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The Family Service Intake (FSI) provides a way to document standardized intake information for each Family 

Services Stage (FSS) being opened in CONNECTIONS.  Information is collected regarding the source of the 

referral, the family members to receive services, what kinds of services are being sought and why they are 

needed. FSIôs may also be created from within an open INV stage. (See ñCreating an FSI from a CPS 

Investigation Tip Sheetò for this path.)   

This tip sheet provides a step-by-step instructions for workers who need to record a free standing FSI. 
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In order to launch an FSI, workers must be assigned the CREATE FSI business function.   

Before you create an FSI, be sure to search CONNECTIONS to determine if an open FSS in 

your county already exists for the family. If so, use the open FSS stage and assign any 

additional workers needed.  Two or more counties may have FSS stages open for the same 

family at the same time. Each child, however, may only be tracked in one FSS at a time. 

Step By Step: Recording an FSI 

1. From the Intakes pull down menu, select Record FSI.  

NOTE: If you do not have the CREATE FSI business function, 

you will not see the Record FSI option displayed in the list.  

The Intake Source window displays.  

Unlike an FSI created from within a CPS INV stage, no 

information pre-fills when the FSI is created using this path. 

The Intake Source and Person List information must be manually entered.  

NOTE: Time and Date pre-fill with the current date, but can be back dated up to 60 days to 

reflect the date of first contact with the source or family.  Progress notes may NOT be entered in 

the Family 

Services Stage 

(FSS) with a date 

prior to the intake 

date of the FSI.  

2. Record Method 

according to how 

the referral was 

received. 

3. Select the correct 

Source Type from 

the pull down 

menu.  

Recording an FSI Stage 
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NOTE:  Selecting Self will result in the sourceôs name and contact information becoming the 

stage name and the first person listed in the Person List.  If any other type is selected, the first 

person entered on the Person List window should be the stage name. 

4. Enter the referral sourceôs First Name, Last Name, and Sex. 

5. In the Address section, enter Type as Business if a professional referral, or Residence if the source 

is an individual. 

6. Enter the sourceôs address. 

Hint: Zip and County will fill upon address validation. 

7. Click the Validate button. 

8. Click the Accept button, if correct. If you know the suggested address is incorrect, click the Reject 

button to use your entry. In NYC, manually enter the Community District if using the Reject button. 

9. In the Phone section enter the sourceôs Number, Ext and Type. 

10. Click the Save & Close button. 

You will be returned to your workload where the new FSI stage will display.  It will only have a stage 

name if the referral type was Self.   

Each person added to the stage MUST be searched to determine if they are already known in the 

CONNECTIONS database.  Adding individuals without thoroughly searching the system can result in  

duplicates being added and incomplete knowledge of history for the persons associated with the case. 

1. With the new stage selected from the workload, click 

the Person List link in the navigation pane.   

The Person List 

window displays. 

The Stage is 

named for first 

person added to 

the Person List.   

2. Click the Add Person link in the navigation pane 

3. Enter the personôs First and Last Name.  

4. Click the Search button.  

5. If the search results contain the personôs name, select 

the name and review the resulting case list to confirm 

whether this is the right person. If yes, click the Relate 

button then click the Save button. 

If the person you are searching for cannot be found (even after searching by 

nicknames or other possible names), click the New button, which adds them to 

the database and generates a new Person Identification Number (PID).   

The Person Detail window displays.   

Adding Persons to the Stage 

If the referral type was Self, that 

individualôs name already 

displays on the Person List.   

Use the New 

Search link to 

conduct a search to 

determine if that 

person is known to 

CONNECTIONS.  

Go to Step 5. 

NOTE: If you have not entered a sex, the 

pop-up message alerting you to sex 

mismatch can be ignored.  A blank in that 

field is a ñmismatchò with the sex that is 

already in the database.  



 о 

6. If New, enter all required information such as Address, Phone, 

Race, Ethnicity, Sex, and Marital Status. (All required fields 

are indicated by a red asterisk.) 

7. Click the Save button.   

8. Repeat steps 2-7 to add all stage members to the FSI.  

9. Click the Save & Close button to return to the Person List. 

10. When all stage members have been added, click the Family 

Relationship Matrix link in the navigation pane.  

11. Beginning with the oldest person in the stage, complete the 

matrix to indicate how each individual is related to every other 

individual. 

12. Click the Save button.  

A pop-up message confirms that all relationships are complete.   

13. Click the OK button on the message.  

A (C) will appear next to the link on the navigation pane to indicate this window is complete. 

14. Close the Person List window using the red X in the top right corner. 

1. Select the Narrative link in the navigation pane.   

 

2. In the Type of Services being requested field, use the pull down 

menu to choose the type of FSS you are opening.  Refer to local 

procedures to determine the appropriate Type of Services.  

 

3. In the Record the reasons for involvement section, explain why the family requires services. 

This narrative will carry forward to all future FASPs.  Use clear language and be specific.  

Define any abbreviations used.  Additional addenda may be added and will be date and time 

stamped. Once saved, the narrative cannot be modified. 

