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IMPLEMENTATION RESPONSIBILITY: 
Children's Services Centralized Systems 
Specialists and Preventive Provider Agencies 

PURPOSE: As part of the Improved Outcomes for Children initiative (IOC), 
Children's Services is delegating greater authority for case decisions to 
preventive agencies. These changes are intended to improve decision­
making by ensuring that those who are most familiar with families are 
making key decisions. In addition, these changes are expected to reduce 
delays in the implementation of case decisions. 

SCOPE: This guidance applies to all preventive service provider agencies and 
Children's Services Centralized Systems Specialists. This guidance is 
effective immediately for all Improved Outcomes for Children (IOC) 
programs and will be effective for Phase II providers on the date of 
case management delegation. This guidance replaces the Delegated and 
Streamlined Case Closing Procedure, signed on August 10, 2007. 

POLICY: Children's Services has delegated the authority to approve the closing of 
a preventive case to preventive service provider agencies. In addition, 
Children's Services has streamlined the case closing procedure for all 
preventive service cases. 

These changes in the case closing process for preventive cases include 
the following: 

• Children's Services will now allow providers to submit, via 
CONNECTIONS, a Family Services Stage (FSS) to 
Children's Services for case closings. 

• For all preventive cases, provider agencies must use the Children's 
Services "Safety and Risk Desk Aid for Preventive Service 
Providers" when assessing the decision to close a preventive case. 
(Attachment 1) 



• A request for a fair hearing or conference will not stop a case from 
closing, unless "aid to continue" is ordered when a fair hearing has been 
scheduled. 

The process described in the "Preventive Services Case Closing Guide" (Attachment 
2) should be used when: 

• There will be no ongoing/simultaneous services with a Children's 
Services provider. 

• The cliei;it/family and agency representatives are in agreement to close 
a case. 

This policy does not apply when preventive services are ending with one Preventive 
Service program but: 

1. The case remains open within Children's Services OR 

2. Case planning is transferred to another Preventive Service program (this 
includes both inter and intra agency transfers) or to a Foster Care agency. 

In these instances, please refer to the policy titled "Transfer of Preventive Services 
Cases" for guidance. 

For any questions pertaining to this guidance, please contact Deborah C. Harte, 
Director, Policies and Procedures Unit at 212-341-2936. 
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This tool is designed as a guide for supervisors and case planners as they assess child safety 
and risk. In preventive services cases initiated as a result of an open, indicted SCR report of abuse 
or maltreatment, Improved Outcomes for Children providers have assumed primary responsibility 

for monitoring safety and risk, consistent with state regulations [18 NYCRR 432.2 (b)(5)]. 
Best practice calls for careful attention to safety and risk for all preventive cases. 

Monitoring Safety & Risk 

Intake 
'1 Review the investigation that led to the 

service referral 

'1 Discuss current case and prior history with 
the Child Protective Specialist 

'11 ncorporate the results of the investigation 
into your ongoing assessment of safety 
and risk and the ongoing service plan for 
the family 

'1 Review all available prior investigations in 
CONNECTIONS 

Ongoing monitoring 
'1 Maintain adequate casework contacts with 

the family as required by Children Services 
policy and OCFS regulations, and as needed 
by the family 

'1 Use each casework contact to assess for 
safety and risk issues 

'1 Use contacts with other service providers 
involved with the family to gather further 
information relevant to safety and risk 

Conferencing 
'1 Use family team conferences for meaningful 

discussions of safety and risk 

'1 Insist on decisions that address child safety 
and risk 

'1 Critical decision making conferences: 

...J Service Planning conferences every six months 

...J Elevated Risk conferences 

'1 Service Termination conferences (as needed) 

Subsequent Reports 
'1 Review any subsequent under investigation 

or indicated SCR reports through 
CONNECTIONS 

...j Review and incorporate the results of the 
subsequent reports, including any changes 
in the assessment of safety and of future 
risk of abuse or maltreatment into the 
family's service plan 

Supervision is Critical 

January 2009 

• Case Planners should discuss safety and risk concerns with their supervisor 
throughout the life of the case and especially when making critical decisions 

• Supervisors should use supervision, case record reviews and performance 
data to identify and address safety and risk concerns 



FASP Approval 
In reviewing each Family Assessment and 
Service Plan, you must consider the following 
questions: 

'1 Has a safety plan been initiated or 
maintained when necessary? 

