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I. Purpose

The purpose of this release is to provide general information and guidance on specific Child Protective Services (CPS*) and Child Welfare practice changes, effective with statewide implementation of CONNECTIONS Build 16 scheduled for December 2003.  This release also introduces the new CPS Uniform Case Record UCR) template series that will be in use from December 2003 through the implementation of CONNECTIONS Build 18 (2004 – 2005).  In addition, it introduces new progress notes templates; [Progress Notes Template 2003 and Progress Notes Template (NYC) 2003] and four (4) newly developed templates for the Life Skills Assessment, Discharge From Foster Care, Family/Child Visiting Plan and the Family/Child Visiting Plan Review.  These templates will become part of CONNECTIONS Build 18 new application functionality in 2004 - 2005.  

All of the changes specified above have practice implications.  These practice changes will affect social services district CPS and Child Welfare staff, as well as Voluntary Authorized Agency Child Welfare staff.  New application functionality will be supported for all CPS reports received by the State Central Register (SCR) effective with CONNECTIONS Build 16 implementation in December 2003**.

* Child Protective Services in New York City is administered by the Division of Child Protection (DCP), under the Administration for Children’s Services.
** CONNECTIONS will be down the weekend of Build 16 implementation, as CONNECTIONS Build 16 functionality is distributed statewide.  While CONNECTIONS is down, the New York State Central Register of Child Abuse and Maltreatment (SCR) will record intake reports on paper and transmit the reports to the applicable social services district CPS* either verbally or by facsimile.  Once the CONNECTIONS Build 16 distribution is verified, the SCR will enter into CONNECTIONS those intake reports taken over the implementation weekend.  Therefore, intake reports registered late Friday through Sunday of the implementation weekend will have CONNECTIONS Build 16 functionality.

II. Background

The implementation of CONNECTIONS Build 16 supports several Office of Children and Family Services (OCFS) practice improvement initiatives.  While our Risk Assessment and Services Planning model was one of the first in the nation and has been widely copied, OCFS continued to study the effectiveness of this risk assessment model.  As a result, OCFS has committed to Structured Decision Making (SDM) and has revised New York State’s safety and risk assessment protocols in order to increase their ease of use and their effectiveness in protecting children.  New 

York State’s Federal Child and Family Services Review Program Improvement Plan (PIP) specifies the state’s commitment to decrease the recurrence rate of child abuse and/or maltreatment.  The implementation of the revised Safety Assessment and new Risk Assessment Profile (RAP) will assist New York State in making that improvement.

CPS Safety Assessment 

The CPS Safety Assessment has been revised to better support the worker and supervisor in making safety decisions and in choosing appropriate safety interventions.   The previous safety assessment model required workers to conclude whether a child was “safe” or “unsafe,” absent any safety interventions.  User feedback and OCFS case reviews revealed that workers had consistent difficulty recording a child to be “unsafe” when the child had already been placed in foster care as a safety intervention.  Therefore, the model was modified to better reflect the safety decision by incorporating CPS and/or Child Welfare staff involvement and the status of the children within the safety decision choices.  The revised safety assessment now includes, among other changes, five (5) new safety decision choices.  In addition, the revised safety assessment includes a two-tiered decision making process that assists the worker to focus on immediate danger to the child.  Overall, the revised safety assessment supports the worker in more accurately gathering information and assessing child safety.  

CPS Risk Assessment Profile (RAP) 

The new Risk Assessment Profile (RAP) is a research-based assessment protocol designed to gather and classify information into four (4) risk categories based on the probability of future abuse and maltreatment.  The RAP, for CPS cases, is one of the components of the new Structured Decision Making process (SDM) for child welfare cases.  The RAP is supported in CONNECTIONS Build 16 for all CPS investigations.  The RAP will be supported as part of the new Family Assessment and Services Planning (FASP) model available to all child welfare staff in CONNECTIONS Build 18.  

Initially, risk protocols in the child welfare field favored a consensus-based (or clinical) model of risk assessment.  Consensus-based models were based on areas of concern that experts in the field agreed contributed to the likelihood that children would be abused or maltreated in the future.  In the consensus-based approach, the worker collected certain information and assigned a risk rating for each risk element along a continuum (from 0-4).  The worker then looked at the combination of risk elements, along with “other relevant areas of family functioning,” and tried to determine how much influence these risk elements had on the overall risk of future abuse or maltreatment.  The consensus-based model did not assign weighted values to the information being assessed, thus making it difficult to determine the importance of individual risk elements to the overall case risk rating.

In a research-based or actuarial approach, the worker collects specific information about a limited set of criteria that have been shown to empirically impact the likelihood of future abuse and maltreatment.  Risk element responses are usually of the yes/no variety.  Response criteria are then weighted based on a statistical analysis of their influence on risk, and added together to derive an overall score.  The overall score is then assigned a risk rating level ranging from low to very high, depending on state research findings and specifically designated policy considerations.  These policy considerations are delineated in the elevated risk elements, the presence of which automatically raise the level of risk to very high.

Studies in several states have demonstrated that research-based or actuarial risk assessment models are consistently more reliable and accurate, when used by both newer and experienced workers, than consensus-based models in determining the likelihood of future child abuse and maltreatment. 

