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Overview

This User Guide describes how a Licensing Specialist creates Review Tools for the
Certification Application within the Ohio Certification for Agencies and Families (OCAF)
system.

Navigating to the Applications
From the OCAF Home tab:

1. Select Agency Applications from the dropdown menu.

Sandbox: UAT | Log out

] Department of ( \ . =N
T s Lo s ,\ fo2?22 @

3t Ohio Certification f... | Home v

Q o i s . Helpful Links
I Welcome to C gy s tion for Agencies and ! !

v Ohio Laws and Administrative Rules

>

Fa m | | IeS (OCA E Contacts Ohio Revised Code - Chapter 5103: Placement of Children
a Individual Applications Ohio Administrative Code - 5101:2 Division of Social

Manage all of your agency's in in one place Services
ﬂ Cases

) . v E-Manuals

Privacy Policy [  sackground Checks

By accessing and using this compute sstem monitoring for network administration and Family, Children, and Adult Services Manual

security purposes. Any information e Agency Applications loaded and stored within the Ohio Certification for

Agencies and Families (OCAF) syster e to personnel employed by the Ohio Department of Published Documents

Children and Youth (QDCY) for the 1 a Agency Policies vho attempts to gain unauthorized access to or exceed

authorized access to this system (inc _ not assigned to them) could be subject to criminal and Initial Certification - Completing the 1290 Application

civil penalties and/or administrative utuur i yoerar€ tiviie oy uny such unauthorized activities, it is your responsibility to
notify the system administrator immediately.

Agency Reviews New ]
My Open Reviews |

The Agency Applications screen displays with the user’s pinned list view.

2. Select My Initial Certification Applications from the dropdown menu.

C@ﬁw I Department of
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sss
sss
sss

Ohio Certification f...

Agency Applications v

Q Agency Applications o
My Initial Certification Applications v |[%]

3 fems search this list
applicat LIST VIEWS p
All e
Modified D... » | Created By

1 All Initial Certification Applications 3/2024 12:2... Lisa Licensing Sp..
2 + My Initial Certification Applications (Pinned list) 10/2024 11:4... Lisa Licensing Sp...
3 My Open Initial Cert Application 11/2024 9:14 ... Lisa Licensing Sp...
4 Recently Viewed /2024 12:00 ... Lisa Licensing Sp...
5 || APP-0000.. Happy Homes Exit Completed S... Initial Certificati... 12/5/2024 11:27 ...

My Initial Certification Applications displays.

3. Select the appropriate Application.

ss
vee

2 Ohio Certification f...

Agency Applications v

Lisa Licensing Sp...

(a-

Jle

| s ]elr

% | Created Date v

1171372024 12:2...
11/14/2024 11:0...
11/21/2024 8:47 ...
11/21/2024 8:51 ...

11/21/2024 9:22 ...

Agency Applications

My Initial Certification Applications E]

1)

5 items » Sorted by Application Number « Filtered by All agency applications - Record Type, Check if applications are

owned « Updated 33 minutes ago

] Applica... T+ | Agency

1 ] app-0000...
2 1 app-0000...
3 ] app-0000...
4 ] app-0000...

Together We Are S...
Testing Agency
Happy Agency
Happy Hearts

Happy Homes

Q. Search this list...

“ | Status “ | Record Type “ | Last Modified Date
New Initial Certificati... 11/13/2024 12:20 ...
In Progress Initial Certificati. 11/20/2024 11:42 ...
In Progress Initial Certificati. 11/21/2024 9:14 AM
In Progress Initial Certificati. 12/3/2024 12:00 PM
Application Accepted Initial Certificati. 12/5/2024 11:21 AM

Created By

Lisa Licensing Spec...
Lisa Licensing Spec...
Lisa Licensing Spec...
Lisa Licensing Spec...

Lisa Licensing Spec...

e~

lefs)lel Y]
“ | Created Date v
11/13/2024 12:20 ...
11/14/2024 11:06 ..

11/21/2024 8:47 AM

11/21/2024 8:51 AM

11/21/2024 9:22 AM

The Application Details screen displays, defaulting to the Details screen.
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Sandbox: UAT | Log out

-] Department of

c@b’;:l:vt;‘::mily [ Q search.. ] [+ N BN @

sse . e . -
e Ohio Certification f... Agency Applications v CJ APP-000029 | Agenc... ~ X

Happy Homes
Application Number Record Type Status Owner
APP-000029 Initial Certification Application Accepted ¥ Lisa Licensing Specialist £
Details Agency Information Personnel More v Checklist Activity

=] Initial Certification Checklist
v Application Information

» # Edit
Record Type Status ° General Agency
Initial Certification 3] Application Accepted 4 Information
Application Number Owner
APP-000029 i3 Lisa Licensing Specialist £ ) Function(s) - Branches
Is this an adoption agency? Completed Date and/or Facilities
D Policies/QRTP Checklist
Return Reasons
e

€ Plans

Creating Review Tools
1. Click on the Create Review Tools button.