Narrative 

Refer to the Creating 

a COI Tip Sheet for 

information on Court 

Ordered Investigation 

FSI stages. 

TIP: If multiple persons share an 

address, the address may be 

copied from the first person to 

others using the Copy Address 

Info link in the Address tab.   

Highlight the next person, open 

the address tab and use the 

Paste Address Info link to add 

the same address to that person.   

Click the Validate button, the 

Add button, then the Save 

button. 
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4. If needed, click the Special Handling link to record safety risks to the worker or mark the case as 

sensitive.  

Reminder:  Marking one open stage in a case as sensitive will result in ALL open stages in that 

case being marked as sensitive. 

5. Click the Save & Close button. 

Once saved, the Behavioral Concerns and Family Issues and Requested Services links 

enable. 

1. Select the Behavioral Concerns and Family Issues (BCFI) link in the navigation pane.  

2. In the Child behavioral 

concerns and/or issues 

section, check appropriate 

concerns/issues.   

NOTE: The system only requires 

the documentation of a single 

issue, but all concerns related to 

the reason for the service 

request should be documented.  

3. Provide a descriptive comment 

in the narrative box that appears 

to the right of each section. 

4. Repeat for Caretaker and 

Family sections, as appropriate.   

NOTE: If any concerns are 

critical enough to require 

Emergency Services, checking 

the checkbox in the Critical column will enable the Emergency Services Required link.  If needed, 

complete the checklist of emergency services and provide the narrative as instructed.  Click the OK 

button.  A red checkmark next to this link indicates that information was provided. 

5. Click the Save & Close button. 

1. Click the Requested Services link in the 

navigation pane. 

2. Check the box(es) for one or more services 

needed. 

Use the scroll bar to view all available 

services.   

3. Click the Save & Close button. 

Requested Services 

Behavioral Concerns and Family Issues 



 р 

When an FSI is created using the Record FSI option (e.g. when a family applies 

for Preventive Services) a new Case Number and new Stage Number are system 

created for that FSI. If a case for this family already exists, you may link the FSI to 

that case to preserve family history under a single Case Number.   

1. Click the Decision Summary link in the 

navigation pane. 

2. Determine whether the case is being evaluated for Preventive 

Services ONLY and choose the Yes or No radio button. 

If Yes, the Identify the need for Mandated Preventive Services grid 

displays.  Check all that apply, or check the box next to ñNone of 

the Aboveò. 

3. Enter the Date application sent.   

4. Once the required information is recorded, the FSI may be stage-progressed by the Local District 

and the FSS may be opened; or, alternatively, the FSI stage may be closed if services are not to be 

provided. 

In the Decision drop down menu, select the appropriate choice. 

¶ If Open Family Services Stage is chosen by a VA worker, see the  ñVA Submission for LDSS 

Approvalò section on the next page..  

¶ If Open Family Services Stage is chosen by an LDSS worker, see ñCreation of the FSSò  on 

page 7 of this tip sheet. 

¶ If Close Family Services Intake is chosen, see ñLDSS Closure of the FSISò on page 7 of this 

tip sheet. 

5. Click the Save button. 

Decision Summary 

Refer to the 

Linking to an FSI 

Case Tip Sheet 

for step by step 

instructions. 
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Although both Voluntary Agency and LDSS workers may create an FSI, only an LDSS worker can stage 

progress the FSI into an FSS.  VA workers must submit the FSI to the LDSS for a final decision as to 

whether the FSS will be opened. Follow local protocol to determine if the FSI must be submitted for 

review to the VA workerôs supervisor prior to submitting for LDSS 

acceptance. 

1. Select the Submit for LDSS Acceptance link in the navigation pane. 

The pop-up message, ñSubmit for LDSS Acceptance Successful. This 

action will close window.  Do you want to continue?ò displays. 

2. Click the Yes button.   

The Assign window opens. 

3. Select the appropriate LDSS workerôs name from the grid, and click the Case Worker button. 

If the desired workerôs name does not appear in the grid, click the Staff Search link in the navigation 

pane to search for and assign a different LDSS worker as Case Worker. 

The only assignable role in an FSI is ñCase Workerò.  Only one worker may be assigned 

to an FSI stage at a time; assigning a new worker automatically unassigns the current one. 

4. Click the Save & Close button. 

The FSI no longer displays on your workload. It has been reassigned to the LDSS worker.   

5.  The LDSS Worker reviews the FSI. 

¶ If the FSI requires editing, click the Reject link in the navigation pane to send it back to the 

originating worker. 

¶ If the FSI is ready to progress to an FSS, click the Accept link in the navigation pane.   

6. Click the Decision Summary link in the navigation pane. 

7. Enter the Date LDSS received application signed by parent OR check the box for Application 

signed by CPS Worker. This will become the Case Initiation Date (CID) for the FSS. 

8. Click the Save button. 

The FSI is ready to be progressed to an FSS stage. 

VA Submission for LDSS Approval 