Consolidated Investigations 

OCFS convened a workgroup that included social services district staff to examine the factors that contributed to the rate of repeat maltreatment on New York State’s Federal Child and Family Services Review.  In order to provide more accurate data on the rate of repeat maltreatment, to avoid duplication of effort on the part of CPS staff and to support strength-based child welfare practice and the engagement of families, the workgroup recommended that social services districts be allowed to consolidate subsequent investigations into open on-going investigations, when appropriate based on case circumstances. 

With the implementation of Build 16, CONNECTIONS will continue to support the ability to change a CPS report type to “duplicate,” during the Intake stage.  Ideally, the correct report type is determined at Intake by the SCR, or by the social services district CPS worker prior to being stage progressed to the Investigation stage in CONNECTIONS.  Previously, once a report was stage progressed to Investigation, the designation of “initial” or “subsequent” could not be changed to “duplicate.”  In those instances, the CPS worker was required to complete all system documentation necessary for each investigation.  Similarly, a report correctly designated as a “subsequent” was often found to contain information already addressed in the open on-going investigation. Report designations and attendant program requirements did, in some instances, contribute to unnecessary duplication of work.  

In response to the above stated issues, new system functionality provides the social services districts with the option to consolidate investigations.  This new application functionality enables workers to create a Duplicate Investigation stage and consolidate a subsequent investigation into an open on-going investigation.  The “Guidelines for Consolidated Investigations and Creating a Duplicate Investigation Stage” describe this new application functionality and contain general guidelines and procedures for social services districts to consider when completing this new process (See Attachment A).   

Progress Notes

Progress notes functionality has been revised to more accurately document and reflect specific casework contacts, activities and other relevant case information.  Social services district CPS staff have been recording progress notes either on the existing Progress Notes Template 2000, located with the UCR templates and external to the CONNECTIONS application, or within the CONNECTIONS Child Protective Record Summary (CPRS) Local Notes tab for CPS.  Child welfare staff and voluntary authorized agency child welfare staff have been documenting progress notes on the existing Progress Notes Template 2000, located with the UCR templates on their local desktop personal computers.  In some instances, progress notes continue to be recorded on paper.

With the implementation of CONNECTIONS Build 16, local social services district CPS investigators will enter Investigation stage progress notes electronically via the new progress notes functionality contained within the CPRS.  The new progress notes functionality will enable workers to search, sort and filter progress note entries by one or more categories.  

UCR Templates 

Each social services district is required to establish and maintain a uniform case record (UCR) for each child in its custody who is placed in foster care or considered for such placement, and for each child in receipt of mandated or non-mandated preventive services, or legally freed for adoption, or who is named in an indicated report of child abuse or maltreatment and open for protective services.  UCR templates and paper forms were developed to support local social services district and voluntary authorized agency documentation of the UCR requirements.  

To be consistent with CONNECTIONS Build 16 application functionality and in anticipation of CONNECTIONS Build 18 application functionality, OCFS developed a new series of CPS UCR templates.  The new CPS UCR templates incorporate the revised Safety Assessment.  A Safety Assessment will be completed as part of every CPS UCR template.  The CPS UCR Initial Risk Assessment and Service Plan has been revised to incorporate information from the RAP as well.  The CPS UCR templates are to be completed on all open CPS cases, including foster care and preventive service cases opened as a result of an indicated CPS case, effective with Build 16 implementation.  Both the existing UCR templates and new CPS UCR templates will be utilized until implementation of CONNECTIONS Build 18 (2004-2005).  The decision to utilize either the existing or the new UCR templates is dependant on the disposition of CPS involvement in the case.

Other Templates

Four (4) new templates have been developed and will be available in December 2003: Family/Child Visiting Plan, Family/Child Visiting Plan Review, Discharge From Foster Care, and Life Skills Assessment (for youth in foster care age 14 and older).  Use of these templates, although optional, will help prepare workers because the information contained in these templates will be incorporated into the Family Assessment and Service Plan in CONNECTIONS Build 18.  These new templates may be used to assist workers and supervisors in planning and evaluating visitation, planning for a child’s discharge from foster care, and in assessing the current status of life skills possessed by adolescents and as an aid in planning for the development of those skills. 

III. Program Implications

CPS Safety Assessment

· The revised Safety Assessment is a component of the Structured Decision Making model, an evidence-based approach to structuring and informing decisions at all key points in the continuum of decision making and service delivery.

· Safety is assessed during the investigation and throughout the life of a CPS case to support an on-going focus on child safety issues.  There are no changes to the required timeframes in which a safety assessment must be completed.

· Language revisions to the list of safety factors more accurately reflect relevant behaviors and/or circumstances that may affect child safety. Explanatory comments are required, if one or more safety factors are selected.

· The revised Safety Assessment includes a two-tiered decision making approach to the assessment of immediate danger to the child.  The worker must first assess the presence of any safety factors and then determine if any of the identified safety factors pose an immediate danger of serious harm.

· Workers will continue to identify family strengths and/or family, neighborhood or community resources available to the family and to describe how they mitigate or address safety concerns.

· Five (5) new safety decision choices replace the existing safety decision of “safe” vs. “unsafe.”  The new safety decision choices are more clearly defined and support a more integrated and logical assessment of immediate danger of serious harm, family strengths and/or family, neighborhood or community resources available and the necessity of safety interventions. 

· The list of safety interventions has been revised to reflect the need for emergency services or interventions to control for the immediate health and safety of the child(ren) vs. service(s) designed to reduce risk or be rehabilitative in nature.  Explanatory comments are required if one or more safety interventions are initiated.  

