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Statement of Purpose

The purpose of this handbook is to support the responsibilities of a Child Protective Services (CPS) worker
and serve as a reference document in the workplace. This handbook applies to Investigation (INV) stages;
however, specific information applies to Family Assessment Response (FAR) stages, where noted.

KCPS worker is responsible for:

assessing the safety of the children reported to the Statewide Central
Register (SCR) and any other children residing in the household.

determining if any children are abused or neglected.

putting a Safety Plan in place with the appropriate interventions to protect
the child from the identified danger, if needed.

assessing risk of future abuse/maltreatment and determining the need for
services to reduce risk.

~

/

CONNECTIONS is used to accurately record,
maintain, and view information obtained during
the CPS investigation. This handbook supports
the following activities in CONNECTIONS:

e reviewing intake information
e reviewing historical information

e printing progress notes and creating
progress note To-Dos

e maintaining person information

e uploading photos and documents
e generating a Notice of Existence

e reviewing the Stage Summary

o completing a Safety Assessment
o completing a Risk Assessment

e maintaining allegations

e concluding an investigation

o consolidating INV and FAR stages
e recording sex trafficking screenings
e creating a Missing Child record

e completing the Family Relationship
Matrix

e recording a Family Services Intake

i
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WORKLOAD & TO-DOs

List Assignments Made
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Case Summary
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Please note that any information on screenshots contained in this handbook is from
the Training Database, which is fictitious and used for training purposes only.
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The Main CONNECTIONS Window

The main CONNECTIONS window is comprised of a series of tabs and drop-down menus. These tabs and
menus, along with the links on the NAVIGATION PANE on the left side of the screen, provide access to
various functions, depending on a worker’s Business Function or Assigned Role.

i’ MEW
YORK
STATE

HOME WORKLOAD & TO-DOs REPORTS ~ WINDOWS MANAGER  HELPFULINFO M —Search/Maintain-

|~
Common 3

List Assignments Made
g[b)ange Case(Stage) Name/

Office of Children CONNECTIONS o 7
and Famlly Services Personalization Help/Training Log Out

Drop-Downs
My Workload My To-Dos My Uploads a n d Li n kS

Caze Summary
Assign

Stage Actions
Display All Case History 7D
Progress Motes

Lachette,Susan NI PR 20700599 30700392 031 03/13/2003 03/13/2003

i --.—---———-———-
wmm Miller,Sue INV PR 28101023 38100530 031 02/25/2010 08/17/2010

ESASETEl l- Murray,Marsha FS5 CWS cp 26200505 36200322 031 A3 10/08/2004 10/08/2004 F&3
Lllegations

Investigation Conclusion

Safety Assessments for Casze gy

Imvestigation Actions

af N - _ Case To-Dos Stage Events Wo rk Area
Missing Child

Sex Trafficking Screening

Review Intake
Record F5I Type |Status |Date  |StageId  |StageName = |Descripom ™ | AssionedTo | CreatedBy |
Foster Home |dentification e ———
Family Relationship Matrix Safety Ass — 2 .
- al essment is due and mus'
Phatoa/Bocs [T MNavigate T NEW 03/04/2010 25101021 Miller,5ue Ereiea i e e oW System
View All Photos/Docs
- Safety Assessment is due and must be
Bl t [l Navigate iE: NEW 03/04/2010 28101023 Miller,5ue bTttad e AeervisD Tor apraal) Dw System
Accept c Aua and muct ba i tn
Reject
To-Do Options

Nesw
Detail

(

NAVIGATION
PANE

INVIFS
Family Services O
Intake Report
Individual Repert Involvement
Intake/IRI Repart

Prior Case Summary Report
Stage Summary

I = Sensitive  * = Rﬂuired % =AFCARS ' =Databuasts (C)= Camgle‘be 8 = Readﬂnh Mode o = Unsaved Char_ug§

Tabs, Drop-down Menus, and Links

Access to certain functions is organized into tabs, drop-down menus, and links.

Tabs Drop-down menus Links
HOME eIntakes ePersonalization
+WORKLOAD & TO-DOS «Search/Maintain eHelp/Training
+REPORTS eLog Out
+WINDOWS MANAGER
+HELPFUL INFO

Additional information about the NAVIGATION PANE, work area, and legend can be found on subsequent
pages in this handbook.
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NAVIGATION PANE

The NAVIGATION PANE provides links to access tasks for each functional area. These links display on the

left side of a window.

Section |:

Section Links

When information exists on
a window, a checkmark
displays next to
certain links in the
NAVIGATION PANE.

‘Mandated Reporter
Elrr'.restigatiun Summary

The Legend

hsplay All Case History

Progress Motes

Person List

Safety Assessments

Rizk Asseszment
Allegations

Investigation Conclusion
Safety Assessments for Case
Investigation Actions

Sex Trafficking Screening
Missing Child

Review Intake

Record FSI

Foster Home Identification
Family Relationship Matrix
Photos/Docs

iew All Photos/Docs
Placement

Accept

Reject

Combined OCI

INVIFAR OCI

Family Services OCI

Intzke Report

Individual Report Invalvement
Intzke/IR| Report

Prior Case Summary Report
Stage Summary

The pin icon expands or hides the
NAVIGATION PANE from view.

Each section of the NAVIGATION
PANE can be hidden by clicking
the collapse arrow.

The links that display on the
NAVIGATION PANE are
determined by the security of
the logged-on worker and
window-specific logic.

Each section of the NAVIGATION
PANE can be maximized by
clicking the expand arrow.

The legend displays the meaning of commonly used icons across the bottom of most windows. The option
to hide the legend is available via the Personalization link.

|! = Sensitive  * = Reguired % =AFCARS « = Data Bxists (C) = Complete % = Read-Only Mode

# = Unsaved Changes

Person Info 4
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information on this
Person Info tab is

read-only and cannot
be modified.
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Work Area

The work area includes common functions like the slider control and grid separator, as well as the
Print Screen and refresh list links.

The slider control tool
magnifies the work area
for easier viewing.

The Print Screen link prints a
snapshot of information
currently visible on the screen.

\ Y —
-— Click Here for the June Build Bulletin Print Scresn

When there are updates to CONNECTIONS, a
highlighted notification banner will display below the
tabs and drop-down menus, containing a link to the
My Workload My To-Dos My Uploads related CONNECTIONS Bulletin.

T’r
r Lachette,Susan INT  DUP PR 20700600 30700392 031 03/13
r Lachette,Susan 20700599 30700392 031 03/137)
> !-l_---------

o]

Count = 32

[

Case To-Dos Stage Events

08/21/2019

Click and drag the grid separator to adjust The refresh list link can be
the size of the visible area in the grid. used tmupdate atab
Double-click to fully expand the grid. at any time.

Click and drag column
headers to move
columns where you

Enter criteria in the filter row of want them.
any column to display only the
information you want to see.

Click column headers
to sort alphabetically or
chronologically (depending
on the column data)
in ascending or
descending order.

CONNECTIONS Child Protective Services Handbook Page 4
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My Workload Tab

The WORKLOAD & TO-DOs tab is the default tab upon logging into CONNECTIONS. It contains the
My Workload, My To-Dos, and My Uploads tabs.

iff—— Depending on your Business Function Profile (BFP), Print S

cresn

Search Other Units/Workloads may display and will
default to your agency, site, and unit. You can search
other units and workloads within your agency and site.

+ Search Other Units/Workloads

My Workload My ﬂ}ploads

Last Refresh: 7/18/2019 8:46:57 AM

| [ [new]: (15F ) stage Name [ stage ] 1ype | Role] stage 10 case 10 | county [zon:[c0_

refresh list EI

|

The My Workload tab for NYC includes additional columns for High Priority
~ Factors (HPF) and Community District (CD).

Identifying Child Protective Services (CPS) Roles

Primary worker Secondary worker

e Only one per stage e One or more per stage

e Views/maintains all information Views all information

e Assumes all responsibility Able to record and submit Safety Assessment
e Submits INV Conclusion for approval Cannot submit INV Conclusion

Records progress notes

Identifying a CPS Case and Stage Type

A CPS case is a collection of one or more reports of alleged maltreatment or abuse, or services provided
requiring casework activity. There are four CPS stages:

¢ Intake (INT) - Contains information gathered from the Statewide Central Register (SCR).
¢ Investigation (INV) - Documents investigation and the resulting determination.

¢ Family Assessment Response (FAR) - Documents the family-centered child protective response,
which is available for participating districts.

¢ Administrative Review Investigation (ARI) - Accessible only with appropriate security, this stage
documents the process of administrative review and fair hearing review (if applicable) which is the
challenge of an indicated report by the subject of that indicated report.

CPS stages have one of the following four Types:
« Initial (INI) - Registered by the SCR when there is no Intake ~/ CPTS;, ségge 1
report in the case.

o Subsequent (SUB) - Added to an open case that already

contains an Initial Intake and the allegations/events are ISNIJB - ISnitti)aI t
different from the initial report. — subsequen
DUP — Duplicate
e Duplicate (DUP) - Contains same incidents, times, subjects, ADD - Additional Information

allegations, and children as previous report.

¢ Additional Information (ADD) - Contains information that
could be helpful to a caseworker but contains NO
allegations that may be reportable.

CONNECTIONS Child Protective Services Handbook
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Performing Intake Priority Closure
DUP and ADD Intake stages are not staged progressed to an Investigation Stage, they are closed using the
Intake Priority Closure window after it has been accepted and reviewed by the local district. Stages must have

the same case number, person list, and allegations.

