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I.  INTRODUCTION:

Children Required to Have Permanency Hearings

Chapter 3 of the Laws of 2005, also known  as the Governor's Permanency Bill, is broad in scope. It affects the Family Court, local social services districts and voluntary agencies.  Several of the key impacts concern permanency hearings for the following children:

· children who have entered foster care as abused or neglected children (Family Court Act Article 10);

· children who have entered foster care through a voluntary placement agreement (§384-a of the Social Services Law);

· children in foster care who have been surrendered for adoption (Social Services Law §383-c) and are completely legally free; 

· children who have been surrendered for adoption (Social Services Law §384); 
· foster children who a court has determined are completely legally free for adoption, whether in foster care pursuant to Family Court Act Articles 3 (juvenile delinquent), 7 (PINS), or 10 (abused/neglected), or  by voluntary placement or surrender; and
· children placed by the court directly with a relative or other suitable person as an outcome of a Family Court Article 10 matter.  

· It will also apply to Unaccompanied Refugee Minors in foster care.
[Note:  While the 2005 Permanency Bill does not expressly refer to Unaccompanied Refugee Minors, OCFS’ position is that the standards of the new Article 10-A relating to permanency hearings apply to such children in part in order to satisfy federal Title IV-E State Plan requirements whereby New York must afford procedural safeguards to all categories of foster children, irrespective of whether they receive Title IV-E funding or not.]

The Permanency Hearing Report

Chapter 3 of the Laws of 2005 does not apply to permanency hearings for persons in need of supervision (PINS) and juvenile deliquents (JD) in foster care who are not completely freed for adoption.

In support of the permanency hearings, Chapter 3 of the Laws of 2005 provides that a Permanency Hearing Report be provided to the Court and certain other persons (see Providing Notice and Report below).  This “GUIDE FOR CASEWORKERS: COMPLETION OF THE PERMANENCY HEARING REPORT” describes the Permanency Hearing Report and provides Guidelines to the caseworker as to how to complete the Report.  

This Guide may be downloaded at Internet site:

www.ocfs.state.ny.us
and on the left under "Resources & Information" click on "Legislation and Regulatory Agenda"; from that page, click on "Permanency Bill - Chapter 3 of 2005"; from that page, on the left click on "Guide for Caseworkers / Templates"

OR from the Intranet OCFS homepage
click on OCFS; from that page click on OCFS Internet at the top right and follow the instructions above.

Please download and review the Guide first, as it contains complete instructions about downloading and saving and using the templates.

The provisions of Chapter 3 of the Laws of 2005 that relate to the Permanency  Hearing Report are effective December 21, 2005.

The Permanency Hearing Report provides the court with the information needed to make decisions regarding the safety and well-being of the child, the family’s progress, the plan for achieving timely permanency for the child and the reasonable efforts to finalize that plan.  The requirements for the Permanency Hearing Report are detailed in §1089 of the Family Court Act (see Appendix B for the statutory language relevant to the Permanency Hearing Report). The Report must be distributed to certain required parties 14 days in advance of each permanency hearing.  The sworn original copy of the Permanency Hearing Report must be filed with the court prior to the Date Certain for the Permanency Hearing.  Each Permanency Hearing for children affected by this Law will have a Date Certain established for the permanency hearing.  Petitions for extension of placement and/or permanency hearings are no longer filed as a means to calendar the Permanency Hearing for this population.  

Date Certain

The term Date Certain means a specific day set by the court when a Permanency Hearing will be held.  It is not just a general time frame such as “within six months.”  This is a change from current procedure which required a local social services district to file a petition to be calendared for an available hearing date picked by the court within the general timeframe specified for that hearing.  The Date Certain for the initial Permanency Hearing is set at the first removal hearing, or the hearing under section 358-a of the Social Services Law approving the voluntary placement agreement or surrender.  The date for each subsequent Permanency Hearing is set at the completion of the previous Permanency Hearing.  The actual timing of the Date Certain is based on the standards set forth in FCA §1089 under the new Article 10-A of the Family Court Act, as follows:

· Initial Permanency Hearing (Non-freed Child)

Date of removal from home plus 60 days plus 6 months = no later than 8 Months;

· Initial Permanency Hearing (Completely Freed Child)

Immediately following an approval of a surrender or termination of parental rights disposition; or no later than 30 days after the court hearing completely freeing the child;

· Subsequent Permanency Hearings – Freed and Non-freed Child

No later than 6 months following the preceding permanency hearing.

The court has the authority to establish a date certain at an earlier date than the timeframes listed above, since the statute requires the Permanency Hearing date to be set “no later than” each of the specified time frames.

Permanency Hearing Report Templates

OCFS in collaboration with the Office of Court Administration (OCA), and with input from a number of local districts has developed a series of templates for the required Permanency Hearing Report to be used state-wide by local district and voluntary agency child welfare caseworkers.  These templates have been promulgated as OCA forms.  They are available for download [see Appendix B. section A.1.] Each time a Permanency Hearing Report is to be completed, users should to the OCFS website to obtain the template needed and perform a “save target as” on the appropriate template, then use the appropriate naming convention [see Appendix B. section B.5.].  

These templates are available in three versions: 

· for an individual child not freed for adoption (PH-1);

· for multiple children in the same family who are not freed for adoption (PH-2); and

· for an individual child freed for adoption (PH-3).  

Information, where applicable, can be copied and pasted from a Progress Note or Family Assessment and Service Plan (FASP) or (for children freed for adoption) a Child Assessment and Service Plan (CASP) into the Permanency Hearing Report template.  This Guide for workers has been developed to help workers “cross-walk” the information, wherever possible. 

It is anticipated that the use of these templates is temporary and that shortly after the implementation of CONNECTIONS Build 19, CONNECTIONS will generate the Permanency Hearing Report, customized for the child’s age and permanency planning goal.  OCFS recognizes that the information recorded in both the FASP/CASP and Permanency Hearing Report is quite similar, so the plan is to pre-fill much of the data on the Permanency Hearing Report from the most recently completed FASP/CASP.  The data that is pre-filled will remain modifiable.

