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FAD CLOSURE REPORT 
 
I. HOME INFORMATION 
 

HOME NAME:  SETTING:  
RESOURCE ID:  LEVEL OF CARE:  

VENDOR ID:  CASE ID:  
 AGENCY ID:  COMPLETED BY:
 

 
      AGENCY NAME:   

Primary Worker Name:   
Worker Phone Number:  Ext.:   

 
      ADDRESS OF HOME/FACILITY 

Street Ln1:  
Street Ln2:  

City:  
County:  

State:  Zip Code:  
Phone:  

 
      AT CLOSURE 

  
  
  
  
  

PROGRAM TYPES: 

  
CAPACITY:  
AGE RANGES  

Male Min:     Male Max:     
Female Min:     Female Max:     

 
II. REASON FOR CLOSURE 

 
REASON FOR CLOSURE:        
 
CLOSURE TYPE:                     
 
FOR VOLUNTARY CLOSURES 
      DATE FAMILY CLOSURE REQUEST:

      DATE AGENCY CLOSURE DECISION:

 
CLOSING NOTIFICATION 
      DATE NOTIFICATION LETTER SENT: 
                

 
FOR CLOSINGS BASED ON CRIMINAL HISTORY 
      DATE OF SAFETY ASSESSMENT:

      DATE DENIAL/REVOCATION LETTER SENT:
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CLOSING NARRATIVE 
 

A.    REASON FOR CLOSURE: 
 

1. If closing is for family inquiry or applicant status 
(Describe reason for not completing certification or approval)
 
. 
 
 

2. If closing is of a previously open home 
        (Describe the reason for non-renewal or revocation) 

 
. 
 
 

B.    CLOSING DISCUSSION: 
 

DESCRIBE DISCUSSION REGARDING REASON FOR CLOSING AND DATE    
DISCUSSED: 
 
 
 
 

C.   RE-OPENING RECOMMENDATION: 
 

EXPLAIN RECOMMENDATION REGARDING RE-OPENING: 
 
 
 
 
 

D.     ADDITIONAL COMMENTS: 
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Procedure For Recording Subsequent Arrest Results 

 
In addition to performing the initial fingerprint search, The Department of Criminal Justice 
Services (DCJS) retains fingerprints of all individuals (including foster children) over the age 
of 18 residing in a foster home.   If one of the adults is subsequently arrested for a reportable 
offense, DCJS notifies the OCFS Criminal History Record Unit, which in turn forwards the 
information to the foster home’s certifying/approving district or agency. 
   
Once notified, the assigned district or agency worker is required to assess the safety of any 
foster children residing in the home and determine if the foster home should remain open.  
They also must record all relevant information in Connections under the FRS Household 
Member Detail tab, Contacts Tab and through an Interim Home Study.  The user should 
never change the Initial Clearance Results Received Date on the F/A Person Detail window 
or the original FP Results field on the Household Member Detail tab.      
 
Within Connections, the worker should perform the following tasks: 

• Access the most recent FRS and select the Household Member Detail tab, 
• Select and complete the Safety Assessment Template, save the changes and enter 

the date completed under “Safety Asmnt Dt” on the Household Member Detail tab, 
• Select the Med/CHRC and SCR Comments push button and, in the CHRC section of 

the text box, record a summary of the reasons why the prospective or existing foster 
or adoptive parent was determined to be appropriate and acceptable to receive a 
foster care or adoptive placement, when there is a criminal history record.  Save the 
changes, 

• Save the changes on the tab and then select the Contact Tab 
• Within the Contact Tab, enter “OCFS-CHRU” in the Contacted By field, 

“Correspondence Received” in the Method drop down, Check the appropriate 
Participant(s), choose “Office” from the Location drop down, enter the date the letter 
was received in the Contact Date field, select Other in the Purpose List and in the 
Comments section record the name and date of arrest or charge, date notification 
was received and the offense, if known.  Save the Changes in the tab and then select 
the Home Study Narrative Tab,   

• In the Reason for Home Study section, the worker should check the box "Interim - 
Change in Criminal Records Results" and any other relevant Reason (Change in HH 
Comp, etc.),  

• Retrieve the Home Study Narrative and update it as appropriate, 
• Save their changes to the home study and select the submit push button on the FRS, 
• The worker is taken to the F/A Home License window, where they should make any 

other relevant changes to the window, change the status to "Pending Acceptance" 
and "Save and Submit" the changes to their supervisor.  