Duplicate Reports

A report made which describes the same incident(s), involving the same subjects and child(ren), occurring
within the same time frame as a previously made report—and which does not include any new allegations—is
considered a duplicate report. Duplicate reports are usually made by different reporters. This type of report
displays on the Assigned Workload with the label “DUP” in the Type column. Duplicate reports are merged
with the original case by the SCR and thereby receive the same Case ID number as that of the original report.

Additional Information

At times a reporter will provide the SCR with additional information that is relevant to a CPS case that is either
open or under investigation. An Additional Information (ADD INFO) contains no allegations and may include
more identifying details (names, addresses, birth dates, relationships, etc.) or other information related to the
case. Since an ADD INFO contains no allegations, it is not classified as a report. The SCR transmits an ADD
INFO to the local district. The information displays on your Assigned Workload with “ADD” in the Type
column.

1 Click to select a DUP (or ADD) stage on the

My Workload tab. StageType:  DUP Merge To Case ID:
The Stage Actions section of the New Stage Type: | = Merge To Stage ID:
NAVIGATION PANE displays. Reason Closed: =

Comments:

2 Click the Intake Priority Closure link.
The Intake Priority Closure window displays.

3 Click the Reason Closed drop-down to
select “Closed - Duplicate Report”
(or “Closed - Additional Information”).

The Comments field enables. Save & Close ke [ =< oo | Besat |

4 Click the Save & Close Intake button.
The main CONNECTIONS window displays.

CONNECTIONS Tips

e DO NOT MAKE ANY SELECTIONS IN THE NEW STAGE TYPE FIELD. If an error is
made by entering and saving a choice in this field, (e.g., changing an INT DUP stage to
an INT INI) contact the ITS Help Desk to get a ticket number then contact the
Application Help Mailbox.

+ |ITS Help Desk: 1-844-891-1786
+  Application Help Mailbox: ocfs.sm.conn_app@ocfs.ny.gov

o Neither a Duplicate report nor an Add Info can be closed if it is the only stage in a case
or if a merge is pending.

CONNECTIONS Child Protective Services Handbook Page 6
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To-Dos Tabs

There are three To-Dos tabs in CONNECTIONS: My To-Dos, Case To-Dos, and Stage To-Dos.

My To-Dos Tab | MyWorkioad | MyTo-Dos | My uUpiosas [N
The My To-Dos tab displays a complete list of To-Dos

assigned to a particular worker. Workers can view all From: I w O ae | 100082020 |+ |
current To-Dos associated to his/her cases and stages. : : : :

My Uploads

Case To-DosTab
e Case To-Dos tab displays all of the To-Dos for an entire case, [— [—

regardless of assignments made. When you select a stage on the LN [_ Tmilier _ I_
workload, the Case To-Dos tab displays in the lower part of the 3 - e ([
work area. y B2 Miller,50e =
Stage To-Dos Tab
The Stage To-Dos tab displays all of the To-Dos for a specific stage, ( GseToDos | stage cvents
regardless of assignments made.

1 Select a stage on the My Workload tab.
2 Click the Case Summary link.

The Case Summary window displays.
3 Select a stage.

Additional tabs display below the grid.

4 Click the Stage To-Dos tab.

The Stage To-Dos tab displays. | | Tll'l:le Er I}ate

To-Do Types

oy NAVIGATION
Type Description PANE Links

¢ System-generated
¢ Notifies you of key event that has happened or will

Alert To-Do happen . The New, Detail, Delete,
e Can be deleted at any time and Mark As Complete

Automatically deleted in 30 days (INV/FAR stages) links can be used with all
selected Alert and

e Worker-generated Reminder To-Dos

Remi e Can be sent to yourself or to another worker '

eminder To-Do .
e Can be deleted at any time
e Automatically deleted in 30 days (INV/FAR stages)
e System- or worker-generated Worker-generated
Task To-Do e Use Navigate link to complete the task Task To-Dos can be
e Automatically removed once task is completed and deleted or marked as
approved complete.
CONNECTIONS Child Protective Services Handbook Page 7
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My Uploads

The My Uploads tab is a central location where you can manage
uploaded photos and documents before they become part of the
official case record. From this tab you can change the orientation
of a photo, record or modify comments, and maintain category and
sub-category selections for each file.

Upon clicking the tab, a grid will display all uploaded files that have
not yet been linked to a stage, progress note, Person ID, allegation,
or health record. The My Uploads tab is not intended to store photos
and documents indefinitely. Files are fully integrated into

workload can view and modify them.

&

Since uploaded files display on a
worker's My Uploads tab, anyone
with access to the worker’s

CONNECTIONS only after they are linked to a stage, progress note,

Person ID, allegation, or health record, which is completed on the Add Photos/Docs window.

My Workioad My To-Dos My Uploads

' \

[Photofboc [ StogeTD | Worker | DateFik Crested | ote Uploded
7S ‘ Il |
[T Open Wait,Darryl 01/13/2020 03/20/2020
O Ogen Wait,Darryl 06/27/2019 03/20/2020
M| Open ".“,:; 27200333 Wait,Darryl 03/20/2020 03/20/2020
B

BrownPre.Dispositional3.19.2

Jarret Training Certificate.pd

living room KC.jpg

Count=3

Business Function Requirement

CONNECTIONS users with the FILE UPLOAD Business Function will have access to the secure web
application known as the Uploads web page. Those with access will use this web page to upload photos and
documents to their CONNECTIONS My Uploads tab with or without specifying a stage assignment.

Uploads Web Page

Photos and documents will be uploaded to CONNECTIONS via the Uploads web page, which is located at

the following Uniform Resource Locator— or URL:

https:/lcw.ocfs.ny.gov/connectionsupload

You can access the URL from any device on the Services (SVC) domain, as well as computers, tablets, and
smart phones with Internet access; you do not need to be on the state network in order to access the URL.

B a| 5 connecions
QO @

Upload X
¢ hew
YORK
Faig . %

CONNECTIONS

File Requirements
Using the web page, you can select up to 10 files for
each upload. Keep the following guidelines in mind:

ioad With nme

Maximum file size is 95MB (megabytes) per file.

Files cannot be password protected. If you
attempt to upload a password-protected file,
you will receive a message alerting you to
unprotect the file and try again.

selsct

File names cannot be longer than 200 characters.

+

‘owtrain.octs.ny

Office of Children
and Family Services

Logged on user: Walker,Darryl

Select the stage you wish to upload files to:

ra

S G
= f

ygovconn @

suB
CWS
cws
CWS

CCR

Gount=1 - 10 of 32
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Reviewing Intake Information

The Intake Report in CONNECTIONS provides many details about the family, including composition, their
location, and specific allegations about the suspected abuse or maltreatment. The Intake Report is not
modifiable; any changes to demographic or locating information must be completed in the INV (or FAR)
stage. All of the information contained in the case record is confidential.

Intake/Individual Report of Involvement (IRI) Report

The Intake Report contains the details of the reported incident gathered from the Reporter/Source by the
SCR at the time of Intake. The Reporter/Source of the Intake Report may not be divulged or released.
The Individual Report of Involvement contains a comprehensive cross-reference case history for each
principal listed in the associated Intake Report.

1 Click to select a stage on the My Workload tab. Bd ocl .
The Intake/IRI Report link enables in the Outputs section of the NAVIGATION PANE. |hvFaRocl
2 Click the Intake/IRI Report link. fnj;"gjjp‘jfs ik
The following message displays: “The report has been launched. Check Reports tab.”  |ingg Ihe |
3 Click the OK button. (:lnt_ahe-flﬂl Reporl)
4 Click the REPORTS tab on the toolbar. g:g'e ;j:]m:"r;'“a“' i
5 Click to select the “Intake-IRI Report” row.
The Open Report link enables in the Options section of the NAVIGATION PANE.
Click Here for the June Build Bulletin Print Screen
refresh list

OF/22/2019 11:13 AM 0?'-'29!2!]19

6 Click the Open Report link.
After the report is opened, it is removed from the REPORTS tab.

Please note: If you wish to view an example of the Intake/IRI Report, refer to Appendix A.

Prior Case Summary Report

The Prior Case Summary Report provides a summary of the entire case history of family members in a CPS
Intake or Investigation.

1 Click to select a stage on the My Workload tab.
The Prior Case Summary Report link enables in the Outputs section of the NAVIGATION PANE.

2 Click the Prior Case Summary Report link.
The following message displays: “The report has been launched. Check Reports tab.”

3 Click the OK button. :

4 Click the REPORTS tab on the toolbar.

5 Click to select the “Prior Case Summary Report”

row.

Once the report has a status of Done the Open _

Report link enables in the Options section of the » | .

NAVIGATION PANE. » Done hior Case Summary Repord)

6 Click the Open Report link.
After the report is opened, it is removed from the
REPORTS tab.

Please note: If you wish to view an example of the Prior Case Summary Report, refer to Appendix B.

CONNECTIONS Child Protective Services Handbook Page 9
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Displaying All Case History
CONNECTIONS provides access to all historical records involving members of a family. When reviewing
these records, you may discover information that could be relevant to the current investigation.

Accessing the Case and Stage Events Tabs
1 Click to select a stage on the My Workload tab.
2 Click the Display All Case History link.