Unless a judge specifically requests additional information, the FASP/CASP will not have to be provided to the court.  

Providing Notice and Report

Notice of the Permanency Hearing and the Permanency Hearing Report must be provided to the following:

· the child’s parent, including any non-respondent parent (unless parental rights have been terminated);

· any other person legally responsible for the child; 

· the foster parent in whose home the child currently resides, if applicable;

· the child’s law guardian;

· the attorney for respondent parent, if applicable;

· the agency supervising the child’s care, if applicable;

· any pre-adoptive parent;

· any relative providing care for the child

All former foster parents within whose home the child resided for a continuous period of 12 months must be provided only with Notice of the Permanency Hearing.  This requirement is to be met regardless of whether the foster boarding home remains open or has since closed.  

It is the intent of the law that no possible supportive relationship be overlooked when the court must determine if the plan presented by the district meets the child’s needs for timely permanency. If a placement lasted 12 months or more, it is likely that at least for some portion of that time, the child and the foster parent developed a relationship. Therefore, by sending them a notice, the district is providing the former foster parent with an opportunity to consider if they are willing and able to play a supportive role in that child’s life at this time.  

There may be reasons why the district believes that it is inappropriate to notify a former foster parent of an upcoming Permanency Hearing, including the abuse/maltreatment of the child in that home, a damaging emotional relationship, etc.  If the district has safety concerns regarding the former foster parent, then the district should address those concerns with the court and request the court to relieve the district of the obligation to provide notice.  This may be done by a motion to the court prior to the Permanency Hearing.

Verification and Timeframes

The Permanency Hearing Report is a sworn report.  This requires a simple verification by the caseworker who has prepared the report or the case manager who has read the report and can attest to the truthfulness and completeness of the report sworn before a Notary or Commissioner of Deeds, before being filed with the court or mailed.   

The Permanency Hearing Report and Notice must be mailed by regular mail 14 days before the Date Certain for the Permanency Hearing.
In addition, the required Notice (only) must be mailed by regular mail to former foster parents 14 days before the Date Certain for the Permanency Hearing.

The Notice (PH-4) provides a cover to the Permanency Hearing Report advising of the Date Certain and location of the court where the Permanency Hearing will be held regarding the child or children; or for former foster parents, it simply advises of the Date Certain and location of the court where the Permanency Hearing will be held regarding the child or children.  

The original sworn Permanency Hearing Report must be filed with the court prior to the Date Certain.  It is suggested that such filing be done at the time the Permanency Hearing Report and Notice are mailed.  The PH-4a “Statement to the Court of Permanency Hearing Report and Notice Sent” (Statement) must accompany the Permanency Hearing Report filed with the court.  The Statement contains the names and addresses of those entities who were sent the Permanency Hearing Report and/or Notice and which child or children they are associated with.  The Statement must not accompany the Permanency Hearing Report mailed to any other person, party or entity.    

Copies of the Notice and the Statement are also available in template format and they too are OCA promulgated court forms.  They are available for download [see Appendix B. section A.1.]  Once downloaded, the templates should be stored on the user’s Home Directory [see Appendix B section A.6.].  Each time a Notice or Statement is to be completed, perform a “save as” on the appropriate template and use the appropriate naming convention [see Appendix B. section A.5.].

II.  HOW TO COMPLETE A PERMANENCY HEARING REPORT AND NOTICE

There are three versions of the Permanency Hearing Report.  It is important to select the appropriate version.

Use the version Permanency Hearing Report for Multiple Children (PH-2) for children who are NOT completely free for adoption when:

· all children in the same family are scheduled to have a Permanency Hearing at the same time; and

· the children have at least one parent in common (but if any confidentiality concerns among parent recipients exist, use the Individual Report); and

· the children are placed together; if placed apart again consider confidentiality.

Reponses about each child must be individualized on the Multiple Children Report.
Use the version Permanency Hearing Report for Individual Child (PH-1) for a child who is NOT completely free for adoption when:

· a child is “partially free” and another child in the family is not free for adoption;

· any of the Multiple Children Report conditions are not met; or

· whenever it is equally or more convenient for the caseworker or the Court has directed an Individual Child Permanency Hearing Report be used. 

Always use the version Permanency Hearing Report for Freed for Adoption Individual Child (PH-3) for:

· each child completely legally free for adoption.

III.  TEMPLATE EFFICIENCIES  

Permanency Hearing Report users have the following efficiencies in using the Template versions:

· Templates have spell check; however, no text tools are available (i.e. font cannot be changed, no bolding, underlining, italicizing, etc.)

· Each report will pull over and pre-fill in the heading area of each page the “Case #” and “Docket #” entered on the top of the first page.  These numbers will only display after you either click on File/Print Preview to view the document OR close the document and reopen it.

· Multiple users can contribute to a Permanency Hearing Report 
· by e-mailing the report to appropriate district and voluntary agency workers involved directly in the case (assessment and/or service provision).  The security guidelines for e-mailing must be followed.  (See http:ocfs.state.nyenet/connect on the intranet; scroll down to the Security page and access “Security Guidelines for using Electronic Communication for Sharing Case Specific Information.”)  E-mailed versions are to be password protected [see Appendix B. section B.]; workers are to have a separate contact with each other in order to relay the passwords that will unprotect and may provide either or both read and write access, as appropriate to the template. 

· Users can “copy/paste” from a FASP or Progress Note into the template.  Information from a template cannot be copied into another template or outside document.  

· A template can be saved as many times as necessary, as work continues.  A template can be “saved as” and then modified as necessary, which can preserve previous iterations, if necessary.

· The Report, Notice and Statement can be printed.