W l Department of
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Sandbox: UAT | Log out

=1 Department of ==

W Job & Famil earch,.. v o9 A ("
— .'»nllnsm“‘r | Q. Searc * = 7 ‘3 - Q
i1 Ohio Certification f... Agency Applications | | I APP-000029 | Agenc.. ~ X

Agency Application

Create Review Tools

Happy Homes
Application Number Record Type Status Cwner
APP-000029 Initial Certification Application Accepted ¥ Lisa Licensing Specialist £
Details Agency Information Personnel More w Checklist Activity

‘=] Initial Certification Checklist
~ Application Information

# Edi
Record Type Status

Initial Certification &5 Application Accepted s ° :::::T::r;:emy
Application Number Cwner

APP-000029 5 Lisa Licensing Specialist £ o Function(s) - Branches
I this an adoption agency? Completed Date and/or Facilities

& Policies/QRTP Checklist

/ o Plans

Return Reasons

A Create Review Tools box displays.

2. Verify the Agency and Review Type is correct.
3.

to the Chosen box.

4. Click the Save button.

| Create Review Tools

*Agency

|B Happy Homes X

Agency Application @
APP-000029

*Review Type

Initial Cert Review -

* Review Tools

Available Chosen

New Staff Tool m

On-Site Residential Tool

Cancel Save

A message displays verifying the Agency Review was completed.

W l Department of
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o Agency Review "AR-00002533" was created.

Completing Review Tools
1. From the Application Details screen, select Reviews from the More dropdown

menu.
E Agency Application ”7_| I
| Happy Homes reate Review Tools |
Application Number Record Type Status Owner
APP-000029 Initial Certification Application Accepted #8 Lisa Licensing Specialist £
Details Agency Information Personnel | More | Checklist Activity

| Policies, Plans And Documents | E Initial Certification Checklist

v Application Information
Branches & Fadilities

# Edit
Record Type @ General Agency
Initial Certification led 4 .
| Approval History Information

Application Number

APP-000029 | Generate Documents Specialist Iy @ Function(s) - Branches
Is this an adoption agency? Application History andlor Facilities
M DAlirinsMRTD Chacklist
The Reviews screen displays.
2. Select the appropriate Review Number.
Details Agency Information Personnel Reviews More v
E Reviews (1) [@,He‘
1 item « Updated a few seconds ago ‘ o '
Review Nu... % | Review Type v | Review Tools v | Status v
1 AR-00002533 Initial Cert Review New Staff Tool;On-Site Resi...  In Progress |E|

View All

The Initial Cert Review screen displays. Defaulting to the Details tab.
Details Tab

C@ﬁw I Department of
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1. Review the Details screen.

sss . e . -
e Ohio Certification f... Agency Applications v O app-000029 | Agenc.. ~ X

1 APP-000029 | Ag... %5 AR-0000... v X

Agency Review Calculate C i
Initial Cert Review R
Agency Type of Agency Review Number Status QOwner
Happy Homes LPE AR-00002533 In Progress Lisa Licensing Specialist £
Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents More ~

v Review Configuration

Agency

Happy Homes
Review Type
Initial Cert Review '4
Agency Application @

APP-000029 s

v Review Tools

Review Tools
New Staff Tool:On-Site Residential Tool 4

v Agency Information

Type of Agency Agency Acronym
LPE

~ Number of Review Tools

Total New Staff Tools Total On-Site Residential Tools
0 1

Total Additional Findings

0

v Signature Information

T/A Agency Administrator Signature
T/A Signed By

T/A Signed Date

v System Information

Created By Last Modified By
B Lisa Licensing Specialist, 12/5/2024 10:04 AM #4 Lisa Licensing Specialist, 12/5/2024 10:04 AM
Last Calculate Compliance Ran Record Type

Agency Review

[
e

Converted from OCALM

Caﬁw, l Department of
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New Staff Tool

1. When finished reviewing the Details screen, click the New Staff Tool tab.

::E Ohio Certification f... Agency Applications 3 APP-000029 | Agenc.. v X

0 APP-000029 | Ag... +fs AR-0000... ~ X

Agency Review PR
Initial Cert Review alculate Compliance

Agency Type of Agency Review Number Status Owner
Happy Homes LPE AR-00002533 In Progress Lisa Licensing Specialist £
Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents More ~

v Review Configuration

Agency

Happy Homes

The New Staff Tool screen displays.

2. Click the + button for Number of Records.
3. Click the Generate Tool Questionnaire button.

Note: The Total New Staff Tool Reviews will display the total. This will change as New
Staff is added to the new staff tool. Shown in green below.

Agency Review ﬁ
Initial Cert Review _ Calculate Compliance

Agency Type of Agency Review Number Status Owner
Happy Homes LPE AR-00002533 In Progress Lisa Licensing Specialist £
Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents More v
Number of Records Total New Staff Tool Reviews

e 0 Generate Tool Questionnaire 0

The Tool Questionnaire displays.

C@ﬁw I Department of
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n |

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Number of Additional Records Needed Total New Staff Tool Reviews

-] 0 [+ Generate Tool Questionnaire 1
Mark Review Tools Complete Expand Al Collapse All

s/ Firstlast & m
~ Initial Hire O annya
1. Is there a copy of the employee's application for employment? 5101:2-5-09(G)(1)
‘ Yes ‘ No ‘ T/A N/A ‘
Comments
.

Neoncompliance Reason

v

Select

Note: The First Last link is editable. Click the 4 icon to edit the label.

