be used when entering a Contract in CONNECTIONS. When conducting a Resource Search by Phonetic Name, the results display a column for Facility Type.  This column can be filtered to display only the type of "Agency" by entering the letter "A" in the filter bar. 


	[bookmark: _Hlk14879542]Q:
	How do you proceed when an agency is missing a RID or has a RID listed as a Provider?

	A:
	Not all agencies are easily located when doing a Resource search with the default setting of Phonetic Name.  If you are unable to locate the Resource ID (RID) for the agency using a Phonetic Name Search, try changing the Search Type to Phonetic Address.  Results can then be filtered by Resource Type by entering an "A" in the filter bar of the Resource Type column.  This displays only those resources with a type of Agency. 



[bookmark: _Toc16850495]Email and Notifications
	Q:
	Who is able to add/change an email address in CONNECTIONS?

	A:
	All staff are able to enter the name portion of the email address for themselves.  Users with the MAINT SECURITY Business Function (typically the Security Coordinator) can enter email addresses for any staff in their Agency/District. The domain portion of the email address (following the @ symbol) is hard-coded based on your agency or district’s standard domain name.


	Q:
	What if we want to use a different email address (different domain) than the e-mail address on the Email tab?

	A:
	There can only be one email address domain used per agency. It is only possible to have the domain in CONNECTIONS changed if it is changed for all the agency's users.


	Q:
	The email domain of my email address doesn't match what is listed in CONNECTIONS. How can I enter my email address?

	A:
	In preparation for the Placement Build, every district and agency was asked to choose one email domain to be used in CONNECTIONS for all their employees. It is not possible to have more than one domain available for each district or agency. You should contact your LAN Administrator if your email address does not use the domain listed in CONNECTIONS and you will need to receive notifications.  


	Q:
	Our Intake Department has a group email address. Can a group email address be listed in CONNECTIONS for all of our intake staff?

	A:
	No. System edits prevent the same email address from being entered for more than one user. One staff member could enter the shared mailbox as their email address, and that address could be designated to receive notifications, but other staff would not receive notifications and would need to monitor that shared mailbox outside of CONNECTIONS, as part of the agency’s regular business process.


	Q:
	How are notifications received?  

	A:
	Workers who have been designated by their agency's Security Coordinator to receive one or more type of notification will receive them as email messages delivered to the email address listed for them on the Email tab of the Staff/Security window in CONNECTIONS. Changes to which notifications a worker receives are made by your agency's CONNECTIONS Security Coordinator. 


	Q:
	Who should be designated to receive which notifications?

	A:
	The decision as to which workers receive which notifications, or whether they wish to receive any at all, will depend on the business process at your particular agency. Business processes vary widely from one agency or district to another. What works well for one might be cumbersome or incomplete for another. Your CONNECTIONS Implementation Specialist can assist you in determining what would work best for your particular agency.


	Q:
	What do notifications look like?

	A:
	Notifications are in the form of an email sent to the individual user.  The content will depend on which notification(s) the user is assigned to receive. The email will be sent from the address: ocfs.sm.connections.notifications@ocfs.ny.gov.


	Q:
	Our agency has several locations throughout the state that open local foster homes and receive their own referrals for placement. Can we designate to which location a notification should be sent?

	A:
	No.  Notifications are sent to all staff within an agency who are designated to receive them, regardless of location. If the volume of notifications received is not helpful to a worker, the designation to receive them can be removed by your CONNECTIONS Security Coordinator. 


	Q:
	Will the “Activities data entry required” notification facilitate or allow communication between ACS and the contract agencies for placements?

	A:
	The Activities Data Entry Required notification is designed to alert staff responsible for opening a child's track in Activities that a child has been placed, so the Activities track must be opened. The notification is a one-time email, designed to convey a crucial piece of information. There is no additional communication built into this notification process.



[bookmark: _Toc16850496]Exact Searches
	Q:
	When would an Exact Search be used?

