Changes to the Permanency Hearing Report
User Guide for Attorneys

Background:

The NYS Office of Children and Family Services (OCFS) has made several improvements to the
Permanency Hearing Report (PHR). The new PHR makes it easier for caseworkers to complete the
report and easier for judges to read it. The updated PHR also supports the “on-line” review of a draft PHR
by supervisors, quality assurance staff and attorneys. This feature makes printing a draft PHR
unnecessary and also helps to make certain that what is stored in CONNECTIONS matches what is
provided to the court.

This user guide augments “elbow” training provided by OCFS regional staff to attorneys in local districts
where attorneys review draft PHRs and will do so using the new on-line review process. If you have a
guestion about the content of the training or of this guide, please send an email to:
ocfs.sm.conn_app@ocfs.state.ny.us.

Note: This guide contains several screenshots that contain data. This data is fictitious and is presented
for demonstration purposes only.

Security and Confidentiality

CONNECTIONS Security Information is located at: http://ocfs.state.nyenet/connect/security/

General Information Security and portable device security information is located at:
http://ocfs.state.nyenet/it/security/

Logging onto CONNECTIONS

This section assumes that you will access CONNECTIONS from a PC that is not joined to the Human
Services Enterprise Network (HSEN); but from another local network such as a county network via a

secure Internet connection.

1. Enter https://connections.ocfs.ny.gov into the address bar of your Internet browser (try just Ctrl
+ clicking the above link). You may wish to save this address to your desktop or to your Favorites.

2. You will arrive at the following screen; enter your user name and password and click on the Log
On button.

Welcome

Log an to access your applicstions.

User namie:
Fassward:
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3. After logging in, you will arrive at the Citrix Applications Page. If you are using a PC that has
never accessed CONNECTIONS, you will need to follow the instructions in Appendix A.

4. Onthe Applications tab, double-click on the CONNECTIONS icon.
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6. Click on the CONNECTIONS application icon. The main CONNECTIONS window will open.

= JECTIONS
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Personalizing Your Main CONNECTIONS Window

7. Onyour first entry into CONNECTIONS, you will be presented with the following screen The
WORKLOAD & TO DOs tab and the My Workload sub-tab will be active.

Personalization Help/Training Log Out

WORKLOAD & TO-DOs REPORTS WINDOWS MANAGER

1
@ CONNECTIONS

ke No assignments were found.

_ Emm

8. Click the OK button on the message. In all likelihood, you will not be assigned cases or have a
workload in CONNECTIONS. Rather, you will be assigned To-Dos requesting that you review a
PHR. Therefore, it is recommended that you re-set your entry window so that the My To-Dos
sub-tab (which lists to-dos assigned to you) will display upon log-in. To do so:

a. Click on the Personalization link in the upper right of the main window. Persoralicaion

b. On the Personalization window, click on the Workload Settings tab and then click on the
My To-Dos radio button in the Default Tab Setting field.
c. Click on the Save & Close button.
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d. You will return to the main CONNECTIONS window with the My Workload tab
displaying. The change you made will take effect on your next log-in and will remain in
effect unless you change it. For now, click on the My To-Dos tab.

Note: Next to the Personalization link is the Help/Training link. This link will bring you to various
resources to assist you, including the How Do | instructions for the PHR.
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Reviewing a PHR

9. When a caseworker submits the PHR to you for review, you will receive a To-Do with the
Description: PHR Ready for Review. On your To-Do list, click on the Navigate link in the row that
contains the desired To-Do.

DEVTRAIN - CONNECTIONS - Supervisor, Steve

§ connvecTions

HOME WORKLOAD 8

Personalization Help/Training

Q

Os REPORTS WINDOWS MAMNAGER —Intakes-- ~ | B —Search/Mai
To-Do Options My Worlkdoad My To-Dos

New

Detail

Delete

Mark As Complete Stage Name

Help

T Navigate T NEW 02/25/2003 Connors,Sandra 20500259 Connors,Sandra
I Navigate T NEW 04/16/2003 Connors,5andra 20500259 Connors,Sandra
T Navigate T NEW 07/02/2009 Collins, Kristy 27200265  Collins, Kristy

[~ Navigate T NEW  08/04/2009 Collins, Kristy 27200265  Collins, Kristy
I~ Ngyigate T NEW  08/21/2009 Collins, Kristy 27200265  Collins, Kristy
gate PROC  12/12/2011 Collins, Kristy 27200351  Collins, Kristy PHR ready for review

10. You will be brought to the Title Page of the PHR associated with the selected To-Do. You will be
able to view all the contents of the draft PHR, however, you will not be able to modify any data.
You will communicate comments/edits via the use of Sticky Notes (see below).

The Title Page contains basic data about the report. Use the scroll bar to the right to view the
entire Title Page. Use the links in the left navigation pane to open the other sections of the report.

