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Statement of Purpose

The purpose of this handbook is to support the responsibilities of a CPS worker and serve as a reference
document in the workplace. This handbook applies to Investigation stages; please refer to the Family As-
sessment Response (FAR) job aid for information regarding FAR stages.

KCPS worker is responsible for:

e Assessing the safety of the children reported to the State Central Register
(SCR) and any other children residing in the household

o Determining if any children are abused or neglected

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

e Assessing risk of future abuse/maltreatment and determining the need for

services to reduce risk

8 CONNECTIONS CONNECTIONS is used to accurately record, maintain, and
HOME  WORKLOAD&TO-DOs  REPORTS  WINDOWS MANAGER view information obtained during the CPS investigation. This
—— | — handbook supports the following activities in CONNECTIONS:

PP J

List Assignments Made

w Search Other UnitsfWorkloads

Chanae Coe(Se) Namel ¢ Reviewing intake information

Eedrmes, Last Refresh: BI222014 80020 AM e Reviewing historical information

Assign e — . . .

— 5 ||l [ [new |t [Smpe name [t e Printing Progress Notes and creating Progress Note
Frogress Notes L - | i | | TO_DOS

Person List > Gray, April INV

s e - e - e Maintaining person information

Is] essmel reen,kelly . . .

e r Haminas, Theresa | NV e Generating a Notice of Existence

T e e — « Reviewing the Stage Summa

it Ao = Hill, Jean 1Ny g g I'y

rkelikiaiats e Completing a Safety Assessment

e « Completing a Risk Assessment

= N « Maintaining allegations

— d|[E [Tywe | I e Concluding an investigation

o W | | A

b O [ v |+ e |esrroraos ¢ Consolidating INV and FAR stages

M s Corpice | oo s e o e Recording a Family Services Intake
_ 2 .
0C1 By Worker ¢ Includes sample Intake Report, IRI, and Prior Case
N Summary Report

Intake/IR] Report
Prior Case Summary Report
Stage Summary

Please note that any information on screenshots contained in this handbook is from
the Training Application, 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 hyperlinks 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.

HOME WORKLOAD & TO-DOs REPORTS WINDOWS MAMNAGER M —Search/Maintain-

n

Personalzaton HelpTraning Log Out

Common

F’I'ﬂgfﬂss Motes My Workdoad My To-Dos
Perzon List

Safety Aszes=ments
Rizk Assessment = e e T T T D T
Allegations I e ) il e e i ) e
Investigation Conclusion
Safety Assessments for Case
Imvestigation Actions

Drop-Downs
and Links

Lachette,Susan 047072004

> --I_-_-

Miller,Sue 08172040 [=]
Count = 32

T— Work Area

Navigation Case To-Dos Stage Events

Pane
05/15/2014 |[»

Qutputs
QOCI By \Worker

Intake Report Navigate
Indinidual Report Involvement

Intake/IR| Report MNavigate
Prior Case Summary Report

Stage Summary

I = Sensitive  * = Required $ = AFCARS o = Data Exists [ = Read-Only Mode

o

= Unsaved Changes

Tabs, Drop-Downs, and Links
Tabs, drop-down menus, and links are used to access specific functions.

Tabs Drop-Downs Links
e HOME e Intakes e Personalization
e WORKLOAD & TO-DOs e Search/Maintain e Help/Training
e REPORTS e Log Out
e WINDOWS MANAGER

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

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

Each section of the
NAVIGATION PANE can be

Stage Adctions

Progress Notes hidden by clicking on the
Person List collapse arrow.
Safety Assessments
Section Links el
Allegations . .
| i tion Conclusi The display of links on the
UETE TR T NAVIGATION PANE is
Safety Assessments for Case determined by the security of
When information exists in a Investigation Achions the quged-on wc_>r_ker a.nd on
window, a checkmark Maintain Primary Address & window specific logic.
displays next to the Phone
associated window in the Review Intake
NAVIGATION PANE. Record E<I
Options 2 Accept
Person List L | Reject
Allegations Each section of the

Special Handling To-Do Options

Case Merge/Spiit
Change Case (Stage)
cD

NAVIGATION PANE can be
maximized by clicking on the
expand arrow.

OCI By Worker

Intake Report

Individual Report Involvement
Intake/|R| Report

Prior Case Summary Report
Stage Summany

vep [ |

Case File Managem

The Legend

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

"\

| ! = Sensitive * = Required % =AFCARS ' =DataBwists & = Read-Only Mode # = Unsaved Changes

The 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.