@ Display All Case History - Miller,Sue - 5:28100511/C:38100275 [Read Only] r:_J @ @'

—Print Screen

Miller,Sue 38100275 ONONDAGA o Wilson82,Darryl
Miller,Michelle 38100274 ONONDAGA o Wilson82,Darryl

3 Click to select a case.
The Comp, Case Events, and Case Summary tabs display.

4 Click the Case Events tab.
The Case Events tab displays.

5 Click the Case Summary tab.
Stages from the selected case display.

6 Click to select a stage.
The Stage Events tab displays. (Note: This tab is also available from the My Workload tab.)

7 Click the Stage Events tab.
To review a specific event, select it and click the Detail link in the NAVIGATION PANE.

COX

Print Screen

38100275 ONONDAGA

Case Events Case Summary

Admin Review & Fair Hearing
Specialty Paths

Stage Events 4

! =Sensitive * =Required $=AFCARS  =DataBxists (C)=Complet= % =Read-Only Mode f = Unsaved Changes
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Printing Progress Notes

CONNECTIONS provides workers with the ability to print progress notes in standard 8pt and larger 12pt fonts,
depending on the print format. Workers can print one note or several notes for the stage. Depending on the
number of progress notes, it is recommended not selecting all progress notes to print. The Print Note(s) window

provides a convenient way to read and review progress notes.

1 Click to select a stage on the My Workload tab.

2 Click the Progress Notes link.
3 Select the progress note(s) you wish to print.
4 Click the Print Note(s) link.

The Print Note(s) window displays.

(3}

The selected notes display in a Portable
Document Format (PDF).

6 Click the Print button.
The Print window displays for you to select
a printer.

7 Click the Print button.
The print job is sent to the printer.

8 Click the X button to close the document.

I Y
Click the Print Note(s) button. N

@ Print Note(s) - Miller,Sue - 5:28101609/C:38100824

Print Screen

Print Selected Progress Mates (select format below):
+ Data Fields and Narmrative
" Data Fields Only
JEiERE When printing
(" Standard a progress note’s
& Larger data fields and
narrative, a larger
12pt font may
be used.
> |

The Print Notes window displays. B
9 Click the X button to close the Print Note(s) window.
The Progress Notes window displays.

A “Draft” progress note automatically converts to “Final” status after 20 calendar days from the date
of the first save. When a worker is unassigned from a stage, their progress notes become “Final.”

protect confidentiality.

‘g The name or other information identifying the reporter and/or the source of a CPS report,
as well as the agency, institution, organization, and/or program with which such persons
are associated, must only be recorded or documented in Investigation stage progress
notes, and any such note must use the “Reporter/Source” value in the Other Participant

field. This value is only available in progress notes for INV and FAR stages, and helps

Creating a Progress Note Task To-Do

1 Click to select a stage on the My Workload tab.
2 Click the Progress Notes link.
3 Inthe To-Do Options section of the NAVIGATION PANE, click
the New link.
The To-Do Detail window displays.
4 Click the Staff Search link.
The Staff Search Criteria window displays.
5 Enter a staff person’s name and click the Search button.
The Staff List displays.
6 Select a staff person and click the OK button.
The To-Do Detail tab displays.
Select “Progress Note” from the Task Type drop-down menu.
Click the Save & Close button.
The Progress Notes window displays.

o ~N

CONNECTIONS Child Protective Services Handbook
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Workers assigned a Progress Note

Task To-Do can:

e access the Progress Notes
window without an assigned
role in the stage;

e navigate directly to the
Progress Notes window; and

o delete the To-Do from the
To-Do Detail window.
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Maintaining Person Information

Maintaining accurate data in CONNECTIONS provides complete historical information about people’s
associations with a particular case.

Person List

The Person List window can be used for several actions, including:
e maintaining individual demographics for household members;
¢ recording Also Known As (AKA) names and person identifiers;
e removing people who are added in error; and

e unrelating household members.

e The Person Unrelate link is - The AKA Names sub-tab is
used to unrelate Person IDs used to update or add alias
related in error during the Intake names, designate a primary
(INT) stage. A new person record name, or mark a name as
New Search =1l with a new Person ID is created [ invalid. Use this tab to update
Add Persan in CONNECTIONS using the 1 name information for
S e e information reported during ~—— “Unknown/Unknown” reports.
\’\I the Intake. Search results show both the
Relationship Matrix AKA and Primary names for
\ [~ Smith,Bobby v 12/16/2018 an individual. For a stage with
multiple Unknown persons, be
The Remove Person - Added in Error certain to select the correct
link is used to remove persons added role before updating.

in error during the INV and ARI stages. l

N{moe of Exlsieno& - Engllsh
N{moeoflndtcahon English
E— 5 Addit. Detail Placement Eval.

The Addit. Detail sub-tab is used to
record additional information such as
tribal membership and
affiliation identification numbers.

Adding the “Reported in Error” Role in CONNECTIONS

A person is assigned the “Reported In Error” role when a worker determines that the individual should never
have been associated with the report. Specific Business Functions are required to carry out this function.

| Last| Mille T4 |dentifiers sub-tab is
e used to record various

RN =" Role: |Alleged Subject i identification numbers.

In order for someone to be assigned this role in CONNECTIONS, the following must be true:
e The person was entered in the Intake stage.
e The person cannot be associated with substantiated allegations in the current investigation.
¢ You cannot remove the only alleged subject or child associated with allegations from a stage; there
must be another alleged subject or child in the same investigation.
o A biological parent or a person living in the home is not to be “Reported in Error”; they are to be given
a role, which may be, if applicable, “No Role.”

CONNECTIONS Tips
T e

Once saved, the
person’s role is

Last | Miller identified with an

: e —
(TC:;M PRN =1* Rell [Reported in Errc =] “XE” on the Person
List window.
CONNECTIONS Child Protective Services Handbook Page 12
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Placement Related Tabs of the Person List Window

Three sub-tabs on the Person List window support the Placement module within CONNECTIONS. These
sub-tabs are used to record characteristics and extraordinary needs that apply to a child.

Characteristics: Child-Placement

The Characteristics sub-tab is used to record and/or view characteristics of adults and children involved in a
case. Selecting “Child-Placement” in the Category field displays a list of placement characteristics from which
to choose. Characteristics should be recorded for all children currently in or entering foster care (i.e., children
in FSS stages with a Program Choice of “Placement” and an active movement record on the Activities
window) and will be used to match children with foster care resources that best meet their needs. Child
characteristics can also be recorded within the Placement module (with the MAINT PLACE Business
Function) on the Child Characteristics window, which contains the same layout and features as the
Characteristics sub-tab.

Person Info Person Merge/Split Case List
m—m | ertirs | uracerstcs [ specis estrctons | peron evens |
[ Mo Characteristics Applicable
(Does not apply to Child-Placement category.)
x|
[T Aggressicn towards others
[T Aggression towards property
[T Bedwetting or encopresis %
[T Chronic medical condition R
[T Complex medication regimen . L.
[ | Developmental disabiity Child characteristics can also be
[ Dietary restrictions recorded within the Placement module
- . on the Child Characteristics window,
requent appointments . .
which contains the same layout and
[T Goal of adoption . o
™ Halal features as the Characteristics
_ sub-tab.
[~ History of fire-setting behavior
[T History of frequent AWOLs or running away =
e ] - ]

The Characteristics sub-tab contains the following elements:

o Category drop-down field — Making a selection in this field populates the Characteristics grid with
associated characteristics from which to choose. For example, selecting “Child-Placement” in this field
displays the updated list of characteristics implemented for the Placement module.

e No Characteristics Applicable checkbox — This checkbox is disabled when “Child-Placement” is

selected as the category.

o Characteristics grid — You can select multiple characteristics; however, no Select All checkbox exists.

In the event of a Person Merge, the saved characteristics follow the PID carried forward.

o Effective Date field — This field is used to search for characteristics that were effective on a specific
date. (Note: Upon recording and saving characteristics, the effective date is automatically the system

date that changes are saved.)

The Child-Placement category on the Characteristics sub-tab provides the opportunity to select
% Lesbian, gay, or bisexual (LGB) and/or Transgender or gender non-conforming (TGNC)
characteristics. If the child is questioning their gender identity or sexual orientation, a response of
“Don’t Know” should be selected on the Detail sub-tab of the Person Info tab.

CONNECTIONS Child Protective Services Handbook
Professional Development Program
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Special Restrictions

The Special Restrictions sub-tab provides workers with the

ability to record extraordinary placement needs that apply to

a child. Restrictions selected here do not impact the pool of
resources returned through a placement search. The sub-tab

is modifiable when accessed from stages on the My Workload tab.
The only exceptions to this are Administration for Children’s
Services (ACS) stages, including those for which a voluntary
agency has Case Planning responsibility. In these stages, the
Special Restrictions sub-tab is only modifiable for workers

&

Did you know?

Child characteristics and special
restrictions may be recorded for non-
foster care children residing in a foster
home that are listed in the Foster and
Adoptive Home Development (FAD)

with the MAINT PLACE Business Function.

R B el R e e e

stage. This is not a requirement, but
would help home-finders when
making a placement decision.

Spedal Placement Restrictions

Chald should nat be placed in a home where any children are residing or placed.
Child should not be placed in @ home where any children of the opposite sex are residing or placed

Chald has significant special needs that require additional care from the foster parents. Child should not be placed in a home

r
r

[~  Child should not be placed in a home where any younger children are residing or placed.
r where any other child with special needs is residing or placed.