4. Click the Expand All link.
5. All Questions must be answered with Yes, No, T/A (Technical Assistance) or
N/A.
Note: If No or T/A is selected, you must complete the Comments box and select a
Noncompliance Reason from the dropdown menu.

MNumber of Additional Records Meeded Total New Staff Tool Reviews

L) ] Generate Tool Questionnaire 1
Mark Review Tools Complete Collapse A

v Initial Hire

? 5101:2-5-09(G)(1)

1. Iz there a copy of the empl ‘s application for

Note: If an entire section is considered N/A you may checkmark the All N/A box.
Shown in green above.

If further guidance is needed on answering the Questionnaire, please refer to this demo
video: Review Tools Initial Certification Licensing Specialist

C% Department of
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Important: You can see the Status of the Questionnaire has changed from New to In
Progress. Once all the questions are completed, it will change to Ready for Review.

Shown below.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Number of Additional Records Needed Total New Staff Tool Reviews

(-] 4] Generate Tool Questionnaire 1

Mark Review Tools Complete

s First last # Ready for Review
~ Initial Hire 2J AllN
1. Is there a copy of the s application for 7 5101:2-5-09(6)(1)
6. When completed, click the On-Site Residential Tool.
Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Number of Additional Records Needed Total New Staff Tool Reviews

e L+ 1
Mark Review Tools Complete
v Eistlast o Reacy for Review
~ Initial Hire <] AN
1. Is there a copy of the emp s application for 5101:2-5-09(G)(1)
The On-Site Residential Tool screen displays.
On-Site Resident Tool
1. Click Expand All.
Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related
Mark Review Tools Complete Collapse A
> ) @

The On-Site Residential Tool Questionnaire expands.

2. All Questions must be answered with Yes, No, T/A (Technical Assistance), or
N/A.

C% Department of
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Note: If No or T/A is selected, you must complete the Comments box and select a
Noncompliance Reason from the dropdown menu.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Mark Review Tools Complete

v General Maintenance & Safety All NJA

1. Does the residential facility permit the children to swim only when there is a person who has completed training in lifesaving or water safety present? 5101:2-9-
18(D) and does the pool meet local and state codes?

Note: If an entire section is considered N/A you may checkmark the All N/A box.
Shown in green below.

If further guidance is needed on answering the Questionnaire, please refer to this demo
video: Review Tools Initial Certification Licensing Specialist

Important: You can see the Status of the Questionnaire has changed from New to In
Progress. Once all the questions are completed, it will change to Ready for Review.
Shown below.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Mark Review Tools Complete

w General Maintenance 8 Safety

1. Does the residential facility permit the children to swim only when there is a person who has completed training in lifesaving or water safety present? 5101:2-9-
18(D) and does the pool meet local and state codes?

3. When completed, click the Additional Findings tab.

% Department of
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Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Mark Review Tools Complete

v General Maintenance & Safety -] Al N/A

1. Does the residential facility permit the children to swim only when there is a person who has completed training in lifesaving or water safety present? 5101:2.9-
18(D) and does the pool meet local and state codes?

WA

Comments

The Additional Findings tab displays.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Number of Records Total Additional Finding Records

-] 0 [+] Generate Tool Questionnaire 0

Additional Findings Tab

1. Click the + button for Number of Additional Records Needed.
2. Click the Generate Tool Questionnaire button.

Note: The Total New Staff Tool Reviews will display the total. This will change as
Additional Records are added. Shown in green below.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Number of Additional Records Needed

-] ( Generate Tool Questionnaire

Total Additional Finding Records

Mark Review Tools Complete Expand Al Collapse Al

The Additional Record displays.

.3

Note: The Additional Finding 1 name link is editable. Click the # icon to edit the
label.

C% Department of
- Children & Youth
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3. Click the Additional Findings button.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Mumber of Additional Records Needed Total Additional Finding Records

Mark Review Tools Complete Expand Al Collapse Al

al Finding 1 # Additional Finding m

The Additional Findings box displays.

Additional Finding

Search for a Rule Number

’ Q, Search... <] ‘

4. Enter the appropriate Rule Number.
5. Select the Rule Number needed by clicking the Cite button.

C@ﬁw I Department of
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Additional Finding

Search for a Rule Number

[ Q. 5101:2-9-22] e ]
&
Rule
Type Rule Name Rule Text
Number
Physical restraint and isolation shall only be used in

| 5101:2-9- Foster Care accordance with written approval of a certified or
Cite R X Isolation, Seclusion and Restraint R it pp_ v ! ‘

22(A) Licensing licensed health care professional and a certified or

licensed practitioner of behavieral science.

Physical restraint and isolation shall only be used in

emergency circumstances when less restrictive
5101:2-9- Foster Care R .
Cite 23(8) Licensin Isolation, Seclusion and Restraint interventions have been determined to be ineffective

9 and only to ensure the immediate physical safety of the

child, a staff member or others.

The use of physical restraint and isolation shall be
5101:2-9- Foster Care X . X limited to the following emergency situations: (1) For
Cite . ) Isolation, Seclusion and Restraint . .
22(C)(1-3) Licensing protection of the child. (2} To protect another person

from a child. (3) For Self Protection.