· On-line “Help” has been developed for the revised Safety Assessment and will be available as part of CONNECTIONS Build 16.  Safety Assessment on-line “Help” includes, but is not limited to, expanded definitions of the safety factors and safety interventions. 

CPS Risk Assessment Profile (RAP)

· CPS investigators will continue to assess and document risk by completing the RAP in CONNECTIONS, effective with Build 16 implementation.  

· The RAP in CONNECTIONS replaces the web-based RAP social services districts have been using prior to CONNECTIONS Build 16 implementation.

· The web-based RAP application functionality will remain available for 90 days following the implementation of CONNECTIONS Build 16.  This 90 day timeframe will allow ample time for workers to complete and submit for approval the web-based RAPs for investigations started prior to CONNECTIONS Build 16 implementation.  Individual web-based RAP workloads will remain active for 90- days, post Build 16 implementation. 

· Investigation stages, with an effective date equal to or post Build 16 implementation, will no longer be carried over from CONNECTIONS into the worker’s web-based workload. 

· The same purpose, concepts and definitions that applied to the web-based RAP will apply to the RAP application in CONNECTIONS Build 16.

· The RAP is intended to assist workers in making informed decisions regarding the provision of services aimed at reducing the level of risk and to aid in more effectively targeting services to cases with High or Very High Risk.

· The RAP is a key component of the risk assessment analysis, which remains unchanged in CONNECTIONS Build 16. 

· The RAP is not intended to replace worker judgment, experience or skills.

· The RAP is not an interview tool.

· The RAP is not designed to determine safety.

· The RAP is not designed to affect the report determination.

· A RAP must be completed for each open CPS Investigation stage.

· A RAP is completed on CPS familial report investigations only.

· The assessment of and response to identified safety factors remain the first priority and thereafter the worker should begin assessing risk.

· A RAP may be completed incrementally, as information becomes available, or may be completed all at once according to worker preference.

· A RAP is completed prior to the report determination of “indicated” or “unfounded.” 

· On-line supervisory approval is required for each completed RAP.

· The supervisor must approve the RAP, prior to the investigation conclusion.

· The RAP contains several new concepts and definitions, the correct application of which are key to accurate completion of the RAP.

· On-line “Help” has been developed for the new RAP and will be available as part of CONNECTIONS Build 16.  

Consolidated Investigations
With the implementation of CONNECTIONS Build 16, CPS investigators and supervisors will have the ability to close an Investigation stage associated with a subsequent report and consolidate it into an open on-going Investigation stage.  This new application functionality and attendant social services district process, known as “Consolidated Investigations and Creating a Duplicate Investigation,” provides the districts considerably more latitude in deciding how to proceed with a subsequent investigation.  System edits are in place to support and guide social services district decisions, while maintaining CPS program requirements.  OCFS, in partnership with social services district representatives, developed “Guidelines for Consolidated Investigations and Creating a Duplicate Investigation” to assist the districts in implementing this new process (See Attachment A).

Key programmatic issues include: 

· The local social services district is still required to investigate all allegations of child abuse and maltreatment, to make a determination as to whether there exists some credible evidence to support the allegations, and to document the investigation activities.

· The SCR will still have the capability of recording an Intake as “duplicate” and the social services districts will continue to have the capability of changing an Intake report type to “duplicate” based on social services district information not available at Intake. 

· Supervisory approval is necessary to close an Investigation stage associated with a subsequent report and consolidate it into an open on-going investigation.  Supervisory approval is completed in the same manner that all investigation conclusions are approved.

· When incorporating new information into an on-going open Investigation stage, caseworkers and supervisors must complete all the required activities and documentation associated with a CPS investigation, within the allowable determination timeframe of the existing open investigation.  
· Edits exist that support the appropriate consolidation of investigations, including, but not limited to, the requirement that all new persons and allegations contained in a subsequent report must be added to the open on-going Investigation stage, prior to submission of the investigation conclusion to the supervisor for approval.

Progress Notes

CPS workers will document all progress notes in CONNECTIONS, utilizing the Child Protective Record Summary (CPRS) and Progress Notes tab.  The nature and purpose of progress notes will not change.  Workers will continue to document all casework activities and contacts on all CPS investigations.  Progress notes timeframes remain the same.  Progress notes must be recorded in a timely manner to support accurate, contemporaneous entry of all casework activities.   

System enhancements/changes to progress notes application functionality impact local district internal workflow processes and procedures as follows: 

· Progress notes will now be entered individually for each casework contact or activity.

· A notation should be made in the progress notes explaining the basis for risk element responses that do not indicate the presence of risk, as noted in the RAP, and to document that all areas of risk have been thoroughly assessed.

· Progress notes will contain new data entry fields and associated values, which add greater accuracy and specificity to the note. 

· Workers will be able to search, sort and filter progress note entries by one or more categories based on new data field entries. 

· The progress notes narrative field will contain some Microsoft Word-like functionality, via text tool control.

· A new “copy note” special function, which records the same note in multiple, concurrent investigations, will be available for greater ease of use.

· Progress notes may be saved as “draft.” When progress notes entry is complete, the progress notes should be saved as “final,” which freezes them.  If the progress notes are not saved as “final,” the system will freeze them after 15 calendar days.  Once frozen, they are no longer modifiable.

· Workers and/or supervisors may write an “addendum to a progress note” to document comments or corrections after a note has been frozen.