Comments:

The sub-tab contains a grid with the following elements:

&

Special restrictions can also be
recorded within the Placement module
on the Special Restrictions window.
The Special Restrictions sub-tab is
only modifiable by workers with the
MAINT PLACE Business Function.

e Checkbox column — Multiple restrictions may be selected.

¢ Special Placement Restrictions column — The four
restrictions seen in the image above display for selection.
Special restrictions may also be de-selected. In the event of a
Person Merge, active and end-dated restrictions
follow the PID carried forward.

e Comments column — An indicator displays if comments are
recorded for the associated restriction.

The Comments field is optional and can hold up to 4000 characters. Once you save your changes to the tab,
the restriction’s start date defaults to the system date and an indicator displays in the Comments column for
the selected restriction(s). It is important to note that a Comments field exists for each individual restriction.
For example, when you select multiple restrictions and then record comments, they pertain only to the
restriction you selected last. Upon saving, this is reflected by a red checkmark in the Comments column for
only that restriction.

CONNECTIONS Child Protective Services Handbook
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Placement Evaluation

The Placement Eval. (Evaluation) sub-tab is where workers can record additional information about a child in
need of foster care placement. The data recorded here is used to document and communicate detailed
information about a child’s needs beyond what is captured for the purpose of resource matching. Workers can
use this information to make more informed decisions when determining the best placement for a child.

The data recorded on this sub-tab is informational only and has no bearing on the search and match process,
nor does it replace any data collected in the FSS stage. It is not required to complete the window in order to
save responses.

e T
e [ onre | s | s | snaptes| reunce |

Addit. Detail

| Jves molcomments|ciear [§
General information ---

. Describe the child's strengths and interests. Clear
1. Child's self-description. WiA Clear
3. What was the reason for removal? MHiA Clear
4. Provide the current location of the child. HSA Clear
5. Child's gender identity. HiA Clear
6. Child's preferred name. MiA lear
7. Preferred pronouns, Clear
---
B. Does the child require specific medication? if yes, include what sl . Clear
assistance the child needs with medication. gy
9. Does the child have gang affiliation? If yes, explain. i Clear %
10. Is there an Order of Protection? If yes, provide date issued and sl - Clear
persons named. .

Placement evaluation
11. Was kinship explored?  no, provide reasons why. if yes, explain, © € Clean information can also be
12. Are there other languages spoken? If yes, explain. ) e Clear recorded within the
13. Does the child have a child of his/her own? If yes, give name(s) and ~ Clang Placement module OI:l the
whereabouts of child(ren). — Placement Evaluation
14. I5 the child expecting & child of his/her own (&.g. pregnant or i .
pregnant partner)? If yes, give name of partner and due date. L Lleor WIE?/:YVSth?aEIIaSCgm;nt
T I N | ociniabie by workers with
15. Is the child able to feed him/herself (as age appropriate)? If no,
explain what level of assistance is needed. elile Lear the MAINT PLA,CE
16. I5 the child able to use the toilet in an age appropriate manner? If  ~ o~ Clear Business Function.
e, explain what level of assistance s needed.

17. Is the child able to walk on his/her cwn (as age appropriate)? Ifne, ~ Claar
explain what level of assistance is neaded.
18. Is the child able to bathe himself or herself (with age appropriate ~ Flear

supervision)? If no, explain.

19. Does the child require assistance with drﬁumg or grooming? If yes, ~
explain what level of assistance is needed

Beavioral and Mental estth ---

20. Does the child have a mental health diagnosis? If yes, specify s

Clear

On the sub-tab, an evaluation grid displays, organized into five categories: General Information, Current
Status of Child, Activities of Daily Living, Behavioral and Mental Health, and Medical and
Developmental. Each category contains columns for the category title and questions, Yes/No radio buttons
(or “N/A”), comments indicators, and Clear links. When comments are recorded in the Comments field, an
indicator will display in the Comments column for the associated question/statement.

CONNECTIONS Child Protective Services Handbook Page 15
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Adding and Relating Individuals to a CPS Stage

Workers use the Person List window to perform a Person Search in order to determine if a person is
known to CONNECTIONS. If the person is already known, that person must be related to the stage. If
the person is not known to CONNECTIONS, the person must be added to the stage.

The Person Identification Number (Person ID)
The Person ID is a system-generated number given to each person in CONNECTIONS that:
e provides a unique, identifiable search criterion; and

e helps distinguish people with similar or identical names.

Inform your supervisor if you discover more than one Person ID for someone in CONNECTIONS.

The Add/Relate Process

PERSON LIST LINK

ADD PERSON LINK

PERFORM SEARCH

REVIEW SEARCH RESULTS

CONFIRM RESULTS USING THE
PERSON INFO TAB AND THE CASE
LIST TABS - COMP, CASE EVENTS,

AND CASE SUMMARY

DOES PERSON

IF NO EXIST IN IF YES
CONNECTIONS?
CLICK NEW PERSON INFO DETAIL TAB CLICK RELATE
(Generates new PID) (Save Work) (Relates existing PID)
PERSON LIST
WINDOW
CONNECTIONS Child Protective Services Handbook Page 16
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Person Merging/Splitting Merging Person IDs
Two Person IDs should be merged into one if they both
apply to the same person, or a previously and erroneously (Closed ID) (Forward ID)

merged ID may be split back into two separate IDs. These [ Person ID T ]
functions help: 15802950 15800064

e minimize duplication within the system;

e maintain current and accurate person information;

e build a comprehensive person history attached to a

single ID.

The PERS MERGE/SPLIT Business Function is required for [ Person I ]
completing a person merge/split. 15800064
Completing a Person Merge
1 Click to select a stage on the My Workload tab. @ CONNECTIONS Tips

2 Click the Person List link.
The Person List window displays.

e Since it is not always possible to correct errors

3 Click to select the person/ID for merging. that may be made when merging and splitting
The person detail tabs display. records, use caution and be sure to speak with
4 Click the Person Merge/Split tab. your supervisor before proceeding.
The ID of th lected 1 late th
ClssedOID ﬂ?elif ected person will popuiate the e The Forward ID remains active and can be

related to future stages. The Closed ID is
retired and cannot be involved in any new
case/stage events.

5 Record the Forward ID. (The Closed and Forward
IDs may be switched if appropriate.)

6 Click the Validate button.
7 Click the Merge button. e Use the Switch button to reverse the Forward
The following message displays: and Closed IDs. The ID that contains the most

history should be the forward ID.

Merge 15802950 into 15300064 ?

o After selecting the ID with the most correct
information, if there is an item of information that
is correct remaining in the choice that will be in
the Closed ID, then select the radio button to

Yo switch that correct piece of information to put it
-“ into the Forward ID.

8 Click the Yes button.

e A pop-up window may display containing errors
The Person Forward Selection window displays. poP-up y ispay g

that prevent you from completing the merge, or

9 Click to select the demographic details from each warnings about age and/or gender conflicts. Click
ID that will apply to the Forward ID when the the OK button to proceed after a warning. A
merge is saved. warning also displays if the closed person is in

10 Click the OK button. any open stages. Click the Yes button to
The Person Merge/Split tab displays. continue; the Merge button enables. Click the No

11 Click the Save button. button to stop the merge.

Changlng a Case Name G Change Case (Stage) Name/CD - 5:28100109/C:38100074 [Unsaved Char([J] X

1 Click to select a stage on the My Workload tab. Buir: Saizen

2 Click the Change Case (Stage) Name/CD link. IO e Name: MillerSue

3 Click the New Name drop-down menu to select a name. | cuencco:

Primary names from the Person List display here. NewNeme: |fsmith. Frank [
Those that have been end-dated do not display. NeweD: | i

4 Click the Save & Close or Save button.

If the name you need does not display, confirm that data
maintenance has been completed and saved on the

AKA Names tab on the Person List window. Save & Close
CONNECTIONS Child Protective Services Handbook Page 17
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Maintaining Primary Address and Phone Information

The NAVIGATION PANE of the Person List window displays the Address & Phone Options section, which
contains links for copying the address and/or phone information of one stage member and pasting it to other

stage members. Information can be pasted to one person at a time or all stage members at the same time,

which is known as a Multiple Person Update.

1 Click to select a stage on the My Workload tab.
2 Click the Person List link.
The Person List window displays.

3 Select the person in the grid whose address (or phone number) you wish to apply to others.

The Person Info tab and sub-tabs display.
Click the Address (or Phone) sub-tab.

(<2 NS, I -3

Click the Copy Address Info (or Copy Phone Info) link.

In the grid, select the address (or phone number) you wish to copy.

You may copy both phone and address information (separately, by clicking both links) before pasting.
7 Select the individual in the grid to whom you wish to apply the copied address (or phone), or if you wish to
perform a Multiple Person Update, select the checkbox in the column header to select all stage members.

Click the Paste Address Info (or Paste Phone Info) link.

8
9 If you pasted address information, click the Validate button, then click the Accept button to accept the

validated address if it is correct.
10 Click the Save button.
The Person List window refreshes.

Generating the Notice of Existence (NOE)

The purpose of the Notice of Existence is to inform individuals that a report of suspected child abuse and
maltreatment has been registered by the SCR and transmitted to the local district office for investigation.