-— Print Screen
— —

=

My Workload My To-Dos

Jones,Angela FAD REG PR 20003891 20002226 031 05/19/2000 05/19/2000 E67

I' Lachette,Susan INT DUP PR 20700044 30700028 031 03/13/2003 03/13/2003 Fé64
Lachette,Susan INI PR 20700043 30700028 031 03/13/2003 03/13/2003 Fé4

> EI-I_--------__-
Miller,Sue SUB PR 28100111 38100074 031 02/25/2010 08/17/2010 E63

Count = 31

Case To-Dos Stage Events

10/14/2011 v

The grid separator changes the The refresh list link can be
amount of visible area in the used to manually update a tab
grids on a tab. at any time.

Click and drag column

Enter a name or partial name to headers to move
filter by name, or enter criteria in columns where you
filter fields for other column want them.

types to display only the infor-
mation you want to see.

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

Miller,5ue
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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 and My To-Dos tabs.

/l Depending on your Business Function Profile (BFP),
Search Other Units/Workloads may display and will de-

v Search Other Units/Workloads fault to your agency, site, and unit. You can search other

units and workloads within your agency and site, if this
functionality is available based on your BFP.

Print Screen

_._

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 Assumes all responsibility ¢ Views all information
e Views/maintains all information ¢ Able to record and submit Safety Assessment
e Submits INV Conclusion for approval e Records progress notes

e Cannot submit INV Conclusion

Identifying a CPS Case and Stage Type
A CPS case is a collection of one or more reports of abuse, maltreatment, or services provided requiring
casework activity. There are four CPS stages:
o Intake (INT) - Contains information gathered from State Central Register (SCR).
¢ Investigation (INV) - Documents investigation and the resulting determination.
¢ Administrative Review Investigation (ARI) - Accessible only with appropriate security, this stage
documents the process of challenging the determination made on a report.
o Family Assessment Response (FAR) - Documents the alternate child protective response which is
available for participating districts.
CPS stages include the following four Types:
Initial (INI) - Registered by the SCR when there is no Intake report in the case.
Subsequent (SUB) - Added to an open case that already contains an Initial Intake.
Duplicate (DUP) - Contains same incidents, times, subjects, and children as previous report.
Additional Information (ADD) - Contains identifying information with no new allegations.

Performing Intake Priority Closure
DUP and ADD Intake stages are closed using the Intake Priority Closure window.

1 Click to select a DUP or ADD stage on the My Szl ELF Nrme ezl
Workload tab Mew Stage Type: I : j Merge To Stage ID:
GNP Closed - Duplicate Report g
2 Click the Intake Priority Closure link. Comments:

3 Click the Reason Closed drop-down to
select Closed - Duplicate Report.

4 Click the Save & Close Intake button.
T ERED N
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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

The My To-Dos tab displays a complete list of To-Dos
assigned to a particular worker. Workers can view all cur-
rent To-Dos associated to his/her cases and stages.

To: [ Scarch |
Case To-Dos Tab

The 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 workload, the Case To-Dos tab displays in the lower part of the work area.

My Workload My To-Dos

Last Refrezh: 41572014 10:23:29 AM

v Miller,5ue

Stage To-Dos Tab
The Stage To-Dos tab displays all of the To-Dos for a specific stage, regardless of assignments made.
1 Click to select a stage.
2 Click the Case Summary link.
3 Click to select a stage.

Additional tabs display below the grid.
4 Click the Stage To-Dos tab.

The Stage To-Dos tab displays.

To-Do Types

NAVIGATION

Type Description PANE Links

e 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) | |inks can be used with all

selected Alert and

e Worker-generated -
. e Can be sent to yourself or to another worker Reminder To-Dos.
Reminder To-Do .
e Can be deleted at any time
e Automatically deleted in 30 days (INV/FAR stages)
System- or worker-generated Worker-generated Task To-
e Use Navigate link to complete the task Dos can be
Task To-Do e Automatically removed once task is completed and deleted or marked as

approved complete.
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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. 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 by the SCR at the
time of Intake. 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.
The Intake/IRI Report link enables in the Outputs section of the NAVIGATION PANE.
2 Click the Intake/IRI Report link.
The following message displays: “The report has been launched. Check Reports tab.”
Click the OK button.
Click the REPORTS tab on the toolbar.
Click to select the “Intake-IRI Reports” row.
The Open Report link enables in the Options section of the NAVIGATION PANE.
6 Click the Open Report link.
After the report is opened, it is removed from the REPORTS tab.

ah W

--— Print Screen H
refresh list
(Sotes [ Regort Name | Reportbescrpin Pure Dae
iy
» Done Intake - IRl Reports INT/IRI Rpt: 28100109, Miller,Sue 09/15/2011 09/22/2011 w

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.”