	A:
	Examples of when an Exact Search should be used include:  
· court ordered placements with a specific resource
· approved relative/kinship placements
· placement in a specialized facility with which the district has not yet contracted
· an OCFS JD placement that occurs prior to the opening of the FSS in Connections
· to document a placement that has already occurred such as a child being placed in an emergency home after hours. 


	Q:
	How would you do an exact search without a vendor ID?

	A:
	An exact search can be done using the name of the resource, the Resource Identification Number (RID), or the Vendor Identification Number (VID). 


	Q:
	How would you do a search when one district wants to “borrow” another district’s home?

	A:
	This situation will require communication outside of CONNECTIONS since the homes of another district will not return in a search. The district that certifies the home would identify it and the borrowing district would use an exact search to place the child.


	Q:
	How does the Placement module impact kinship cases?

	A:
	If a child is being placed with a relative or kinship caregiver, you would use an Exact search. This kind of search only brings back the specific kinship or relative caregiver. You can do an exact search using the Resource name, Resource ID (RID) or Vendor ID (VID). Foster homes only need to be open in Inquiry status to be assigned a RID and return in a search.


	Q:
	Counties use SPOA (Ssingle Point Of Access) for cases where a child has highly individualized needs that their commonly used agencies cannot provide for. In these cases, counties will send out referrals to agencies they normally don’t contract with. If the agency accepts the child, the county then creates an individual contract with that agency for that case. How will this interface with Placement?

	A:
	Counties can continue to use SPOA or other processes that occur outside of CONNECTIONS to locate the best setting for children with highly specialized needs. When a multi-facility search has resulted in no matches or no agencies willing to accept the referral you should continue to use these external processes to identify a foster care placement in an agency with whom you don’t usually contract with.  Once you have a specific RID, you can use the Placement Module to perform an Exact Search and place the child. The district would then be responsible for creating a contract with that agency and entering it in CONNECTIONS



[bookmark: _Toc16850497]Licenses
	Q:
	Is there a way on the license or resource window you can identify a Respite Only home? 

	A:
	No. At this time, there is no way to identify a respite only home. 


	Q:
	How are relative resources identified? There is nothing on the Resource Characteristics window to indicate this.

	A:
	An "Approved Relative Home" is designated in the licensing window of the FAD record, not within the Placement module. If a child is being placed with a relative or kinship caregiver, you would use an Exact search by Resource Name, Resource ID (RID) or Vendor ID (VID) and only one result will be returned.  


	Q:
	How can you identify an approved relative resource that is open to accepting non-related placements?

	A:
	If a home is licensed as an Approved Relative Home, it will not return in a multi-facility search, even if Resource Characteristics have been recorded. An exact search must be used instead. If an Approved Relative Home wishes to accept other children, the district or agency would need to follow their own business process to evaluate the home and fully certify it as a Certified Foster Home or Foster/Adoptive Home, which then would return in a multi-facility Placement search


	Q:
	Where does capacity information pull from?

	A:
	Capacity information pre-fills from what is recorded in the License window in FAD.



[bookmark: _Toc16850498]OCFS Youth
	Q:
	How will the placement process work for youth stepping down to a Voluntary Agency from an OCFS placement? 

	A:
	As happens now, if the youth in OCFS care is not part of an active FSS when they step down to a VA placement, the Voluntary Agency would be responsible for creating an FSI and sending it to the district for stage progression into an FSS.  The step-down would then be treated as an initial placement and as such, the district would need to create the placement request in CONNECTIONS and send the referral to the agency. The agency would accept the referral, the district would place the child and the agency would verify the placement to send the M910 code to Activities.


	Q:
	Is there a way to print a list of agencies that have rejected a youth's referral for placement?  Our county judge requires such a list to demonstrate our efforts to place JDs before an OCFS placement is ordered.

	A:
	Currently, there is not a report like this.  You will be able to see all of the agencies you’ve made referrals to and which have declined in the Referral Detail window, so you could do a screen print to capture this information. Reports that can capture different types of placement data will not be available until Phase 4.
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	Q:
	Do you have to answer all the Placement Evaluation questions? 