1 Click to select a stage on the My Workload tab.
2 Click the Person List link.

3 Click to select a person from the grid.

4

Click the Notice of Existence - English or Notice of Existence - Spanish link in the Outputs section of

the NAVIGATION PANE.
The Notice of Existence displays for review and printing.

5 Click the “X” in the upper right-hand corner of the window.

The window closes and the Person List window displays.

Person List - Miller,5ue - 5:28101021/C:38100530 [Unsaved Changes]

The Person Events sub-tab displays a
record of an NOE being generated. You
should also record a progress note
describing the date and delivery method.

Print Scres

r [P Mliler,Sne R 02/09/2000
: [ Smith,Frank Vo 012671999
Matice of Existence - English [ Smith,Babby Vo 12/16/2018

[otice of Exlstence Spanish

Stage: INV

i F 1 PRN AS Muther 18101346 l]!!ﬂ?!

PRH  AS Biological Father ~ 1B101347  08/17/1

M PRM  MA  Child 18101348  08/17/1
Co

Motice of Indication - Spamsh
24 Hour Fatality Report
30 Day Fatality Report

Placement Eval.

First: Sue E

- =

Last: Miller

*Sf;c|_;|smumnm+

CONNECTIONS Child Protective Services Handbook
Professional Development Program

Page 18
v5.0 (10/10/2020)



Viewing the Stage Summary

The Stage Summary is a single window in CONNECTIONS which provides demographic information and
investigative findings. The Stage Summary window provides view-only access to specific stage actions for
INV stages. When searching for historical records, it is helpful to access the Stage Summary window via the

Case Events tab using the following steps:

1 Click to select a stage on the My Workload tab.
2 Click the Person List link.
The Person List window displays.
3 Select a person from the Person grid.
The Person Info Detail tab displays.
Click the Case List tab.
Select a case.
The Comp tab displays.
Click the Case Events tab.
Filter for “Stage Summary” in the Description column.
Select the Stage Summary event.
The Detail link enables.

a b

o0 N O

CONNECTIONS Tips

The Stage Summary window

can be accessed:

« via the Case Events tab from
a Case/Stage Search; OR

¢ via the Stage Events tab
from the My Workload tab or
the Person List window.

Family Relationship Matrix
Phaotos/Docs

Use the Description
column to filter.

> 08/M17/2010

081772010

9 Click the Detail link in the Event Options section of the NAVIGATION PANE.

The Stage Summary window displays.

Print Screen

Stage: INV Classification: CPF Reportintake Date: 272572010
Options &
Casze Summary
Review Intzke
Allegations | ! ! ! | !
Investigation Actions Miller,Sue R 02/09/2000 F  PRN A5  Mother 18101346 08/17/2010
Safety Assessments Smith,Frank R 01/26/1999 M  PRN A5  Bioclogical Father 18101347  08/17/2010
Risk Assessment Smith, Bobby R 12/16/2018 M PRN  MA  Child 18101348 08/17/2010
Progress MNotes L ———
Investigation Conclusion Count = 3
Sex Trafficking Screening
Missing Child The Stage Summary window provides view-only
Foster Home Identification access to specific stage actions for INV stages.
Photos/Docs

10 Select a person from the Person grid.
The read-only Person Info tabs display.

CONNECTIONS Child Protective Services Handbook
Professional Development Program
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the information displayed
is view-only.
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Safety Assessment

The Safety Assessment process is designed to help workers make accurate Safety Assessments in the field,
make clear decisions about the safety status of a child, and document those decisions accurately.

G Safety Assessment- Miller, Sue - 5:28101609/C-38100824 g IE] (X

Options
Approval Status
Submit

Save & Submit

Cutputs

Print Safe
Safety Def

Help

Safety Factors B Safety Decision

| Safety Factors

The Submit link

enables when all 2. Parent(s)/Caretaker(s) currently uses alcohol to the extent that it
CONNECT'ONS [~ negatively impacts his/her ability to supervise, protect and/or care
for the childiren).
safety components
are complete. When
there are unsaved
changes, the
Save & Submit
link enables. [ safety Factors

Comments must be
recorded for each Safety
Factor selected.

3. Parent{s)/Caretaker(s) currently uses illicit drugs or misuses
prescription medication to the extent that it negatively impacts his/

1. Based on your present assessment and review of prior history of abuse or maltreatment, the Parentis)/Caretaker(s) is unable or
r unwilling to protect the child{ren).

Save & Close Save

! = Sensitive * = Required $ =AFCARS + =DataExists /3 =Read-Only Mode & = Unsaved Changes

Use the Save button to save
the Safety Assessment without

FYl for Safety closing the window.

Workers with a Primary or Secondary role can complete and submit
a Safety Assessment for approval.

o All required comments must be recorded to complete the Safety Assessment.

e Use the Print Safety Assessment and Print Safety Plan links in the NAVIGATION PANE of the Safety
Assessment window to generate Safety Assessment reports.

Safety Assessments for Case
You can also view the Safety Assessments for an entire case. This feature is a link in the NAVIGATION
PANE and provides you with the ability to:

o view completed Safety Assessments for the entire case; and
e generate an Event History report.

CONNECTIONS Child Protective Services Handbook Page 20
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Risk Assessment Profile (RAP)

The Risk Assessment Profile (RAP) estimates the likelihood of Record/Update Primary and (if
future child abuse or maltreatment occurring and identifies applicable) Secondary Caretakers
families with high risk who may benefit from services. before completing the RAP. Changes

to caretakers after starting the RAP
will clear all RAP responses.

@ Risk Assessment Profile - Miller,Sue - 5:28101609/(:38100824

—

[ 7 1 — - —

[} Effective Date: 04/15/2014 '+ ")) Primary Caretaker: | Miller, Sue (13102130) Mvv Preliminary Risk Score: 5 Tz
Preliminary Risk Rating: Moderate

Jary C k !Smim.Frank{18102131) j

ST R Final Risk Rating: Moderate
Elevated Risk Describe the relgfant behav™g
Submit and/or circumsifgees -
Save & Submit Total prior reports for adults and = 2 | Father indicates Rt e child
! children in RAP family unit: I No prior determined reports j ~ | | to stop him from crying - a normal
| developmental behavior for an
infant.
2 Any child in the RAP family unit was in the care or custody of any substitute caregivers & O o -
{informally or formally) at any time prior te the current report date.
Child under one year old in RAP family unit at time of the current report, and/or new infant C & N
since report.
it A “Y” H h
Current or recent history of housing with serious health or safety hazards; extreme C N n t e Com ments
overcrowding; unstable housing; or no housing. R . .
eq column indicates
5 Financial resources are mismanaged or limited to the degree that one or more basic family C & N q .
needs are intermittently or chronically unmet. comm ents are req ul red R
Caretaker has, and utilizes, reliable and constructive support and assistance from extended O & o v
family, friends, or neighbors.
- _ Primary | Secondary
No. | Questions 7-15 Yes No | Yes No Comments | Comment Req
Caretaker has been a victim or perpetrator of abusive or threatening incidents C &l o Il N
with partners or other adults in family/neighborhood.
Caretaker's alcohol use has had negative effects on child care, family ol ol B e O N
relationships, jobs, or arrests, within the past twe years. A .
red checkmark in the
5 Caretaker's drug use has had negative effects on child care, family relationships, ol of Bl o) [l N
jobs, or arrests, within the past two years. Com ments COI umn
Caretaker's behavior suggests a mental health problem exists and/or caretakerhas ¢« & Il 1 1
N el S e v/ indicates comments have
11 Caretaker has very limited cognitive skills. Cc & O [l been I'eCOI'ded .
12  Caretaker has a debilitating physical illness or physical disability. C @& C & (]
13 Ca) rates appropriate expectations of all children. e o @ g v
Caretaker attends to needs of all children and pricritizes the children's needs C &0 = 5 -
above his/her own needs or desires.
Caretaker understands the seriousness of current or potential harm to the ‘ol of B el O]
15 : sl : v s
children, and is willing to address any areas of concern.

I =Sensitive * = Required & =AFCARS  =DataBxists § =Read-Only Mode f =Unsaved Changes

Correcting Caretaker Information

During the course of an investigation the Secondary Caretaker may need to be changed to the Primary
Caretaker. Primary Address is required in order to make an individual Primary/Secondary Caretaker.

1 Click in the Secondary Caretaker field and press the Delete button on the keyboard to clear the field.
If anything has been recorded in the RAP and you attempt to modify the caretakers, the following
message will display: “Selecting a new Secondary Caretaker will clear all previously entered responses
and comments. Do you wish to continue?” (Click the Yes button.)

2 Click the drop-down arrow for the Primary Caretaker field and select the new Primary Caretaker.
3 Click the Save or Save & Close button, as appropriate.
The Primary Caretaker is now updated.
Troubleshooting the RAP The RAP found in INV and FAR stages
If the Save & Submit link remains disabled, check the following contains the same risk elements as the
requirements for completion (see circled components above): RAP found in the Initial FASP. Only the
o [Effective Date Primary worker may complete and
e Verify System Response checkbox submit the RAP in the INV or FAR stage.
e Elevated Risk There is only one RAP per stage, and all
15 elements are required.
CONNECTIONS Child Protective Services Handbook Page 21
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Case Level Information

A separate Risk Assessment Profile (RAP) must be completed for each CPS investigation. When multiple
investigations exist within a single case, CONNECTIONS will populate information from one RAP to another.
Once a RAP has been completed and saved, the information recorded becomes “Case Level.”
CONNECTIONS automatically prefills Case Level information into any new RAP within the same case. Case

Level Information remains active for up to 180 days from the Effective Date of a completed RAP, or until a RAP
in the same case with a later effective date is completed.