A residential facility shall isolate residents only in

5101:2-9- Foster Care X . . accordance with the facility's written policy which has
Cite . i Isolation, Seclusion and Restraint . .
22(D) Licensing received the prior approval of the Ohio department of

job and family services (ODJFS).

Isclation shall only be used by a residential facility with
5101:2-9- | Foster Care : . ) ) ;
Cite Isolation, Seclusion and Restraint an isolation room approved by QDJFS that meets the

22(E Li i
® icensing requirements of this rule,
5101:2-9- Foster Care . . Only one child shall be placed in an isolation room at a
Cite i . Isolation, Seclusion and Restraint
22(F) Licensing time.

A child shall not be isolated longer than fifteen -

- 5101:2-9- Foster Care

Cancel Page 1 of 2 ‘ Next |

A message displays verifying the Rule Number was saved successfully and the Rule
Number now displays on the screen.

. : -
222 Ohio Certification f... Agency Applications

° Success

Rule cited successfully.

O APP-000029 | Ag.. sfs AR-0000... ~ X

Agency Review
Initial Cert Review Calculate Compliance
Agency Type of Agency Review Number Status Qwner
Happy Homes LPE AR-00002533 In Progress Lisa licensing Specialist £
Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related
Number of Additional Records Needed Total Additional Finding Recerds

-} 0 [+] Generate Tool Questionnaire 1
.
Mark Review Tools Complete Expand Al Collapse All

> 5101:2-9-22(A)

6. Click the Rule Number to expand the questionnaire.
7. Select No or T/A for the question.

W l De_partment of
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8. Provide a Comment.
9. Make a selection from the Noncompliance Reason dropdown menu.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

Number of Additional Records Needed Total Additional Finding Records

e [+ Generate Tool Questionnaire 1

Mark Review Tools Complete

v Tasting & | Additional Finding !
v 5101:2-9-22(A) [
ion and Physical and shall only be used in accordance with written approval of a certified or licensed health care
professional and a certified or licensed practitioner of behavioral science.
ment
Noncompliance Rea
v

Note: When completed, the Status changes to Ready for Review. You can delete this
Additional Finding by clicking the trashcan icon.

| |

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related
Number of Additional Records Needed Total Additional Finding Records

e 0 [+] Generate Tool Questionnaire 1

v Testng # [ additional Finding Ready for Review

v 5101:2-9-22(A)

., ion and R int Physical int and i ion shall only be used in accordance with written approval of a certified or licensed health care
professional and a certified or licensed practitioner of behavioral science.

*Comments

TEST

* Moncompliance Reason

Other -

10.When completed, click the Generate Documents tab.

C% Department of
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r

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents

Mumber of Additional Records Meeded Total Additional Finding Records

e 0 [+] Generate Tool Questionnaire 1

Approval History Related

Mark Review Tools Complete

v Testing ¢

w 5101:2-9-22(A)

ion and R int Physical int and i ion shall only be used in with written app

professional and a certified or licensed practitioner of behavioral science.

The Documents screen displays.

Generate Documents Tab

of a certified or licensed health care

You can Generate the OCAF Agency Compliance Report through this tab. For the
purpose of this User Guide, we will generate the report from a different screen, once the
Compliance Summary has been completed. Please see below for an example of the
Generate Documents screen while completing the Review Tools.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents

Approval History Related

B Generate Compliance Report

| ~ DocGen Package

B OCAF Agency Compliance Report
Generate compliance reports for QCAF Agency Full/Focused/TA/Initial Cert reviews.

E Agency Files (0)

1. Click the Approval History tab.
The Approval History tab displays.

Approval History
This tab will display the Approval History for this applicant.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents

Approval History | Related

G Approval History (0)

cBﬁ.l.ﬂ'l Department of
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1. Click the Related tab.
The Related tab displays.

Related Tab
The Related tab displays the Agency Review History.

Details New Staff Tool On-Site Residential Tool Additional Findings Generate Documents Approval History Related

(2 Agency Review History (3)

Date Field Uszer Original Value New Value

12/5/2024 10:04 AM Created. Lisa Licensing Specialist

12/5/2024 10:04 AM Review Number Lisa Licensing Specialist AR-00002533

12/5,/2024 10:04 AM Status Lisa Licensing Spedialist New In Progress
Wiew All

Compliance Summary

When done reviewing all the Review Tool tabs, click the Calculate Compliance button.

1 APP-000029 | Ag... fs AR-0000... ~ X
Agency Review Calculate C i | |
Initial Cert Review Fleuiate ompliance
Agency Type of Agency Review Number Status Owner
Happy Homes LPE AR-00002534 In Progress ¥ Lisa Licensing Specialist £
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings Related More ~

A message displays confirming the compliance was completed.

° Success! )4

Compliance has been calculated successfully! Page will reload in a few seconds.

The system reloads the Initial Cert Review screen, defaulting to the Details tab,
displaying two new tabs for the Licensing Specialist to review: The Compliance and
Summary tabs.

C@ﬁw I Department of
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::E Ohio Certification f... Agency Applications £ 0 APP-000029 | Agenc.. ~ X

O APP-000029 | Ag... +f AR-0000.. v X

m

i Agency Review e i
Initial Cert Review Calculate Compliance

Agency ype of A Status Cwne
Happy Homes PE n Progress #% Lisa Licensing Specialist £
Details Compliance Summary MNew Staff Tool On-Site Residential Tool Additional Findings Generate Documents More
v Review Configuration
Agen
r
s
v O
r
~ Review Tools
eview Tool
New Staff ToolOn-Site Residential Tool 4

~ Agency Information

1. Click the Compliance tab.

The Compliance tab displays, showing compliance records completed with review
tools.

Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More

v Summary of Technical Assistance

Additional Finding 1

Isolation, Seclusion and Restraint Physical restraint and isolation shall only be used in accordance with written approval of a certified or licensed
health care professional and a certified or licensed practitioner of behavioral science.

Record 1

Technical Assistance Reason Comments

Other Testing

Agency Signature of Acknowledgement

No

2. When done reviewing, click the Summary Tab.

The Summary tab displays, displaying an overview of the review tools completed.

C% Department of
- Children & Youth
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Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings

Generate Documents

More ~

On-Site Residential Tool

Record Name

Record 1 Test Facility
New Staff Tool

Record Name

Record 1 First Last

Additional Finding

Record Name

Recard 1 Testing
> Compliance Summary of Additional Finding

> Compliance Summary of New Staff Tool

> Compliance Summary of On-Site Residential Tool

3. To view the Compliance Summary of Additional Finding, New Staff Tool, and On-
Site Resident Tool, select the arrows next to each to expand.

Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings Generate Documents More +
On-Site Residential Tool
Record MName
Recard 1 Test Facility
New Staff Tool
Record Mame
Record 1 First Last
Additional Finding
Record Name
Record 1 Testing
Compliance Summary of Additional Finding
Compliance
Isolation, Seclusion and Restraint Physical restraint and isolation shall only be used in accordance with written approval of a certified or Y N NA T/A
licensed health care professional and a certified or licensed practitioner of behavioral science. o 1 o o 0.00%

When done reviewing the compliance and Summary tabs, click the Generate

documents tab.

C@ﬁwl Department of
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Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings

| Generate Documents | More

On-Site Residential Tool

Record Name

Record 1 Test Facility

The Generate Documents screen displays.

4. Click the OCAF Agency Compliance Report button.

—

Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings Generate Documents More v
B Generate Compliance Report
|v DocGen Package Q
B OCAF Agency Compliance Report
Generate compliance reports for OCAF Agency Full/Focused/TA/Initial Cert reviews.
The screen expands.
5. Click the Delivery Option section.
Details Compliance Summary New Staff Tool On-Site Residential Tool Generate Documents More ~

B Generate Compliance Report

> DocGen Package

'OCAF Agency Compliance Report

‘ a -

e

> Dacument Selection

> Delivery Option

REQUIRED

6. Select the OCAF Agency Compliance Report.
7. Click the Run DocGen Package button.

C@ﬁwl Department of
Page 21 of 36 ¢/ %" Children & Youth

Last Revised: 01/06/2025




OCAF Initial Certification Review Tools Licensing Specialist

Details Compliance Summary New Staff Tool On-Site Residential Tool

Generate Documents

More

E Generate Compliance Report
> DocGen Package

> Contact

> Document Selection

|v Delivery Option

OCAF Agency Compliance Report

‘ OCAF Agency Compliance Report

The system processes the request, shown below.

Run Do Package

Details Compliance Summary New Staff Tool On-Site Residential Tool

Generate Documents

More v

E Generate Compliance Report

en Package

> Contact

Selection

> Document

acquiring data

A message displays verifying the request has been completed.

Details Compliance Summary New Staff Tool On-Site Residential Tool

Generate Documents

More

E Generate Compliance Report
DocGen Package Complete

° Success! Your request has been completed.

[ Start Over Modify Run | Re-run DocGen Package
E Agency Files (1)
1 item « Sorted by Last Modified Date « Updated 8 minutes ago
Agency File Number /| Account v | Type of Document v

Released t... v

Created Date

1 AF-0000028 Happy Homes Compliance Report

12/5/2024 12:08 PM

View All

Department of
Children & Youth
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8. To View the Compliance Report, click the Agency File Number under Agency
Files.

Note: Once the compliance report has been completed, the user may have to refresh
the tab for the report to display in the Agency Files. It may take a moment to appear.

Details Compliance Summary New Staff Tool On-Site Residential Tool Generate Documents More v

E Generate Compliance Report

DocGen Package Complete

° Success! Your request has been completed.

[ Start Qver

Medify Run

Re-run DocGen Package ]

E Agency Files (1)

1 item » Sorted by Last Modified Date « Updated 11 minutes ago

Agency File Number ~ | Account ~ | Type of Document » | Released t... » | Created Date v ‘
1 [aF-oo00028 Happy Homes Compliance Report 12/9/2024 12:01 PM (]
4 »
View All

The Agency Files screen displays.