· The Report and Notice can be e-mailed to those to whom the law requires it be mailed.  Caution is indicated when using the e-mail capability.  These reports are highly confidential and should be e-mailed in final form, with Read Only access [see Appendix B. section B.] solely to those required to receive them by law.  If e-mail is used, the Permanency Hearing Report and Notice must also be mailed by conventional mail 14 days before the date of the Permanency Hearing.  Although the Permanency Hearing Report and Statement may be e-mailed to the court prior to the Date Certain, an original sworn copy must also be filed with the court prior to the Date Certain. 
· Users can access the most recent previous Permanency Hearing Report, Notice and/or Statement to begin the next Report, Notice or Statement, by doing a “save as.”  

· The Multiple Children Report (PH-2) allows the worker to add as many children to the report as necessary.  This means that any “grid” can have rows added to it.  The added rows will be pre-filled with the necessary text, if there is text in the row.  In order to add a row, see Appendix B. section C.  

· The Parents and or Persons Legally Responsible grid on the first page of the Individual and Multiple Children reports is also expandable to accommodate as many names as the user requires.  In order to add a row, see Appendix B. section C.  Likewise, as many rows as necessary rows can be added to all the name and address grids in the Statement.  In order to add a row, see Appendix B. section C.     

· All narrative boxes expand to accommodate as much text as the user inputs.

IV.  MEETING THE NOTICE REQUIREMENT FOR FORMER FOSTER PARENTS

For all children for whom permanency hearings are required, the district or agency must do an inquiry in CCRS to ascertain the foster care history of the child.  Using Historical Inquiry for Movement (M codes), users can display the district and cross-district foster care history for the child.  Any foster care placement periods longer than 12 months must be noted.  A facility inquiry using the facility ID number can be used to learn if the foster care placement was in a foster boarding home (as opposed to a congregate care facility) and, if so, the name and address of the former foster parent(s).  Those foster parent(s) in whose home the child resided for at least 12 months are to be sent the Permanency Hearing Notice.  Every effort must be made to determine if the child was ever in foster care outside of New York State and, if so, to contact the relevant state(s) to gather information about those former foster care placements as well, so that the Permanency Hearing Notice requirement can be fully met.   

Since the former foster parents only receive the Notice that simply advises of the Date Certain and location of the Permanency Hearing regarding the child or children, they may need additional information about what a Permanency Hearing is.  It is suggested that a supplemental enclosure be included with the Notice to describe the Permanency Hearing and provide a caseworker contact in addition to the attorney contact on the Notice.   A sample enclosure is included as Appendix A.   
V.  ADDRESS INFORMATION

No address information about any of the participants in a Permanency Hearing (including the child's address), nor the child’s school address information should be included in any Permanency Hearing Report.

VI.  HEALTH INFORMATION

Concerning the inclusion of confidential HIV related information in the Permanency Hearing Report, such information may be included only if all the persons to whom you are sharing the report are authorized under the Public Health Law to have access to such information.
VII.  A NOTE ABOUT THE PERMANENCY PLAN

In some counties the judge, may require advance notice of a proposed change to the child’s permanency planning goal.   If your county requires advance notice of such plan changes, such notice must still be provided. 

Although the PH-3 (Freed Child) lists all possible permanency planning goals, keep in mind that it is unlikely that the following two permanency planning goals would ever be used:  Referral for Legal Guardianship and Permanent Placement with Fit and Willing Relative.  Once a child is freed for adoption, a relative may no longer obtain custody.  Custody under Article 6 is not available for a freed child.  Adoption or relative foster care is the only way a child can be placed with a relative and the only guardianship that is available is adult guardianship.    
VIII.  CROSS-WALKING WITH CONNECTIONS

Each version of the Permanency Hearing Report is divided into multiple sections and each section contains one or more questions.  Guidelines for cross-walking CONNECTIONS information follow and are set up by version, by section.

Permanency Hearing Report

PH-1    Individual Child

and

Permanency Hearing Report

PH-2    Multiple Children

General Information/Face Sheet

FSS/CWS > Case Summary: the Case Summary window displays all of the stages (open or closed) that are part of the case and the names of workers who are currently assigned to active stages (or historical workers if the stage is closed).  The Case Summary window can be accessed from the Case List.  This Case Summary window is view only and lists all the stages in a specific case and provides a brief overview of case information.  The Case Summary window can also be accessed from the Assigned Workload > Tasks button > Family Services Stage > Case Summary tab > Case Summary window.  This Case Summary window contains the Stage Information grid and the Worker Information grid. 

FSS/CWS > Stage Composition > Family Relationship Matrix: the Family Relationship Matrix contains household and family composition information including person demographics, addresses and telephone numbers.  The Relationship Matrix button opens up the Family Relationship Matrix window, which displays stage composition (household/family composition) and the relationship among individuals.

Section I. Permanency Plan Summary

FSS/CWS > FASP > Tracked Child Detail: the tracked child detail window provides child specific information including the child’s Permanency Planning Goal (PPG), Program Choice (PC).

Section II. Permanency Planning

FSS/CWS > FASP > Foster Care Issues: Foster Care Issues is grouped into seven sub-nodes on the FASP tree.  Each sub-node consists of specific questions and supporting narratives.  Some questions are customized based on the child’s PPG or other factors, such as the child’s age.  Only the questions that are applicable will display.  Each sub-node contains a series of tabs.  Each tab displays one or more yes/no questions and supportive narrative fields.  Permanency Planning information may be found in the following sub-nodes:

· Appropriateness of Placement: Use this sub-node to view recorded details regarding the child’s location, justification for placement, continuity of placement, continuity of environment and culture, and alternatives to placement that were considered.
· Adjustment and Functioning: Use this sub-node to view recorded information on child safety in the specific foster care setting and the child’s adjustment to foster care.  This information is also used to assess the child’s current level of functioning in the placement setting.
· Permanency Progress and Concurrent Planning: Use this sub-node to view recorded information on efforts made toward achieving the child’s PPG, including efforts made to establish a concurrent plan if reunification is not likely.
· Life Skills Assessment: Use this sub-node to view recorded information detailing a youth’s (age 14 or older) ability to perform specific life skills and what services are necessary to maintain or enhance a desired life skill competency level. 
· Family/Child Visiting Plan and Evaluation: Use this sub-node to view recorded visitation information between children in care and parents, siblings, and other visits with significant persons and, in subsequent FASPs, the Visiting Plan evaluation. 
· Family/Child Visiting Grid: Use this sub-node to view family/child visitation information recorded in case Progress Notes, based on the following types: 
· Attempted Family/Permanency Discharge Resource Visitation