My Workload My To-Dos

My Uploads

PR

For example, this case has
multiple investigations: an
Initial investigation and a
Subsequent investigation.

The Case Level RAP Information window
will open automatically when you open a
current, in-process RAP in modify mode if
case-level information already exists with a
later Effective Date. For example, if you
have a current INV/INI and INV/SUB and
save an Effective Date in the RAP for the
INV/INI but do not complete it, then
complete and save the RAP for the INV/
SUB with a later Effective Date, information
from the RAP for the INV/SUB will be saved
as case-level information. When you open
the RAP for the INV/INI to complete it, the
Case Level RAP Information window will
open; it allows a comparison of current RAP
information with case-level information.

e Re-open RAP

28101023 38100530 031
INV/INI @
e Open RAP

INV/SUB

@

e Record effective date
e Leave RAP incomplete

®

e Open RAP

e Complete and save
RAP with later effective
date

e Case Level RAP Information

window displays
e Case Level RAP Information .
window reviewed & accepted
o RAP prefills with case-level H
information %

@ Case Level RAP Information - C:38100113 [Read Only]

Case-level
information

COX

Print Screen

05/22/2014
28100189

Wilson28, Darryl / Onondaga County Dss [ ES0
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Case Level Information (continued)

As mentioned on page 22, after completing the INV/INI RAP (including the Effective Date, all risk element
questions, and required comments), information automatically prefills the INV/SUB RAP.

- -
041152014 |v | ary Car Miller, Sue (18102130) Inltlal

| Smith.Frank (18102131) i

Total prior reports for adults and
children in RAP family unit:

I Mo prior determined reports

Any child in the RAP family unit was in the care or custody of any substitute caregivers
{infarmally or formally) at any time pricr to the current report date.

Initial INV RAP recorded,

3 C_hild unde:'tone year old in RAP family unit at time of the current report, and/or new infant C & N
since report. . . .

4 Current or recent history of housing with seriocus health or safety hazards; extreme C = N InCI Ud I ng the EffeCtlve Date .
overcr ing; unstable ing; or no housing.
Financial resources are mismanaged or limited to the degree that one or more basic family [l O 1 H

9 needs are intermittently or chronically unmet. i I nform atlo nis

6 Caretaker has, and utilizes, reliable and constructive support and assistance from extended C & o v automatlca”y Carrled forWa I'd tO

S (e i IR the Subsequent INV.

7 Caretaker has been a victim or perpetrator of abusive or threatening incidents C & O =
with partners or cther adults in family/neighborhood.

8 Caretaker's alcohal use has had negative effects on child care, family C Gl 6
relationships, jobs, or arrests, within the past two years.

T Miller.Sue (18102130) Su bsequent

Smith.Frank (18102131)
. | Questio Response 3 stern Response | Co e 0 ent Reqg
Total prior reports for adults and 5 5 =
1| children in RAP famity unit: No prior determined reports = r
p. | Questio es No 0 e 0 ent Req
5 Anychild in the RAP family unit was in the care or custody of any substitute caregivers & C o v Su bseq uent I NV RAP
{informally or formally) at any time pricr to the current report date. f” d th . f t
3 Child under cne year old in RAP family unit at time of the current report, and/or new infant C & N pre | e Wi in Ormalon
e i carried over from the Initial INV.
4 Current or recent history of housing with serious health or safety hazards; extreme C & N
overcr ing; unstable ing; or no housing.
5 Financial resources are mismanaged or limited to the degree that one or more basic family C & N Com ponentS req Ulred before
needs are intermittently or chronically unmet. bm Ittl n f r rov I In I d .
& Caretaker has, and utilizes, reliable and constructive support and assistance from extended ol O o ¥ su g o app Ova Cluae:
family, friends, or neighbors.
« Effective Date field
R es No | Yes No [Comments | Comment Req » Verify System Response
Caretaker has been a victim or perpetrator of abusive or threatening incidents o o
v with partners or cther adults in family/neighborhood. 6 e o ® i CheCkbOX
8 Caretaker's alcohol use has had negative effects on child care, family C Gl 6 N
relationships, jobs, or arrests, within the past two years. |
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Allegations

Allegations of abuse or maltreatment must be substantiated or unsubstantiated before closing an
Investigation Conclusion.

Mew Using
Delete
Imjury List/Detail

Use the Injury
List/Detail link to
view and maintain
injuries and
allegation details.

record selected from the Allegations grid.

Use the New Using link to prefill the Allegations
Detail section with the same information as that of the

Identifies the stage in which
the allegation was recorded.

I

|l Smith,Bobby 18101343 INGD Miller,Sue 18101348 INT
[~ Smith,Bobby 18101348 INGD Smith,Frank 18101347 INT |
[~ Smith,Bobby 18101343 LABW Miller,Sue 18101346 INT
[ Smikh,Bobby 18101348 LABW Smith,Frank 18101347 INT =
Count = 4
Use the checkboxes to
substantiate or unsubstantiate m
multiple allegations at the same time.
Allegations Detail
b s Use the New
MAJAB Child: | Smith. Bobby =" button to
Allegation: lEm::utionaI Meglect j* reCOI’d new
Alleged Subject: | Miller, Sus -1 allegations.
Subject's Function in Facility: | |

Unsubstantiated/Substantiated: |Substzntiated

Additional Information
DatelTime of Incident:

-

Setting of Abuse/Maltreatment: I

D IR

Allegation Codes in CONNECTIONS
Abandonment ABAN
Burns/Scalding BURN
Child's Drug/Alcohol Misuse CDRG
Choking/Twisting/Shaking CHTS
Educational Neglect EDNG
Emotional Neglect EMOT
Excessive Corporal Punishment EXCP
DOA/Fatality FATL
Fractures FRAC
Inadequate Guardianship INGD
Inadequate Food, Clothing, Shelter IFCS
Internal Injuries [INJ
Labor Trafficking LABT
Laceration, Bruises, Welts LABW
Lack of Medical Care LMED
Lack of Supervision LSUP
Malnutrition/Failure to Thrive MITT
Parent's Drug/Alcohol Misuse PDRG
Poisoning/Noxious Substances PONX
Swelling, Dislocation, Sprain SWDS
Sex Trafficking SXTR
Sexual Abuse SXAB
Other XOTH

CONNECTIONS Child Protective Services Handbook
Professional Development Program

CONNECTIONS Tips

Workers with a Primary or Secondary
role can maintain allegations.

Multiple injuries can be recorded for the
same allegation.

If needed, the substantiated or
unsubstantiated response may be
deleted from the field.

Delete only allegations recorded in error
during the Investigation stage.

Each allegation must be addressed to
submit the Investigation Conclusion.
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Allegations (continued)

@ Allegations - Miller,Sue - 5:28100511/C:38100275

The Plan of Safe Care link opens
the Plan of Safe Care window, seen
below. This window must be
completed for all children under age
1 when there is a Parent’s Alcohol/
Drug Misuse allegation. When this
allegation is selected, a checkbox
will display to choose the type of
drug/alcohol. Upon saving the
allegation, the Plan of Safe Care
window will automatically display to

answer a series of questions.

[T Smith,Bobby
[~ Smith,Bobby

> [ Smith,BoBby

Use the Drug Definitions link to Use the Allegation Definitions link to open a
open a read-only document with a read-only document that contains information
list of drugs, their common names, for each allegation. This can help with

and their street names. This can help determining which allegation is appropriate to

with filling out the Type of Drug field add to an investigation as well as whether an

when the Parent’s Drug/Alcohol allegation is substantiated or unsubstantiated.
Misuse allegation is selected.

@ Plan of Safe Care - Miller,Sue - 5:28100511/C:38100275 E] @ @

0

I Response
Does the child under 1 year have a positive tox. for alcohol? C Yes

Does the child under 1 year have a positive tox. for drugs? C Yes
Does the child under 1 year have withdrawal symptoms from alcohol? C Yes
Does the child under 1 year have withdrawal symptoms from drugs? C Yes
Does the child under 1 year have Fetal Alcohol Spectrum Disorder? C Yes
Has a plan of safe care been developed for the child? C Yes
Were referrals made to appropriate services for the affected infant? " Yes
Were referrals made to appropriate services for the affected family or caregiver(s)?  Yes No © N/A

| = Sensitive * =Required $ =AFCARS + =DataExists (C) = Complete § =Read-Only Mode # = Unsaved Changes
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Concluding the Investigation

The Investigation Conclusion window is used to document the investigation determination and whether the
case should be closed or opened for services. After all allegations are maintained, the Determination field
will be prefilled with “Indicated” or “Unfounded.”

