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CAPSS System Instructions for Processing FFPSA 
Services  
 

Login to the Child and Adult Protective Services System (CAPSS) with your credentials.  
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While in update mode, access the Family Permanency Plan(FPP) tab within the Assessment & Planning 
tab. 

Click “New” (to create the first record or next version of an existing FPP) or “Edit” (to update a pending 
FPP). 
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Add Evidence Based Goal Service to the Family Permanency 
Plan(FPP) 
 

Step 1.  

On section II of the FPP, the worker will add the goal for the recipient and then add the Evidenced Based 
Service (EBS) that is needed to obtain the goal. 

  

Add Goal 
 

Click             to select a recipient for which to add a goal. Select a recipient from the drop-down list 

and click the               button.  

Note: This list only shows individuals selected on the Permanency Plan Team list. 
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Click the                        buttton. 

 

 

Enter the Start Date for the goal. This is the day it is identified and describes the specific, measurable, 

attainable, relevant, and time-based goal indicated in the “Goal” textbox. 

Enter the Goal Review Date based on the time frame you have described. 

Type the Goal narrative and click the                 button.                           

 

Fields denoted with an asterisk (*) are required. 

 

Mickey will become knowledgeable about Jessica’s depression and mood swings; 
particularly with the effects it has on his behavior when he is not taking the 
prescribed medication. Mickey will do this by describing the effects on Jessica’s 
behaviors, and this will be done consistently and consecutively for three months. 
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The goal saves to the goal grid. Select the Edit button to make changes or the Delete button to delete the 

goal record. 

   

 

 

Step 2.  

Add Evidence Based Goal Service 
 

Click the                   button on the goal that you want to add the service to.  

 

 

Select the Start Date that the need for the service is identified. This is not necessarily the date it is 
referred. 

Select the Time Frame from the drop-down menu. 

Enter the responsible party in the text box labeled “Who is Responsible?”  
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   Fields denoted with an asterisk (*) are required. 
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Click the “Identified Service” drop-down and select “Evidenced Based Service”. 

                                                                                                                                                                                                                                                                   

Next, select the type of evidenced based service that you will refer the family to, from the “Sub 

Identified Service” drop-down list. 
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If BSFT or FRCPS is selected for the Sub Identified Service, select the “Type of Service” from the drop-
down menu. 

 

 

Select the program service that the service is associated with. 
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Once the program service is selected, all active program service recipients, other than the goal recipient, 
will be listed for selection in the section labeled “Beneficiaries”. 

 

Put a in the box next to each recipient who will benefit from the service. The ‘Start Date” field will 
populate with today’s date. Note: If a beneficiary is added after the goal service has been added (update 
mode) the worker will have to manually enter the beneficiary Start Date. 

 

Put a in the box to acknowledge that the client has been made aware of these services. 

 

Click the            button. 
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The goal service record populates to the goal service grid under the goal. 

 

 

Click the                                button at the top of the FPP. A message displays as a reminder that a Child 

Specific Prevention Plan is required for each child that is included on an EBS goal service. 
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Once processing is complete, the below message displays. Click OK. 
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Complete Child Specific Prevention Plan(s) 
 

Each child must have a Child Specific Prevention Plan (CSPP) completed for evidenced based services. 

The CSPP is valid for 12 months from the Start Date of the CSPP or until the child becomes ineligible for 

IV-E FFPSA. If the child is receiving Evidence Based Services that extend beyond the end of the 12 

months, then a new CSPP is required, and the continued Evidence Based Service(s) will populate in the 

new CSPP with a start date equal to the Start Date of the new CSPP. 

 

 
 
Step 1. 

After adding the EBS goal service and clicking the                               button, add a CSPP for all children 

added to the Evidenced Based goal service record (when applicable). 

 

Select Section VI of the Family Permanency Plan.                                  

 

Click the                     button. This button is only enabled once children have been added to an EBS goal 

service and no active CSPP exists. 
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Step 2. 

 

Select the child for which to add the CSPP. Click the                  button.  

