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The purpose of this release is to set forth the existing requirenents
pertaining to retention of material in the foster boarding hone record and
the policy on transferring foster boarding hones between aut hori zed
agenci es.

Prior to inplenmentation of the Foster Adoptive Devel opnent (FAD) conponent
of CONNECTIONS, all materials related to the certification or approval,
recertification or reapproval of foster boarding honmes were retained in
paper (hard copy) format by the authorized agency. For the purposes of this

rel ease, that record will be referred to as the "provider record.” Wile
certain itens relating to the foster boar di ng hone certification,
recertification, approval, reapproval process nay be maintained solely on
the CONNECTIONS system it is still necessary to nmaintain a paper provider
record.

The following is a listing of all necessary docunmentary conponents of the
provi der and CONNECTI ONS record, and the requirenents for maintaining such
i nformati on. It is not a conplete listing of all requirenents for
certifying, approving, recertifying or reapproving foster boarding hones.
Conpl ete requirenents, both docunentary and non-docunentary, are set forth
in 18 NYCRR Parts 443 and 444.

I. Signed Application which contains at a m ni mum

a. list of all fam |y nenbers and their dates of birth;

b. the nmarital status, religious faith, enploynent history, incone
i nformati on, health status / physical functioning (including
any limtations) of the applicants;

c. physical description of the hone and the proposed |Iiving
accommodati ons of a foster child or children;

d. the history of prior applications and their status, including

any reasons for prior rejection.
Il. Additional Submittals (at the time of Application):

a. the nanes of the required nunber of personal references;

b. sworn statenent by applicants regardi ng thenselves and those in
the househol d over the age of 18, regarding crimna
convi cti ons;

{Note: If there is a disclosure of crimnal convictions, and a decision
to certify or approve, a statement of the reasons why the hone is
determ ned appropriate and acceptable is required.}
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Verifications:

a. enploynent history, work record and qualifications;
b. personal reference letters attesting to applicant's character
and personal qualifications.

I V. Medi cal
a. physician-conpleted report formon each applicant (exam nust
have been conpleted not nore than one year prior to the date of
application);
b. physician-conpleted report formon each existing foster parent
at | east once every two years;
c. physician attestation to general health of family with each
nedi cal report form
V. Si gned and Dated Rel ationship Statenent (Relative Honmes Only)
Vi . Foster Parent Agreenent
VIl. Expedited Home Study (Energency Rel ative Honmes Only)*
VI1I. Horme Study*
a. Summary of Interviews
b. Home Assessnent
I X. SCR C earance - Date of Subnission and Results
{Not e: if the applicant is the subject of an indicated report of abuse
or maltreatnent, and there is a decision to certify or approve, a
statenent of the reasons why the hone is deternined appropriate and
acceptable is required.}
X. Crimnal Record Background Check (CRBC) - Date of Submssion and
Resul ts
{Not e: If there is a crimnal record found, a safety assessnment is
required; iif a decisionis made to deny or revoke a certification or
approval based on the CRBC, a copy of the Denial / Revocation Letter is
required.}
Xl . Sunmary of Agency Conference and Deci sion Regardi ng Applicant(s)*
XIl. Certificate to Board or Letter of Approval for Relative Hones**

{Not e: Al though the certificate is printed through the CONNECTI ONS
system the system itself ~currently does not retain a copy. It is
important at the tinme of certification or approval and at each
subsequent recertification or reapproval to copy this docunent or the
approval letter prior to mailing and retain it in the provider record.}
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XI1l. Placement Roster (names and placenent and renoval dates for al

children placed in the hone)

XIV. Summary or History of Training Received*

XV. Sunmary of Annual (Re)Eval uation*

XVI. Correspondence

XVIl. Conplaints

*  CONNECTIONS is considered the systemof record for these itens.

** CONNECTIONS wi I | becone the systemof record for this itemwhen access to
the certificate to board and the letter of approval becone available in

the system

CONNECTI ONS requirenents for authorization include conpletion of Hone

Denogr aphi cs; Person related infornmation, including informati on on the
submi ssion of fingerprint cards and receipt of the crimnal history
background check results; Resource Detail; Licensing information; and the
Hone Study docunent. CONNECTI ONS requirenments for reauthorization include

conpl etion of the Reauthorization wi ndow and Reaut hori zation docunent.

