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Completing a Policy, Plan and Document Revision — Licensing Specialist

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.
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2. Select the New Policy Revisions Request notification.
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W Happy Homes has submitted a new Policy Revision Request. I

elcome to Ohio Certification for
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Manage all of your agency's information and certification in one place Complaint C-000018 has been rejected by your supervisor.
Please log into the complaint to see the comments provided.

20 hours ago ®

Approval Rejected by Supervisor.
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The User will be navigated directly to the New Policy Revision Request.
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HH Ohio Certification f... Agency Policies v %" REQ-0000040 | Policy... ~ X

sse

Policy, Plan, Document Revision Request

Happy Homes Approve Revision Request Return Revision Request Cancel Request
Agency Policy Status Revision Type Locked? Revision Request Number Owner
PPD-00000019 Submitted Policy Revision REQ-0000040 Lisa Licensing Specialist
Details Policy Revisions Plan Revisions Document Revisions Related

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.
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. a Individual Applications L Ohio Administrative Cade - 5101:2 Division of Social Services

Manage all of your agency's ir in one place

G Cases

v E-Manuals

PI‘IVBCy’ POliCy U, Background Checks
By accessing and using this computt rstem manitoring for network administration and security Family, Children, and Adult Services Manual
purposes. Any information entered i Agency Applications nd stored within the Ohio Certification for Agencies and
Families (OCAF) system. All informa employed by the Ohio Department of Children and Youth Published Documents
(QDCY) for the purposes of certificai 1 unauthorized access to or exceed authorized access to this
system (including logging in with cr - uld be subject to criminal and civil penalties and/or User Guide for Initial Certification

administrative action. If you are awaré of any S tRRiiRtiorzea acuvities, it is your responsibility to notify the system
administrator immediately.

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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31 Ohio Certification f... gy e v

Agency Policies
ﬂ My Agency's PoliciesE]
4 items + Sorted by Agency Policy Name « Filtered by All agency policies - Check if policies are owned » Q, search this list.. }
Updated a few seconds ago

D Agency Policy Name T v | Agency v | Agency Application v | Created By v | Last Modified Date v
1 J ePD-00000017 Testing Agency APP-000016 James Smith 11/20/2024 11:33 AM \z:\
2 [} ppD-00000018 Happy Agency APP-000027 John Smith 11/21/2024 9:07 AM
3 D Happy Homes APP-000029 James Dean 1/22/2025 1:01 PM
4 D PPD-00000024 Happy Hearts APP-000028 Jane Jones 12/3/2024 11:57 AM

The Agency Policy screen displays.

4. Click the Policy Revisions tab.

Agency Policies v & PPD-00000019 | Age... ~ X

Create Policy, Plan, Document Revision

Agency Policy Name Agency Type Certified Agency Certification Status Owner
PPD-00000019 LPE Yes Active £ Lisa Licensing Specialist £

Policies Plans Documents Policy Revisions Certificates Compliance Reports

Approved Policies

4 Policy Title Document
Revision Date

> Access to Administrator Policy

B Testing Doc.docx
5101:2-5-13(A)(19)

5. Select the Submitted Policy Revision.

Policies Plans Documents Policy Revisions Certificates Compliance Reports

a Policy Revision Requests (4) @

4 items « Sorted by Created Date « Updated a few seconds ago

Revision Request... v | Revision Type v | Status v | Approved Date v | Created Date L v
1 Policy Revision Submitted 1/22/2025 1:01 PM
2 REQ-0000039 Policy Revision Canceled 1/22/2025 12:50 PM
3 REQ-0000026 Initial Certification Approved 12/17/2024 12/17/2024 10:18 AM
4 REQ-0000024 Initial Certification Approved 12/16/2024 12/16/2024 3:46 PM
4 3
View All

The Policy Revision displays.
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232 Ohio Certification f... Agency Policies v »® PPD-00000019 | Age.. v X
% PPD-00000019 | ... »” REQ-000... ~ X
Policy, Plan, Document Revision Request
Happy Homes Approve Revision Request Return Revision Request Cancel Request
Agency Policy Status Revision Type Locked? Revision Request Number Owner
PPD-00000019 Submitted Policy Revision REQ-0000040 Lisa Licensing Specialist
Details Policy Revisions Plan Revisions Document Revisions Related
>
Policy Revisions Expand All  Collapse All

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:

l m Policy, Plan, Document Revision Request ‘ ‘ I
A Revision R t Ret Revision R t C R t ‘
Happy Homes | pprove Revision reques eturn revision reques ancel Reques!
Agency Policy Status Revision Type Locked? Revision Request Number Owner
PPD-00000019 Submitted Policy Revision REQ-0000040 Lisa Licensing Specialist
Details Policy Revisions Plan Revisions Document Revisions Related
Policy Revisions Expand All  Collapse All

Listed below are the required policies for your agency's selected functions. Upload your written palicy for each requirement below from your device. If there is a policy that
you do not want to revise then you should select the N/A (Not Applicable) button.