Note: Only a child who is a goal recipient or beneficiary on an Evidenced Based goal service record will 
be available for selection on the recipient drop-down list. 

 

  

 

If all child case recipients (who have been added to an EBS goal service record) already have an active 

CSPP, the below message will display when the ADD Plan button is invoked. 
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Step 3. 

Enter the Prevention Plan Strategy for the specified child. This is the rationale for the referral. You will 

need to describe how the intervention identified will reduce the risk of an out of home placement. Please 

keep in mind that if all children are receiving the same intervention, the description may be the same for 

each, or it may differ based on individual needs.  

Click the                  button. 

 

 

A referral has been made for Jessica and Laurie to participate in Brief 
Strategic Family Therapy to address the specific challenges Jessica is 
facing with depression and episodes of aggressive mood swings. The 
intervention seeks to ensure Jessica can remain safely in the home. 
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The plan populates to the CSPP grid. Add a plan for each applicable child. 

 

Click the                              button located on the top of the FPP form. 

 

 

View CSPP Details  

 

Click the         sign to view CSPP Details for a specified child. 

 

 

The CSPP opens.  
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Complete Support Service Authorization 
 

After the Evidenced Based Service has been identified on the goal service record, the worker must 
authorize the service(s) prior to sending a referral to the provider. 

 

Click on section II of the FPP. 

 

Click the                                  button.  

 

 

 
Enter a Start Date for which the service is identified, not necessarily the date of the referral.  
 
Select “Authorized” for the Status. 
 
Select the County from the drop-down list. 
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A list of service providers with open contracts (of the EBS type) display based on the county 

selection. Please select the provider by clicking the                 hyperlink next to the service 

provider. 
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Notice the “Provider Name” populates. To make changes, simply click the hyperlink next to 

the provider you wish to change to. Click the             button. 
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The Support Service details display on the grid. 
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Click the                                 button at the top of the page. 
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All Family Permanency Plan information has been saved. 
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Complete the FFPSA Referral 
 

A sub-tab, “FFPSA Referral”, has been added within the Family Permanency Plan tab.  

Click the on this tab and select the ADD button to send an FFPSA Referral to a provider. 

Note: The ADD button is only enabled when all prior steps have been completed and the referral can be 
made. 

 

 

Select the support service for which you are completing the referral on.  
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Click the ADD button. 

 

 

The referral opens. 
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Select the “Primary Caregiver” from the list.  

Note: This list consists of adults who are recipients of the program service selected on the associated EBS 
goal service record. 

 

 

 

Answer the question as to if the family has been made aware and dictate any presenting safety and 
risks concerns that you wish to share with the service provider. 
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Click                          if you are ready to send the FFPSA Referral to the service provider. 

The below message displays for you to confirm if you are ready to send the referral. Click YES. 

 

Note: Only click the           button if you want to save as pending and send the referral later. 
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The Referral is saved to the grid with a status of “Referred”. Click the “Commit” button on the case. 
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Tracking the FFPSA Referral 
 

Referral Status 
 

The worker can track provider updates for a specific referral by reviewing the referral via the “FFPSA 
Referral” tab located within the Family Permanency Plan tab.  

 

 

The Referral Status field updates to one of the following statuses once a provider makes a referral 
decision: Accepted, Denied or Wait-Listed.  

If the referral is not accepted, a Referral Status Reason will display in addition to the referral status. 
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Session Notes 
 

The case worker can also view the name of the Assigned Specialist and any Session notes 
entered by the provider specialist at the bottom of the FFPSA Referral page.   

 

 

Email Notifications 
 

Case managers and supervisors will receive email notifications when the following actions 
take place for the referral: 

 The Referral Status is updated (changed to accepted, denied, waitlisted, or closed) 
by the provider. 

 A session note has been added or updated by the provider. 
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Completing a Support Service Authorization and FFPSA Referral 
via the Support Services tab  
 

 

This section is ONLY necessary if the Support Service Authorization and the FFPSA 

Referral have not been completed via the Family Permanency Plan.  