· A new business function, “Enter Progress Notes,” will be available to allow on-call, clerical and other workers or supervisors, who do not have an assigned role in the case to add progress notes to any open stage in their district.  

· The Child Protective Record Summary (CPRS) Local Notes, Supportive District Notes, and the Supervisory Review and Comments tabs will no longer be available for post CONNECTIONS Build 16 cases.

· The Local Protocol tab will be available to access district specific templates.

· On-line “Help” has been developed for Progress Notes and will be available as part of CONNECTIONS Build 16.  

Progress Notes Template 2003/Progress Notes Template (NYC) 2003

Progress Notes Template 2003 and Progress Notes Template (NYC) 2003 are new Microsoft Word templates being released within the CONNECTIONS Build 16 timeframes.  These templates are optional and have two purposes.

· The first purpose is to act as a “scratch pad” for CPS investigation workers who do not have immediate access to CONNECTIONS and wish to record investigation case contacts and activities.  Information recorded on the 2003 Progress Notes templates is to be subsequently data entered into CONNECTIONS, per local district procedure.

· The second purpose is for child welfare workers to record case contacts and activities (post investigation or in non-CPS cases) in a manner that resembles the Family Services Stage Progress Notes window, fields and values that will be available with Build 18 (2004 – 2005).  It should be noted that not all Build 18 field values are listed on these new templates.  Child welfare workers may use these new templates as a way to become familiar with the upcoming Build 18 progress notes functionality or continue to use the existing template for progress notes.

CPS UCR Templates

Four (4) new CPS UCR templates have been developed, which incorporate the revised Safety Assessment, support the new Risk Assessment process and eliminate resulting areas of redundancy.  The new CPS UCR templates accommodate this interim procedure and are effective with CONNECTIONS Build 16 up to implementation of CONNECTIONS Build 18. The new CPS UCR templates will replace the current UCR Risk Assessment templates for CPS cases.  Foster care and preventive workers must also begin utilizing the new CPS UCR templates for all open CPS service cases. The new CPS UCR templates are: 

· CPS UCR INITIAL RISK ASSESSMENT AND SERVICE PLAN (OCFS 4800)

· CPS UCR COMPREHENSIVE RISK ASSESSMENT AND SERVICE PLAN (OCFS 4801)

· CPS UCR RISK REASSESSMENT AND SERVICE PLAN (OCFS 4802)

· CPS UCR PLAN AMENDMENT RISK ASSESSMENT PROTOCOL (OCFS 4803)

Initial CPS UCR Risk Assessment and Service Plan completion:  

· A copy of the Safety Assessment completed at the time of the determination of the Child Protective investigation should either be attached to the CPS UCR Initial Risk Assessment and Service Plan or completed in Section #1 of the CPS UCR Initial Risk Assessment and Service Plan. 

· CPS investigators must complete a RAP for each open familial investigation stage.  A copy of the completed RAP should be attached to the CPS UCR Initial Risk Assessment and Service Plan. 

· Child Assessment scales are completed.

· The Risk Analysis is completed based on the RAP and other information gathered.

Comprehensive/Reassessment CPS UCR Risk Assessment and Service Plan completion:

· Safety for CPS cases is documented in Section #1.

· If a subsequent Child Protective report was received since the completion of the last UCR, obtain the information from the RAP associated with that investigation and incorporate it into the existing assessment scales and analysis. 

· Based on the information obtained in the RAP and existing assessment scales, select one of the four new risk categories (low, moderate, high, very high).

CPS UCR Plan Amendment Risk Assessment Protocol:

· This form is used when a report is indicated on an open case that previously had no CPS involvement.

· A copy of the Safety Assessment completed at the time of the determination of the Child Protective investigation should either be attached to the CPS UCR Plan Amendment Risk Assessment Protocol or completed in Section #1 of the CPS UCR Plan Amendment Risk Assessment Protocol. 

· CPS investigators must complete a RAP for each open familial investigation stage.  A copy of the completed RAP should be attached to the CPS UCR Plan Amendment Risk Assessment Protocol.  

Implementation of the Risk Assessment Profile (RAP), prior to the investigation determination, renders the INDICATED/CLOSED RISK ASSESSMENT UCR obsolete.  With the implementation 

of CONNECTIONS Build 16, social services districts will no longer be required to complete the INDICATED/CLOSED RISK ASSESSMENT UCR.

Other Templates

Four (4) additional templates have been developed to introduce workers to some of the new Case Management functionality, that will be required as part of the CONNECTIONS Family Assessment and Service Plan (FASP) in CONNECTIONS Build 18 (2004 – 2005).  Use of these templates is optional during the interim period between CONNECTIONS Build 16 and Build 18 and is intended to support caseworker transition to new functionality in Build 18.  The new templates are: Family/Child Visiting Plan, Family/Child Visiting Plan Review, Discharge From Foster Care and the Life Skills Assessment (for youth in foster care age 14 and over).