 
If during this process a decision has been made to keep the home open, and it is within 90 
days of the end of the current authorization period, the worker can also complete the 
Reauthorization Narrative on the FRS and check the Reauthorization checkbox before 
submitting all of this information to their supervisor.   
 
If an additional subsequent arrest notification is received, the worker should repeat the steps 
above.  However as the CHRC text box and the Safety Assessment Template retain the 
information previously entered, workers should clearly delineate the new information in each 
section by beginning with the date of entry.  Workers should also update the Safety 

CHRC Teleconference 2/10/04 



CHRC Teleconference 2/10/04 

Assessment Dt field on the Household Member Detail tab with the date it was most currently 
completed.     
 
If after completing the Safety Assessment a decision has been made to close the foster 
home, the worker does not need to complete the CHRC Comments box, but should complete 
the other remaining steps mentioned above and then notify the foster parent and complete 
the appropriate sections of the Closure Report on the Close Home task in Connections.   
 
 
         



Criminal History Record Check/Safety Assessment 
 
Name of Person with Criminal History Record: _________________________________  
 
Date of Assessment: _________     Re-certification/Re-approval date: _______________ 
 
Certification/Approval Status:  �  Certification    � Approval    �  Re-certification 
�  Re-approval    �  Interim 
 
Foster Children currently in the home:          Non-Foster Children currently in the home: 
_________________________________ _________________________________ 
_________________________________ _________________________________ 
_________________________________ _________________________________ 
_________________________________ _________________________________ 
_________________________________      _________________________________ 
_________________________________ _________________________________ 
 
 
• Does the subject of the charge or conviction currently reside in the household?  

�  Yes  �  No 

 
�  Presumptively Disqualifying Crimes: 
_____________________________________________________________________ 
 
�  Discretionary Crimes:                          
_____________________________________________________________________ 
 
�  Hold in Abeyance Crimes: 
_____________________________________________________________________ 
 
� Presumptively Disqualifying Crimes:  Has the prospective or existing foster or 
adoptive parent demonstrated that denial or revocation will create an unreasonable risk of 
harm to the physical or mental health of the child; and that the child’s safety will not be 
placed in jeopardy and that certification or approval is in the best interests of the child.  
Explain.   
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
_______________________________________________________________________ 
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Current File :  
• Does the current certification or approval file show that the agency had knowledge of 

the crimes listed above?  � Yes  � No 
• If yes, how did we know?    
 
�  Applicants Admission on Sworn Statement   
 
�  Other  (Explain)  ______________________________________________________ 
            
Explain actions taken: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
  
 
 Factors To Be Considered: 
 
• the degree of unsupervised access to or contact this person has with the child 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
• the length of time the child has been in the home 
________________________________________________________________________
________________________________________________________________________ 
 
• the influence this person may have on the child’s care and upbringing 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
• the counterbalancing strengths found in the household which meet the child’s specific 

needs:  
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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• any counterbalancing strong ties with relatives: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
             
• the degree of bonding between child and foster/adoptive parents , including how well 

the child seems to be doing in the home: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
             
• the foster/adoptive parents’ prior “track record” with any other placements they may 

have had: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 
Consider and explain the following: 
 
• the nature of the charge/conviction, how serious a crime it was, whether it involved 

violence or force? 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
• the circumstances of the crime and the person’s explanation of such: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
             