Click the OK button.

Click the REPORTS tab on the toolbar.

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.

6 Click the Open Report link.

g bhWw

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

CONNECTIONS provides access to all historical records involving members of a family. When reviewing this
information, 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 Person List link.
3 Click to select a person from the grid.
The Person Info, Person Merge/Split, and Case List tabs display.
4 Click the Case List tab.
The list of cases for the selected person displays.
5 Click to select a case.
The Comp, Case To-Dos, Case Events, and Case Summary tabs display.
6 Click the Case Events tab.
The Case Events tab displays.

Comp Case To-Dos Case Events Case Summary

Case Events

- displays the

events for the
&2 Event Date | ™ pate | status | Type selected case.

7 Click the Case Summary tab.

Stages from the selected case display.
8 Click to select a stage.

The Assignments, Stage To-Dos and Stage Events tabs display.
9 Click on the Stage Events tab.

The Stage Events tab displays.

Assignments Stage To-Dos Stage Events Stage Events
displays the
events for the
selected stage.

v

I_1 v

&2 Event Date | TX Date | Status | Type | Description

DW - Approve INI FASP for FS
Adams,Maggie - 24600416

07/07/2009 07/07/2009 COMP  Approval

To review a specific Case or Stage Event,
select it and click the Detail link in the
NAVIGATION PANE to view Event details. P —

Assignments Stage To-Dos Stage Events
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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, several notes, or all of the progress notes

for the stage.

Print Screen

Print Selected Progress Notes (select format below):

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. €  Print Note(s) - Miller, Sue - 5:26101609/C:36100624
4 Click the Print Note(s) link.
The Print Note(s) window displays. I
5 Click the Print Note(s) button. Help

The selected notes display in a 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.
The Print Notes window displays.

¥ Data Fields and Namative

(" Data Fields Only When printing
a progress note’s
data fields and

- narrative, a larger
S 12pt font may
be used.

o] o |

Text Size:

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

The name or other information identifying the reporter and/or the source of a CPS report,
S 3 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

stage.

Other Participant field. This value is only available in progress notes for an INV and FAR

Creatlng a Progress Note Task To-Do

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.
7 Select a task type from the Task Type drop-down list.
8 Click the Save & Close button.
The Progress Notes window displays.

CONNECTIONS Tips

Workers assigned a Progress Note

Task To-Do can:

e navigate directly to the
Progress Notes window;

o delete the To-Do from the
To-Do Detail window; and

e access the Progress Notes
window without an assigned
role in the stage.
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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;
e recording Also Known As (AKA) names and person identifiers;
e removing people who are added in error; and

e unrelating household members.

& Person List - Miller,Sue - 5:28100109/C:38100074

The Person Unrelate link is used to .
unrelate persons related in error -I;JhseedA:f)pL N::::(s)rtztéés
during the Intake stage. Unrelated Case Name: Miller. Sue ) P .
alias names, designate a

persons are identified with the letter | fimary name. or mark a
“U” in the Search (SCH) column. | ® primary name, .
[ name as invalid. Use this

Person Unrelate Miller,5ue R tab to update name

Remove Person - Added in »  Hamlin15,Robert R | information for “Unknown/

Error Smith, Frank W Unknown” reports.
The Remove Person - Added in Smith, Gobly v | Search results show both

the AKA and Primary
names for an individual.

Error link is used to remove persons
added in error during the

Notice of Indication - Spanish
24 Hour Fatality Report
30 Dy Fatality Report

Idenitifiers

(et Staoe The Identifiers tab is
used to record various
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.

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.

Person Info B
s CONNECTIONS Tips

First | Sus M: Last | Miller Once saved, the
Current Stage person’s role is
‘T‘m‘ | PRN = Rolet | Reported In Error [ identified with an E
“XE” on the Person
List window. 4
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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 (PID)
The PID is a system-generated number given to each person in CONNECTIONS that:
e provides a unique, identifiable search criterion; and

¢ helps distinguish people with similar or identical names.

Inform your supervisor if you discover someone with more than one PID.

The Add/Relate Process

PERSON LIST LINK

1

ADD PERSON LINK

PERFORM SEARCH

A 4

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?
A A 4
CLICK NEW PERSON INFO DETAIL TAB CLICK RELATE
(Generates new PID) 1 (Save Work) ‘ (Relates existing PID)

A

PERSON LIST
WINDOW
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Person Merging/Splitting

Two Person Identification Numbers should be merged into one if they both apply to the same person, or a

previously and erroneously merged ID may be split
back into two separate IDs. These functions help:
e minimize duplication within the system;

Merging Person IDs

information; and

e maintain current and accurate person [
e build a comprehensive person history

Person ID Person ID
15802930 15800064

attached to a single ID.