9. Click the Compliance Report hyperlink on the right side of your screen.

see . L L
.ee Ohio Certification f... Agency Applications v & APP-000029 | Agenc..  ~ X

CJ APP-000029 | Ag... ofe AR-00002.. v X CJ AF-0000... v X

Agency File .
AF-0000028 [ Edit ‘ Delete

-
Sharing ]

w Details Files (1) E]

Agency File Number Released to Agency By ICempHance Report-Initial Cert Review (AR-0000... I
AF-0000028 P Dec 5, 2024 » 506KB « pdf
Type of Document X Account View All
. ’ ;
, Compliance Repart b Happy Homes £
Agency Review . Agency Application
AR-D0002534 ’ 4

The Compliance Report displays.
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% Compliance Report-Initial Cert Review (AR-

FOF  00002534)-2024-12-05 120833.pdf &, Download [ Share @ Publiclink (]

Agency Records
Initial Cert Review - Review Number AR-00002534

AGENCY: Happy Homes
UNIVERSE PERIOD: -

New Staff Tool

Record 1 I
On-Site Residential Tool

Record 1 |
Additional Finding

Record 1 ——

A Page of 11 v Pl

10.Click the X to exit out of the Compliance Report.
11.Click the Application Tab to return to the application details screen.

1 Department of

- \ —_ .
Job & Family Search... | v a9 A ™y
v  Services | Q Search | - i m : -
533 Ohio Certification f... Agency Applications v 0] APP-000028 | Agenc... v X
0 APP-000029 | Ag... -:- AR-00002... v X [; AF-0000... v X
Agency File ( ) R
AF-0000028 ‘ Edit Delete Sharing |
v Details Files (1) |L|
Agency File Number Released to Agency Compliance Report-Initial Cert Review (AR-0000.
AF-0000023 s Dec 5, 2024 + 506K + pdf
Type of Document ) Account View All
Compliance Report s Happy Homes a
»
Agency Review . Agency Application
AR-00002534 s s
The Application Details tab displays.
12.Click the Status edit button.
% Department of
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EEE Ohio Certification f... Agency Applications | [J APP-000029 | Agenc.. ~ X

L] APP-000029 | A... sfe AR-00002.. w X

Agency Application
Create Review Tools

Happy Homes
Application Number Record Type Status Owner
APP-000029 Initial Certification Application Accepted P:f Lisa Licensing Specialist £
Details Agency Information Personnel Policies, Plans And Documents More w Checklist Activity

=] Initial Certification Checklist
~ Application Information

Record Ty Statu
s ipe o X € General Agency Information
Initial Certification £ Application Accepted 4
Application Number Owner o Function(s) - Branches and/or
APP-000029 £3 Lisa Licensing Specialist Fy Facilities
Is this an adoption agency? Completed Date
€ Policies/QRTP Checklist
4

Retumn Reasons @ Plans

13.Select Exit Completed Specialist from the dropdown menu.
14.Click the Save button.

Details Agency Information Personnel Policies, Plans And Documents More v

v Application Information

Record Type * Status s

Initial Certification Exit Completed Specialist v

Application Number
APP-000022

Owner

P Lisa Licensing Specialist
Is this an adoption agency?
Completed Date

Return Reasons

-

The Application for Certification has now been sent to the Licensing Specialist
Supervisor Queue for review.

For further guidance on Review Tools please refer to this demo video: Review Tools
Initial Certification Licensing Specialist

C@ﬁw I Department of
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Review Tools Status

After the Supervisor reviews and approves the compliance summary, the Licensing
Specialist will return to the Reviews screen.

1. From the Applications Details screen, select Reviews from the More dropdown
menu.

Agency Application

Create Review Tools
Happy Homes L reate J
Application Number Record Type Status Owner
APP-000029 Initial Certification Exit Approved ¥ Lisa Licensing Specialist £
Details Agency Information Personnel | More v| Checklist Activity
Policies, Plans And Documents Initial Certification Checklist

v Application Information
Branches & Facilities

¢ Edit
Record Type Reviews
’ General Agenc
Initial Certification s ° _g Y
Approval History Information
Application Number
APP-000029 Generate Documents a Specialist £ @ Function(s) - Branches
Is this an adoption agency? Application History and/or Facilities
Retum Reasons ° Policies/QRTP Checklist
2. Select the appropriate Review Number.
Details Agency Information Personnel Reviews More w
Reviews (1) ‘ g - ‘ o |
1 item » Updated a few seconds ago
Review Num... v | Review Type v | Review Tools v | Status ~
1 Initial Cert Review New Staff Tool;On-Site Resident...  In Progress |:\

View All

The Initial Cert Review screen displays, defaulting to the Details tab.

3. Click the New Staff Tool tab.

C% Department of
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Agency Review
Initial Cert Review

Agency

Type of Agency

Review Number Status

Calculate Compliance

Qwner

Happy. Homes LPE AR-00002534 In Progress £ Lisa Licensing Specialist £*
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More v
v Review Configuration
Agency
Happy Homes o

The New Staff Tool tab displays.
4. Click the Mark Review Tools Complete button.
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More

Number of Additional Records Needed

-]

>

0 L]

Testing Worker ¢

Total New Staff Tool Reviews

Generate Tool Questionnaire 1

A Note box appears verifying you want to continue.

5. Click the Confirm button.

Cancel

NOTE:

Once you mark the tools as complete, the tools will be locked and no further changes are permitted.

Please confirm to continue.

Mark Review Tools Complete

A message displays verifying the records were saved as complete.

