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Overview 

This user guide describes how to complete a Policy Revision as a Licensing Specialist 

in the Ohio Certification for Agencies and Families (OCAF) system.  

 

Functionality Location 

Upon logging in to the OCAF Home Page: 

1. Click the Notifications Alert button. 

 

2. Select the New Policy Revisions Request notification. 

 

The User will be navigated directly to the New Policy Revision Request. 



Completing a Policy, Plan and Document Revision – Licensing Specialist 

Page 4 of 10   Last Revised: 01/23/2025 

 

Note: This is the most efficient way to access the New Policy Revision Request. The 
user can navigate to the Policy manually. This will be reviewed below: 

OR 

Upon logging in to the OCAF Home Page: 

3. Click on the down arrow in the banner section next to the app launcher, which is 
the nine-dot square in the upper left-hand corner of the page.  

4. Select the Agency Policies from the list.  

 

The Agency Policies section will appear.  

1. The default filter will be Recently Viewed Agency Policies records, but you may 
change this view by adding filter criteria and save it by clicking the pin icon to 
change your settings.  

2. Select My Agencies Polices from the dropdown list. 

3. Select the Agency Policy Name hyperlink. 
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The Agency Policy screen displays.  

4. Click the Policy Revisions tab.  

 

5. Select the Submitted Policy Revision. 

 

The Policy Revision displays.  
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Reviewing the Policy, Plan and/or Document Revisions 

From the Policy, Plan, Document Revision Request screen:  

1. Select the dropdown Arrow on the Policies, Plans, Documents that are marked with a 

new Document and Revision Date to view the revisions. 

Note: Only policies, plans and documents with changes will have a new document attached and 

a Revision Date listed. All other policies, plans and documents will be listed with N/A that have 

no changes therefore require no review. Shown in green below: 

 

2. Click the Document Link to review the new document received. 
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3. Select Yes, No or N/A for Does the policy specify the procedures for 
ensuring the accessibility of the administrator or designee with executive 
authority to agency staff and ODJFS representatives at all times as 
required by OAC 5101:2-5- 13(A)(19)? 

4. Provide a Narrative in the Comments section.  

Note: A Narrative will be required if No is selected for all questions being answered. 

5. Click the Save to Review History if you want to save to review history. 
6. Repeat Steps 2-5 for each Policy Revision pending review. 

 

Once completed, a green checkmark will appear next to each policy revision that was 
reviewed. 
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7. Click the Plan Revisions tab.  
8. If any Plan Revision were submitted, Repeat Steps 2-5. 

 

9. When completed with Plan Revisions, click the Document Revisions tab.  
10. If any Document Revisions were submitted, Repeat Steps 2-5.  
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Approving the Policy, Plan and/or Document Revisions 

The Licensing Specialist has the option to Approve the Policy Revision, Return the 
Revisions back to the Agency Administrator or Cancel the Policy Revisions. 

1. If the Policy Revision need to be returned to the Agency Administrator, click the 
Return Revision Request button. 

 

The Policy Revisions will be sent back to the Agency Administrator.  

2. If the Policy Revisions can be approved, click the Approve Revision Request 
button. 

 

The Status now displays as Approved, and the Locked box is now checked. 
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The Agency Administrator will be notified that the Policy Revisions have been 
Approved.  

 

If you have additional questions pertaining to this Deployment Communication, please 
contact the Customer Care Center.  

 

 

 

 

 

 

 

 

 

 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fodjfs2.my.site.com%2FCustomerCareCenter&data=05%7C02%7CLisa.Oliver2%40jfs.ohio.gov%7C989cf850d37046f616fb08dc62ce48c2%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C638493885340155072%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=m7Jj%2FJgZoByjWSmS1yVsBvkU74K5cBrLFP0FC1bFFvo%3D&reserved=0