'1 Does the plan protect the child from 
immediate or impending danger of serious 
harm? 

'1 Are the services planned/provided likely 
to reduce the identified risk(s) to the 
child(ren)? 

'1 ls the family engaged and participating? 

'1 Are service plans modified when progress has 
been insufficient? 

'1 Are the needs of all the children in the household 
taken into consideration? 

'1 Do the best interests of the child require Family 
Court or Criminal Court Action?* 

'1 When a major change in the service plan is 
considered - i.e. removal of the protective 
program choice, or service termination -
you must carefully review the case to 
determine if the planned action is consistent 
with the assessment of safety and risk -
(18NYCRR 432.2c) 

Before Closing a Case 
'1 Conduct a thorough review of the case record 

'1 Review all available assessments of the 
family with a focus on the overall risk 
rating/profile included in the RAP 

'1 Review the family's progress toward 
identified service plan goals, particularly 
those goals that relate to reducing risk 
to children 

January 2009 

Before Closing a Case (continued) 
'1 Discuss with the family or other providers the 

family's respohse to the termination of services 

'1 Prepare the family for termination of services 

'1 Refer to other services as needed 

'1 Notify others who have been actively involved 
in the case, i.e. school personnel, other service 
providers, of the planned termination of services, 
and the importance of their ongoing support of 
the child/family 

Consider the following questions 
'1 Are all the children assessed to be safe? 

'1 Has the risk of future abuse or maltreatment 
decreased sufficiently? 

'1 Can progress be sustained without agency 
involvement? 

'1 ls there a need to pursue Family Court 
intervention? Is this in the best interests of 
the child?* 

Document 
'1 Clear analysis of above considerations 

'1 Current living conditions 

'1 Current family functioning 

'1 Most recent contact with family, including date 
each child seen 

'1 Reasons for case closure or decision to 
end protective program choice (to be 
documented in a FASP, either the 
comprehensive/reassessment or plan 
amendment) 

* If yes, bring the case to the 
attention of Children's Services for 
further assessment and/or action. 



Preventive Services 
Case Closing Guide 
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CLOSING PREVENTIVE CASES IN CONNECTIONS 

When you are ready to close a case in Connections, the Agency documents the 
following in a Progress Note: 

•Clear analyses of safety and risk to children 
•Current living conditions 
•Current family functioning 
•Most recent contact with family including dated each child seen 
•Reasons for case closure or decision to end protective program choice (to be 
documented a FASP, either the comprehensive/reassessment or plan amendment 

Click on the Progress Note Tab 
(ADVPO CASES WILL DOCUMENT ON TEMPLATES) 

[jJJ 

I Role 
CP 
CP 
PR 

=~ Stage FamilyAS$eSSment 
f--t-'P"'"'R'-F~~ ...... ~~ ..... andSefVicePtan 

PR 
CP Harrison.K 
PR Hill.Jean 
PR 
PR 
PR 
PR 
PR 
PR 

Marsha 
Joy 
Evo 
Que.nt1n 

• 11: 

Case Initial Date: 101712004 

P1ogressNotes Permanency Case Symmary 

Person Id M/S Sch ·ooe 
16202680 v 0911511970 
16202681 v 02122/1989 
16202682 v 03/24/1998 No 
16202683 v 04/30/2004 No 

*Race 

I Non-Hispamc or Latino ::.:J .t Black °'African Amer• 
r CariJbean 

CentralAmerrcan • 
r Ca1ibbean 
r Cuban 
r Dominican 
r MeMican 
r NorthAmer1can 
r Puerto Rican 

iJ !:: ~?,uth Amencan _:J 

Add/Relate I Caretaker 

r Haitian 
r NativeAfrican 
r Other·BlackorAlri 
r AlaskanNativ& 
r American lndian 
rAsian 
r Chinese 
r Indian 
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In the Progress Note Window, Click on Type - Case Conference 
Click on OK 

:::J Time: r;-- Family Participant/Focus Author: 

ype. .--------CJ ~4~~~~~~ Collins,~r:ye FP Focus ... EnteredBy: IMiller250Jamie 

MethodolContact 14200576 Collins.Tyler r r Dist./Agy. ~ 
14200574 Colhn~.,P~"''ii!'r.kill•lrilllllir•llilillliiiiiiillillli'ii·"ii"ii'"lil""lii'•I 14200573 Colhn II 