 

Steps to complete prior to starting 
 

Before starting, complete the following tasks: 

 Add Evidenced Based Goal Service to the Family Permanency Plan. 
 

 Complete Child Specific Prevention Plan(s) for each child who will be listed on the referral (if 
there is not an existing active one) via the Family Permanency Plan. 
 
 
 

Complete Support Service Authorization via the program service line in CAPSS 
 

Step 1. 

Click on the Support Service/NYTD tab via the program service level of CAPSS. 

 

Select the Support Services sub-tab. 

 

Click the “ADD” button. 
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Select the “Recipient” from the drop-down list. This will be the person that you listed as the Evidenced 
Based goal recipient. 
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Enter the Start Date.  

Select Family First Prevention Services Act (FFPSA) as the Service Type. 

 

 

Select a Status of “Authorized” from the drop-down list. 
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“Evidenced Based” has auto-populated as the Category (this populates when FFPSA is selected as the 
Service Type). 

 

The Subcategory drop-down menu now lists all EBS types. Please select from the following services: 
 
Brief Strategic Family Therapy (BSFT)  
Homebuilders  
Intercept  
Parents as Teachers (PAT)  
FRCPS/Motivational Interviewing (MI)  
 

 

 

Select the County where the service will be delivered. 
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Add Service Provider 
 

Step 2. 

Click the Service Providers sub-tab.  

 



39 | P a g e  
 

Click the ADD button. 

 

 

A list of service providers (with active contracts within the selected county) displays. 

Highlight the provider that you want to assign and select the Add Provider button. 
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Click the                                 button and then OK. 

 

 

 

Note: If no goal service record has been entered on the Family Permanency Plan with the Sub-Category 
type the below message displays. Once entered revisit to add the support service record. 
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Complete the FFPSA Referral 
 

Highlight the Support Service Authorization record that you want to complete the referral on. 

 

 

  

 

Select the “FFPSA Referral” sub-tab. Click the ADD button. 
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Select the Support Service from the drop-down list. Click the ADD button. 
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The FFPSA referral form opens.  

 

 

 

Select the Primary Caregiver from the drop-down. 
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Answer the question as to if the family has been made aware and dictate any presenting safety and 
risks concerns that you wish to share with the service provider. 

 

 

 

Click                          if you are ready to send the FFPSA Referral to the service provider. 

The below message displays for you to confirm if you are ready to send the referral. Click YES. 

 

Note: Only click the           button if you want to save as pending and send the referral later. 
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The referral is saved to the FFPSA Referral grid. 

 

 

Click Commit on the case. 
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Rolling over Evidenced Based Services from Investigations to 
Family Preservation Services 
 

 

From the program service tab, complete the normal process to open a Family Preservation Services 
program service within the CAPSS case. Click the commit button on the case to save. 
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Once the Family Preservation Service is opened, start the process to close the Investigations program 
service.  

Note: Prior to closure of the investigation program service, make sure that the requirement for completing 
the “Reasonable Candidacy” (via the funding eligibility tab) has been completed for the newly opened 
Family Preservation program service. 

 

Click UPDATE on the case. 

On the program service tab, highlight the investigations program service and click UPDATE. 

 

 

After entering the Closed Date and Reason Closed, click OK. 
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The Support Services End screen opens.  
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Select the 1st Support Service to roll over, from the drop-down list. 

 

 

Next, select YES to indicate that the support service should continue in the Family Preservation Service. 

Click the drop-down and select the program service that it will roll over to. 

 



51 | P a g e  
 

Click the ADD button. 

 

 

Repeat this process with each Support Service that you want to rollover to the associated Family 
Preservation service. 
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Once all support services have been added, they will display on the grid below. 

 

Click OK. 

 

 

Click OK again. 
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Click Commit on the overall case. 

 

 

 

A field has been added to indicate when an Evidenced Based Service has been continued to the Family 
Preservation program service. 
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A field has been added to indicate when an Evidenced Based Service has been continued from the 
Investigations program service. 
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