Completing a Person Merge
1 Click to select a stage on the My Workload tab.
2 Click the Person List link.
The Person List window displays.
3 Click to select the person/ID for merging.

Person ID
15800064

The detail tabs display.
4 Click the Person Merge/Split tab.
The ID of the selected person will populate the

CONNECTIONS Tips

Closed ID field.
5 Record the Forward ID and Closed ID. (The *
Closed and Forward IDs may be switched if

appropriate).
6 Click the Validate button.
7 Click the Merge button. .

The following message displays:

& Person Merge/Split
Merge 158025950 into 15800054 7

e e

8 Click the Yes button.
The Person Forward Selection window displays.

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.

Use the Switch button to reverse the Forward
and Closed IDs. The ID that contains the most
history should be the forward ID.

A pop-up window may display containing errors
that prevent you from completing the merge, or
warnings about age and/or gender conflicts.
Click the OK button to proceed after a warning.
A warning also displays if the closed person is
in any open stages. Click the Yes button to
continue; the Merge button enables. Click the
No button to stop the merge.

9 Click to select the demographic details from each
ID that will apply to the Forward ID when the merge is
10 Click the OK button.

saved.

The Person Merge/Split tab displays. A “Y” displays on the M/S column on the Person grid..

11 Click the Save button.

The My Workload tab displays. A “Y” displays on the M/S column on the Person List window.

Changing a Case Name

1 Click to select a stage on the My Workload tab.
Click the Change Case (Stage) Name/CD link.

3 Click the New Name drop-down menu to select a name.
Primary names from the Person List display here. Pri-

mary names that have been end-dated do not display.
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.

Professional Development Program 12

@ Change Case (Stage) Name/ (D - 5:28100109/C:38100074 [Unsaved Chﬂl@

Print Screen
Current Name: Miller.Sue
Current CD:
Mew Name: IBmith.Frank j
New CD: I vl
ot e
|
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Maintaining Primary Address and Phone Information

The Maintain Primary Address and Phone window is used to apply an address or phone number to multiple
individuals without having to retype information.

1 Click to select a stage on the My Workload tab.
Click the Maintain Primary Address & Phone link.
The Primary Address and Phone window displays.

3 Complete the Primary Address Information section. (Type field required.)
4 Click the Validate button to review the Address Validation window.

The Address Validation window displays. CONNECTIONS Tips
5 Click the Accept or Reject button. ,

. . : ) . [Ctrl key + click on gray

6 Complete the Primary Phone Information section. (Type field required.) box to left of individual
7 Select the individual(s) receiving the new address and/or phone information. | record] to select multiple
8 Click the Save button. individuals. The Shift

The following message displays: “Changes have been saved.” key can be used to
9 Click the OK button, then the Cancel button to exit the window. select a range.

The My Workload tab displays.

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.

Click to select an INV stage on the My Workload tab.

Click the Person List link.

Click to select a person from the grid.

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.

A ON-

Person List - Miller,Sue - S:28100109/C:38100074

Case Mame: Miller.Sue

E »  Miller,5ue R 02/09/1993 F PRN A5
Notice of Bxstence - English Hamlin15, Robert R 03/13/1956 M PRN UK
Motice of Exiztence - Spanizh }

i o : Smith,Frank 01/26/1992 M PRN A5
gice of Indication - Englig
3 £\ b,
e — Smith,Bobby V 12/16/2009 M PR A

. panish
24 Hour Fatality Report
30 Day Fatality Report

Help

Identifiers Person Events

Last |I"-1i||er
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Viewing the Stage Summary

The Stage Summary is a single window in CONNECTIONS which provides demographic information and in-
vestigative 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.
6 Click the Case Events tab.
7  Filter for “Stage Summary” in the Description column.
8 Select the Stage Summary event.
The Detail link enables.

a B~

Case To-Dos Stage Events

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.

Use the Description
column to filter.

9 Click the Detail link in the Event Options section of the NAVIGATION PANE.
The Stage Summary window displays.

G Stage Summary - Miller,Sue - 5:28101609/C:38100824 [Read Only]

E0OX]

Date Added

18102130
Aunt/Uncle 13500261

Binlngiral Fathar 18107139

08/17/2010
03/06/2014
ORMAT/OM0

10 Select a person from the Person List grid.
The read-only Person Info tab displays.

Detail

Professional Development Program 14

The Stage Summary window provides view-only access to specific
stage actions for INV stages.