01h;7p;~i~: 
r 
Location of Contact· 

I I 11105
' ::J 

orkerwentto visit Kristy to check on her progress. The ho 
able and laundry piled in the living room Kristy looked clea 
aking her medication but she still feels overwhelmed becau: 
house in order. Kristy did not ask how the children were doi1 
herapysession the ne:id evening 

View Existing Notes 

Selecltype:[s~ 

Attempted Casework Contact 
r .Attempted Family VisKation 
r Attempted Sibling Visitation 
r Case Conference..-­
P° CaseworkConlact 
r Collateral Contact 
r Court 
r FamllyVisitation 
r S1blingVisitation 
r Summary 
r Supervisor/Managerial Review 

~-=~~=~='!!: ~ TRAIN40 - COHNEC... l':l Family Sefvices Stage· C. . j t:I. Progress Notes · 5:2420 . I 
E==:::..[··=···=--·-1r~:~--I_j~;--L··"'""···=···.· =· --~=J1:·:_,L· =:::::11c:iJwisc1i1i•m'·in-i¥ittl+1w1··1·L--~~:~c..=..:.._..:...:.Jw1111111r111tJ11:·· ·1cw;· 1···1·Q--~~----=-~~~~.~~J 
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Central Team (CT) Clearance 

• When an agency notifies ACS of their intent to 
close a case, a clearance will be conducted by the 

Central Team (CT) to ensure there are no open 
investigations. 

• The CT will also conduct a WMS clearance and 
only when there are pending activities alert the 

provider agency of when to proceed with system 
closure of the FSS. 
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CWS Preventive Case 

• The agency will complete a Plan Amendment in Connections and 
submit for system approval. 

• Connections generates ToDo for CT staff assigned to CWS stage 
to system approve Plan Amendment 

10/07/2004 10/1 
10/07/2004 10/1 . . 
1010712004 

lO/I File Opllons Reports Help 

1010712004 10~ Case Name: Colins.Kris~ CaselnitiationDate: 10/7/2004 

Assessment Service Plan 
..... J~~~-~--.. c..==S'c.c"=""'-'P-"'lan""------'Rcceccvo"'w---'---P-rog_es_sN_o_tes_.__P_erm_a_ne_ncy_'-Case--Surnm_ar_y_._ ___ _J_ ___ _ 

Person List 

First Name MiddleN- Sullill 
K1istj.1 
Tyler 
Kimbe1!y 
Patrick 
Thomas 

7 TRAIN40 · CONNECTIO . II ti Family Services Slag ___ 
I~ . f..J ........... . 

Person Id MIS Sch 
14200572 v 
14200576 v 
14200575 v 
14200574 v 
14200573 v 

"Ethnicit1 

Central American 
r Caribbean 
r Cuban 
r Dominican 
r Mexican 
r NO!th Ame1ic.!n 
r Puerto Rican 

·ooe 
0211911978 
03/3012008 
0011612001 No 
0412211993 No 
11/2411969 No 

NativeAfncan 
r Other· Black or Afn 
r Alaskan Native 
r American Indian 
r Asian 

~ ~~uth AIT!efican ~ 

I Chinese 
r Indian 
r Japanese 
r Korean 
r Other·Asian 

Caretaker 
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CWS Preventive Case Closing 

• From the FASP window, click on the "Launch" button for the Plan 
Amendment. 

• This is the only way you can launch a plan amendment during the 
FASP launch period. 

~ • 

lllJ~I 
"' 

Role 
CP 
CP 
PR 
PR 

D ~ ~ 

PR 
PR 

1-+-=o'---t"'-"==----- File Options Help 

PR Case Name: Mwray,MarW 

CP Harrison.Kath 
PR Hill.Jean 
PR Hill.Jean 
PR Holmes.Barbara 

Initial, Approved 10/08/2004 
Comprehensive· Not Launched 11 /01 /2008 

PR Hoover.Beth 
PR JarretAn ela 
PR Lachette.Susan 
PR Lachette,Susan 

NewFASP 

launch 

Case lnitiatcon Date: 10/0712004 

CID Trigger Oates 

Date of Application: IF :J Cotrected Application Date. It 
Date of Indication: 

Date of Court Order: 1r ::J Date of Placement tr 

Next FASP Due Date: Ne)Ct SPA Meeting Date: 

Name DOB PPG 
Munay,Marsha 9/1511970 39 
Murraj.l,Jay 2/22/1989 2{) Prevent Placement 
Murray,Eve 3/24/1998 11 Prevent Placement 
Murray,Quenon 4/30/2004 4 Prevent Placement 

FASP is OVERDUE. 