Note: The New Staff Tool is now showing Complete, shown in green below:

Page 27 of 36
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ses . P

ses

=2+ Ohio Certification f... Agency Appl : Success %
[ APP-000029 | Ag... 3 AR-0000... v X All records have been marked as Complete.

| 'I‘
Agency Review - ;
Initial Cert Review alculate Compliance

Agency Type of Agency Review Number Status Owner
Happy Homes LPE AR-00002534 In Progress 5 Lisa Licensing Specialist £
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More

Expand All  Collapse All

Testing Worker Complete
g P!

6. Click the On-Site Residential Tool tab.

=

1

Initial Cert Review alculate Compliance

Agency Type of Agency Review Number Status Owner
Happy Homes LPE AR-00002534 In Progress B9 Lisa Licensing Spedialist £
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More s

Expand All  Collapse All

Testing_ Worker Complete
9 P!

The On-Site Residential Tool screen displays.

7. Click the Mark Review Tools Complete button.

Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More w

Mark Review Tools Complete

Expand All  Collapse All

A Note box appears verifying you want to continue.
8. Click the Confirm button.
or ]
Thor e ronen
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Once you mark the tools as complete, the tools will be locked and no further changes are permitted.
Please confirm to continue.

A message displays verifying the records were saved as complete.

Note: The On-Site Residential Tool is now showing Complete.

Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More

Expand All  Collapse All

> Test Facility

9. Click the Additional Findings tab.

Initial Cert Review alculate Compliance

Agency Type of Agency Review Number Status Owner
Happy Homes LPE AR-00002534 In Progress #9 Lisa Licensing Specialist &£*
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More ~

The Additional Findings screen displays.

10.Click the Mark Review Tools Complete button.

C@ﬁw, l Department of
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Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More v

MNumber of Additional Records Needed Total Additional Finding Records

-] 0 [+] Generate Tool Questionnaire 1

Mark Review Tools Complete
v Additional Finding 1 #* Additional Finding Ready for Review

> 5101:2-9-22(A) (@)

Expand All  Collapse All

A Note box appears verifying you want to continue.

11.Click the Confirm button.

Once you mark the tools as complete, the tools will be locked and no further changes are permitted.
Please confirm to continue.

A message displays verifying the records were saved as complete.

Note: The Additional Findings is now showing Complete, shown in green below:

Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More

Expand All  Collapse All

S Additional Finding 1

12.When Review Tools are marked completed, return to the application by clicking
the Agency Application tab.

C@ﬁw I Department of
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i3 Ohio Certification f... Agency Applications v LI APP-000029 | Agenc.. v X
[ APP-000029 | Ag... s»fe AR-0000... ~ X 3 AF-00000.. v X
Agency Review ( Caleulate i
Initial Cert Review | -efurate Fomphance
Agency Type of Agency Review Number Status QOwner
Happy Homes LPE AR-00002534 In Progress £3 Lisa Licensing Specialist £
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More

The Application Details screen displays, defaulting to the Reviews tab.

13.Click the Details tab.

Details Agency Information Personnel Reviews More v

a Reviews (1) @ EJ

1 item + Updated 22 minutes ago

Review Num... v | Review Type v | Review Tools v | Status v
1 AR-00002534 Initial Cert Review New Staff Tool;On-Site Resident...  In Progress |z|
View All

The Details screen displays.

14.Click the Status Edit button.

Details Agency Information Personnel More v

v Application Information

Record Type Status
Initial Certification £ Exit Approved s
Application Number Owner
APP-000029 ¥ Lisa Licensing Specialist Iy

Is this an adoption agency? Completed Date

Return Reasans

15.Select Review Shared with Agency from the status dropdown menu.
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16.Click the Save button.

Details Agency Information Personnel More

v Application Information

Record Type * Status

Initial Certification Review Shared with Agency v

Application Number
APP-000029

Owner

# Lisa Licensing Specialist
Is this an adoption agency?
Completed Date

Return Reasons

| Cancel REI

The Agency Administrator will receive an email detailing the findings and will then
proceed to Acknowledge and Sign to move forward with the application process.

Once the Agency Administrator completes this step, the Licensing Specialist receives a

notification that the Agency Administrators signature has been provided. Proceed with
this User Guide to mark the Review Completed.

Review Completed

Once the Agency Administrator acknowledges and signs the Review Finding, the
Licensing Specialist receives an alert within the OCAF system.

1. Click the Notification icon.

Note: The Application status is now showing as Agency Acknowledged. Shown in
green below.

% Department of
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I~~~ Department of ( )
. & - - m 9D
‘.Uiﬁfra’ ;:{r,vai;::mlly | Q Search ‘ |* | & $

..

.
.

. . e
¢2+ Ohio Certification f... Agency Applications | v

E Agency Applications o
My Initial Certification Applications v |# |

5 items + Sorted by Application Number + Filtered by All agency applications - Record Type, Check if applications are