Regarding the retention period for the provider record, a voluntary
aut hori zed agency nust consult the ternms of its purchase of services
agreenent with the social services district. CGeneral ly, such records nust
be retained for at |east seven years to satisfy potential claimng and
rei mbursenment issues. For all authorized agencies, it is recommended that
all docurments be retained for the entire period that the foster honme is
certified or approved. Aut hori zed agencies may al so want to consult with
their counsel concerning extending the period of record retention for other
reasons such as pending or potential litigation.

Policy on Transferring Foster Boardi ng Hones

Subdivision 3 of Section 376 of the Social Services Law provides that no
person can be certified by nore than one authorized agency. However, it is
legally permissible to transfer a foster boardi ng hone between authorized
agenci es. [ Not e: the termauthorized agency refers to both a voluntary
authorized agency and a social services district.] This may be necessary
when a voluntary authorized agency closes of its own volition or is required
to involuntarily cease operation. It may al so occur for adm nistrative
reasons, such as the newy instituted plan by the New York Cty
Adm nistration for Children's Services (ACS) to inplenment transfers between

the voluntary authorized agencies with which ACS contracts, in order to
support nei ghbor hood- based pl acenents. Social services districts may al so
need to transfer honmes, if, for exanmple, foster parents nove out of the
ar ea.

It is essential for voluntary authorized agenci es considering transferring
foster boarding hones to coordinate with the social services district(s)
with which they have a contract. The requirenents for the sending and
recei ving authorized agency with regard to the provider record and related
requirenents, especially with regard to the crimnal record background check
(CRBC), are outlined bel ow
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Sendi ng Agency:

If there are no foster children in the hone:

0 Ascertain acceptance of foster boarding hone by the receiving agency.
This may include coordination with the social services district with
whi ch the sending agency has a contract, if transfer is between two
voluntary authorized agencies. Ascertain the effective date of the
transfer and the nane of the staff person at the receiving agency to
whose workl oad the foster boarding hone is being transferred.

0 Review and, if necessary, update the record, so that all docunentation
listed above is included in the paper record and/ or on CONNECTI ONS.
Al conditionally required docunentation, as noted under Il. b, [IX
and X above, nust be included.

Social services districts may transfer foster boarding hones prior to fina

certification or approval, including relative and non-relative foster
boarding hones certified or approved on an energency basis. Vol unt ary
aut horized agencies my also nake these transfers to other voluntary
aut horized agencies unless the social services district(s) with which they
have a contract prohibit such transfer. However, under no circunstances nay
a foster boarding home be transferred if there is a CRBCresults letter from
the Ofice of Children and Fanmily Services (OCFS) that indicates a mandatory
disqualifying crine for a foster parent, or indicates a situation requiring
"Hold in Abeyance" for a charge or conviction related to a foster parent.

(See 99 CCFS INF -7)

If a foster boarding hone is transferred prior to final certification or
approval, the sending agency nust apprise the receiving agency as to the
exact status of the hone, specifying net and unmet requirenents.

0 Request and obtain witten consent fromthe foster parents to transfer
t he home.

0 Provide witten confirmation of the transfer to the foster parent,
including the effective date.

0 Physically transfer the entire paper provider record to the receiving
agency.

o0 Follow the established steps in CONNECTI ONS for foster boardi ng hones
ininquiry or applicant status to transfer (reassign) the foster
boarding hone to the receiving agency and verify acceptance by the
recei ving agency.

If there are one or nore foster children in the hone:

o All itens |isted above; and
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0 Establish which voluntary authorized agency or social services
district will have planning responsibility for each <child in the
foster boar di ng hone and each child's famly; if planning
responsi bility changes, in concert with the case nanager at the socia
services district, and attendant contract provisions between the
soci al services district and the voluntary authorized agency, fol |l ow
your established procedures involving the child and fam |y uniform
case record.