• the relationship between the type of crime and its relationship to child caring 

responsibilities: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
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• how recent the crime is, particularly the length of time following any prison or jail 
time that the person has spent (productively) in the community (generally give less 
weight to older convictions): 

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
• the age of the person at the time of the occurrence of the criminal offense ( generally 

give less weight to crimes committed at relatively young ages: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
      
• any factors that demonstrate good conduct or rehabilitation,  such as returning to 

school, employment, volunteer activities, etc.: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
• the number of crimes committed and any patterns that emerge: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________  
 
• the penalties imposed as a result of the convictions: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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In situations where there are no children in the home (applicants/certified /approved persons 
without placements), you may want to weight the factors listed above more heavily, since it is 
preferable to minimize the risk to the child, and not placing a child where household members 
nave been convicted will accomplish this. 
 
Decision:   � Appropriate/Acceptable to provide foster care/adoption 
         � Denied            �  Revoked        
Summary: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
_____________________________                                                 ________________________________ 
Caseworker              Homefinding Supervisor 
 
___________              ____________ 
date                date 
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Procedure For Recording Arrest Results 

 
If during the initial screening process the New York State Division of Criminal Justice 
Services (DCJS) finds that a member of the foster or adoptive home over the age of 18 has 
been arrested for a reportable offense they will notify the OCFS Criminal History Record Unit, 
which in turn forwards the information to the foster home’s certifying/approving district or 
agency. 
   
Once notified, the assigned district or agency worker is required to assess the safety of any 
foster children who may reside in the home and determine if the foster home should be 
opened or remain open.  They also must record all relevant information in Connections under 
the FRS Household Member Detail tab, Contacts Tab and through either the initial or an 
Interim Home Study.  The user should never change the Initial Clearance Results Received 
Date on the F/A Person Detail window or the original FP Results field on the Household 
Member Detail tab.      
 
Within Connections, the worker should perform the following tasks: 

• Record the date the finger print results were received on the Person Detail F/A Home 
window, 

• Access the most recent FRS and select the Household Member Detail tab, 
• Select and complete the Safety Assessment Template, save the changes and enter 

the date completed under “Safety Asmnt Dt” on the Household Member Detail tab, 
• Select the Med/CHRC and SCR Comments push button and, in the CHRC section of 

the text box, record a summary of the reasons why the prospective or existing foster 
or adoptive parent was determined to be appropriate and acceptable to receive a 
foster care or adoptive placement, when there is a criminal history record.  Save the 
changes, 

• Save the changes on the tab and then select the Contact Tab 
• Within the Contact Tab, enter “OCFS-CHRU” in the Contacted By field, 

“Correspondence Received” in the Method drop down, Check the appropriate 
Participant(s), choose “Office” from the Location drop down, enter the date the letter 
was received in the Contact Date field, select Other in the Purpose List and in the 
Comments section record the name and date of arrest or charge, date notification 
was received and the offense, if known.  Save the Changes in the tab and then select 
the Home Study Narrative Tab,   

• The worker should either include the information in the initial Home Study or through 
an interim Home Study by checking the box "Interim - Change in Criminal Records 
Results" and any other relevant Reason for Home Study checkboxes (Change in HH 
Comp, etc.),  

• Save their changes to the Home Study and select the submit push button on the 
FRS, 

• The worker is taken to the F/A Home License window, where they should make any 
other relevant changes to the window, change the status to "Pending Acceptance" 
and "Save and Submit" the information to their supervisor.  

 
If the initial arrest results were received after the home has already been open in accepted-
active status (an arrest result came back on a new adult in the home) and a decision has 
been made to keep the home open, the worker can also complete the Reauthorization 
Narrative on the FRS and check the Reauthorization checkbox before submitting all of this 
information to their supervisor.   
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If information has previously been entered in the CHRC text box and/or the Safety 
Assessment Template, workers should clearly delineate the new information in each section 
by beginning with the date of entry.  Workers should also update the Safety Assessment Dt 
field on the Household Member Detail tab with the date it was most currently completed.     
 