Person Infc

The lock icon indicates
the information displayed
is read-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 @ |Z|

il

N E— R E—
Approval Status

Submit

Save & Submit

Qutputs
Print Safety Assesy %nt
Print Safety Plan
Safety Definttions
Safety Factors B Safety Decision
Help

| Safety Factors

The Submit link
enables when all

CONNECTIONS 2. Parent(s)/Caretaker(s) currently uses alccheol to the extent that it
Safety ?:rg:m;djmpac“m]ls his/her ability to supervise, protect and/or care Comments must be reCOFd-

ed 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/

components are

complete. When
there are unsaved
changes, the Save &
Submit link enables.

| Safety Factors

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

Save & Close Save

! = Sensitive  * = Required $ = AFCARS ' = Data Exists _‘i = Read-Only Mode  # = Unsaved Changes

Use the Save button to save the
Safety Assessment without clos-

FYI for Safety ing the window.

Primary and Secondary workers 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
Assessments 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:

e view completed Safety Assessments for the entire case; and
e generate an Event History report.
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Risk Assessment Profile (RAP)

The Risk Assessment Profile (RAP) estimates the likelihood of
child abuse or maltreatment occurring and identifies families
with high risk who may benefit from services.

Record/update Primary and if applicable,
Secondary, Caretakers before recording
the RAP. Changes to caretakers after start-
ing the RAP will clear all RAP responses.

G Risk Assessment Profile - Miller,Sue - 5:28101609/C:38100824

Print Screen

1
Effective Date: 04/15/2014 |~ [ Y Primary Caretaker: IMiIIer,Sue(181ﬂ213U)

=

V j* Preliminary Risk Score: 5
Preliminary Risk Rating: Moderate
(o | Smith.Frank (18102131) = =
Final Risk Rating: Moderate
Describe the reley
and/or circumstRyges
Father indicates he = child
to stop him from crying - a normal
developmental behavior for an
infant.

Approval Status :
Elevated Risk
Submit

Save & Submit 1 Total prior reports for adults and
children in RAP family unit:

I Mo prior determined reports j ~ N

Any child in the RAP family unit was in the care or custody of any substitute caregivers e C

Z {informally or formally) at any time prior te the current report date. v i
3 Child under one year old in RAP family unit at time of the current report, and/or new infant C ~
since report. W\
. o A “Y” in the Comments
4 Current or recent history of housing with sericus health or safety hazards; extreme C @ N . .
overcrowding; unstable housing; or no housing. Req Column |nd|CateS
Financial resources are mismanaged or limited to the degree that one or more basic family C & H
2 needs are intermittently or chronically unmet. H comme nts are req ul red .
Caretaker has, and utilizes, reliable and constructive support and assistance from extended C ~ v 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 & C = N
with partners or other adults in family/neighborhood.
Caretaker's alcohol use has had negative effects on child care, family C 6 C &
relationships, jobs, or arrests, within the past twe years. .
g Caretaker's drug use has had negative effects on child care, family relationships, cC G C [l A red CheCkmark in the
jobs, or arrests, within the past two years. H H
’ Comments column indi-
1 Caretaker's behavior suggests a mental health problem exists and/or caretakerhas ¢~ & =
a diagnosed mental illness. cates comments have
. - . cC & C &
11 Caretaker has very limited cognitive skills. been recorded .
12 Caretaker has a debilitating physical illness or physical disability. c & C &
‘ 13  Ca rates appropriate expectations of all children. o g o g
aretakn_ar attfends to needs of a!l children and pricritizes the children's needs C & C = v -
above his/her own needs or desires.
15 Caretaker understands the seriousness of current or potential harm to the C 6 C & v v

children, and is willing to address any areas of concern.

! = Sensitive * = Required $ = AFCARS + = Data Exists 3 =Read-Only Mode # = Unsaved Changes

Correcting Caretaker Information
During the course of an investigation the Secondary Caretaker may need to be changed to the Primary
Caretaker.
1 Click in the Secondary Caretaker field and click 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 mes-
sage will display: “Selecting a new Secondary Caretaker will clear all previously entered responses and
comments. Do you wish to continue?” Click the Yes or No button.
Click the drop-down arrow for the Primary Caretaker field and select the new Primary Caretaker.
3 Click the Save or Save & Close button, whichever is appropriate.

The Primary Caretaker is now updated.