The Options section provides you with links to submit the The Risk Rating carries over from
Investigation Conclusion, check the approval status, and record the RAP and should be
the Conclusion Narrative. Only the Primary worker can submit considered when deciding on the
the Investigation Conclusion for approval. provision of services.

peon - Miller,5ue - 5:28101609/(:38100824 [Unsaved Changes]

Print Screen

|4

Case Name: Miller, Sue Risk Rating: Moderaie
Investigation Dates
Submit Intake Received: 02252010 09:51 AM Investigatiocn Begun: EI2|'26;"2EI1 0 |»

Save & Submit
Approval Status

Incident Occurred: Investigation Completed: | _ [ ¢ v

Determination: Indicated

Closure Reason: =] Duplicate Stage ID: | |

Narrative

Mandated Reporter
Investigation Summary

Help

[~ Fatality - Mo Surviving Children

rﬁmﬁtmnckﬁunINVmFAﬂ\l The Eamilv A ¢
S : e Family Assessmen
High Risk Comments: Response (FAR) is a Child

) ) . Protective response that is a
Comments are required when the risk rating is family-centered approach. Both
“High” or "Very High” and the Closure Reason Investigation and FAR responses
does not support opening for services. assess the family’s needs and
address the department’s
Closure Reason concerns. FAR is only available

as an option when the 7-Day

This drop-down menu is used to select the reason for closing the
Safety Assessment safety

Investigation stage. The following options display for Familial docision is & “1” or “2” and the

Investigations:
9 . report meets your district’s
e Case Open — CPS required FAR criteria.

e Case Open — CPS not required

e Closed — No services required

¢ Closed — Services refused/unable to take or continue legal action
¢ Closed — Unable to contact/moved out of jurisdiction

e Closed — No surviving children

Fatality - No Surviving Children

This checkbox is enabled when all of the following system conditions exist:
o There is a DOA/Fatality allegation.
e There is a Date of Death for the AB (abused) child associated with the fatality allegation.
e There is no other person under 18 with a role of MA (maltreated), AB (abused), or No Role.

Narrative Recovery

Any narrative fields with the Text Control tool, including those that open in a Microsoft Word document, have
the narrative recovery feature. As you enter or modify a narrative, CONNECTIONS automatically saves it as a
Microsoft Word document on your local drive every three (3) minutes. Please refer to the Narrative Recovery
Tip Sheet on the OCFS CONNECTIONS Internet site (https://ocfs.ny.gov/connect/Default.asp) or intranet site
(http://ocfs.state.nyenet/connect) for details.
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Consolidating Investigations

Consolidating stages is a system efficiency that allows authorized workers to consolidate a Subsequent INV
or FAR stage into an ongoing, open INV or FAR stage. There are several conditions that must be met in order

to consolidate stages.

System Requirements
e The prior and subsequent INV and/or FAR stages
must be in the same open case.

e The Date of Intake and time for the prior INV or FAR
stage must be the same as or earlier than the
subsequent report.

e The subsequent Date of Intake must be within 53
days of the prior INV or FAR stage’s Date of Intake.

e The consolidation process must be completed within

!

Subsequen'
Report

&

Only for FAR-participating counties will any
FAR stage information be applicable. A county
may apply to be a FAR county by contacting
its OCFS Regional Office.

six (6) days of the subsequent INV or FAR stage’s Date of Intake.

e All persons on the Subsequent INV or FAR Person List must be included in the prior report’s Person List.

e The Subsequent INV or FAR stage allegations must be included in the prior report.

o Fatality INV stages cannot be consolidated.

e The subsequent report cannot have an event in
“‘REJT” (rejected) status.

e The Safety Assessment in the subsequent INV or FAR
stage can have any status.

o The Risk Assessment in the subsequent INV or FAR
stage must be in “NEW” or “PROC” status.

o FAR stages cannot be consolidated into INV stages
with a classification of “Foster Care/Day Care”
(“FC/DC).

o Case merging (if necessary) must occur prior to
consolidating INV and/or FAR stages.

e NYC High Priority investigations can only be
consolidated with other High Priority investigations.

» Institutional abuse (IAB) investigations cannot be
consolidated.

CONNECTIONS Child Protective Services Handbook
Professional Development Program

CONNECTIONS Tips

While CONNECTIONS supports the
consolidation of a FAR stage into an INV
stage and vice versa, please remember
the following:

o The stage that will remain open (INV or
FAR) determines what type of stage
it will be going forward.

o Track switching should be done prior to
consolidation.

¢ You may not switch tracks more than
seven (7) days after the Date of Intake.
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Consolidating Investigations Step-by-Step Instructions

@ (PS5 Investigation Conclusion - Miller,Sue - 5:23300263/C:33300160 [Unsaved Changes]

] =]E3

Submi
Save
Approval
Namative

it
& Su
Mandated Reporter

il
bmit
Status

Investigation Summary

!=Sensitive * =Required $ =AFCARS « =DataBxists 3 = Read-Only Mode

Closed as Duplicate -

03NM82014 |+
031872014 '~

Close as Duplicate

A = Unsaved Changes

Consolidating an INV Stage

1

© o N oo, Hw

Click to select the INV stage to be merged on the
My Workload tab.

Click the Investigation Conclusion link.

The CPS Investigation Conclusion window
displays.

Record a date in the Investigation Begun field.
Record a date in the Investigation Completed
field.

Click the Close as Duplicate button.

Click the drop-down arrow for the Duplicate
Stage ID field.

Click to select the stage ID that is going forward.
Click the Narrative link.

The Narrative window displays.

Record a narrative.

Refer to district policy for recording the
Conclusion Narrative.

10 Close the Narrative window.

The CPS Investigation Conclusion window
displays.

11 Click the Save & Submit link.

The To-Do Detail window displays.

12 Click the Save button to send the Approval Task

To-Do to the supervisor.

CONNECTIONS Child Protective Services Handbook
Professional Development Program

Consolidating a FAR Stage

1

ok, WwW

N

Click to select the FAR stage to be merged on
the My Workload tab.

Click the FAR Conclusion link.

The Family Assessment Response
Conclusion window displays.

Record a date in the FAR Begun field.
Record a date in the FAR Completed field.
Click the Close as Duplicate button.

Click the drop-down arrow for the Duplicate
Stage ID field.

Click to select the stage ID that is going
forward.

Click the Narrative link.

The Narrative window displays.

Record a narrative.

Refer to district policy for recording the
Conclusion Narrative.

10 Close the Narrative window.

The Family Assessment Response
Conclusion window displays.

11 Click the Save & Submit link.

The To-Do Detail window displays.

12 Click the Save button to send the Approval

Task To-Do to the supervisor.
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The Sex Trafficking Screening Window

The Sex Trafficking Screening window is accessed from the workload and serves as the location to record the
details of Quick Screenings (OCFS-3921) and Comprehensive Screenings (OCFS-3920) completed for a
child. It captures such details as the type, date, and result of each screening, as well as the date the next
screening is due. The completion of this window is required for children in receipt of preventive, foster care,
or child protective services until the age of 21.

@ Sex Trafficking Screening - Miller,Sue - 5:28101087/C:38100563 [Unsaved Changes]

View All M 12/16/2014 1 18101436

New Using
Sex Trsficking Definitions CCh id list gnD
- Count = 1
NAVIGATION ' . -
PANE = ———
Screening grid
——
Screening DeD; =y
section C New buttoDm
Scresning Detai
Screening Type: [ Cemprenensive =] Reason for Screening: [ nitial Screening =]
Date Completed: 06082016 v
Sex Trafficking: [vicim  x|®  \WasLawEnforcement Nolified?
Date of Notification: i & _*

lg Child currently in care? Law Enforcement Reportf:

Did trafficking occur prior to or during care? ‘ % PriorTo ¢ During ¢ Both r

I™ Invalid

st oce [b i n=a )

1= Sensitive * = Required $=AFCARS ' =DataExists (C)=Complete § =Read-Only Mode # = Unsaved Changes

Edits on the CPS Investigation Conclusion window and Family Assessment Response Conclusion window
ensure completion of the Sex Trafficking Screening window. :
Specifically, the edits check that, since the Date of Intake, a valid AB - Abused Child
screening has been recorded for all stage members under 18 years | CA - Confirmed Abused
old who have any of the roles pictured at right. If the edit fails, the CM - Confirmed Maltreated
following message will display: MC - Maltreated Child

NA - Non-confirmed Abused

NM - Non-confirmed Maltreated

PC - Primary Child
Sex Trafficking Screening must be completed for all persons under the age of V| - Victim
18 prior to submitting the investigation.

RS - Services Recipient
SA - Services Applicant

m FR - FAR Recipient

Edits also exist to ensure that a Quick Screening has been completed for each FASP in accordance with
the following timeframes:

e by the Initial FASP due date
o within the three (3) months prior to the Comprehensive FASP due date

o within the six (6) months prior to the Reassessment FASP due date
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The Missing Child Window

When a child who is in an open CPS case is identified as being absent without consent, missing, or abducted,
federal and state statutes and regulations require the child be reported to local law enforcement and the
National Center for Missing and Exploited Children (NCMEC) within 24 hours after receiving the information.
Documenting the absence in CONNECTIONS should be done as soon as possible on the Missing Child
window. This window is accessible via the My Workload tab for INV, FAR, and FSS stages.