6 



CWS Preventive Case Closing 

• In the Message box, click on Yes to the question - "Are You 
Closing the Family Services Stage?" 

Role 
CP 
CP 
PR 
PR 
PR 
PR 
PR 
CP 
PR 

PR Holmes.Barbara 
PR Hoover.Beth 
PR Jarret.An ela 
PR Lachette,Susan 
PR Lachette,Susan 

Case Name: Murray,Marsha 

lrntial-Approved10/0812004 
Comprehensive· Not launched 11/0112008 

•••Hr~ 

Start Assl ned Unit 
10/071200410/0712004 f63 
0912712004 09/27/2004 f63 

Case Initiation Date: 10/0712004 

CID Trigger Dalee 

Date of Appfoatiotr. If'.' 
Date of Indication· 

Date of Court Order It' 

~ ConectedApplicationDate: IF 

Date of Placement jr 
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CWS Preventive Case Closing 

• In the Plan Amendment Maintenance Window, Click on Preventive 
Services ended >the right arrow> click on Save 

ll-~!~~ 'JI .,.,_ 

I Role Start Assi ned Unit 
CP 1Df07/200410f07/2004 F63 
CP 09/27/2004 09/27/2004 F63 
PR 02/18 2004 02/18/2004 F64 
PR 
PR 
PR 

Catelni~allonDate: 10/0712004 

H-~:=:~~------ File Help 

H--OP°'R+.HC'oe'lm~e~ •• ~e-.. ~b.-,-. --- FASP Type. l1nihal NeidFASPType: 

PR Hoover.Beth 
Nelll:FASPDueDate: ~ 

PR arrct.An cla 
PR Lnchette.Susan 
PR Lachette,Susan 

--------. _J 

_J 
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PROMIS Instructional Guide 

For Case Closings 

When you are ready to close a case in PROMIS, perform the following steps: 
1. Activate the case on the Case Details screen. 

Administration 

Doe, Jane 

CATHOLIC CHAR!TIES/PROJECT BRIDGE 

v Quick 
Search: 

Program: 

User: Mikulas Sikorj,3kJII (rnik) 

( Advance Soarch ) 

CATHOLIC CHAR!TIES/PROJECT BRIDGE(CBO-(none)) 

CNNX Stage Type: i·.DYFO CNNX Case ID#: CID 1lLlb'~[1113 CRD 04/11/2Ul'n 

YES NO 

150 Bedford Ave. 

New Vork 

Queens 

Previous Source: N/ A 

current Source: 25 - ACS/Case Worker (CBD) 

Create New Case I Save I Reset I Close Case I Transfer Case I Clear I Print View A 

F<st: MI: 0 Confidential 

APT#: 

Sta1B: 

CD: 

2b 

lllEWVORK 

QOl - Astoria 

No. of i:hildren at hiJrne: 

Da1B: 02/04/2003 

lip: 11212 

Referral Information 

Edit Current Address 

Move to New Address 

0882921 Initial ACS Case Mgmt Loe: PPR - Purchased Preventive Services 

Current Case lvlgmt Loe: PPR - PurChased Preventive Services 

Members 
[DOE,JANE] 

Smith, Mike 

"'Doe, Mary 

0 Respi1B Care Respite Care Information 

Accepted v Date: 04/11/2008 ~ 

2. When the case appears on the detail screen, click on the Close Case link. That 
will bring you to the Closing Request screen. 

9 



PROMIS Instructional Guide 

For Case Closings 

Doe, Jane 
Quick 
search: 

,, Program: OOA413PR-F~m1ly First- General Preventive - Bronx 

C:NNX Slage Type AFllf( TrdLklrllJ # U0P.'-H3PR I LLJ4_1](1'.'<(lfln1 [{[) 01 16 "_uo ~ CRD n:::i '115 r~nu3 

List of Case Closing Request 

~::ested Closing Monitor visit Date Approval Status 

Case Closing/ Termination 

rAgency Use Only) 
Closing Request Initiated By: 

closing Request Inrtlated on 

Sikorjak III, Mikulas 
OB/13/2007 

Monitor Approve/Disapprove Date Closing Date Status 

Notice oflntent to Close Date: View CS174B 

D1scontinued of Preventive Services Date: 

Test Case Cl.osing Reque:3t Notes 

case Closing Request Notes: 

3. Once in the closing request screen, click the Create New Closing Request link. 

4. Closing Request Initiated By and Closing Request Initiated On are pre-filled 
fields based on the current user-id and current date 

5. Indicated Status is derived from the Creating a Referral screen in PROMIS. 

6. Enter the Notice of Intent to Close Date. This date notifies ACS of the intent 
to close the case and will put the case in Active-Pending Closing status. Please 
be aware, you CANNOT backdate this information, it must be the day's 
date or a future one. 