Troubleshooting the RAP

If the Save & Submit link remains disabled, check the following The RAP found in INV and FAR stages
requirements for completion (see circled components above): contains the same risk elements as the
e Effective Date RAP found in the Initial FASP. Only the

. Primary worker may complete and sub-
* Verify System Response checkbox mit the RAP in the INV of FAR stage.

e Elevated Risk There is only one RAP per stage, and
all 15 elements are required.

N
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Case Level Information

A separate Risk Assessment Profile (RAP) must be completed for each CPS investigation. When multiple in-
vestigations 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.” CONNEC-
TIONS automatically prefills Case Level information into any new RAP within the same case. Case Level Infor-
mation 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 Te-Dos

For example, this case
has multiple investiga-
tions: an Initial investiga-
tion and a Subsequent

investigation.
- Miller,5ue INV SUB A 28101611 38100824
The Case Level RAP Information window INV/INI
will open automatically when you open a @
current, in-process RAP in modify mode if e Open RAP INV/SUB
case-level information already exists with a ¢ Record effective date
later effective date. For example, if you e Leave RAP incomplete =, Open RAP @
have a current INV/INI and INV/SUB and « Complete and save
save an effective date in the RAP for the RAP with later effective
INV/INI but do not complete it, then com- date
plete and save the RAP for the INV/SUB
with a later effective date, information from @
that RAP will be saved as case-level * Re-open RAP _
information. When you open the RAP for the ' * Case Level RAP Information
INV/INI to complete it, the Case Level RAP ~ Window displays _ Case-level
Information window will open; it allows a « Case Level RAP Information ) information
comparison of current RAP information with window reviewed & accepted
case-level information. ¢ RAP pre-fills with case-level
information

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

05/22/2014
28100189

Wilzon28, Darryl { Onondaga County Das [ EB0
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Case Level Information (continued)

As mentioned on page 17, after completing the INV/INI Risk Assessment Profile, including the Effective Date,
all the risk element questions, and required comments, information automatically populates the INV/SUB Risk
Assessment Profile.

- -
p4rsi2014 |v Miller.Sue (18102130) I n Itl al
Smith,Frank (18102131) A

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

I Mo prior determined reports j ~ N

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

Initial INV RAP recorded,

3 Child under one year old in RAP family unit at time of the current report, and/or new infant el i N . . .
since report. including the Effective Date.
4 Current or recent history of housing with serious health or safety hazards; extreme C = N
overcrowding; unstable housing; or no housing.
5  Financial resources are mismanaged or limited to the degree that one or more basic family O & N I nfO rmatlon IS
needs are intermittently or chronically unmet. . . f
5 Caretaker has, and utilizes, reliable and constructive support and assistance from extended el i v ¥ aUtomatlca”y ca rrled orw ard to

family, friends, or neighbors.

the Subsequent INV.

Caretaker has been a victim or perpetrator of abusive or threatening incidents
with partners or other adults in family/neighborhood.

Caretaker's alcohol use has had negative effects on child care, family C &6 C @& N
relationships, jobs, or arrests, within the past two years.

L~ Miller. Sue (18102130) Subsequent

Smith.Frank (18102131)
p. | Questio Response 3 stem Response | Co e 0 ent Reqg
Total prior reports for adults and " "
1| children in RAP famity unit: No prior determined reports = r
p. | Questio es No 0 0 q
2 Any child in the RAP family unit was in the care or custody of any substitute caregivers & O v v Su bSequent I NV RAP pre_
{informally or formally) at any time pricr to the current report date.
3 Child under cne year old in RAP family unit at time of the current repert, and/or new infant C N ﬂ I Ied Wlth |nformat|on ca rr|ed
since report. e
ver from the Initial INV.
4 Current or recent history of housing with serious health or safety hazards; extreme C = N ove 0 € a
overcrowding; unstable housing; or no housing.
Financial resources are mismanaged or limited to the degree that one or more basic family C & H
2 needs are intermittently or chronically unmet. H Com pO n entS req ul red befO re
5 Caretaker has, and utilizes, reliable and constructive support and assistance from extended C ‘/ Y Su bm |tt| ng for apprOV8| in'
family, friends, or neighbors. | d
cluae:
: cond
p. | Questio 0 e 0 ent Reqg
es No es No .
[ ]
Caretaker has been a victim or perpetrator of abusive or threatening incidents C & C Ial EﬁeCtlve Date
7 - " : . N .
with partners or other adults in family/neighborhood. ° Verlfy System Response
Caretaker's alcohol use has had negative effects on child care, family C &6 C @&
& relationships, jobs, or arrests, within the past two years. ’ L3 CheCk bOX
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Allegations

Allegations of abuse or maltreatment must be substantiated or unsubstantiated as part of the Investigation
process.