If after completing the Safety Assessment a decision has been made to close or not open the 
foster home, the worker does not need to complete the CHRC Comments box, but should 
complete the other remaining steps mentioned above and then notify the foster parent and 
complete the appropriate sections of the Closure Report on the Close Home task in 
Connections.   
 
 
         



CONNECTIONS Regional Office Field Support Staff 
 
 
 
Buffalo Regional Office 
 Roger Ward   Phone (716) 847-3028 Cell (716) 747-2447 
 Carl Luce   Phone (518) 486-5894 Cell (518) 369-8416 
   
 
Rochester Regional Office 
 Cynthia Brookins  Phone (585) 238-8562 Cell (585) 747-2441 
 Chip Houser   Can be reached on cell  Cell (607) 222-5627 
   
 
Syracuse Regional Office  
 Cliff Pelton   Phone (315) 423-5596 Cell (315) 263-4261 
 Tom Drennan  Phone (315) 423-3938 Cell (315) 317-4956 
   
 
Albany Regional Office 
 Mary Arnone   Phone (518) 473-4009 Cell (518) 573-3990 

 
 
Yonkers Regional Office 
 Andrea Straker  Phone (914) 377-2081 Cell (914) 262-1460 
 Elizabeth Polk  Phone (518) 486-5051 Cell (914) 204-5421  
 Warren Crow  Phone (518) 473-2342 Cell (914) 204-5414 
   
 
New York City Regional Office 
 Michael J. Prendergast Phone (212) 383-1768 
 Earl Thomas   Phone (212) 383-1854  

Sharone Jones   Phone (212) 383-4712  
Fofie Nkromah  Phone (212) 383-1887  
Prasad Mukkamala  Phone (212) 383-1344   

 
 
  
  
  
  
 
 
 
Jan. 2004 
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Locate the RID and PID



Access Person List



Locate the RID and PID



Access Person Detail FA Home



Record Sent/Received Dates



Access FAD Record Summary



Household Member Detail Tab



Record Original FP Results



Record Safety Assessment/Date



Record CHRC Comments



Access Contacts



Record Contacts



Complete Interim Home Study
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Today’s Program

• The  fingerprint submission process
• The duplicate waiver process
• Inter-agency foster home transfers
• “Search and retain” tracking 
• How to expunge records with the Division 

of Criminal Justice Services

Today’s Program

• How to evaluate criminal history records 
including safety assessments

• Legal Affairs investigations

• CONNECTIONS

Presumptive Qualifying Crimes

• Child Abuse or Neglect
• Spousal Abuse
• Crimes Against a Child, Including Child 

Pornography
• Crime Involving Violence, Including Rape, 

Sexual Assault or Homicide
• Physical Assault/Drug-Related Offense 

(Previous 5 years)
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Child Abuse or Neglect

• Reckless Endangerment

• Incest

• Abandonment

Spousal Abuse

• Assault 1st (of spouse)

• Assault 2nd (of spouse)

• If non-spouse or non child – 5 year rule 
applies

Crimes Against a Child
Including Child Pornography

• Promoting Prostitution 1st
• Use of Child in a Sexual Performance
• Dissemination of Indecent Material to 

Minors 1st

• Patronizing a Prostitute 1st
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Crime Involving Violence
• Rape 1st, 2nd, 3rd

• Murder 1st and 2nd

• Manslaughter 1st and 2nd

• Criminally Negligent Homicide
• Violent Felonies

– Criminal Sale Firearm 2nd

– Arson 2nd

– Burglary 1st

– Hate Crimes

Physical Assault/Drug Related 
Offense 

Conviction with Past 5 years…
• Assault 1st

• Assault 2nd (Victim not spouse/child)
• Criminal Sale of Controlled Substance 1st –