owned » Updated a few seconds ago L Q search this it H & - JU N J £| ‘i[ ey ‘
D Applica... T v | Agency v | Status “ | Record Type “ | Last Modified Date ‘v Created By “  Created Date v
1 D APP-0000... Together We Are S... New Initial Certificati... 11/13/2024 12:20 P... Lisa Licensing Speci... 11/13/2024 12:20 P... |Z\
2 ] app-0000... Testing Agency In Progress Initial Certificati... 11/20/2024 11:42 ... Lisa Licensing Speci... 11/14/2024 11:06 ... |Z\
3 D APP-0000... Happy Agency In Progress Initial Certificati... 11/21/2024 9:14 AM Lisa Licensing Speci... 11/21/2024 8:47 AM |Z\
4 [J apP-0000... Happy Hearts In Progress Initial Certificati... 12/3/2024 12:00 PM Lisa Licensing Speci... 11/21/2024 8:51 AM |Z\
5 | D APP-0000... Happy Homes Agency Acknowled... Initial Certificati... 12/12/2024 11:34 ... Lisa Licensing Speci... 11/21/2024 9:22 AM |z\
The Notification displays.
Notifications Mark allas read X
Agency Acknowledged for Review AR-00002534
Happy Homes has provided a signature to acknowledge the
| Technical Assistance on Initial Application Review AR-00002534
g
15 minutes ago »
f. -
2. Select the Agency Acknowledged application from the My Initial Certification
Applications list.
<1 Department of ( 1 . P K
Job & Family Search... v N2 (
s’  Services L Q J ‘.* | - ! $ = ®,
woe . e -
22 Ohio Certification f... Agency Applications | ™
E Agency Applications
My Initial Certification Applications v |%]
5 items » Sorted by Application Number « Filtered by All agency applications - Record Type, Check if applications are ( _ L. ‘ [ ( ( .
owned * Updated a few seconds ago L Q Search this list.. J ‘ o 4 ] ¢\ Y |
D Applica... T~ | Agency W | Status v | Record Type “ | Last Modified Date ‘v~ | Created By % | Created Date v
1 |:| APP-0000... Together We Are S... New Initial Certificati... 11/13/2024 1220 P... Lisa Licensing Speci... 11/13/2024 1220 P...
2 D APP-0000... Testing Agency In Progress Initial Certificati... 11/20/2024 11:42 ... Lisa Licensing Speci... 11/14/2024 11:06 ...
3 [] app-0000... Happy Agency In Progress Initial Certificati... 11/21/2024 3:14 AM Lisa Licensing Speci... 11/21/2024 8:47 AM
4 D APP-0000... Happy Hearts In Progress Initial Certificati... 12/3/2024 12:00 PM Lisa Licensing Speci... 11/21/2024 8:51 AM
5 D Happy Homes Agency Acknowled... Initial Certificati... 12/12/2024 11:34 .. Lisa Licensing Speci... 11/21/2024 9:22 AM

The Application Details screen displays, defaulting to the Details tab.

3. Select Reviews from the More dropdown menu.

C% Department of
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l Q Agency Application
Happy Homes

Application Number Record Type Status
APP-000029 Initial Certification Agency Acknowledged

| Details Agency Information Personnel More w

Policies, Plans And Documents

Owner

3 Lisa Licensing Specialist £°

~ Application Information
Branches & Facilities

Record Type Reviews
Initial Certification ledged s
Approval History
Application Number
APP-000029 Generate Documents g SPEQ?!@ D
Is this an adoption agency? Application History
The Reviews screen displays.
4. Select the appropriate Review Number.
Details Agency Information Personnel Reviews More v
Reviews (1) ‘ o - ‘ a |
1 item » Updated a few seconds ago ) ) ‘
Review Num... v | Review Type v | Review Tools v | Status v
1 Initial Cert Review New Staff Tool;0On-Site Resident...  Completed |E|
View All

The Initial Cert Review screen displays.

5. You can view the Agency Administrators signature under the Signature
Information section.

C% Department of
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| ~ Signature Information

T/A Agency Administrator Signature

NP

T/A Signed By

T/A Signed Date
12/12/2024

~ System Information

Created By Last Modified By

B Lisa Licensing Specialist- 12/5/2024 10:53 AM # James Dean. 12/12/2024 11:34 AM

Last Calculate Compliance Ran Record Type

12/9/2024 11:36 AM Agency Review 4]

Converted from OCALM

6. When completed reviewing any additional information or documentation the
Agency Administrator provided, return to the Agency Details page by clicking the
Agency Application tab.

HH Ohio Certification f... Agency Applications v CJ APP-000029 | Agenc... v X

1 APP-000029 | Ag... ofs AR-0000... v X

Agency Review
Initial Cert Review

Agency Type of Agency Review Number Status Owner
Happy Homes LPE AR-00002534 Completed £3 Lisa Licensing Spedialist £
Details Compliance Summary New Staff Tool On-Site Residential Tool Additional Findings More v
v v Review Configuration

The Reviews tab displays.

7. Click the Details tab.

Details Agency Information Personnel Reviews More v

ﬂ Reviews (1) ‘ % - ‘ e ‘
1 item » Updated 6 minutes ago
Review Num... v | Review Type v | Review Tools v | Status v

The Details tab displays.
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8. Click the Status Edit button.

9. Select Specialist Review Completed from the dropdown menu.
10.Click the Save button.

Note: The review is now locked, and edits cannot be made.

Details Agency Information Personnel More v

~v Application Information

Record Type * Status 9
Initial Certification

Specialist review completed v

Application Number
APP-000029

Owner

#4 Lisa Licensing Specialist
Is this an adoption agency? -
Completed Date

Return Reasons

o‘ Cance | Save |

The Initial Review moves to the Supervisor Review Queue. The Licensing Specialist
has now completed their portion of the Initial Review.

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