Recei vi ng Agency:

If honme is being transferred prior to final certification or approval:

0 Review the paper provider record and all FAD-related information in
CONNECTI ONS and note the exact status of the hone, and those
requi renents that have been net and unnet.

o Conmunicate with the sending agency if there are any discrepancies as
to the status of the honme and resol ve any such discrepancies.

o Determ ne whether the foster boarding hone is acceptable to your
agency to go forward with the continuation of the certification or the
approval process. |If the foster boarding hone is acceptable, proceed
with the renai nder of the steps bel ow

o If any part of the CRCB process has taken place, even if the only step
taken has been to submit the fingerprint cards to OCFS, conplete and
submit the form "NOTICE TO NYS OCFS OF FOSTER HOVE TRANSFER BETWEEN
AUTHORI ZED ACGENCI ES" to COCFS. (See below for further information
about this form)

o0 Follow the established steps in CONNECTI ONS for foster boardi ng hones
ininquiry or applicant status to accept the transfer of the foster
boar di ng hore.

o Continue with the certification or approval process.

o If there are foster children in the home, the social services district
nust adjust the WM POS |ine and maintain CCRS to reflect any changes
to Case/Child Planner.

If home is being transferred as a finally certified or approved foster hone:

0 Review the paper provider record and determine that it is conplete.

0 Review all FAD-related infornation in CONNECTI ONS and determ ne that
the honme is appropriately certified or approved and the period is

current.
If anything is mssing, contact the sending agency. If the missing
docunent ati on cannot be provi ded, sone degree of judgenment nust be used. |If

the information contained in the missing itemor itens is dated and woul d
not be essential for the receiving agency to supervise the foster boarding
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hone, the transfer may still take place. For exanple, if there is a current
nedi cal report, but there is a mssing one that woul d have been due prior to
the current one, the honme may still be transferred. Under no circunstances
may the transfer take place without the following itens: application, sworn
crimnal conviction statenent, current nedical report, SCR d ear ance
results, CRBC results, Hone Study and current Reevaluation. The
conditionally required docunmentation with regard to the crimnal conviction
statenment, the SCR Cl earance and the CRBC, as noted under I11. b, 11X, and X
above, nust also be present. If these requirenents cannot be net, reject
the transfer.

o Determine whether the foster boarding honme is acceptabl e for
certification or approval by your agency. There nmay be circunstances
(ot her than m ssing docunentation) where your agency finds the foster
boardi ng hone unacceptabl e. For exanpl e, assessnents based on
di scl osure of crinminal convictions, or based on indicated reports of
abuse or naltreatnent, or safety assessnments conducted on persons with
specified crimnal charges or convictions may cause your agency to
reach a different decision than that reached by the sendi ng agency.
Attenpt to resolve this wth the sending agency or reject the
transfer. |If the foster boarding hone is acceptable, proceed with the
remai nder of the steps bel ow.

o0 Follow the established steps in CONNECTI ONS, including saving and
submitting for approval and changing the authorization "fromdate" to
the effective date of transfer.

o Print a new Certificate to Board for the foster boarding hone, or
i ssue a new Approval Letter (for an approved relative hone); retain a

paper copy.

o If there are foster children in the hone, the local social services
district nust adjust the WM5 POS |ine and maintain CCRS to refl ect any
changes to Case/ Child Pl anner.

0 Conplete and subnmit the form "NOTICE TO NYS OCFS OF FOSTER HOVE
TRANSFER BETWEEN AUTHORI ZED AGENCI ES" to CCFS.

This formcan be found as Attachnent 1 and is available electronically in
the public folder (*Statew de; OCFS; ASFA - Policy/Practice). Recei pt of
this formby OCFS will allow OCFS to transfer agency responsibility for
purposes of CRBC and any search and retain responses subsequently received.
Forms nust be subnmitted to:

Crimnal History Review Unit

NYS Office of Children and Fanmily Services
PO Box 839

Renssel aer New York 12144-9953

attention: Linda Fylak (Transfers)
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Upon receipt of the form OCFS will change the agency associated with each
househol d nenber over the age of 18. Shoul d any arrests of such househol d
nenbers occur after the transfer, the receiving agency wll get the
i nformation from OCFS.

Wl liamF. Baccaglini
Di rector
Strategi c Planning
and Policy Devel opnent