	A:
	No, the Placement Evaluation window is designed to provide additional information, but the window is not system required. Each county will have their own requirements and business process regarding completion of this window and what is mandatory. Information entered in this window does not contribute to search matches. 


	Q:
	When a Child Characteristic, such as dietary restriction or medication regime, has been selected, how would I get more details about the specific restriction/medication?

	A:
	The Placement Evaluation Window allows you to record additional details for many of the selected Child Characteristics. Questions on the Placement Evaluation window such as, "Does the child have any food allergies?”, “Does the child require specific medication?" and " Does the child have any significant mental health challenges or issues?" allow you to add comments and specify what kind of restrictions or needs the child has.  


	Q:
	If the Placement Evaluation window is completed and indicates, for example, a medical condition, will there be a requirement that the associated Child Characteristics be selected?

	A:
	No. The Placement Evaluation window is optional and entered information does not affect a search.  This window is available to provide additional information on a child to an agency receiving a placement referral. It would be best practice, however, to ensure that any information entered on the Placement Evaluation matches corresponding characteristics for a child. 


	Q:
	Why isn’t information recorded on the Placement Evaluation window used in the search and match process? 

	A:
	The Placement Evaluation window was designed to be informational only. It is meant to provide receiving agencies additional detail about a child prior to accepting or declining a referral. Some districts/agencies will be able to replace current paper forms with the information captured by this screen.


	Q:
	Are changes that are made to one window applied to others?

	A:
	Person specific windows share data. Updates to Child Characteristics, Special Restrictions, and Placement Evaluation information are tied to the child's PID, so regardless of whether you update them from the Person List prior to the launch of a placement request, or in the Placement Module, the data is shared and viewable. 


	Q:
	Will Child Characteristics, Special Restrictions and the Placement Evaluation data follow the youth forever?

	A:
	Yes, this data is retained in CONNECTIONS. Person specific windows such as Child Characteristics and Special Restrictions are tied to a child's PID. The history of these, along with a history of other demographics, can be found on the Person Data Report. Child Characteristics and Special Restrictions can and should be updated to accurately reflect a child's current needs and interests when they are entering/reentering or moving between placements so that the best possible placement match is made. 



[bookmark: _Toc16850500]Placement with Relatives/Kin
	Q:
	How does the Placement module impact kinship cases?

	A:
	If a child is being placed with a relative or kinship caregiver, an exact search by Resource Name, Resource ID (RID) or Vendor ID (VID) should be used. This kind of search only brings back the specific kinship or relative caregiver.  Foster homes only need to be open in Inquiry status to be assigned a RID and return in a search.


	Q:
	Do kinship or Approved Relative Homes need Resource Characteristics entered?

	A:
	While Resource Characteristics can be entered for Approved Relative Homes, they are not required because these homes do not return as part of a multi-facility search.


	Q:
	How will the process work if a Voluntary Agency is certifying a relative resource home? 

	A:
	An initial request for placement must originate with the district, who would locate the Approved Relative Home by using the Resource name, RID or VID to do an exact search.  The district would make a referral through the Placement module to the agency that certified the relative home.  The district can click the Place Child button prior to the agency accepting the referral. .  The agency would still need to verify that the child had arrived at the placement so the M910 code could be entered in Activities and the track for the child opened.  


	Q:
	How can you identify an Approved Relative Resource that is open to accepting non-related placements?

	A:
	If a home is licensed as an Approved Relative Home, it will not return in a multi-facility search, even if Resource Characteristics have been recorded. An exact search must be used to return these homes. If an Approved Relative Home wishes to accept other children, the district or agency would need to follow their own business processes to evaluate the home and fully certify it as a Certified Foster Home or Foster/Adoptive Home. These types of homes do return in a multi-facility search.
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	Q:
	Where does the read-only information in the Prior Placements - Child window come from? Who needs to update it?