@ Missing Child - Miller,Sue - 5:28101087/C:38100563 [Unsaved Changes]

Print Screen

[l

W | ] : ' |

»  Smith,Bobby M - - - 1 18101438 ‘ ‘
Mwller:Sue F Chlld IISt grld 18 18101434 i
Smith,Frank M 01776 19 18101435 |E|

Count =3

NAVIGATION —
PANE i e e e e e

Missing child
grid

— ™ P
Date Determined To Be Missing: | 06/02/2016 ~ * Date Retumsd: 06/00/2016] '~
i Henortedd i el Eof | 06/08/2016 v Child Did Mot Return: £ L
Date Reported To NCMEC: . < <
{National Genter for Missingand | 06/08/2016 ?gm”s“‘gm DueBy:  grnappie
Exploited Children) ( ideseRtnte
\Was if::ediild ir:;:glnt care when the ~ el No Medical Care Mecessary? ™ Ye= [ No k3

The middle portion of the Missing Child (eSSl g
window displays specific dates oo
regarding the absence. The bottom I

portion is for recording the following 2o —
information: e

e Child’s Reason for Absence

o Experiences While Missing

e Contributing Factors

e Response to Contributing Factors

Closing the Stage While a Child is Missing Timeframes for Documenting Missing Child

Upon submitting an INV or FAR stage for closure, Information in CONNECTIONS
if an absence has been recorded in the stage, the « Within seven (7) calendar days of a child’s absence

following message will display: without consent, the absence must be recorded on

“A child in this stage is still recorded as missing. the Activities window in CONNECTIONS.

Update the Missing Child window with either « Within 30 days the absence must be recorded in
the date of return or select that the child the case record/Family Assessment and Service
has not returned.” Plan (FASP).

Clicking the OK button will close the message and | | « Progress notes should include, at minimum, the

cancel the stage closure submission. names of the persons contacted, dates of those
contacts, and information pertaining to the child’s

absence.
CONNECTIONS Child Protective Services Handbook Page 30
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Family

Relationship Matrix

The Family Relationship Matrix is used to create, modify, or invalidate relationships among persons listed in a
stage. It must be complete before you can launch a Family Assessment and Service Plan (FASP).

Completing the Family Relationship Matrix (FRM)

Follow these guidelines to complete the FRM efficiently:
e Record relationships starting with the oldest generation and work down to the youngest.

e Record all relationships for the selected person before selecting another person.

o Select a person who has the same relationship with multiple people before someone who has many

different relationships.

Collins, Kristy 34 Mother 17201511 Collins, Patrick 15 17201513 04/29/2015

Collins, Kristy 34 Mother 17201511 Collins, Kimberly 10 17201514 04/29/2015
Collins, Thomas 42 Father 17201512 Cellins, Patrick 15 17201513 04/29/2015
Collins, Thomas 42 Father 17201512 Collins, Kimberly 10 17201514 04/29/2015
Collins, Patrick 15 Child 17201513 Collins, Thomas 42 17201512 04/29/2015
Collins, Patrick 15 Child 17201513 Cellins, Kristy 34 17201511 04/29/2015
Collins, Kimberly 10 Child 17201514 Collins, Thomas 42 17201512 04/29/2015
Collins, Kimberly 10 Child 17201514 Collins, Kristy 34 17201511 04/29/2015

@[remoneo—Jroe [0 Jcompene

Coltins, Kimberly 10 17201514 v W Collins,Kimberly 17201514 v
| Coltins, Kristy 4 701511 7 S Person One is the... I  Collins,Patrick 15 | 17201513 -
\Collins,Patrick |15 17201513 | o | [ H ¥  Collins, Thomas 42 17201512 v

Collins, Thomas 42 17201512 v
= ot Person Two

Active
Active
Active
Active

Active

Active
Active
Active

=l

Count = 12

Completing the FRM

1
2

7

Select a person from the Person One grid.

From the Person One is the... drop-down field
select a relationship option.
The Reset button enables.

Click the checkbox next to a person (you can
select more than one) in the Person Two grid.
The Add button enables.

Click the Add button to create the relationship.
The relationship is added to the Family
Relationship Matrix. A red checkmark displays
in the Person Two grid in the Complete
column next to the person related.

Click the Save button.

Continue to add relationships until the “All
Required Stage Relationships are Complete”
message displays.

Click the OK button.

CONNECTIONS Child Protective Services Handbook
Professional Development Program

Modify the status of a valid
relationship when it
changes (e.g., partner
becomes spouse).

Invalidate a relationship
that was never correct
(e.g., sibling instead
of parent).

&

Relationships listed in the grid may not fully reflect the
complexity of relationships within the family. For example,
a woman who is “Grandmother” to children in the household
but “Mother” of their mother will be listed in the Person List
as “Mother,” not “Grandmother.”

For clarification on relationships between family members,
select a Person One then click the Individual List link in the
NAVIGATION PANE. This will display all individual
relationships recorded for that person.
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Family Services Intake (FSI) Stage

The FSI stage standardizes intake documentation as the path to open all services cases. It is the method by
which you document a request for services and the basis and decision of whether to open a Family Services
Stage (FSS). An FSI stage will automatically open upon the approval of an Investigation Conclusion when the
INV stage is closed with a “Case open-Services” Closure Reason, or FAR stage is closed with a “Closed;
assistance provided, preventive case opened” Closure Reason, if no FSI or FSS stages are open in the case.
An FSI stage can also be opened before the investigation is concluded.

Creating the FSI: CPS Request for New ![Stage Name | stage | Type | Role

Services During Investigation

1 Click to select a CPS INV stage on the My Workload tab. ¥ Miller,5ue Fal W5 CW
2 Click the Record FSl link in the NAVIGATION PANE. [l
The FSI stage displays on the workload as a new stage When an FSI stage originates from a CPS
with a “Y” in the New column. investigation, “CWS” prefills as the stage
Type and “CW?” prefills as the Role.

Family Services Intake Stage Overview
Selecting the new FSI stage on your workload provides access to FSI stage windows via the NAVIGATION
PANE. Once all components are complete, the FSI stage can be progressed to an FSS stage

(by a district worker only).

Record demographic, address, and phone information for the
individuals receiving services, perform Person Searches, maintain

the Family Relationship Matrix (also available via a NAVIGATION
PANE link), and for FSI stages that originated from CPS Record information about the
investigations, split the FSI stage into two separate intakes. individual or agency that referred the
family for services. Access the
- = | Person List, Narrative, and Decision
DI - Summary windows until the initial
Record information Display All Case History save on any one of these windows.
supporting the request e e e .
for services, as well as e — When‘Self'is selected as the
the type of services : source, the source mfo_rmatlon
being requested. Mamative \‘ prefills the Person List window and
Behavioral Concems and becomes the Case Name.
Family lzsues
Reguested Services
Record a decision whether Decision Summary | _
the FSS stage should be Family Relationship Matrix \ Select the services
created or the FSI stage that the source or
closed with no further action. s — family has requested.
You may also submit for Submit for Review
review and create an FSS Phatod Qocs
stage via links on this window. View &) otos/Docs Create the FSS stage and
Placem \ \ close the FSI stage.
Submit the FSI stage
(reassign) to another
worker, or a supervisor,
for review.
When “Advocates Preventive Only (ADVPO)” is the Service Type, only agency
= name, agency code, and the name of the worker assigned to the FSS stage
must be recorded on the Narrative window.
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Resources

HELPFUL INFO Tab in CONNECTIONS

The HELPFUL INFO tab contains a filterable grid featuring CONNECTIONS Tip Sheets, Job Aids, and

other valuable documentation. By default, the documents are organized first by area, then by document type,
then by document description. A document can be opened by clicking the Navigate link associated with it. Filter
rows can be used to quickly locate specific documents or sets of documents.

WORKLOAD & TO-DOs REPORTS WINDOWS MANAGER  HELPFULINFO

OCFS CONNECTIONS Internet Site

Many resources are available for you on the Step-by-Step/Job Aids/Tips page of the OCFS

CONNECTIONS Internet site (https://ocfs.ny.gov/connect/jobaides/). There you will find resources such as Job
Aids, Tip Sheets, and Quick Start Guides. These documents and others will provide you with the most
up-to-date information on CONNECTIONS.

CONNECTIONS Regional Implementation Staff

If you cannot find the answer to your question(s) within the documentation mentioned above, you can contact
one of the many statewide CONNECTIONS Regional Implementation Staff members. The current list of
members is always available on the OCFS CONNECTIONS Internet site
(https://ocfs.ny.gov/connect/contact.asp) and intranet site (http://ocfs.state.nyenet/connect/contact.asp).

ITS Service Desk

The Office of Information Technology Service Desk is charged with supporting agency and county
customers with their IT needs. ITS has a team of Customer Service Agents ready to provide technical
support and answer your questions. Contact the ITS Service Desk by:

Phone: 1-844-891-1786
Email: Fixit@its.ny.gov

Chat: https://chat.its.ny.gov (requires connectivity to the Information
Technology Services Management [ITSM] system)

Your agency may have procedures in place for contacting the ITS Service Desk, so please check with your
supervisor before doing so.

Application Help Mailbox

NYS CONNECTIONS User Support/Triage staff can be contacted by email (ocfs.sm.conn_app@ocfs.ny.gov)
to assist with complex application issues. Prior to emailing the Application Help Mailbox, you must obtain a
ticket number from the ITS Service Desk (see above for contact information) to reference in your
correspondence with triage staff.

Professional Development Program

Another resource is the CONNECTIONS Training Project of the Professional Development Program (PDP),
Rockefeller College, University at Albany. CONNECTIONS trainers can provide you with assistance when you
have a question about or are experiencing an issue with any area of CONNECTIONS. For assistance from a
CONNECTIONS representative, contact the Professional Development Program at
CONNECTIONS@albany.edu. Be sure to include your name, contact information, and your question or issue.
A CONNECTIONS representative will respond as promptly as possible by email and/or phone.
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Appendix A:
Intake/IRI Report Sample
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