· Attempted Sibling Visitation

· Family/Permanency Discharge Resource Visitation

· Sibling Visitation

· Discharge: Use this sub-node to view the recorded discharge type and specifics regarding Discharge Planning.
FSS/CWS > Family Assessment and Service Plan > FASP tree > Non-LDSS Custody – Relative/Resource Placement: the Non-LDSS Custody – Relative/Resource Placement window supports the recording of placement information for any child with a Program Choice of “Non-LDSS Custody – Relative/Resource Placement”, which consists of three sub-nodes:

· Placement and Permanency Issues

· Appropriateness of Alternative Setting

· Placement Functioning

· Permanency Progress

· Record Return Home

· Life Skills Assessment

· Family/Child Visiting Plan

FSS/CWS > Tasks > Progress Notes: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries.  The Progress Notes window is comprised of three sections: the search fields at the top of the window, the search results grid in the middle, and the buttons along the bottom.  The fields at the top of the window are the search criteria that can be selected to search Progress Notes by “type” or “purpose”. 

Section III.  Reasonable Efforts To Finalize Permanency

FSS/CWS > FASP > Foster Care Issues > Permanency Progress/ Concurrent Planning: the Permanency Progress/Concurrent Planning window provides guidance regarding actions that should be taken and documented to achieve the primary goal (Permanency Progress) and concurrent goals (Concurrent Planning), and the parent’s or discharge resource’s progress towards achieving those goals. Note: See CONNECTIONS Case Management Step-By-Step Guide, Appendix I-1, for a description of which tabs display under which Stage Type (CWS or CCR), PPG for the selected child and FASP type (INI, COMP, REAS).  The following tabs may display on the Permanency Progress/Concurrent Planning window:

· Progress Toward Permanency

· TPR Petition

· Parent Location

· Alternative Permanency Resources

· Concurrent Planning Discussion with Parents

· Concurrent Planning Discussion with Foster Parents

· Adoption Discussion

· Adoption Readiness

· Legal Status

· Placement Status

· Barriers to Finalization of Adoption

· Consent to Adoption

· Resource Connection

· Readiness for Adult Residential Care
Section IV.  Children’s Placement(s)

Assigned Workload > Tasks > FSS Stage Composition > FASP > Tracked Child Detail > Placement Information: the Placement Information tab displays CCRS/CONNECTIONS placement data.  This tab is active only if one or more children in the stage have a Program Choice (PC) of “Placement”. Select a child from the Select Child grid by clicking on the gray box to the left of the child’s name.  The child’s placement information will display in the CCRS/CONNECTIONS placement data section.  Historical placement data exists in CCRS.

Section V.  Parent Status and Services Provided

FSS/CWS > FASP > Service Plan: the Service Plan component of the Family Assessment and Service Plan (FASP) is part of the FASP tree.  The Service Plan is required for each Initial, Comprehensive and Reassessment FASP and may be updated for all Plan Amendment status changes.  Workers can create, view and modify Service Plan information and can also print parts of the Service Plan for use in court or when working in the field with the family.  A complete Service Plan includes the following components:

· Outcome and Activity Blocks (O&A Blocks): each O&A Block consists of a problem statement that specifies the behavior, underlying condition or circumstance that needs to change, a description of the activities and services that will support that change, and a statement of the desired result/outcome of the change.

· Services Needed: this component is used to document the services needed for the plan, the beneficiary of the services and the status of those services.
· Family Involvement Narrative: This component contains documentation of the amount and nature of the family’s input into the Service Plan, including the family’s requests for specific services or changes to the plan.

FSS/CWS > Tasks > Progress Notes tab: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries, including but not limited to, documentation of casework contacts and case planning with the parents/caretakers.

Section VI.  Visiting

FSS/CWS > FASP > Foster Care Issues > Family/Child Visiting Plan: workers use the Family/Child Visiting Plan window to record all information regarding Visiting Plans in a FASP, as well as the details of new plans.  Visiting Plans must be recorded for all children in Foster Care and can be recorded for children in Non-LDSS Custody.  Visiting Plans record the frequency, duration and location of visits, along with an explanation of any special conditions that must be met; and describe what must occur during visits to support the parent/child relationship.

FSS/CWS > Tasks > Progress Notes tab: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries.  There are specific data fields in the section on “type” that contain the following values: Attempted Family Visitation/PDR, Attempted Sibling Visitation, Family/PDR Visitation, Sibling Visitation, and Other Visitation.

Section VII.  Services Provided to Children

FSS/CWS > FASP > Service Plan > Outcome and Activity Blocks: each O&A Block consists of a problem statement that specifies the behavior, underlying condition or circumstance that needs to change, a description of the activities and services that will support that change, and a statement of the desired result/outcome of the change.

FSS/CWS > FASP > Service Plan > Services Needed: this component is used to document the services needed for the plan, the beneficiary of the services and the status of those services.

FSS/CWS > Tasks > Progress Notes: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries, including but not limited to, documentation of casework contacts, case planning and service provision to children.

FSS/CWS > FASP > Foster Care Issues > Life Skills Assessment: a Life Skills Assessment must be completed for each child 14 years of age and older in foster care placement.  The Life Skills Assessment sub-node is designed to support a worker’s assessment of the knowledge and capability a child has regarding specific life skills and to enable the worker to determine whether further instruction in individual areas is necessary to help the child acquire, enhance or maintain those skills.

Section VIII. Children’s Health and Well-Being 

FSS/CWS > Tasks > Progress Notes tab: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries. There is a specific data field in the section on “purpose” that has a value of “Medical”.  “Medical” progress notes reference where existing medical records and information are located, identify appointments that are essential for the child, and summarize relevant information that affects the child or family’s health, safety and well-being.  Workers must not disclose specific health information related to HIV, reproductive rights, or other confidential health information within the body of the Progress Note.