	A:
	The Prior Placements-Child window displays the data that has been entered over time as movement codes in Activities. With the implementation of Phase 3, initial placements (M910) and transfers (M981, M982) will now be documented directly through the Placement module.  While the exact process may differ from one district to another, staff who have the MAINT ACTIVITIES business function will still need to save this information in Activities.


	Q:
	Does the Prior Placements window only show when a child's placement at that resource began (M910) or does it also show when the child left?

	A:
	The Prior Placement window is data from the Activities window filtered to show only movement codes. Therefore, all movements and their reasons will be displayed, including transfers and discharges. 


	Q:
	Where should the reasons why a child left a particular placement be identified?

	A:
	When a placement request is being initiated for the purposes of a transfer, you can document the reason in the comment box on the main placement window, if desired. Reasons for transfers are also coded in Activities and are a required element on the Place Child window before it can be saved . (The reason for discharge is also required when entering the M990 in Activities but this is not connected with the placement module., Reasons for a transfer should be documented in the FASP and progress notes as per current business process.
 

	Q:
	Will the prior foster parent's name display?

	A:
	In the Prior Placements window, selecting a row for the prior placement will expand the window and displays the name of the home.


	Q:
	Can you view prior placement information from another county?

	A:
	State, Regional Office, and district workers can see cross-county placement information.  Voluntary Agency workers must have a role in the stage and their agency must be the current agency where child is placed in order to view Activities information.


	Q:
	Does the Prior Placements Child window provide information for children from other states that are now being placed in NY? 

	A:
	No, only NYS children are tracked in CONNECTIONS/Activities. However, if a NYS child is placed in an out-of-state resource, and this is entered in Activities, the Prior Placements window would show this information.


	Q:
	When entering a specific Vendor ID on the Prior Placements - Resource window, will the agency of the resource display?

	A:
	The agency ID displays on the Prior Placements window grid. 


[bookmark: _Toc16850502]Priority Criteria
	Q:
	Does the system require you to prioritize the characteristics before conducting a placement search?

	A:
	Yes. All characteristics will default as Optional elements of the Placement search, but CONNECTIONS will require you mark the checkbox on the Priority Criteria window indicating that the priority criteria are complete before you can conduct a placement search. You do not have to mark any characteristics as Required in order to mark the window as complete. 


	Q:
	Can you conduct a search with all Child Characteristics defaulted to optional?

	A:
	Yes. You do not need to mark any Child Characteristics as Required, but you do have to check the Priority Criteria Complete checkbox before saving the window and proceeding with a search. This indicates that you have reviewed the Priority Criteria and are intentionally leaving all characteristics as optional.


	Q:
	The examples of Child Characteristics given in the WebEx training seem as if they should be Required, not Optional.  Should I override the listing of Optional if I want a characteristic to be Required?

	A:
	Yes. Training examples were created prior to the implementation of Phase 3 and it was only possible to show Child Characteristics as Optional.  After the implementation of Phase 3, Child Characteristics that you wish to mark as Required rather than Optional, should be marked as such on the Priority Criteria window.  


	Q:
	When making a selection for one child in a sibling group on the Priority Criteria window, what if the characteristic is Required for one child and not for another?

	A:
	If a characteristic is required for one child in a group of children being placed together, then the characteristic should be marked as Required.  This ensures that the search returns resources suitable for this child. There is no ability to mark a characteristic as optional or required for individual children. At the point of completing Priority Criteria, the children’s combined characteristics are considered for placement. 



[bookmark: _Toc16850503]RESOURCE Availability/BED DETAIL/CAPACITY
	Q:
	Who is responsible for updating the availability of a bed?

	A:
	Bed Availability can be updated by anyone who can update Resource Characteristics.  For LDSS foster homes, this can be done via the FAD worker's workload without any additional security. Voluntary Agency and ACS\NYS staff with the RESOURCE ADMIN business function (BF) can update bed availability for their own foster homes and congregate care facilities through their workload or a resource search. Workers with the RESOURCE ADMIN business function can update bed availability for a foster home or for a congregate care facility through a Resource Search from the Search/Maintain menu. Remember that marking a bed as unavailable does NOT imply that the bed is occupied via a placement from the Placement module – there is no connection between the Available/Unavailable section on the Resource Characteristics window and actual foster care placements.