Family/Child Visiting Plan Template

This template is designed to capture information such as the location, frequency and duration of visitation, special conditions or considerations that may exist, such as court orders and supervised visitation; and what will occur during visitation to support the parent/child relationship.  Research indicates that one of the key factors in supporting parent/child reunification is the quantity and quality of parent/child visitation.  Discrete Family/Child Visiting Plans must be developed, as warranted.  For example, the mother and father of the child may require separate visitation plans, each of which must be clearly documented.  If the Family/Child Visiting Plan template is utilized, the worker may attach the completed Family/Child Visiting Plan template(s) to the UCR. The worker must clearly reference the attached template under the UCR section pertaining to the Family/Child Visiting Plan, for placement cases only. 
Family/Child Visiting Plan Review Template 
This template is designed to provide workers and families with a tool to evaluate parent/caretaker frequency of visitation and the quality of the visitation during the period the visitation plan was in effect.  If this template is utilized, the worker may attach the completed Family/Child Visiting Plan Review template to the UCR and clearly reference the attached template in the UCR. 

Discharge From Foster Care Template

This template revises and replaces the Foster Care Discharge Protocol.  CONNECTIONS will require the caseworker to answer a set of questions that address safety, permanency and well- being of youth upon discharge from foster care.  This template captures information relative to four (4) specific discharge types: Discharge to Home/Relative/Other Caretaker, Discharge to Independent Living, Discharge to Adult Residential Care and Discharge to Adoption.  This template is formatted with page breaks, such that each discrete discharge type may be printed separately, as needed.  This template may be used in lieu of the Plan Amendment (OCFS-4343) for the status change “G.”  “A child is discharged (trial or final) from foster care (include adoption when finalized).” 

Life Skills Assessment Template

This template is designed to assess the level of achievement in ten life skill areas, for youth in foster care, age fourteen years (14) and older, regardless of the permanency planning goal. 

The core elements that are critical to a model program include the requirements of the John H. Chafee Foster Care Independence Program and the elements that emphasize positive youth development. OCFS encourages each local social services district and voluntary authorized agency to require that their adolescent services program contain these components, since the core elements will provide youth with opportunities to develop and enhance the skills they need to make a successful transition to adulthood. The model program components emphasize the importance of youth contributing to their community. 

CONNECTIONS provides support for the casework team and youth to assess the youth’s strengths and needs regarding their readiness to make a successful transition to adulthood. CONNECTIONS will require the caseworker to complete a life skills assessment for all foster care youth 14 years of age or older, regardless of the permanency planning goal.  The assessment areas include:
· Forming and Sustaining Positive Relationships
· Problem Solving/Decision Making/Goal Planning

· Preventive Health and Wellness

· Education and Supports

· Vocational/Career Planning

· Employment Skills

· Budgeting and Financial Management

· Housing

· Home Management

· Accessing Community Resources

Using the scales below, the caseworker will indicate the youth’s current skill level for each area:

· Exceptional skills in the area
· Adequate skills in the area

· Limited skills in the area; needs some support and skill development/training

· Has no or very limited skills in the area; needs significant support and skill development/ training 
The caseworker, with the input of other members of the service team and the youth, wherever possible, will integrate the assessment of life skills strengths and needs with the assessments of safety, risk, youth and family functioning. This information will be used to develop service plan activities that will assist the youth in developing any needed skills to make a transition to self-sufficiency. 
IV. Required Action

CPS Safety Assessment and CPS Risk Assessment Profile (RAP)
CONNECTIONS remains New York State’s identified Statewide Automated Child Welfare Information System (SACWIS) of record.  Effective with CONNECTIONS Build 16 implementation, the Safety Assessment and Risk Assessment Profile (RAP) will be fully functional within all open CPS case Investigation stages and, as such, must be used by all districts as part of the official case record.  

Consolidated Investigations

Each local social services district CPS will be responsible for reviewing the “Guidelines for Consolidated Investigations and Creating a Duplicate Investigation Stage” (See Attachment A) and notifying their respective Regional Office of their intent regarding the following two (2) options:

a) Adopt the “Guidelines for Consolidated Investigations and Creating a Duplicate Investigation” as their sole internal policy on consolidating investigations; OR

b) Develop additional written internal policies on consolidating investigations that are consistent with the “Guidelines for Consolidated Investigations and Creating a Duplicate Investigation.”

Local social services districts should notify their Regional Office Director of their intentions, via the attached “Letter of Intent to Regional Offices” (See Attachment B).  The “Letter of Intent to Regional Offices” may be submitted either electronically or via regular mail.  All local written policies, if applicable, must be included for review by the Regional Office.  Any additional local policies may not be implemented until approval has been received from the Regional Office.

Progress Notes

· Progress notes for all CPS investigations must be entered in CONNECTIONS as part of the CPRS, effective with Build 16 implementation.

· Progress notes for all open child welfare services cases continue to be required as part of the case record.  

· The existing Progress Notes Template 2000 (or paper form) continues to be available for recording information in all open child welfare services cases.

· The new Progress Notes Template 2003 and Progress Notes Template (NYC) 2003 are an option available to support district/agency child welfare staff transition to Build 18 requirements.

CPS UCR Templates 

· Effective with CONNECTIONS Build 16, CPS, foster care and preventive workers must utilize the new CPS UCR templates for all on-going open CPS services cases (including cases opened prior to Build 16). 

· Users with CONNECTIONS personal computers will be able to access the new CPS UCR templates via a new desktop file folder labeled CPS UCR.

· Users with non-CONNECTIONS personal computers will receive the new CPS UCR templates, the existing UCR templates, the Progress Notes templates, and the Other Templates via Shortcuts on the Desktop labeled CPS UCR, Progress Notes, Other Templates, UCR Assessment, and UCR Risk Assessment.   