External Case Documentation/Paper Case Record: the paper record may contain copies of a child’s medical, dental and/or mental health records and related referrals and/or evaluations, i.e. immunization records, physical exams, etc.

Section IX.  Children’s Education

FSS/CWS > Tasks > Progress Notes: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries.  There is a specific data field in the section on “purpose” that has a value of “Educational Planning”. 

External Case Documentation/Paper Case Record: the paper record may contain copies of a child’s educational records, i.e. Individual Educational Plan (IEP), school records etc.

Permanency Hearing Report

PH- 3   Freed for Adoption Individual Child

General Information/Face Sheet

Child Case Record (CCR): A Child Case Record is created when a child is completely legally freed for adoption, including those children who may not have a goal of adoption or be placed in an adoptive setting.  The child must have a Program Choice of “Placement” and be younger than 21 years of age.  The CCR is a completely separate type of Family Services Stage (FSS/CCR).  

FSS/CCR > Case Summary: the Case Summary window displays all of the stages (open or closed) that are part of the case and the names of workers who are currently assigned to active stages (or historical workers if the stage is closed).  The Case Summary window can be accessed from the Case List.  This Case Summary window is view only and lists all the stages in a specific case and provides a brief overview of case information.  The Case Summary window can also be accessed from the Assigned Workload > Tasks button > Family Services Stage > Case Summary tab > Case Summary window.  This Case Summary window contains the Stage Information grid and the Worker Information grid. 

Section I. Permanency Plan Summary

FSS/CCR > FASP > Tracked Child Detail: the tracked child detail window provides child specific information including the child’s Permanency Planning Goal (PPG), Program Choice (PC).

Section II. Permanency Planning

FSS/CCR > FASP > Foster Care Issues: Foster Care Issues is grouped into seven sub-nodes on the FASP tree.  Each sub-node consists of specific questions and supporting narratives.  Some questions are customized based on the child’s PPG or other factors, such as the child’s age.  Only the questions that are applicable will display.  Each sub-node contains a series of tabs.  Each tab displays one or more yes/no questions and supportive narrative fields.  Permanency Planning information may be found in the following sub-nodes:

· Appropriateness of Placement: Use this sub-node to view recorded details regarding the child’s location, justification for placement, continuity of placement, continuity of environment and culture, and alternatives to placement that were considered.
· Adjustment and Functioning: Use this sub-node to view recorded information on child safety in the specific foster care setting and the child’s adjustment to foster care.  This information is also used to assess the child’s current level of functioning in the placement setting.
· Permanency Progress and Concurrent Planning: Use this sub-node to view recorded information on efforts made toward achieving the child’s PPG.
· Discharge: Use this sub-node to view the recorded discharge type and specifics regarding Discharge Planning.   

FSS/CCR > Tasks > Progress Notes: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries.  The fields at the top of the window are the search criteria that can be selected to search Progress Notes by “type” or “purpose”.  Specific “purpose data fields” containing the values of “Pre-Adoption Activities”, “Adoption Activities” and “Child Preparation” may be particularly relevant to permanency planning for the freed child. 

Section III.  Reasonable Efforts To Finalize Permanency

FSS/CCR > FASP > Foster Care Issues > Permanency Progress/ Concurrent Planning: the Permanency Progress/Concurrent Planning sub-node includes several tabs that provide guidance regarding actions that should be taken and documented to achieve the permanency planning goal (Permanency Progress) for the child freed for adoption, and the pre-adoptive parent’s or discharge resource’s progress towards achieving those goals. Note: See CONNECTIONS Case Management Step-By-Step Guide, Appendix I-1, for a description of which tabs display under which Stage Type (CWS or CCR), PPG for the selected child and FASP type (INI, COMP, REAS).  The following tabs may display on the Permanency Progress/Concurrent Planning window for FSS/CCR stages:

· Progress Toward Permanency

· Alternative Permanency Resources

· Adoption Readiness

· Placement Status

· Barriers to Finalization of Adoption

· Consent to Adoption

· Resource Connection

· Readiness for Adult Residential Care
Section IV.  Child’s Freeing For Adoption and Placement(s)

Assigned Workload > Tasks > FSS Stage Composition > FASP > Tracked Child Detail > Placement Information: the Placement Information tab displays CCRS/CONNECTIONS placement data.  This tab is active only if one or more children in the stage have a Program Choice (PC) of “Placement”. Select a child from the Select Child grid by clicking on the gray box to the left of the child’s name.  The child’s placement information will display in the CCRS/CONNECTIONS placement data section.  Historical placement data exists in CCRS.

FSS/CCR > FASP > Foster Care Issues > Appropriateness of Placement > Location of Child: the narrative section on the Location of Child tab allows the caseworker to record the reason a placement setting was selected.  For FSS/CCR stages, the tab displays the following question:

“Is the child placed a substantial distance from his/her siblings or out of state?”  Information regarding the child’s specific needs and how the placement responds to the appropriate level of care for that demonstrated need should also be recorded.

FSS/CCR > Plan Amendment: A Plan Amendment is a type of FASP that is used to record any significant changes that occur between FASP cycles. A Plan Amendment may be completed for any approved FASP type and is supported for both FSS/CWS and FSS/CCR stages.  All FSS/CCR stages begin with a Plan Amendment (Child Legally Freed).  Information that has been previously recorded on these windows is brought forward from the most recently approved FASP or Plan Amendment.   The specific status changes available for an FSS/CCR stage include, but are not limited to, the following:

· Child Moved from One Foster Care Setting to Another

· Child Discharged to Home, Relative or Other Caretaker

· Adolescent Discharged to Independent Living

· Child Discharged to Adult Residential Care

· Child Discharged to Adoption

· Child is Legally Freed

· Visitation Plan Changed 

Section V.  Visiting

FSS/CCR > FASP > Foster Care Issues > Family/Child Visiting Plan: workers use the Family/Child Visiting Plan window to record all information regarding Visiting Plans in a FASP, as well as the details of new plans.  Visiting Plans must be recorded for all children in Foster Care and can be recorded for children in Non-LDSS Custody.  Visiting Plans record the frequency, duration and location of visits, along with an explanation of any special conditions that must be met; and describe what must occur during visits to support the parent/child relationship. 