Use the New Using link to populate the Allegation — _ )
Detail section with the same information as that of the Identifies the stage in which the

record selected from the Allegations grid. allegation was recorded.

| Alegation | Alleged Subject |UnSub/Sub | Stage

18100132
18100132
18100132

Use the checkboxes to
substantiate or unsubstantiate

Use the Injury multiple allegations at the same time.
List/Detail link to

view and maintain
injuries and Smith, Babby
allegation details.

Use the New
button to
Emeaotional Neglect record new
Miller. Sue allegations.

Allegation Codes in CONNECTIONS
Abandonment ABAN
Burns/Scalding BURN
Child's Drug/Alcohol Misuse CDRG
Choking/Twisting/Shaking CHTS
Educational Neglect EDNG CONNECTIONS Tips
Emotional Neglect EMOT
Excessive Corporal Punishment EXCP
DOA/Fatality FATL e Primary and Secondary workers can
Fractures FRAC maintain allegations.
Inadequate Guardianship INGD e Delete only allegations recorded in error
Inadequate Food, Clothing, Shelter IFCS during the Investigation stage.
Internal Injuries [INJ e Each allegation must be addressed to
Inappropriate Custodial Conduct INCC submit the Investigation Conclusion.
Inappropriate Isolation/Restraint ISOL e Multiple injuries can be recorded for the
Laceration, Bruises, Welts LABW same allegation.
Lack of Medical Care LMED e If needed, the substantiated or unsub-
Lack of Supervision : LSUP stantiated response may be deleted
Malnutrition/Failure to Thrive MITT from the field.
Parent's Drug/Alcohol Misuse PDRG
Poisoning/Noxious Substances PONX
Swelling, Dislocation, Sprain SWDS
Sexual Abuse SXAB
Other XOTH
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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 system-populated 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,Sue - 5:28101609/C-36100824 [Unsaved Changes]

Print Screen

)
Case Name: Miller Sue Risk Rating: Moderate

Investigation Dates
Submit Intake Received: 022572010 0951 AM Investigation Begun: EI2|"26J"2EI1 0 |»
Save & Submit Incident Occurred: Investigation Completed:  _ (¢ v

Approval Status

MNarrative

Mandated Reporter

Determination: Indicated

Closure Reason: | | Duplicate Stage ID: | ~|

Investigation Summarny [~ Fatality - No Surviving Children
Help I Switch track from INV to FAR The Family Assessment
High Risk Comments: Response (FAR) is an alternate
Child Protective response. In this
Comments are required when the risk rating is family-centered approach, you
“High” or “Very High” and the Closure Reason focus on identifying and
does not support opening for services. assessing a family’s needs, and
addressing the department’s
concerns.
Closure Reason An INV stage may be track
This drop-down menu is used to select the reason for closing the switched to a FAR stage within
Investigation stage. The following options display for Familial seven (7) days of intake if there
Investigations: are no immediate threats to the
e Case Open — CPS required child’s safety or well-peipg,and the
« Case Open — CPS not required report meetsczlif[)eurli'adlstnct s FAR
e Closed — No services required '

¢ Closed — Services refused/unable to take or continue legal action
¢ Closed — Unable to contact/moved out of jurisdiction
o 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 child associated with the fatality allegation.
e There is no other person under 18 with a role of MA, AB, 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 (http://www.ocfs.state.ny.us/connect/) for details.
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Consolidating Investigations

Consolidating Investigations 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

A

e i —

rr‘
— -

-l
Subsequen

—
o

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 sub-

sequent report.

e The subsequent Date of Intake must be within 53 days of prior INV or FAR stage’s Date of Intake.
e The consolidation process must be completed within six (6) days of the subsequent INV or FAR stage’s

Date of Intake.

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

e The Risk Assessment in the subsequent INV or FAR stage must be in “NEW” or “PROC” status.
* FAR stages cannot be consolidated into INV stages with a classification of “FC/DC.”

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

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

¢ |AB investigations cannot be consolidated.