7. Enter the Exit Interview Date. (This date verifies that a session with the family 
member(s) occurred, which included the discussion of your intent to close the 
case). 

8. Select the Closing Reason from the drop-down. Enter Other Closing Reason, 
if applicable in the text box provided. 

9. Discontinue of Preventive Services Date is a system generated date 
calculated 15 calendar days from the Notice of Intent to Close Date. (This 
field is the actual closing date unless the closing is suspended-see page 7 for 
further information suspended). 

10. Enter Case Closing Request Notes, if necessary. 

11. Upon entering all required information in order to complete a close, select the 10 
Save link to save all changes. 



PROMIS Instructional Guide 

For Case Closings 

12. After saving, select the hyperlink to view the CS174B. Click on 
the print link to print out the form CS174B form. 

Screen displays the CS 17 48 
. :· 

Administration for Children's Services 

Doe, Jane 

CATHOLIC CHARITIES/PROJECT BRIDGE 

Quick 
Search: 

Program: CBO~OO-CATHOUC CHARITIES/PROJECT BRIDGE 

CNNXStdgelype "r PO lN\iX[aselO;; LID nllt~Ull~ fRD L:411'_nns 

t of Case Closing/ Transfer Request 

Approval 0ldtU'ii Morntnr Approve D1stipprovP llate @MIMMMM 

CSl74B(FACE) 

NOIICF OF INTENT TO REDUCE ORDISC'ONIINUF SFR\1CFS 

1-hke Stroth 

150 \\"illi;i1n St APT Bl1 

Nt">w l'91k New 1Iex1ro l((f\9 

This is to mfonn you that thls agency intends to· 

Date 01161009 

Case N rune: ,T ane Doe 

ACS Case Number Sl!?..156~ till\"POJ 

Casework.er: 

Telephone Number 

CJ Reduce your services tn the following way -------------

We intend to take actJ.oneffectlve __ /_l ___ because: ______ _ 

Reduce your semces m the following way 

Transfer case management ¢fyour ~ Hotne l\fakntg /Housing Subsidy :J Semces to 

NYC Children's Services 

F anuly Home Center 

Homemakmg,llfouslng Substdy Umt 

150 Wtlliam Street, 4th Floor 

NewYork,NY10038 

::J Discontinue your Prevenbve Seruices case 

We intend to take actioneffective __ /_l ___ because -------

The progrrun that will be servlng you is 
ProgramNaine. __________________ _ 

ProgramAddress -------------------
ContactPerson: __________________ _ 

Contact Telephone Number----------------
Signature ofCluldren's Services Supervtsor ___________ _ 

Naine OfChild:renSemce Supervisor (print): __ ~---------

RIGIIT OF APPEAL If70udlsagne with this dfcimn, 70u IM.1-lllkfor eit~r3ll AgencyConferen=e or St&te Fair Heanngorboth 
See lllf'onna.IJOnon the Mxt page re~Agerr:,yConference an::l.State FairHe'lringrequests 

RIGIITTO A CONFERENCE.You may hwe a conference to review these i.::tions If JIJU want a Collference, you shJuld request 
one as soon as posri:ile At Hw conference, if the Adrrurustration for Chlldren's Sel"'i'lCe:i (Cluldren's Semces) discovers that we hwe 
made a wmngdecis10n or if, because oftnfonnat10n that you pIOV!de, we deterrtUM to change our decimn, we will take conectM 
rict10n and give you a new notice You tnay request aconfere!J>e by callwg \IS at the nurrber on !he top oflhe first page of this mtic! 
orbysendingawrittenrequestto1JSatthetrldresslistedlltthetopofthefirstpageofthisnot:.:e Thisnuruberisusedonlyfo1 
requtstingaconfere1J>e Itisnot1l:ledtoteq1Jestafairherinng Ifyourequesiaconference,youarestillent1tledtoafairheanng.Read 
belowforfalrheannginforrnahon 