FSS/CCR > Tasks > Progress Notes tab: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries.  There are specific data fields in the section on “type” that contain the following values: Attempted Family Visitation/PDR, Attempted Sibling Visitation, Family/PDR Visitation, Sibling Visitation, and Other Visitation.

Section VI.  Services Provided to Child

FSS/CCR > FASP > Service Plan > Outcome and Activity Blocks: each O&A Block consists of a problem statement that specifies the behavior, underlying condition or circumstance that needs to change, a description of the activities and services that will support that change, and a statement of the desired result/outcome of the change.

FSS/CCR > FASP > Service Plan > Services Needed: this component is used to document the services needed for the plan, the beneficiary of the services and the status of those services.

FSS/CCR > Tasks > Progress Notes: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries, including but not limited to, documentation of casework contacts, case planning and service provision to children.

FSS/CCR > FASP > Foster Care Issues > Life Skills Assessment: a Life Skills Assessment must be completed for each child 14 years of age and older in foster care placement.  The Life Skills Assessment sub-node is designed to support a worker’s assessment of the knowledge and capability a child has regarding specific life skills and to enable the worker to determine whether further instruction in individual areas is necessary to help the child acquire, enhance or maintain those skills.

Section VII.  Other Services

FSS/CCR > FASP > Service Plan > Outcome and Activity Blocks: each O&A Block consists of a problem statement that specifies the behavior, underlying condition or circumstance that needs to change, a description of the activities and services that will support that change, and a statement of the desired result/outcome of the change.

FSS/CCR > FASP > Service Plan > Services Needed: this component is used to document the services needed for the plan, the beneficiary of the services and the status of those services.

FSS/CCR > Tasks > Progress Notes: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries, including but not limited to, documentation of casework contacts, case planning and service provision to children and families/caretakers
Section VIII. Children’s Health and Well-Being 

FSS/CCR > Tasks > Progress Notes tab: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries. There is a specific data field in the section on “purpose” that has a value of “Medical”.  “Medical” progress notes reference where existing medical records and information are located, identify appointments that are essential for the child, and summarize relevant information that affects the child or family’s health, safety and well-being.  Workers must not disclose specific health information related to HIV, reproductive rights, or other confidential health information within the body of the Progress Note.

External Case Documentation/Paper Case Record: the paper record may contain copies of a child’s medical, dental and/or mental health records and related referrals and/or evaluations, i.e. immunization records, physical exams, etc.

Section IX.  Children’s Education

FSS/CCR > Tasks > Progress Notes: the Progress Notes functionality in CONNECTIONS enables workers to search, sort and view specific types of progress note entries.  There is a specific data field in the section on “purpose” that has a value of “Educational Planning”.  

External Case Documentation/Paper Case Record: the paper record may contain copies of a child’s educational records, i.e. Individual Educational Plan (IEP), school records etc.

APPENDIX A:

(Sample Enclosure to Accompany Notice to Former Foster Parents)

Dear Former Foster Parent:

You are invited to a Permanency Hearing because you provided foster care to a child or children for a continuous period of at least one year, and that child remains in foster care or out-of-home placement.  The child or children may or may not be free for adoption.  A permanency hearing is a court hearing before a judge or referee to review the health, safety and well-being of a child who has been removed from his or her home and placed in foster care or placed with a relative or other suitable person.  The court will also review the child's permanency plan.  The permanency plans that the court may approve or order are:

· That the child be returned to the parent;

· That the child be placed for adoption and that the agency may be directed to file a petition for termination of parental rights;

· That the child be referred for legal guardianship;

· That the child be placed with a fit and willing relative; or

· That the child be placed in another planned permanent living arrangement with a significant connection to an adult, if it is not in the best interests of the child to return home, be adopted, be referred for guardianship or be placed with a fit or willing relative.


You have the right to appear and be heard on the permanency plan for the child or children for whom you previously provided foster care. 

If you have an interest in becoming a resource for the child or children, or you have any questions about the upcoming Permanency Hearing, please contact:

_______________________________ 

(name)

_______________________________

(title)

_______________________________

(phone number)

APPENDIX B:

Template Instructions

These instructions guide the steps necessary to successfully complete the following:

A. Opening and Saving the Templates

B. Password Protecting and E-mailing the Templates

C. Tips for Completion of the Templates

D. Setting Macro Security Levels in Word

A. Steps for Opening and Saving the Templates

1. The user should go to the OCFS website to obtain the templates each time they are needed because the forms may change and the most recent changes will be on the website.  Do not download blank templates for later use as they may become obsolete.

2. Go to the OCFS Internet website [www.ocfs.state.ny.us] and on the left under "Resources & Information" click on "Legislation and Regulatory Agenda"; from that page, click on "Permanency Bill - Chapter 3 of 2005"; from that page, on the left click on "Guide for Caseworkers / Templates" OR from the Intranet OCFS homepage, click on OCFS: from that page click on OCFS Internet at the top right and follow the instructions above.
3. Right click on the desired Template. 
4. Select “Save Target As” from the dialogue box.

5. Rename the document, using the following convention:
Last Name, First Name and Case Number of child (if more than one child use the Last Name, First Name and Case Number of the oldest child).  In order to have completed Permanency Hearing Reports identifiable by date and as “Initial” or “Subsequent” regarding the same child or children, this may be added to the name.   (Do not use slashes (/), dashes (-) or dots (.) in the name.)
6. In the “Save As Type” field, select “All Files”.