Policy Title Document Revision
Date
» Access to Administrator Policy Testing Doc.docx 1/22/2025

5101:2-5-13(A)(19)

» Assurance of Child’s Civil Rights
5101:2-5-13(A)(25)

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.

Policy Title Document Revision
Date

v Access to Administrator Policy Testing Doc.docx 1/22/2025
5101:2-5-13(A)(19)

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)?

No

‘ Yes N/A |

Comments

Save to Review History

> Review History

Once completed, a green checkmark will appear next to each policy revision that was
reviewed.
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Policy Title Document Revision
Date
v °Access to Administrator Policy Testing Doc.docx 1/22/2025

5101:2-5-13(A)(19)

Does the policy specify the procedures for ensuring the accessibility of the administrator or designee with executive autherity to agency staff and
ODJFS representatives at all times as required by OAC 5101:2-5- 13(A)(19)?

Comments

Testing

Save to Review History

7. Click the Plan Revisions tab.
8. If any Plan Revision were submitted, Repeat Steps 2-5.

Details Policy Revisions Plan Revisions Document Revisions Related

Plan Revisions Expand All  Collapse All
Listed below are the required plans for your agency’s selected functions. Upload your written plan for each requirement below from your device. If there is a plan that you do

not want to revise then you should select the N/A (Not Applicable) button.

Plan Title Document Revision
Date

> Disaster Preparedness Plan
5101:2-5-13.1(D)

9. When completed with Plan Revisions, click the Document Revisions tab.
10.1f any Document Revisions were submitted, Repeat Steps 2-5.

Details Policy Revisions Plan Revisions Document Revisions Related

Document Revisions Expand All  Collapse All

Listed below are the required documents for your agency's selected functions. Upload your document for each requirement below from your device. If there is a document
that you do not want te revise then you should select the N/A (Not Applicable) button.

Document Title Document Revision
Date

» Background checks for college interns, subcontractors,
volunteers, employees, board presidents, officers,
administrators and foster caregivers
5101:2-5-09.1
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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.

::: Ohio Certification f... Agency Policies v | o® REQ-0000040 | Policy.. v X

Policy, Plan, Document Revision Request

Happy Homes

Approve Revision Request

Return Revision Request

Cancel Request

Agency Policy Status

Revision Type Lacked? Revision Request Number Owner
PPD-00000019 Submitted Policy Revision REQ-0000040 Lisa Licensing Specialist
Details Policy Revisions Plan Revisions Document Revisions Related

Document Revisions

Expand All  Collapse All
Listed below are the required decuments for your agency's selected functions. Upload your document for each requirement below from your device. If there is a document
that you do not want to revise then you should select the N/A (Not Applicable) 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.

233 Ohio Certification f... Agency Policies v | »® REQ-0000040 | Policy.. v X

Pelicy, Plan, Document Revision Request

Happy Homes

Approve Revision Request

Return Revision Request

Cancel Request

Agency Policy Status

Revision Type Lacked? Revision Request Number Owner
PPD-00000019 Submitted Policy Revision REQ-0000040 Lisa Licensing Specialist
Details Policy Revisions Plan Revisions Document Revisions Related

Document Revisions

Expand All  Collapse All
Listed below are the required documents for your agency's selected functions. Upload your document for each requirement below frem your device. If there is a document
that you do not want to revise then you should select the N/A (Not Applicable) button.

The Status now displays as Approved, and the Locked box is now checked.
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Completing a Policy, Plan and Document Revision — Licensing Specialist

::: Ohio Certification f... Agency Policies v | »® REQ-0000040 | Poliy... ~ X
I Pelicy, Plan, Document Revisicn Request I
M Happy Homes
Agency Policy Status Revision Type Locked? Revision Request Number Owner
PPD-00000019 Approved Palicy Revision v REQ-0000040 Lisa Licensing Specialist
Details Policy Revisions Plan Revisions Document Revisions Related

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.
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