Transfer 

'Fi· 

( lOWllj Odle Stdlll'.> Type 

Transfer 



CLOSING CASE IN CONNECTIONS 

• Go to your work load, highlight a case you want to Close and 
click on Tasks. 
(ADVPO or CWS Cases) 

D ~ ~ [jJJ 
.Assigned Workload \1111rnn119.0anyl l!!l•E3 
File Options Sort Reports H* 

Role Stn e Nnme Coun Start Assi ned Unit 
CP Adams,Ma ie 031 10/07/2004 10/07/2004 F63 
PR Antonio,Maria 031 03/13/2003 03/13/2003 F64 
PR Antonio,Maria 031 03/14/2003 03/14/2003 F64 

I I' II, I 1 II• •II I•; 

PR 031 INV INI 02/18/2003 02/18/2003 F64 20500467 
PR 031 INV INI 09/04/2003 09/04/2003 F64 22500251 
PR 031 INV INI 04/26/2004 04/27/2004 F64 22900466 
PR 031 INV SUB 04/27/2004 04/27/2004 F64 22900467 
PR 031 INV INI 09/29/2004 10/01/2004 F64 25100255 
PR 031 INV INI 04/29/2003 04/29/2003 F64 20900233 
CP 031 A31 FSS cws 09/30/2004 09/30/2004 F63 26000551 
PR 031 INV INl 05/04/2004 05/05/2004 F64 22700466 
PR 031 INV SUB 05 05 2004 05/05/2004 F64 22700467 
PR 031 INV INI 02 14/2003 02/14/2003 F64 20300471 
PR 031 FAD REG 09/03/2003 09/03 2003 F64 21200125 
PR 031 INV INI 09/28/2004 10 02/2004 F64 24900235 
PR 031 FAD REG 09/03 2003 09 03/2003 F64 22200125 
PR 031 INT DUP 03/13/2003 03/13/2003 F64 20700363 . 
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CLOSING CASE IN CONNECTIONS 

• Click on Case Summary 
(ADVPO or CWS Cases) 

... 

•:' 

I Role 
CP 
CP 
PR 
PR 
PR 
PR 
PR 
CP 
PR 
PR 
PR 
PR 
PR 
PR 
PR 

D 
Sta 

Adams.Mn 
Collins,Kfr 
Gilbert.Mai 
Grav,Aoril 
Gniv.April 
Green.Am"' 
Hamlin455 
Harrison.K 
Hill.Jean 
Hill.Jean 
Holmes.Bt 
Hoover.Be 
JarretAnot 
Lachette.S 
Lachette.S 

File Options Reports Help 

Case Name. Murray.Marsha 

Stage Family Assessment 
..... !;;:~.~~.... and Service Plan 

j ; ?; TAAIN40 · CONNECTIO ... JI;~ AHigned Workload-... 

"Ethnicity 

J Non·HispantC or Latino i:J 
Cet'ltra!American 

r Canbbean 
r Cuban 
r Oomtnican 
r Me!CICan 
r North American 
r Puerto Rican 

~ ~~th American _:J 

Caretaker 

"Race 
~ Black or African Amer"" 
r Caribbean 
r Haitian 
r NativeAhican 
r Other-BlackorAfri 
r Al&kan Native 
r Amencan Indian 
r A8ian 
r Chinese 
r Indian 

.l.!..._ .... .:...:. ........ __ 1t··~,e:.i;i.·_ .... ...:.....:.~·.:...JI:.·-'=· L-------·•~a~·1·;·B:"lfl'Z'·=a1m1.:,+ll:"1~· iL...:....:... _ _,;...:...,~11111111111111lllllEi.1il:J';•1·~~~=~ =1 
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CLOSING CASE IN CONNECTIONS 

• Select the reason from the drop down Reason Stage Closed 
(ADVPO or CWS Cases) 

. ' 

D 
1 Role St1ii@ii 1.1. 1g:@@Uifttift!MJif11iHQriii1t41IU1tt 

CP Adams,Ma Pile Oplmns Help 

CP Collins.Kri· 

PR 
PR 
CP 
PR 
PR 
PR 
PR 
PR 
PR 
PR 

Ca:seName: 

Slage ID Slage Name 

2620124S Muiray,Mais~ 

26201248 MuirayMarsha 

CasePlannei 
Case Manager 

Case Initiation Date: lOI07/2004 

son Stage Closed 

Admiriistrati11eClosing 
Adulthood attained 
Agencyc<1nnotlocatecliert 
o ... 