· Local social services districts are no longer required to complete the INDICATED/CLOSED RISK ASSESSMENT UCR for CPS cases.

How Will I Know When To Utilize The CPS UCR Templates, Post CONNECTIONS Build 16?

· If a safety assessment and RAP are part of the Initial UCR received, the case will be deemed a CPS case and the CPS UCR Comprehensive and the CPS UCR Risk Reassessment must be utilized.

· Open preventive service cases that come from CPS and which may contain a court order for on-going services, will be deemed CPS cases and the CPS UCR Comprehensive and the CPS UCR Risk Reassessment must be utilized.

· In cases with one or more children in foster care due to abuse/neglect and preventive services are being provided to the remaining children/adults in the home, the cases will be deemed CPS cases.  The CPS UCR Comprehensive and the CPS UCR Risk Reassessment must be utilized.

· In NYC cases in which a CPS investigation stage is indicated and the family is requesting preventive services, the selected closure reason should be Indicated/Open-Voluntary Services; the case will be deemed CPS and the CPS UCR Comprehensive and the CPS UCR Risk Reassessment must be utilized.

· In upstate cases in which a CPS investigation is indicated and closed, with low risk and no current safety issues, and the family is requesting preventive services, the district may opt to use either the CPS UCR Comprehensive and the CPS UCR Risk Reassessment or the existing risk-based UCRs, depending on whether the district wishes to continue the focus on on-going safety. 

· In cases with one or more children in foster care related to a JD/PINS adjudication and on-going child welfare services are being provided to the rest of the family related to abuse or neglect, the case will be deemed CPS.  The CPS UCR Comprehensive and CPS UCR Risk Reassessment must be utilized.

· In cases with one or more children in foster care related to a JD/PINS adjudication and no other services related to abuse or neglect are being provided to the rest of the family, the case will not be deemed CPS.  The existing risk or non-risk versions of the UCR templates should be utilized.

· Cases in which a CPS investigation stage was unfounded, but the family is requesting preventive services, will not be deemed CPS cases.  The existing risk or non-risk versions of the UCR templates should be utilized.

· If any of the following Safety Assessment decisions are selected, the CPS UCR template series must be utilized:

· Safety Decision #3. One or more safety factors are present, which place a child in immediate danger of serious harm and controlling safety interventions have been initiated.  Based on the controlling safety interventions, the child(ren) will remain in the home.

· Safety Decision #4. One or more safety factors are present, which place a child’s life or health in imminent danger and removal to foster care or an alternative placement  (or continued placement) is the only controlling safety intervention possible for one or more of the child(ren).

· Safety Decision #5. One or more safety factors are present, which place a child in immediate danger of serious harm, but caretaker(s) has refused access to the child or fled, or child’s whereabouts are unknown.  Appropriate legal/investigative actions are being taken.  

Other Templates

Upon CONNECTIONS implementation of Build 16 until implementation of Build 18, utilization of the Family/Child Visiting Plan, Family/Child Visiting Plan Review, Discharge From Foster Care, and Life Skills Assessment templates in CONNECTIONS is optional.  Child welfare workers should check with their administration regarding local social service district policy for direction on the use of these new templates during the interim between Build 16 and Build 18. 

V. Systems Implications
All new application functionality (Safety Assessment, RAP, Progress Notes templates 2003, CPS UCR templates, Other Templates, and Consolidated Investigations) will be supported with statewide implementation of CONNECTIONS Build 16.  CONNECTIONS lab-based training will be available statewide, commencing in November 2003.    

VI. Training and Support

The following training, reference materials and OCFS support will be available upon statewide implementation of CONNECTIONS Build 16:

· Prior to Build 16 implementation, OCFS regional forums will be conducted for non-CPS staff on Build 16 new functionality and related practice changes;

· Prior to Build 16 implementation, the SUNY CONNECTIONS Training Project will present full day training sessions at CONNECTIONS training labs across the state;

· CONNECTIONS Build 16 Job Aids;

· CONNECTIONS Build 16 Video;

· CONNECTIONS Build 16 On-Line Help;

· Revised “Interim Field Guide” on safety and risk assessment protocols; 

· Release notes will be distributed via e-mail, providing a more technical overview of the elements in Build 16;

· Technical Assistance (Regional Office Field Staff);

· OCFS has developed Impact Analysis documents that will help districts/agencies prepare for the changes contained in CONNECTIONS Build 16.  These Impact Analysis documents, which are organized around work processes impacted by the new design, have been distributed to Directors of Services and CONNECTIONS Implementation Coordinators and are posted on the CONNECTIONS website. 

VII. Effective Date

Information contained in this release becomes effective upon statewide implementation of CONNECTIONS Build 16 in December 2003** and with concurrent distribution and implementation of the new CPS UCR templates and “Other” templates. 

** CONNECTIONS will be down the weekend of Build 16 implementation, as CONNECTIONS Build 16 functionality is distributed statewide.  While CONNECTIONS is down, the New York State Central Register of Child Abuse and Maltreatment (SCR) will record intake reports on paper and transmit the reports to the applicable social services district CPS* either verbally or by facsimile.  Once the CONNECTIONS Build 16 distribution is verified, the SCR will enter into CONNECTIONS those intake reports taken over the implementation weekend.  Therefore, intake reports registered late Friday through Sunday of the implementation weekend will have CONNECTIONS Build 16 functionality.