5th

• Criminal Possession of Controlled 
substance 1st – 5th

Safety Assessment Consideration

• Foster/adoptive children in the home
• Plan or request to place foster/adoptive 

children in the home
• Non-foster children in the home
AND
• The type of crime
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Decision Making

• Whether to place
• Whether to continue placement
• Whether to remove
• If so, how soon

Additional Considerations
• Seriousness of crime
• Involvement of force or violence
• Circumstances of commission of crime
• Person’s explanation of crime
• Person’s explanation
• Relationship between type of crime to 

child caring

Additional Considerations

• Recency of crime
• Productive time in community since 

commission of crime
• Age at occurrence of crime
• Number of crimes and pattern
• Penalties for convictions
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Additional Considerations
(Child in the Home)

• Degree of unsupervised access of contact with the 
child

• Length of time child has been in the home
• Person’s influence on care and/or upbringing
• Strong ties or bonding with caretakers
• Child’s adjustment in the home
• Foster/adoptive parents’ success with other 

placements

• Safety Assessment Template
• CHRC Comment Box
• Contacts and (Interim) Home study

NO Transfers

• Presumptive Disqualifier

• Hold in Abeyance
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Notice to NYS OCFS of Foster Home 
Transfer

Notice to NYS OCFS of Foster Home 
Transfer

Sending Agency

• Ascertain acceptance, effective date, 
responsible person at receiving agency

• Review and update record
• Provide home status
• Written confirmation to foster parents
• If foster children in home, establish 

case/child planning responsibility

Receiving Agency
• Review Record – note home status and 

any unmet requirements
• COMPLETE THE TRANSFER FORM
• Accept the transfer in CONNECTIONS

• Print a new Certificate to Board for foster 
parents

• Maintain WMS (POS line) and CCRS 
(agency/worker changes)
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Additional CONNECTIONS Info 

NYS OCFS CONNECTIONS Website Link
• http://sdssnet5/ocfs/connect

Enterprise Help Desk
• 1 (800) 697-1323
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Today’s Program

• The  fingerprint submission process
• The duplicate waiver process
• Inter-agency foster home transfers
• “Search and retain” tracking 
• How to expunge records with the 

Division of Criminal Justice Services

Today’s Program

• How to evaluate criminal history 
records including safety 
assessments

• Legal Affairs investigations

• CONNECTIONS

Locate the RID and PID
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Presumptive Disqualifying 
Crimes

• Child Abuse or Neglect
• Spousal Abuse
• Crimes Against a Child, Including 

Child Pornography
• Crime Involving Violence, Including 

Rape, Sexual Assault or Homicide
• Physical Assault/Drug-Related 

Offense (Previous 5 years)

Child Abuse or Neglect

• Reckless Endangerment

• Incest

• Abandonment

Spousal Abuse

• Assault 1st (of spouse)

• Assault 2nd (of spouse)

• If non-spouse or non child – 5 year 
rule applies
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Crimes Against a Child
Including Child Pornography

• Promoting Prostitution 1st
• Use of Child in a Sexual Performance
• Dissemination of Indecent Material to 

Minors 1st

• Patronizing a Prostitute 1st

Crime Involving Violence
• Rape 1st, 2nd, 3rd

• Murder 1st and 2nd

• Manslaughter 1st and 2nd

• Criminally Negligent Homicide
• Violent Felonies
– Criminal Sale Firearm 2nd

– Arson 2nd

– Burglary 1st

– Hate Crimes

Physical Assault/Drug 
Related Offense 

Conviction within past 5 years…
• Assault 1st

• Assault 2nd (Victim not spouse/child)
• Criminal Sale of Controlled 

Substance 1st – 5th

• Criminal Possession of Controlled 
substance 1st – 5th
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Safety Assessment 
Considerations