7. For the “Save In”, select your Home directory folder.  This folder has been automatically created on the H drive and is named with your HSEN ID.  DO NOT store any document with client information, including a filled in Template, on your C drive or any removable storage media, such as a floppy disk or recordable CD. 
8. Click Save, and then select Open from the dialogue box, if you want to work on it right away.  You can also just save it and go back to work on it later.
B. Steps for Password Protecting and E-Mailing Templates
Two passwords must be selected, one to allow opening of a template in “read only” format and another to allow the template to be completed (filled in) or modified.  The password for “read only” access should be different from the password for completing or modifying a template.  Do not use the same password for both activities.
The user must determine who is to receive the template and if the recipient is allowed to modify the template.  
If the recipient is permitted to modify the template:
Prior to e-mailing a template, it must be password protected.  To do this, follow the steps below:

1. Open Document.
2. Go to Tools Menu; Click on Options.
3. Options Folder Appears; Select the “Save” Tab.
4. Enter Password in the Password to Modify cell.
5. Click OK and confirm password; Click OK.
6. Now the document is secure and may be e-mailed.  Call the e-mail recipient and give them the password.  If the recipient cannot be reached by phone, the password may be sent in a separate e-mail.  NEVER send the password in the same e-mail with the document.  The e-mail subject line should never contain the password nor any reference to the password being sent.
If the recipient is permitted only to open and read (but not modify) the template:
The following steps will create  “Read Only” access template that is password protected:

1. Open Document.
2. Go to Tools Menu; Click on Options.
3. Options Folder Displays; Select the “Save” Tab.
4. Enter Password in the Password to Open cell. 
5. Select the Read Only Recommended. 
6. Click OK and confirm password; Click OK.
7. Now the document is secure and may be e-mailed.  Call the e-mail recipient and give them the password.  If the recipient cannot be reached by phone, the password may be sent in a separate e-mail.  NEVER send the password in the same e-mail with the document.  The e-mail subject line should never contain the password nor any reference to the password being sent.
C. Tips for Completion of the Templates

· Tables (grids) that may require multiple rows have been set up with two rows.  To add more rows, place your cursor within the table and click on the button ‘PH Form Add Row’ (located on the tool bar at the top of document).  Once a row is added it cannot be deleted. 

· Each report will pull over and pre-fill in the heading area of each page the “Case #” and “Docket #” entered on the top of the first page.  These numbers will only display after you either click on File/Print Preview to view the document OR close the document and reopen it.
· To move from field to field, use the “Tab” key. Tab will enter data and move to next entry field.  You may also place your mouse into each entry field.
· The “Enter” key will act as a hard return and should only be used when entering narrative. 
· Several standard date entry formats are accepted.  All will be reformatted to a single standard.  For example, 06/06/04 will be reformatted to 6/6/2004.
· After the last entry in the form, “Tab” will return to the beginning of the template to review/print.
· Spell check may be performed by clicking on the ‘PH Form Spell Check’ button located on the tool bar at the top of the document. 
Setting Macro Security Levels in Word

Microsoft Word offers the following levels of security to reduce the chances that macro viruses will infect your documents, templates, or add-ins: 

· High:  If you have your security set to High, the macros in the templates, which are unsigned macros, will be automatically disabled, and Word will open the template without any warning that the macro is disabled.  You will be able to tell because the pushbuttons will not appear in the toolbar. The security setting should be changed to medium to run the macros in the templates.

· Medium:  Word displays a warning whenever it encounters a macro from a source that is not recognized as being from a trusted site.  You can choose whether to enable or disable the macros when you open the document.  If the document might contain a virus, you should choose to disable macros.  For these templates, click on “enable.”  When the templates open the pushbuttons will appear.

· Low:  It is recommended that users never use this setting because you cannot be sure that the documents and add-ins you open are safe.  If you select this option, it turns off macro virus protection in Word.  At this security level, macros are always enabled when you open documents, and an unwanted macro that can cause harm can be enabled. 

Steps for Checking and Changing Your Microsoft Word Macro Security:

1. Open Microsoft Word (a blank document will display)

2. Select Tools menu – Click on Macro, then Select Security

3. Security box will display

4. Select Medium 

5. Click OK

If your LAN administrator has not enforced a security level for your organization, you can change the security level at any time by following the directions above.  If you have any questions or problems opening the templates with macros, please contact your LAN administrator.

Please note that making a change for macro security only needs to be completed once, and from that point forward, the security will be changed for all Microsoft documents. The reason that it is recommended that security to be set to Medium is that the templates contain macros.  Setting the security to Medium allows the user to disable or enable macros when opening a document that contains macros.  When opening a template that contains macros, the macros will not be automatically enabled.  This will protect the user from opening a macro from an unknown source that may contain a virus or worm.

APPENDIX C:

(Statutory Provisions Concerning the Permanency Hearing Report from Chapter 3 of the Laws of 2005)

§  1087.  Definitions.  (e) "Permanency hearing report" shall mean a sworn report submitted by
the social services district to the court and the parties prior to each permanency hearing regarding the health and well-being of the child, the reasonable efforts that have been made since the last hearing to promote permanency for the child, and the recommended permanency plan for the child.

§  1089 (b)  Notice  of  permanency  hearings. 

(1) No later than fourteen days before the date certain for a permanency hearing scheduled  pursuant  to this  section, the local social services district shall serve the notice of the permanency hearing and the permanency hearing report  by  regular mail upon:

         (i)  the  child's  parent  including any non-respondent parent and and             other person legally responsible for the child's care at the most recent address known to the local social services district or agency,  and  the     foster  parent  in  whose home the child currently resides, each of whom shall be a party to the proceeding; and

        (ii) the agency supervising the care of the child  on  behalf  of  the      social services district with whom the child was placed, the child's law guardian, and the attorney for the respondent parent.

(2)  The  notice  and  the  permanency  hearing  report  shall also be      provided to any pre-adoptive parent or relative providing care  for  the      child.  The notice of the permanency hearing only shall be provided to a      former foster parent in whose home the child previously had resided  for a  continuous period of twelve months in foster care, if any.  Provided, however, that such pre-adoptive parent, relative, or former foster parent,  on  the  basis  of such notice, shall have an opportunity to be heard but shall not be a party to the permanency hearing. The failure of such pre-adoptive parent, relative or former foster parent to appear at a permanency hearing shall constitute a waiver of the opportunity to be heard. Such failure to appear shall not cause a delay of the permanency hearing  nor be a ground for the invalidation of any order issued by the court pursuant to this section. 