	Q:
	On the Resource Characteristics window, there are numbers for Capacity, Available, Unavailable and Bed Detail. Where are these numbers coming from? Do they auto-fill?

	A:
	Capacity pre-fills from the license capacity on the FAD licensing window. Available and unavailable are calculated as capacity minus number of children showing as placed via Activities. Bed Detail is a way to manually mark the short-term unavailability of a bed. Bed Detail does NOT affect a whether a bed returns in a search; Capacity does.  A home showing in Activities as filled (at/over capacity) will not return on a multi-facility search but will display when the View All link is used so the placement of sibling group can be considered. 


	Q:
	Should the bed detail on the resource characteristics window be updated every time there is a discharge or admission?

	A:
	No. The Bed Detail is for designating the short-term unavailability of a bed (e.g., the room is being used for a college student home for summer, having new carpet or windows installed, etc.). This will NOT affect a search return for that home. That bed will still show as a "Vacancy in Activities".  Only licensed capacity minus number of children placed in that home via Activities will affect the search return.


	Q:
	Is Bed Detail connected to Activities? If Activities shows the child has been placed with the resource, will that bed be shown as unavailable in this section?

	A:
	No, there is no connection between Bed Detail on the Resource window and the information recorded in Activities. Bed Detail is for "short term unavailability" and does not affect a search return. A bed marked as "Unavailable" will still show as a vacancy in Activities.


	Q:
	If the home is at capacity, would the resource still return in a search?

	A:
	If, according to the placements recorded in Activities, the home is at or over its license capacity, it will NOT initially return in the results of a multi-facility search. However, you would be able to view all homes, including those at or over capacity by clicking the View All link in the navigation pane from the multi-facility search result window. This is to facilitate resource matches for larger sibling groups.


	Q:
	Does the Resource Availability report show all available beds in all the voluntary agencies I contract with?

	A:
	The Resource Availability report is a tool. It shows all available homes for any agency with which a district has an active contract entered in CONNECTIONS. You do not actually place children through the report list but can use it to have a conversation with a voluntary agency on home availability.


	Q:
	Can you "reserve" a bed, such as for an unborn child you want to place with siblings already in care, by marking the bed as "Unavailable" so it does not return in a search?

	A:
	No.  Marking a bed as "Unavailable" will not prevent a home from returning in a search.  The "Unavailable" radio button in the Bed Detail section of the Resource Characteristics window is intended for short term unavailability such as when a room is being remodeled or the foster family has a child home from college for the summer. Marking a bed as unavailable for the planned placement of an unborn sibling MAY be an appropriate use of this feature, depending on the situation, but the home would still return in a search because neither Placement nor Activities would not show the bed as being occupied.  Only by looking at the Resource Characteristics window would a worker know that a bed was temporarily unavailable. 



[bookmark: _Toc16850504]Resource Characteristics
	Q:
	Who should complete the Resource Characteristics and where? Does it need to be completed for congregate care facilities?

	A:
	Resource Characteristics can be updated by LDSS staff with access to the FAD stage on a workload or someone who has the RESOURCE ADMIN business function (ACS and VA require this to have the link). For congregate care facilities, group homes and residential centers which appear on the workload of Regional Office staff, a worker from the voluntary agency must have the RESOURCE ADMIN business function and use the Search/Maintain menu to do a Resource Search.  It is optional for SILPs (Supervised Independent Living Programs) as these are typically used in exact search situations.


	Q:
	Can characteristics be changed after initially being entered? If you select and save the wrong characteristic, can it be changed?

	A:
	Yes, Resource Characteristics can be modified by returning to the Resource Characteristics window either through the workload of the worker assigned the FAD stage or by a worker with the RESOURCE ADMIN business function who can do a Resource search from the Search/Maintain menu.