Onondag.aCoi.ITT:yDss 301 J12 
Onondag.:i Courty Dn 3Q1 'J53 
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CLOSING CASE IN CONNECTIONS 

• Submitting a FSS for Closure: ADVPO - Answer Closure Question 
and click OK (Suggestion: in ADVPO cases indicate that this is an 
ADVPO case) 

Case Name: Collins.Kristy Case Initiation Date: 09/2712004 

Stage Closure Question 
Stage ID Stage Name 

1---1--------'---- File 
~ 24000495 Collins,Kristy 

24000494 . Collins,Kristy 
24000493 Collins.Kristy 
24000492 Collins.Kristy 

Worker Name 
Wilson 11 O,D arryl Case I 
Wilson 122,D arr.vi Case I 

Options Help 

There is no Plan Amendment or Pending FASP for this stage. 
Closing and or discharge information is required bv regulation. 
Do JIOU wish lo do one now? 

Yes I L:::::::::::~:~::::::::::JI 
II No .... 

Describe the level of achievement for outcomes essential lo 
the Child(ren)'s Saletv. Permanencv and Well-Being. 

This is an ADVPO Case 

Cancel 

ination Stage CD LCocal ~ 
ase .. ! 

. iJ 

ne Worker Displav 

r. View Active 

r ViewAll 

Submit Cancel I I Close 
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CLOSING CASE IN CONNECTIONS 

• In CWS Preventive Cases you may enter appropriate information 
in yellow box 

Case Name: Collins,Kristy Case Initiation Date: 09/2712004 

Stage Closure Question 
Stage ID Stage Name 

1--1f------'---- File 
~ 24000495 Collins,Kristy 

24000494 , Collins,Kristy 
24000493 · Collins,Kristy 
24000492 Collins,Kristy. 

Worker Name Role 
~ Wilson110,Darryl Case I 

Wilson122,Darryl Case I 

Options Help 

There is no Plan Amendment or Pending FASP for this stage. 
Closing and or discharge information is required b9 regulation. 
Do 9ou wish to do one now? 

Yes lc::::::::.::~:~:::::::::::::il 
II No .... 

Describe the level of achievement for outcomes essential to 
the Child(ren)'s Salet9. Permanenc9 and Well-Being. 

Level of Achievement 
Documentation 

Cancel 

ination Stage CD Local 
Case~ 

ne Worker D ispla9 

lo View Active 

r ViewAll 

Submit Cancel I I Close 
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CLOSING CASE IN CONNECTIONS 

• Make sure that you want to close because you wont be able to 
reopen the case Must start from the beginning 

Case Name: Collins ,Kristy Case Initiation Date: 0912712004 

Stage ID Stage Name Stage Stage Stage Stage Reason Stage Closed Determination Stage CD ~ocal~ 
T pe Opened Closed ase 

~ 24000495 Collins,Kristy FSS ONS 
24000494 Collins,Kristy FSI ONS 
24000493 Collins,Kristy !NV !NI 
24000492 Collins,Kristy INT !NI 

. . . . . . . . . . . . . . . 

Worker Name Role 
~ 'Wilson11 O,Darryl Case Manager 

Wilson 122,D arryl Case Planner 

09/27/2004 End of court ordered services 
09/2712004 09/2712004 
09/2712004 09/2712004 . Case open-CPS required 
09/22/2004 09/2712004 

0 nondaga County D ss 3Q 1 
0 nondaga County D ss 3Q 1 

F63 
F75 

IND 

Zone 

Submit Cancel I I Close 

Worker DisplaJI 

r. View Active 

r ViewAll 
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CLOSING CASE IN CONNECTIONS 

• Click on the SAVE BUTTON 

I To-Do Detail - (:34000148 13 
Eile ~dit Qptions t:J.elp 

To Do Data 

Due: I~ 2/23/2005 i1 Assigned To: Wilsonl 1 O,Darryl 

Short Desc: low-Approve FSS Stage Closure Completed: I / I 

Description I Notes 

FSS stage 24000495 has been Submitted for Approval 

Case Stage 

Stage: Collins.Kristy Staff: Wilsonl 22.Darryl 

Task: Approve FSS Stage Closure Task Due: l 11 

Created By 

112/23/200~ Name: System Date: 

fersons ... j Save ~ancel I : 
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CLOSING CASE IN CONNECTIONS 

• Make sure that you read the message box and answer 
appropriately 

To Do Data 

Due: 112/23/2005 i1 Assigned To: Wilsonl 1 O.Darryl 

CONNECTIONS £1 
Short Desc: low -Approv I 

Description I Notes 

· FSS stage 24000495 has bt 

Case Stage 

Stage: Collins.Kristy 

Task: Approve FSS Stage Closure 

Created By 

Name: System 

Approval Todo created for Case Manager 
and Case Planner's Unit Approver. 
Do you wish to add another approver? 