Nancy W. Martinez s/s
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ATTACHMENT A

Guidelines for Consolidated Investigations and

Creating a Duplicate Investigation Stage

The Office of Children and Family Services (OCFS) has developed the following guidelines to support a new local district procedure known as Consolidated Investigations. This new procedure may occur only after a report has been progressed to the Investigation stage and supports the consolidation of subsequent report investigations into an on-going open investigation. Consolidating investigations is an optional procedure available to Child Protective Service (CPS) investigators and is in response to the needs of the field, Child and Family Service Review outcomes, and New York State’s continued efforts to support strength-based child welfare practice and engagement of families. Consolidated Investigations is designed to:

· Enhance family engagement strategies by fostering a more strength-based and minimally intrusive approach to child protective investigations;    

· Avoid unnecessary duplication of effort while maintaining the integrity of the investigation process;    

· More accurately reflect New York State’s rate of repeat abuse and maltreatment by combining multiple reports involving the same basic family circumstances into the same Investigation stage;  

· Support the ability to change an Intake report type to duplicate after the report has been stage progressed.

Consolidated Investigations:

Consolidated Investigations is a new procedure in which a subsequent investigation stage is closed and consolidated into an on-going open investigation stage.  Consolidating investigations differs from and goes beyond the scope of changing a report type to duplicate. 

Duplicate report types reflect specific report criteria currently applied at Intake by the State Central Register (SCR), while Consolidated Investigations reflect the knowledge of the investigating district.   Investigations may be consolidated regardless of whether the subsequent report meets the current Intake criteria for a duplicate report.  It should be noted that the local social services district CPS may deem an Intake report to be a duplicate, based on their knowledge of the case and the Intake criteria for a duplicate report referenced below*. 

As the investigating district has direct knowledge of the children and adults listed in the report, the investigating district is in a better position to conclude whether a newly assigned investigation is duplicative of an on-going investigation.  In these instances, the worker and supervisor may decide to consolidate the investigations.  Important issues to consider, when deciding whether to consolidate a subsequent investigation into an on-going open investigation, are covered later in this document.

*Currently, for the SCR to determine a report type is duplicate, there must be an open CPS investigation and another report is registered which involves the same or similar account of the incident, with no additional subject(s), allegation(s) or MA/AB child(ren) OR the same or similar incident is reported with fewer subject(s), allegation(s) or MA/AB child(ren)  

Consolidated Investigations CONNECTIONS System Criteria:
Following are the System Criteria for Consolidated Investigations functionality.  System edits are in place to support the appropriate consolidation of investigations.  System edits listed below also outline specific steps the worker must take in order to consolidate investigations.

Consolidated Investigations functionality provides the ability to close an Investigation stage associated with a subsequent report, by selecting the new Investigation status, “close as duplicate”.  The Intake stage will retain its INI (Initial) or SUB (Subsequent) stage type, since that stage is frozen. The frozen Intake report and Investigation stage remain case events that the worker can navigate to easily. 

A supervisor must approve the investigation stage closure reason, in the same manner that all investigation conclusions are approved.

In order for a subsequent or initial investigation to be “closed as duplicate” and consolidated into the on-going open Investigation stage in CONNECTIONS, the following criteria must apply:

· The prior and subsequent Investigation stages must be in the same open investigation case. 

· If the subsequent report is registered as initial, it must be case merged prior to consolidating the investigations.

· The Intake date and time associated with the prior investigation must be the same as or earlier than that of the subsequent investigation.  
Note: The Intake date may not be earlier than the Build 16 implementation date. 

· The subsequent report intake date must be within fifty-three (53) days from the prior report intake date to support all due process for subjects of reports. 

· The process to consolidate investigations must be completed within six (6) days of the subsequent report intake date. 

· The Safety Assessment(s) in the subsequent investigation can have any Status.

· The Status of the Risk Assessment Profile in the subsequent investigation must be NEW or PROC (IN PROCESS).

· The prior investigation conclusion cannot be pending supervisory approval or approved. 

· If a subsequent investigation has an Event in “Rejected” Status, that subsequent investigation cannot be “closed as duplicate” and consolidated into the on-going open investigation.

· All Alleged Subjects, MA/AB Roles and Other Persons Named in the subsequent investigation must be listed in or added to the prior investigation before the subsequent investigation can be “closed as duplicate” and consolidated into the on-going open investigation. 

· All allegation lines (i.e. Subject/Child/Allegation) in the subsequent investigation must be listed in or added to the prior investigation before the subsequent investigation can be “closed as duplicate” and consolidated into the on-going open investigation.
· A Fatality investigation in which the 24 Hour Fatality Report associated with the subsequent report and/or the 30-day Fatality Report has been started (in a status other than “New”) cannot be “closed as duplicate” and consolidated into the on-going open fatality investigation.

· A DOA/Fatality allegation can only be added to an Investigation stage at SCR Intake.  Local social services district CONNECTIONS users cannot add a fatality allegation to an open investigation. 

· The system will allow a Day Care/Foster Care (DC/FC) investigation originally registered as initial or subsequent to be “closed as a duplicate” and consolidated into the on-going open investigation.
Note: However, OCFS recommends the exclusion of DC/FC reports from this procedure until any additional local social services district policies have been reviewed and approved by the Regional Office.

· IAB investigations cannot be “closed as duplicate” and consolidated into an on-going open investigation.