• Foster/adoptive children in the home
• Plan or request to place 

foster/adoptive children in the home
• Non-foster children in the home

AND
• The type of crime

Decision Making

• Whether to place
• Whether to continue placement
• Whether to remove
• If so, how soon

Safety Assessment 
Must Include:

• Whether subject of charge or 
conviction resides in the household

• Extent of contact with foster, or other 
children

• Status and nature of charge or 
conviction
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Additional Considerations
• Seriousness of crime
• Involvement of force or violence
• Circumstances of commission of 

crime
• Person’s explanation of crime
• Relationship between type of 

crime to child caring

Additional Considerations

• Recency of crime
• Productive time in community since 

commission of crime
• Age at occurrence of crime
• Number of crimes and pattern
• Penalties for convictions

Additional Considerations
(Child in the Home)

• Degree of unsupervised access of contact 
with the child

• Length of time child has been in the home
• Person’s influence on care and/or 

upbringing
• Strong ties or bonding with caretakers
• Child’s adjustment in the home
• Foster/adoptive parents’ success with 

other placements
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Connections Recording 
Requirements

• Safety Assessment Template
• CHRC Comment Box
• Contacts and (Interim) Home study
• Closing Report

Record Sent/Received Dates

Record Original FP Results
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Record Safety Assessment/Date

Record CHRC Comments

Record Contacts
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Complete Interim Home Study

NO Transfers

• Presumptive Disqualifier

• Hold in Abeyance

Notice to NYS OCFS of Foster 
Home Transfer
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Sending Agency

• Ascertain acceptance, effective date, 
responsible person at receiving agency

• Review and update record
• Provide home status
• Written confirmation to foster parents
• If foster children in home, establish 

case/child planning responsibility

Receiving Agency
• Review Record – note home status 

and any unmet requirements
• COMPLETE THE TRANSFER 

FORM
• Accept the transfer in 

CONNECTIONS
• Print a new Certificate to Board for 

foster parents
• Maintain WMS (POS line) and 

CCRS (agency/worker changes)

CHRU Contact Information

• Phone:  (518) 473- 8595
Fax:   (518) 486- 9470

• Bureau of Criminal Investigations 
(Legal)
John Stupp (518) 474-8490
John.Stupp@dfa.state.ny.us



10

Regional Contacts
• Rochester Regional Office

Linda Kurtz   (585) 238-8201
Linda.Kurtz@dfa.state.ny.us

• Buffalo Regional Office 
Linda Brown   (716) 847-3145
Linda.Brown@dfa.state.ny.us

• Syracuse Regional Office
Jack Klump   (315) 423-1200
JackKlump@dfa.state.ny.us

Regional Contacts
• Albany Regional Office

William McLaughlin   (518) 486-7078                    
William.McLaughlin@dfa.state.ny.us

• NYC Regional Office
Fred Levitan   (212) 383-1788
Fred.Levitan@dfa.state.ny.us

• Yonkers Regional Office
Patricia Sheehy   (914) 377-2080
Patricia.Sheehy@dfa.state.ny.us

Regional Contacts

• Out-of-State
Michelle Rafael   (518) 474-4352
Michelle.Rafael@dfa.state.ny.us



11

Intranet/ Public Folders
From Microsoft Outlook, go to 
“Public Folders”:

• All/ Statewide /OCFS/ 
ASFA-Policy/ Practice

Intranet/ Public Folders

What you’ll find:

• 00 OCFS INF-06     Sept. 21, 2000

• 00 OCFS ADM-04   Dec. 7, 2000

• 01 OCFS INF-04     Oct. 11, 2001

• 03 OCFS INF-01     Jan 7, 2003
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Additional CONNECTIONS 
Info 

NYS OCFS CONNECTIONS Website 
Link

http://sdssnet5/ocfs/connect

Enterprise Help Desk
1 (800) 697-1323
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For Evalutions and Handouts

Intranet
http://sdssnet5/ohrd

Internet
http://www.dfa.state.ny.us/ohrd
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