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CONNECTIONS Tip Sheet
Initiating the Placement Request
The Placement module provides quick access to all placement-related data. Within CONNECTIONS, you can request placement services and record
placement details such as critical address information, resource parameters, and child- and placement-related options. An initial placement request can
only be created by a district. Remember, the placement module may be completed by multiple workers. If you have questions about your district/agency’s
local protocol for placement-related tasks in CONNECTIONS, you are encouraged to speak with your supervisor.

1

On the My
Workload tab,
select the appropriate
INV, FSI, or FSS
stage.

Requests for placement are initiated on the
Placement window. This window is accessed via
the Placement link on the NAVIGATION PANE
when one of the following stage types is selected
on the workload:
·
·

2

Click the
Placement link on
the NAVIGATION
PANE.

3

Click the New
button to initiate a
new placement
request.

·
·

Investigation (INV)
Family Services Intake (FSI)
Family Services Stage/Child Welfare Services
(FSS/CWS)
Family Services Stage/Child Case Record
(FSS/CCR)

Clicking the New button initiates a new placement request.
Clicking the New Using button prefills fields with data from
previous records. The New Using button is disabled if there
are no prior requests for placement services.

4

Select all children
who require
placement in the
Children Needing
Placement grid.
‘Multi-select’ is available to initiate
a sibling placement request.

5

Record the date
placement services
are needed, which
can be up to 14 days
in the future.

The optional Placement Worker Assigned field
directs a placement request to a specific worker. It is
not required in order to complete the request.

If the Proximity Address and/or
School Address are not available or
do not apply to this request, select
the ‘not available’ checkboxes.

6

Complete the
Critical Address
Information section.
All addresses must
be validated.

The School Address can
be manually recorded.

7

Complete the
Resource Search
Parameters
section.

When you select ‘Exact’ as the Search
Type, the following fields display:
· Exact Reason
· Resource Name
· Resource ID
The Exact Reason field is required.

8
9

Record comments
related to the
request and click
the Save button.

Workers with the MAINT PLACE Business
Function can complete the Resource Search
Parameters. The completion of the Resource
Search Parameters section is not required to
place the request on the dashboard.

Best casework practice is to record Child Characteristics, Special Restrictions, and Placement Evaluation information on the Person List window sub-tabs prior to initiating a placement
request. The MAINT PLACE Business Function is required to maintain these windows from the Placement window (step 9 below). Remember to follow your district/agency’s local protocol.

9

Using the links in
the Child Options
section of the
NAVIGATION PANE,
record information on
child characteristics,
the placement
evaluation, and
special restrictions.

10

Click the Priority
Criteria link on the
NAVIGATION PANE
and complete the
Priority Criteria
window.

11

On the Placement
window, select the
Place(d) on Dashboard
checkbox and click the
Save button.

This window allows you to view or modify the characteristics (health–related, behavior-related,
etc.) for the child(ren) who will be the focus of a placement search.

This window contains an evaluation tool for
you to record details of the child(ren)’s needs.
Information recorded here is not used in the
search and match process.

This window displays extraordinary placement
needs that apply to a child and alerts you to
any potential conflicts that may exist between
the child(ren) needing placement and other
children already living in a home.

This window displays all characteristics recorded for the child(ren) and allows you to designate
individual characteristics as either “Optional” or “Required” in the placement search. All recorded
child characteristics default to “Optional.” You will decide—based on child-specific placement
needs—which recorded characteristics should be changed to “Required” (e.g., a child in a
wheelchair requires a handicap-accessible home). This window must be complete in order to
conduct a placement search; however, it is not required in order to place the request on the
dashboard. The MAINT PLACE Business Function is required to maintain this window.

Once the Place(d) on Dashboard checkbox is
selected and saved, the placement request number is
assigned. Edits can still be made to the placement
request, but you cannot remove it from the dashboard
unless you use the withdrawal process.