· In NYC cases, a “High Priority” investigation can only be “closed as duplicate” and consolidated into another “High Priority” investigation stage.  A “Non-High Priority” investigation can be “closed as duplicate” and consolidated into a “High Priority” investigation stage. 

Consolidated Investigations and Local Policy Considerations
There are two key considerations when deciding whether to consolidate a subsequent investigation stage into an on-going open investigation stage: 

How much time remains in the prior on-going open Investigation stage?  Is it sufficient to adequately investigate and determine any new allegations? 

Example: An initial report was registered on January 1, 2004, alleging Lack of Supervision.  A subsequent report was registered on February 19, 2004, alleging Excessive Corporal Punishment, Fractures and Lacerations, Bruises, Welts.  There are ten (10) days left before the investigation conclusion is due on the prior report (day 60).  The district should consider whether or not ten (10) days is enough time to adequately investigate the new allegations (Excessive Corporal Punishment, Fractures, Lacerations, Bruises, Welts) and complete all required case activities.  Note: The decision to consolidate investigations must be made within fifty-three (53) days from the prior report Intake date of January 1, 2004 (i.e. by February 22, 2004).

Should the new report be maintained as a separate investigation due to the nature of the new report and any additional considerations? 

Example:  An initial report was registered on May 7, 2004 alleging Inadequate Guardianship.  The report involves a rat infested home and rats in the infant’s crib at night.  A subsequent report was registered on June 24, 2004 alleging on-going sexual abuse of the 5-year-old girl, by 

the father.  Local district CPS protocols dictate that all alleged sexual abuse reports be forwarded to the District Attorney’s office.  Consider whether the sexual abuse report should be maintained as a separate investigation taking into account the time remaining until the investigation conclusion is due on the prior (initial) report. Additional considerations are listed below.  

 Additional considerations may include:

· Are any specialized protocols or administrative structures in place, which support that a separate investigation be maintained? 

· Are there any new subjects or other persons named who, by law, require written notification of the existence of a CPS report?

· Who are the new subjects and what is their relationship to the family?

· Should the new subjects be tracked in a separate report? (Ex: a relative or non-family member that should not have access to information contained in a prior report).

· Are new allegations contained in the subsequent report?  

· Do the new allegations involve additional children?  

· What is the severity of the new allegations? 

· If supportive district(s) (secondary, tertiary) assignment and involvement is necessary, is there enough time remaining in the prior report’s allowable determination timeframe, to involve the supportive district(s) and complete a comprehensive investigation?  

· Is the prior report about to be unfounded and the subsequent report contains new allegations, which may require further investigation? 

· Does the subsequent report contain new information that would warrant a separate investigation?

· Should the report investigation remain separate due to confidentiality issues? These may include a Domestic Violence shelter address or safe location for victims of domestic violence, or the need to prevent new subjects access to earlier report information.

· Is the new report being referred to the District Attorney’s office?  If yes, should the subsequent report investigation remain separate? (Ex: the prior report is going to be unfounded or contains minor allegations, not relative to the current circumstances/allegations).   

· If a Risk Assessment Profile (RAP) was completed and approved on a prior report, is there a need for a new RAP?  Note: A subsequent report may contain new information relevant to the RAP risk elements.  In order to complete a new RAP and capture the new information garnered in the subsequent investigation, the subsequent investigation must remain separate from the prior investigation. 

Practice Considerations After Consolidating Investigations: 

This section is intended to highlight activities that caseworkers and supervisors must accomplish once the supervisor has approved the decision to consolidate the investigations.  When incorporating new information into an on-going open Investigation stage, caseworkers and supervisors must complete all the required activities and documentation associated with a child protective investigation within the allowable determination timeframe of the previous report.  

Additional case activities may be warranted based on new information or circumstances previously not addressed.  These may include:  

· Assess the current SAFETY of ALL children in the home and document the safety assessment findings in case progress notes OR via completion of an updated safety assessment in CONNECTIONS. 

· Document in case progress notes the reason for the decision to consolidate the subsequent investigation into an on-going open investigation.
· Add any new subjects, MA/AB children, allegations and other persons named in the subsequent report with a role of “unknown” or “no,” to the on-going open Investigation stage. Complete case maintenance as necessary.
· Inform family members of the subsequent report and that it has been consolidated with the on-going open investigation.

· Provide Notification Letters to new subjects and other persons named in the subsequent report within seven (7) days of the Intake date.

· Conduct additional interviews/home visits with new subjects, additional children, new sources or collateral contacts. 

· Modify the most recent pending Risk Assessment Profile to reflect any new information or circumstances.

· If applicable, document Mandated Reporter(s) information associated with the subsequent report in the case progress notes.

· If requested, provide a summary of the findings to the Mandated Reporter(s) associated with the subsequent report.

· Notify supportive district worker(s) (i.e., secondary, tertiary worker) in both Investigation stages, that the investigations have been consolidated and discuss investigative activities that must be completed.

· Prior to supervisory approval, document the following statement in the Investigation (INV) Conclusion for the investigation that is being “closed as duplicate”:  For information regarding the allegation(s) contained in this associated Intake report, please see the Investigation Summary Report for Investigation (INV) stage ID _____.

· Prior to supervisory approval, document the following statement in the Investigation Conclusion for the investigation that information is being consolidated into:  This Investigation Conclusion pertains to the allegation(s) contained in the associated Intake reports for Investigation (INV) stage ID _____ and Investigation (INV) stage ID _____. 
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