	[bookmark: _Hlk15028648]Q:
	When filling out characteristics for resources, should you select as many possible so the resource has a high chance of returning in a search?

	A:
	The purpose of the Placement module is to create the best match results in a search and minimize disruptions and moves. Each agency should be assessing their foster homes for strengths in working with children with a variety of needs and characteristics. When a placement request is made, the priority criteria will be used to identify which characteristics are required in a foster home match. If characteristics are optional, a foster home without that characteristic will still return, though perhaps lower in the list. Resource Characteristic should be carefully assessed because of this and should only be checked if the resource is willing and capable of working with a child with that characteristic. Additionally, every time a resource declines a referral, a reason must be documented as to why they did not accept a child for whom they returned as a match. 


	Q:
	If a child has a child characteristic of aggression towards others and they are currently placed in a home where the resource does not have that characteristic chosen, will the lack of a match pose a problem?

	A:
	No. If the child is remaining in the home there will be no effect when Phase 3 of the Placement build is implemented. Characteristics are needed for matching purposes only. If that characteristic is chosen for a child who is entering care or transferring to a new placement, and the characteristic is marked as Required, only homes with that characteristic will return on a search.  If a characteristic is marked as Optional for the child, the child could be placed in a home that does not have the matching characteristic. 


	Q:
	Do kinship or Approved Relative Homes need resource characteristics entered?

	A:
	Resource Characteristics can be entered for approved relative homes but are not required since these homes will not return as part of a multi-facility search.


	Q:
	How are relative resources identified? There is nothing on the Resource Characteristics window to indicate this.

	A:
	An "Approved Relative Home" is designated in the licensing window of the FAD record, not within the Placement module. If a child is being placed with a relative or kinship caregiver, you would use an Exact search by Resource Name, Resource ID (RID) or Vendor ID (VID) and only one result will be returned.  


	Q:
	How can you identify an approved relative resource that is open to accepting non-related placements?

	A:
	If a home is licensed as an Approved Relative Home, it will not return in a multi-facility search, even if Resource Characteristics have been recorded. An exact search must be used instead. If an Approved Relative Home wishes to accept other children, the district or agency would need to follow their own business process to evaluate the home and fully certify it as a Certified Foster Home or Foster/Adoptive Home, which then would return in a multi-facility Placement search


	Q:
	Is there a way on the license or resource window you can identify a Respite Only home? 

	A:
	At this time, there is no way to identify a respite only home. 


	Q:
	Who is responsible for updating the availability of a bed?

	A:
	Bed Availability can be updated by anyone who can update Resource Characteristics.  For LDSS foster homes, this can be done via the FAD worker's workload without any additional security. Voluntary Agency and ACS\NYS staff with the RESOURCE ADMIN business function (BF) can update bed availability for their own foster homes and congregate care facilities through their workload or a resource search. Workers with the RESOURCE ADMIN business function can update bed availability for a foster home or for a congregate care facility through a Resource Search from the Search/Maintain menu. Remember that marking a bed as unavailable does NOT imply that the bed is occupied via a placement from the Placement module – there is no connection between the Available/Unavailable section on the Resource Characteristics window and actual foster care placements.


	Q:
	Is Bed Detail connected to Activities? If Activities shows the child has been placed with the resource, will that bed be shown as unavailable in this section?

	A:
	No, there is no connection between Bed Detail on the Resource window and the information recorded in Activities. Bed Detail is for short-term unavailability and does not affect a search return. A bed marked as "Unavailable" will still show as a vacancy in Activities.


	Q:
	Do we update the bed detail on the resource characteristics window every time there is a discharge or admission?

	A:
	No. The Bed Detail is for designating the short-term unavailability of a bed (e.g., the room is being used for a college student home for summer, having new carpet or windows installed, etc.). This will NOT affect a search return for that home. That bed will still show as a "Vacancy in Activities".  Only licensed capacity minus number of children placed in that home via Activities will affect the search return.


	Q:
	If your agency accepts multiple Local Program types; TFFC/regular, special needs, etc.  should we check all program types or just one?