Staff: Wilsonl 22,Darryl 

Task Due: j I I 

Date: 112/23/2005 

fersons ... I ,S.ave ~ancel I ; 

CWS Preventive Case Closing 
• The agency submits Family Service Stage to CT for system 
closure. 

• If agency has complied with all requirements and no fair hearing 
notice for aid to continue has been received, CT system closes the 

Family Service Stage 
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Suspending a Case 
Closing in PROMIS 
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Reports 

Doe, Jane 

PROMIS Instructional Guide 

For Case Closings 

Administration 

Quick 
Search: 

User: Mikulas Sikorjak III (mikulas) 

( Advance Search ) 

CATHOLIC CHARITIES/PROJECT BRIDGE v Program: CB0400-CA THOLIC CHARITIES/PROJECT BRIDGE 

WMS Case#: -- CNNX Stage Type: ADVFO CNNX Case ID#: CID: ni 16/2UIJ3 CRD: 04/11/~008 

Suspended Closing 2008-11-25 00:00:00.0 Transfer A 

Suspended Closing 

Case Closing Request Notes: 

Suspended Reason: 

Centralized Administrative 

2009-01-12 00:00:00.0 

Suspended Closing v 

,..;;; ;,<;:· J ~" 

Closing Mistakenly Entered by Preventive Program 
CPS Investigation 
Fair Hearing 
Further SeNices Needed 
Returned Notice of Intent/ Incorrect Address 
Transfer Re'ected b Receivin A en 

Close 

Close 

1. If a case activity has occurred within the 15 days, and "aid to continue" is ordered, 
ACS Staff must suspend the closing from the Suspend Closing dropdown. 

2. ACS staff must enter a Suspended Reason. 

3. ACS must enter the Suspended Date. 

4. ACS will select Save to save changes. 
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PROMIS Instructional Guide 
For Case Closings 

5. Upon doing so, the case will then return to active status on the agency/program 
case load. The case will appear on the agency message board under "Awaiting 
Assignment to Case Planner". Re-engagement will then be required until further 
notice. 

Check Messages: ~------------~ 

18th Birthday-Should Close 
Accepted Referrals- CS842 Available Online 
All Referrals Made- PROMIS. Non PRO MIS and CBO 
y~)~~mm:~u~~2, .. ,..,1,hr~·~,M' . 

Awaiting Clearance Notification 
Awaiting Closing - FSS Managed Cases 
Awaiting Closing -Unknown Current Case Mgmt Loe 
Awaiting Disposition Entiy by DCP 
Capacity Change Not1f1cation 
Closed in Field Office Before Acceptance 
Closed in WMS/CCRS 
FASP Due-Goals Not Met 
FASP Due Notification 
Field Office Case Manager Unit Change 
Minimum Contacts Not Met Not1f1cation 
No Services Entered Notification 
Notice of Intent CS174B Available Online 
Rejeded Referrals - CS842 Available Online 
Securi1v Grouo Addition Warnina 

Certain fields will be enabled or disabled and certain fields will be required, depending 
on the criteria you have chosen. 
Here is a list of criteria for closing request: 
• Notice of Intent to Close Date: 
• Exit Interview Date: 
• Closing Reason: 
• Discontinue of Preventive Services Date: 
• Other Closing Reason (if applicable): 
• Case Closing Request Notes: 

22 



PROMIS Instructional Guide 

For Case Closings 

I Summary of Closing Process I 

Initiate Case 
1 Closing Request 

in PROMIS 

Has the closing 
been suspended 
by ACS? 

NO 

Case will close on 
schedule. The closing 
date will be the 
Discontinue of 
Preventive Services 
Date 

YES 
The case will return to 
active status on the 
agency's workload and 
needs to be re-assigned 
to the case planner in 
PROM IS. 
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