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CONNECTIONS Tip Sheet
Completing the Missing Child Window for Family Services Stages
The Missing Child window collects information related to a child who is absent without consent, missing, or abducted. This window is accessible for Investigation (INV), Family
Assessment Response (FAR), and Family Services (FSS) stages. All workers with an assigned role in the stage (or access to the workload of an assigned worker) will be able to
access the Missing Child window.

Defining Missing Child in CONNECTIONS
When a child is in foster care, an open Child Protective Services (CPS) case, or a preventive
case, and is identified as being absent without consent, missing, or abducted, federal and state
statutes and regulations require the following:
·

Youth in foster care must be reported to the district and the district or voluntary agency in
turn must report the missing youth to law enforcement and the National Center for Missing
and Exploited Children (NCMEC). The report to law enforcement should be made prior to
the report to NCMEC. The report must be made no later than 24 hours after receiving the
information that the child is absent, missing, or abducted. Best casework practice is to

Required Reporting
Children in an open CPS or preventive services case receiving Chafee
services, under the supervision of a district pursuant to a court order, in the
custody of OCFS or under the supervision of OCFS and placed with a
voluntary agency, under 21 and discharged with “Place in another planned
living arrangement” (often referred to as APPLA) goal, or deemed to be
discharged with an APPLA goal must be reported to local law enforcement
and NCMEC when they are missing or abducted. For additional information
refer to the OCFS Internet site for 16-OCFS-ADM-09.

immediately report an abduction to law enforcement. Additionally, consider a child’s age; if a young child (still requiring adult supervision) is absent or missing, it should also be
reported immediately.
·

For youth NOT in foster care living at home, the parents should be encouraged to report the missing or absent child to law enforcement. If the parent refuses to do so, the
district/voluntary agency worker must work with their supervising agency to make
the report. The report must be made no later than 24 hours after receiving the
information that the child is absent, missing, or abducted.

·

For other youth not in foster care and not living at home, workers must report the
youth as missing to law enforcement and NCMEC within 24 hours of learning
that the youth is absent, missing, or abducted

Navigating to the Missing Child Window from an FSS Stage
1

Select the appropriate FSS stage.
The Stage Actions section of the NAVIGATION PANE enables.

2

Click the Missing Child link in the NAVIGATION PANE.
The Missing Child window displays.

The Missing Child Window

The Missing Child window opens in ‘view active’
mode displaying a grid that lists all persons in the
stage under 21 years of age, plus those over
21 years of age with existing Missing Child records.
Upon selecting a child in the grid, all Missing Child
records across INV, FAR, and FSS stages are
returned for the child. The information that displays
in the grid is not stage specific and multiple
absences may exist for a single child.

Timeframes for Documenting Missing Child Information in CONNECTIONS
· Within seven (7) calendar days of a child’s absence without consent, the absence must be recorded on the Activities window in CONNECTIONS.
· Missing Child window should be recorded contemporaneous with the child’s absence.
· Progress Notes should be recorded contemporaneous with the child’s absence and include, at minimum, the names of the persons contacted, dates of

those contacts, information pertaining to the child’s absence, and diligent efforts made locate and return youth. For tips, refer to the OCFS Internet site
for 16-OCFS-ADM-09 Attachment A.
· Within 30 days the absence must be recorded in the case record/Family Assessment and Service Plan (FASP).

Upon a Child’s Return
Specific actions must be taken upon the child’s return. The date the child returned is required and the child must be screened, using the process defined in 15-OCFS-ADM-16 to
determine if the child was a victim of sex trafficking. In addition, the checklist grids at the bottom of the Missing Child window capture specific information. Refer to the OCFS
Internet site for an optional debriefing tool in 16-OCFS-ADM-09 Attachment B.

Creating a New Missing Child Record
1

On the Missing Child window, select the name of the missing child from the Child List grid.
The Missing Child grid displays.

2

If a missing child record already exists in the grid,
click the New button to add an entry. Otherwise, if no record
exists for the child, record a date in the Date Determined
To Be Missing field.
The Date Returned, Date Reported to Law Enforcement,
Child Did Not Return (checkbox), Date Reported To NCMEC,
and Sex Trafficking Screening Due By fields enable.

3

Record the date reported to law enforcement and the date
reported to NCMEC in the respective fields.

4

If the child has returned, record the date returned in the
Date Returned field.
“Was the child in foster care when the absence occured?”
and “Medical Care Necessary?” display with Yes and No radio
buttons. The Child’s Reason for Absence, Experiences
While Missing, Contributing Factors, and Response to
Contributing Factors grids enable (see page 3).

5

Select the Yes or No radio button for “Was the child in foster care when the absence occured?”

6

Select the Yes or No radio button for “Medical Care Necessary?”

7

Complete the Child’s Reason for Absence, Experiences While Missing,
Contributing Factors, and Response to Contributing Factors grids by
selecting the appropriate checkboxes.

8

Click the Save (or Save & Close) button.
The record displays in the grid.

Return Status
To close the FSS stage, either the Date Returned
field must be completed or the Child Did Not
Return checkbox must be selected.

CONNECTIONS Resources
HELPFUL INFO tab in CONNECTIONS
OCFS CONNECTIONS Internet site:
https://ocfs.ny.gov/connect/
CONNECTIONS Regional Implementation Staff:
https://ocfs.ny.gov/connect/contact.asp
ITS Service Desk:
1-844-891-1786, Fixit@its.ny.gov, or https://chat.its.ny.gov