	A:
	Program types are not agency specific - they are resource specific. Only choose those that apply to the specific resource. (Each resource has its own VID that differentiates it from another resource within the same agency).


	Q:
	If a resource is certified for Close to Home, it is not considered to be a regular foster boarding home, and therefor will not return in a search?

	A:
	Yes - The process for Close to Home children differs greatly from the traditional foster care placement process.  These children are tracked in Activities and are considered placed in OCFS supervised foster care. A Close to Home resource should be marked as such on the Resource Characteristics tab, which then excludes it from a multi-facility placement search. 


	Q:
	If the ORRUAC (Office of Refugee Resettlement Unaccompanied Alien Children) box is checked, how will that effect a search?

	A:
	The ORRUAC designation on the Resource Characteristics window excludes the home from all placement searches (multi-facility).  This designation is only to exclude the home from a search, it has nothing to do with the program type. 



[bookmark: _Toc16850505]Searches
	Q:
	Can you search for residential settings as well as foster home resources? 

	A:
	Yes. You can search for Congregate Care resources as well as foster homes, but not at the same time. You would first complete a search for the level of care you believe is most appropriate. Then, if there are no resulting matches, no appropriate matches or all have declined, you would close the first request and initiate a new placement request, doing a search for the next level of care. 


	Q:
	Will a search only return matches for Agencies with which your District has a contract?

	A:
	Multi-facility searches will only return resources with sufficient capacity from agencies with whom the district has entered a signed, active contract in CONNECTIONS. However, you can use the View All link in the navigation pane of the Search Results window to see statewide resources for those agencies with which your district has a contract. 


	Q:
	Is there a way to search by borough only?

	A:
	A borough match will return higher in the list of search results, all other criteria being equal. Like other grids in CONNECTIONS, the Resource Search results can also be filtered by parameters such as Agency, County or County ID. since each of the boroughs has its own unique county ID, you could filter by this.


	Q:
	Do searches show foster home results from across the entire state? 

	A:
	The default results from a multi-facility search will only display results from within your county. To see resources statewide, use the View All link in the navigation pane to see homes with sufficient capacity and with whom your district has an active contract in CONNECTIONS.


	Q:
	Are search results limited to only homes with the number of vacancies requested? Will the results exclude homes that are at or over capacity or a home that has 1 vacancy when searching for a sibling set of 3?

	A:
	The default search results list shows only homes with sufficient capacity and at least the number of vacancies you have requested. Clicking the View All link in the navigation pane of the Search Results window will remove this filter and display homes that are at/over capacity. 


	Q:
	If the home is at capacity, would the resource still return in a search?

	A:
	If, according to the placements recorded in Activities, the home is at or over its licensed capacity, it will NOT initially return in the results of a multi-facility search. However, you would be able to view all homes, including those at or over capacity by clicking the View All link in the navigation pane from the multi-facility search result window. 


	Q:
	Where does capacity information pull from?

	A:
	Capacity information pre-fills from what is recorded in the License window in FAD.


	Q:
	How would you do a search when one district wants to “borrow” another district’s home?

	A:
	This situation will require some communication outside of CONNECTIONS since the homes of another district will not return in a search. The district that certifies the home would identify it and the borrowing district would need to use an exact search to place the child.


	Q:
	How can you identify an approved relative resource that is open to accepting non-related placements?

	A:
	If a home is licensed as an Approved Relative Home, it will not return in a multi-facility search, even if Resource Characteristics have been recorded. An exact search must be used instead. If an Approved Relative Home wishes to accept other children, the district or agency would need to follow their own business process to evaluate the home and fully certify it as a Certified Foster Home or Foster/Adoptive Home, which then would return in a multi-facility Placement search


	Q:
	Is there a way on the license or resource window you can identify a Respite Only home? 

	A:
	No. At this time, there is no way to identify a Respite Only home. 


	Q:
	Can you filter the resulting list by a particular characteristic or program type?