§  1089 (c) Content of the permanency hearing report.  The permanency hearing
report shall include, but need not be limited to, up-to-date and accurate information regarding:

(1) the child's current permanency goal, which may be:

        (i) return to the parent or parents;

        (ii) placement for adoption with the local social services official filing   a petition for termination of parental rights; 

        (iii) referral for legal guardianship;

        (iv) permanent placement with a fit and willing relative; or

        (v) placement in another planned permanent living arrangement that includes a significant connection to an adult who is willing to be a permanency resource for the child, including documentation of the compelling reason for determining that it would not be in the best interests of the child to be returned home, placed for adoption, placed with a legal guardian, or placed with a fit and willing relative; 

(2) the health, well-being, and status of the child since the last hearing including:

       (i) a description of the child's health and well-being;

       (ii) information regarding the child's current placement;

       (iii)  an update on the educational and other progress the child has made since the last hearing including a description of the steps that have been taken by the local social services district or agency to enable prompt delivery of appropriate educational and  vocational services to the child, including, but not be limited to:

       (A)  where the child is subject to article sixty-five of the education law or elects to participate in an educational program leading to a high school diploma, the steps that the local social services district or agency has taken to promptly enable the child to be enrolled or to continue enrollment in an appropriate school or educational program leading to a high school diploma;

       (B)  where the child is eligible to be enrolled in a pre-kindergarten program pursuant to section thirty-six hundred two-e of the education law, the steps that the local social services district or agency has taken to promptly enable the child to be enrolled in an appropriate pre-kindergarten program, if available;

      (C)  where the child is under three years of age and is involved in an indicated case of child abuse or neglect, or where the local social services district suspects that the child may have a disability as defined in subdivision five of section twenty-five hundred forty-one of the public health law or if the child has been found eligible to receive early intervention or special educational services prior to or during the foster care placement, in accordance with title two-A of article twenty-five of the public health law or article eighty-nine of the education law, the steps that the local social services district or agency has taken to make any necessary referrals of the child for early intervention, pre-school special educational or special educational evaluations or services, as appropriate, and any available information regarding any evaluations and services which are being provided or are scheduled to be provided in accordance with applicable law; and 

     (D)  where the child is at least sixteen and not subject to article sixty-five of the education law and elects not to participate in an educational program leading to a high school diploma, the steps that the local social services district has taken to assist the child to become gainfully employed or enrolled in a vocational program;

     (iv) a description of the visitation plan or plans describing the persons with whom the child visits, including any siblings, and the frequency, duration and quality of the visits;

     (v) where a child has attained the age of fourteen, a description of the services and assistance that are being provided to enable the child to learn independent living skills; and

     (vi) a description of any other services being provided to the child;

 (3) the status of the parent, including:

     (i) the services that have been offered to the parent to enable the child to safely return home;

    (ii) the steps the parent has taken to use the services;

    (iii) any barriers encountered to the delivery of such services;

    (iv) the progress the parent has made toward reunification; and

    (v)  a  description  of any other steps the parent has taken to comply with and achieve the permanency plan, if applicable.

  (4) a description of the reasonable efforts to achieve the child's permanency plan that have been taken by the local social services district or agency since the last hearing.  The description shall include:

     (i)  unless the child is freed for adoption or there has been a determination by a court that such efforts are not required pursuant to section one thousand thirty-nine-b of this act, the reasonable efforts that have been made by the local social services district or agency to eliminate the need for placement of the child and to enable the child to safely return home, including a description of any services that have been provided;

    (ii) where the permanency plan is adoption, guardianship, placement with a fit and willing relative or another planned permanent living arrangement other than return to parent, the reasonable efforts that have  been  made by the local social services district or agency to make and finalize such alternate permanent placement, including a description of any services that have been provided;

    (iii)  where return home of the child is not likely, the reasonable efforts that have been made by the local social services district or agency to evaluate and plan for another permanent plan and any steps taken to further a permanent plan other than return to the child's parent; or 

   (iv)  where a child has been freed for adoption, a description of the reasonable efforts that will be taken to facilitate the adoption of the child; and

 (5) the recommended permanency plan including:

    (i)  a recommendation regarding whether the child's current permanency goal should be continued or modified, the reasons therefor, and the anticipated date for meeting the goal;

    (ii)  a recommendation regarding whether the child's placement should be extended and the reasons for the recommendation;

    (iii) any proposed changes in the child's current placement, trial discharge or discharge that may occur before the next permanency hearing;

    (iv) a description of the steps that will be taken by the local social services district or agency to continue to enable prompt delivery of appropriate educational and vocational services to the child in his or her current placement and during any potential change in the child's foster care placement, during any trial discharge, and after discharge of the child in accordance with the plans for the child's placement until the next permanency hearing;

    (v) whether any modification to the visitation plan or plans is recommended and the reasons therefor;

    (vi) where a child has attained the age of fourteen or will attain the age of fourteen before the next permanency hearing, a description of the services and assistance that will be provided to enable the child to learn independent living skills;

   (vii) where a child has been placed outside this state, whether the out-of-state placement continues to be appropriate, necessary and in the best interests of the child;

    (viii)  where return home of the child is not likely, the efforts that will be made to evaluate or plan for another permanent plan; and

   (ix) in the case of a child who has been freed for adoption:

    (A) a description of services and assistance that will be provided  to the  child  and the prospective adoptive parent to expedite the adoption of the child;

    (B) information regarding the child's eligibility for adoption subsidy pursuant to title nine of article six of the social services law; and

    (C) if the child is over age fourteen and has voluntarily withheld his or her consent to an adoption, the facts and circumstances regarding the child's decision to withhold consent and the reasons therefor.
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