G Title Page - Collins, Kristy - 5:27200351/C:37200102

| ——

Options
Save Hearing Date Certain: 12/26/2011 Time of Hearing: 10:00 AM

T AT Hearing Date-CCRS:

= Verify System Response is Accurate

PERMANENCY HEARING DATE CERTAIN: 12/26/2011 Case #: 37200102
Docket #: DN-12345-11
Judge/Referee | Court
Permanency Heaning Report Judge Thomas Onondaga 1A
Title Page 401 Montogomery Street
Verification Page Syracuse, NY 13202
Help IN THE MATTER OF: Patrick Collins (17)
Date of Sex Person ID Docket Date of Date of Type of Placement
Birth (PID) Number Initial Current
Removal Placement
04/22/19%4 | Male 17200596 DN-12345-11 04/24/2009 | 04/24/2008 | Certified Foster Home
976 days
L&l Anencv Renresentatives BI
[4][ 0]
I =Gensitive * =Reguired $ =AFCARS + = Data Bxsts ﬂ = Read-Only Mode = Unsaved Changes I
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11. When you click on a section link (e.g., Reasonable Efforts to Finalize Permanency), you will be
brought to the section window. All of the questions/responses for the section will populate your
screen, although most will be hidden. Use the vertical scroll bar to the right of the window to view
all window contents. The Collapse All link in the left navigation pane collapses all of the questions
and you can open each one as you proceed with your review to minimize scrolling. Use the
chevron to the left of a question title to open and close it.

12. The responses to PHR questions display in a panel below the question. You may use the vertical
scroll bar to the right of the panel to review the full response content or else click on the More link
which opens the response in a full screen. Click the “X” button at the top right of the “more”
window to return to the PHR section window.

& Reasonable Efforts to Finalize Permanency - Collins, Kristy - 5:27200351/C:37200102 [Unsaved Changes]

. Reasonable Efforts to Finalize F

| Locate Absent Parent/Relative

1. LOCATE ABSENT PARENT/RELATIVE
If there ic a plan for continuing placement for the child, describe the efforts made since the
last permanency hearing {or remaval if this is the first permanency hearing), if any, to locate an
absent parent and cther relative(s), including adult siblings, of the child and to notify each of
them of the child's placement in foster care.
Patrick Collins [ ]

All Parents have been identified -
v . . . . =

Motes More...

Permanency Hearing Report
Efforts to Finalize Permanency

Help

#| Absent Parent/Relative as Resource

2. ABSENT PARENT/RELATIVE AS RESOURCE
State whether the absent parent or any other relative expressed an interest in obtaining
custocly of or planning for the child and whether any relative is interested in becoming a
foster parent for the child. If interest has been expressed, please state what has been done to
further any of these outcomes?

Patrick Collins

Alternate permanency resources have not been discussed with parents

MNotes  More...

A 0|

(1] i ()

| = Sensitive ¥ = Required $ = AFCARS = Data Exists i = Read-Only Mode

# = Unsaved Changes

13. To write comments for any long narrative field, click on the Hotes jink, A yellow Notes window
will display. Type your comments on the Notes window and then click on the OK button. It is
necessary for you to save the Notes you write for each PHR section. Click on the Save & Close
or Save button at the bottom of the section window.

The pushpin icon El Hotes jndicates that notes are present. This might reflect communication
between caseworker and supervisor. You may add onto previous notes.

Notes written by you and others will be deleted once the PHR is marked as final. They are not
displayed, even if a draft report is printed.

Naotes
W there ia a plan for continuing placement ... Print Screen

[ (= =
Note added bry Case Pla -
E T | o
ot acded bry Super 1121272011 11:33 AM
Save | Lecate Absan |PERase include informuation rom ome vt
Collapse A e, B
Togale Shatlong
1. LOCATE ABSE = b Notes More,
Outputs = I there i & pis 1o since the
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2. ABSENT PARENT/RILATIVE AS RESOURCE Notes More..,
State whether the absent parent or any other relative expressed an interest in obtaining
custody of or planning for the child and whether any relative i interested in becoming a
foster parent for the child. If interest has been expressed, please state what has been done to
further any of thews outeomet
matrick Colling =
Alternate permanency resources have not been discussed with parents =
=l

kTl y &)
§ = Sensitive = = Required & = AFCARS ' = Daokn Bxsts 4 = Read-Only Mode = Unsaved Changes
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14. When you have completed your review, return to the Title Page by clicking on the Save & Close
button at the bottom of the section window.

15. Click on one of the two Review Complete links in the left navigation pane (With or Without
Comments). This will automatically generate a To-Do to the caseworker who submitted the PHR
for your review. Note: the To-Do requesting that you review the PHR is automatically deleted
from your To-Do’s list.

16. You will be returned to the main CONNECTIONS window (My To-Dos tab). If you wish to exit
CONNECTIONS:
a. Click on the Log Out link at the top right of the main CONNECTIONS window.
b. On the next screen, click on the Start button (not the bright green Start button at the very
bottom left of your screen) to fully exit the CONNECTIONS.
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Appendix A

How to Install Citrix Files on your own computer

After logging in:

1. Click on the Client Download Tab at top of page:

CiTRIX

Applications Client Download 4

2. Click the link at the top of the page:

Chient Download

Ta download the Citrix Online Plugin, please go to the following URL:

https://cennedions.odfs. ny.gov/ citrix/dientfiles

3. Choose the top link (Version 11.2) if you have Windows XP on your PC.

4. If you have Window Vista or Windows 7, choose the 3" link. Both are clearly displayed on the
page.

5. For EVERY message box that pops up in the process, click all responses that are affirmative
such as Run, Yes, Install, Download, Always, etc.

6. After all the pop up boxes are done and the installation is complete, click on the BACK button,
top left corner of your Internet Explorer window. You should be back on the page with the 2 tabs
for CITRIX with Applications & Client Download.

7. Click on the Applications tab

8. Return to page 2, step 4 of this user guide.
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