Professional Development Program
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Consolidating Investigations Step-by-Step Instructions

@ CP5 Investigation Conclusion - Miller,Sue - 5:23300263/(C:33300160 [Unsaved Changes] g @ |§|

.— Print Screen

5

03N&82014 |»

it
&

ubmi
proval
amative

Save
Ap
N

il
Submit 03/18/2014 |~
Status

Close a= Duplicate
e Closed 2 uplcate : [zsa002sz =]

Investigation Summany

! = Sensitive * = Required % =AFCARS + = Data Exists & = Read-Only Mode = Unsaved Changes

Consolidating an INV Stage Consolidating a FAR Stage
1 Click to select the Investigation stage to be 1 Click to select the FAR stage to be merged on
merged on the My Workload tab. the My Workload tab.
2 Click the Investigation Conclusion link. 2 Click the EAR Conclusion link.
The CPS Investigation Conclusion window dis- The Family Assessment Response Conclu-
plays. sion window displays.
3 Record a date in the Investigation Begun field. 3 Record a date in the FAR Begun field.
4 Record a date in the Investigation Completed 4 Record a date in the FAR Completed field.
field. 5 Click the Close as Duplicate button.
5 Click the Close as Duplicate button. 6 Click the drop-down arrow for the Duplicate
6 Click the drop-down arrow for the Duplicate Stage ID field.
Stage ID field. 7 Click to select the stage ID that is going for-
7 Click to select the stage ID that is going forward. ward.
8 Click the Narrative link. 8 Click the Narrative link.
The Narrative window displays. The Narrative window displays.
9 Record a narrative. 9 Record a narrative.
Refer to district policy for recording the Conclu- Refer to district policy for recording the Con-
sion Narrative. clusion Narrative.
10 Close the Narrative window. 10 Close the Narrative window.
The CPS Investigation Conclusion window dis- The Family Assessment Response Conclu-
plays. sion window displays.
11 Click the Save & Submit link. 11 Click the Save & Submit link.
The To-Do Detail window displays. The To-Do Detail window displays.
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Family Services Intake (FSI)

The FSI standardizes Intake documentation as the path to open all services cases. An FSI will
automatically open upon the approval of an Investigation Conclusion when the CPS stage is
closed with an “Open for Services” Closure Reason, if no FSI or FSS is open in the case. How-
ever, an FSI can also be opened before the investigation is concluded.

Creating the FSI: CPS Request for Services During Investigation
1 Click to select a CPS INV stage on the My Workload tab.
2 Click the Record FSl link in the NAVIGATION PANE.

The FSI displays on the workload as a new stage with a “Y” in the New column.

When an FSI originates from a
CPS investigation, “CWS”
pre-fills as the stage Type and
“CW” pre-fills as the Role.

3 Click to select the FSI/CWS stage on the workload.
The Open FSI link enables in the NAVIGATION PANE.
4 Click the Open FSl link.
The Family Services Intake window displays.

The Family Services Intake Window

The FSl is the method by which you document a request as well as the basis and decision to open a services
case (FSS). You need to explain the family’s presenting needs and circumstances that warrant the provision
of services and the progression of the FSI to an FSS.

The Intake Information on the Narrative tab supports Information on The Decision

Source tab the request for services. The CPS report the Person Summary tab is used
pre-fills with the | | and Investigation should not be mentioned | | pemographics || to record information
requesting CPS here in the event the report is Unfounded. tab is carried regarding the decision
worker’s contact | | The existence of a report and investigation | | forward from the | | to provide services to

information. is not a reason to provide services. CPS INV stage. a family.

d

[ors waretonts -]

If the case being opened is Advocates Preventive Only, the narrative will be
entered on a template outside CONNECTIONS. ACS requires that certain
information regarding the agency be entered on the Narrative tab, which
includes a contact person and phone number.

Professional Development Program 23 Child Protective Services Handbook v2.1



Available Resources

OCFS CONNECTIONS Internet Site

Many of the resources you may need, including those below, are found on the OCFS CONNECTIONS
Internet site (http://www.ocfs.state.ny.us/connect/).

o Tip Sheets
e FAQs
e Job Aids

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 personal attention
and 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.

Human Services Learning Center (HSLC)

The HSLC website (https://www.hslcnys.org) contains a searchable schedule of all CONNECTIONS training.
HSLC allows users to search an online Course Catalog, register for classes, and complete online evaluations.
HSLC requires a user ID and password to use.

Application Help Mailbox
You can directly contact the NYS CONNECTIONS User Support/Triage staff for help with complex
application issues. Questions, problems, and concerns can be emailed to:

ocfs.sm.conn_app@ocfs.ny.gov

ITS Customer Care Center

The New York State Office of Information Technology Services (ITS) Customer Care Center staff are
available to answer basic questions related to your equipment, or to solve problems you are having with
CONNECTIONS. If they cannot solve your problem, they will record your information and forward it to others
who can. The Customer Care Center is staffed 24 hours a day, seven days a week. The telephone number is:

1-800-NYS-1323
(1-800-697-1323)
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Appendix A:
Intake / IRI Report Sample
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