	A:
	No. Search results are based on the criteria you have chosen, including Program Type and characteristics.  If you would like to see the individual Resource Characteristics you can highlight the resource and click on that link in the left-hand navigation pane. You can also use Matching Factors-Child to compare a particular resource’s characteristics with the individual child characteristics or Matching Factors-Resource to compare up to 5 resources with the group of child characteristics. 


	Q:
	If my search yields no results either within my district or statewide, what should I do next?

	A:
	If, upon reviewing the View Local Vacancies results, which return resources with sufficient capacity within your own county, there is no appropriate match, a district worker can use the View All link in the navigation pane to display statewide matches from agencies with which you have a contract and resources that are at or over capacity, based on your search criteria. If this still does not result in an appropriate match, the district worker can close the placement request with an appropriate closure reason (e.g., “No Suitable Placement Found”) and initiate a new request. Prior to initiating a search, the district can review the Priority Criteria that have been marked as Required, and if appropriate, change one or more to Optional before re-initiating a search. If this still yields no suitable results, you would do what you do now.  This might include a SPOA (Single Point Of Access) referral, reaching out to neighboring districts or a request for assistance to OCFS Regional Office staff who can run a Resource Availability Report on specific characteristics for the counties in their region. A request can also be made for State OCFS staff can run the full statewide Resource Availability report. If a resource is identified outside of the Placement Module, a county will use an exact search in the Placement Module to place the child.
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	Q:
	Do Special Restrictions only apply to children?

	A:
	Yes.


	Q:
	What if the child does not have any special restrictions? Are they required?

	A:
	Special Restrictions are not required. They only apply to the children that need them and should be selected to result in the best possible placement match for the child.  Most children referred for placement will not need to have a Special Restriction designated.


	Q:
	Is there a place to explain why a Special restriction was chosen?

	A:
	Yes. There is a comment box which corresponds to each individual restriction on the Special Restrictions window in which you can provide additional information.


	Q:
	Is a comment required for each Special Restriction selected?

	A:
	No, comments are not required, but provide valuable information when trying to convey a full picture of a child's needs to a possible placement resource.


	Q:
	If more than one Special Restriction is chosen for a child, will all the comments display together?

	A:
	No. If more than one Special Restriction is chosen, you will have to select each restriction to see the associated comments. They do not display together.


	Q:
	Are changes that are made to one window applied to others?

	A:
	Person specific windows share data. Updates to Child Characteristics, Special Restrictions, and Placement Evaluation information are tied to the child's PID, so regardless of whether you update them from the Person List prior to the launch of a placement request, or in the Placement Module, the data is shared and viewable.


	Q:
	Will selected Child Characteristics and Special Restrictions data continue to follow the youth throughout their CONNECTIONS history?

	Ensure

A:
	Yes, this data is retained in CONNECTIONS. Person specific windows such as Child Characteristics and Special Restrictions are tied to a child's PID. The history of these, along with a history of other demographic changes, can be found on the Person Data Report. Child Characteristics and Special Restrictions can and should be updated to accurately reflect a child's current needs and interests when they are entering or reentering foster care or are moving between placements so that the best possible placement match is made.


	Q:
	How will I know if a placement request includes a child with one or more special restrictions?

	A:
	If a child in a placement request has a special restriction chosen, a red checkmark displays next to the Special Restriction link in the navigation pane of the Placement window to alert the worker that a child in the request has a restriction. The red checkmark is also present on the Resource Roster for a particular facility if a child in the facility has a special restriction. Additionally, if a placing agency selects a resource from the placement search result list in which a child with a special restriction is already placed, they will receive a warning message that a child in the home has a special restriction that should be reviewed before placing additional children in the resource. 


	Q:
	How do you select a Special Restriction on the Placement Resource Roster window?

	A:
	Special Restrictions cannot be entered directly on the Placement Resource Roster window.  Information on this window is brought forward from the Special Restrictions and Child Characteristics subtabs of the Person List for the stage or can be entered using the links in the Placement window navigation pane once a placement request has been initiated. 
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