
TO: 

State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
Transmittal Letter #137 

October 30, 1974 

COUNTY WELFARE BOARDS 

Attached is one copy of the new manual material on Recoupment of over­
payments, including Fonn PA-51 Important Reminder of Your Obligation 
to Report Changes. Staff copies of material are being forwarded under 
separate cover. 

Attached Pages: 

2540. (12/74) Recoupment of overpayments 

This regulation applies to both the AFDC and AFWP programs. 

Explanation: 

This regulation was adopted on October 16, 1974 and is effective as 
of December 1, 1974 for all new applicants and redeterminations, as 
well as for other clients who have previously signed the obligation 
to report changes (PA-51). 

Instructions: 

Insert attached pages in appropriate sequence. 

GM:MPHm 

Attachment 

Very truly yours, ,,,..., 
//J ,. i 
~ / J / I .~ /J '--J; A1 ., /J 

/ (/-(/1...-<_ .f ,k:::,~f /' I~~ 
Gerald Malanga, Acting Director 
Division of Public Welfare 
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State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
Transmittal Letter #136 

June 7, 1974 

TO: COUNTY WELFARE BOARDS 

Attached is one copy of revised material. Staff copies are being for­
warded under separate cover. 

Attached Pa9:e 

2203. (6/74) 

Explanation 

Superseded Page 

(Reverse side of ADC 
Insert 2202. (8/73) 

This regulation was adopted May 10, 1974 to conform with recent 
Federal regulations. It is effective immediately. 

Instruction 

Insert the attached page in appropriate sequence in the Manual 
of Administration. 

GTR:MPH:g 

Attachment 

Sincerely yours, 

--
G. Thomas Riti, Acting Director 
Division of Public Welfare 



N:T /K~9. 
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State of New Jersey 
Department of Institutions and Agencies 

Division of . Public Welfare 
Trenton, 08625 

MANUAL OF ADMINISTRATION 
Transmittal Letter #135 

March 5, 1974 

TO: COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administra­
tion. Staff copies are being forwarded under separate cover. 

Attached Page 

2370. - 2372. (3/74) 

Explanation: 

This regulation was adopted March 1, 1974 as directed by the 
amended decision of the N. J. Supreme Court in JoAnn Hausman 
v. Department of Institutions and Agencies. It provides pro­
cedure for situations where an applicant or recipient contends 
that a non-eligible member of the household is not and cannot 
contribute his share of household expenses. 

In.structions: 

Insert attached page in appropriate sequence. This regulation 
is effective as of March 1, 1974. 

GTR:MPH:g 

Attachment 

Sincerely yours, 

.. · , ) ' .i 

·), ,,,I ,/ 1> /;;;////. / j I ..,k~::'/ '· -· 
,. ~ . ,• .F l / 't:r V..- • ~ 'l._ (. /' 

G. Thomas Riti, Acting Director 
Division of Public Welfare 
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State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton, 0862 5 

MANUAL OF ADMINISTRATION 
Transmittal Letter #134 

January 30, 1974 

TO: COUNTY 'WELFARE BOARDS 

Attached is one copy of revised materi al for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 

2281.2 - p. 4 (1/74) 
2281.2 - p. 4a (1/74) 
2287.5 - 2287.6 (1/74) 

Explanation 

Superseded Pages 

2281.2 - p. 4 (5/73) 
2281.2 - p . 4a (5/73) 
2287.S - 2287.6 (5/73) 

In order to comply with the recent court decision in Shirley v. 
Lavine, 365 F. Supp. 818 (D.N.Y.1973), Sections 2281.2 c . 2) b. 
(3), 2281.2 c. 3) b., and 2287.6 c. have been revised to ensure 
that there is no denial of assistance when a parent or parent 
person refuses to cooperate in naming the reputed father of a 
child born out of wedlock or in seek ing support from a person 
legally responsible to support the child. 

Instructions 

Remove superseded pages and replace with attached pages as listed 
above. These regulations are effective immediately. 

GTR:MPH:g 

Sincerely yours, 
- "") ,~ .,,.. _, 

I . /f ,• ./ '" ,~• 
.,,.,,,. __ ...... __ _ 

~- Thomas Riti, Acting Director 
Division of Public Welfare 





State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL IETTER #133 

August 29, 1973 

TO COUNTY WELFARE BOARDS 

Revised material attached to Manual of Administration Transmittal 
Letter #132 and pertaining to Photo Identification Cards was in­
advertently printed on both sides of a single page. Please correct 
as follows: 

1) Insert page 2202. and ADC Insert 2202. in their proper 
place in the Manual. 

2) x-out page 2102.1-2102.2 on the reverse side of page 2202. 

3) Insert new page 2102.1-2102.2, attached to this letter, 
replacing superseded page dated 6/72. 

We regret the need for this corrective action. 

GTR:MH:m 

Attachment. 

Sincerely yours, 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #132 

August 27, 1973 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Manual of Admin­
istration. Staff copies are being forwarded under separate coy.er. 

Attached Pages 

2102.1 - 2102.2 (8/73) 

2202. (8/73) 

2202. - ADC (8/73) 

Explanation 

Superseded Pages 

2102.1 - 2102.2 (6/72) 

"Intentionally deleted" 
ADC (1/60) 

Sections 2102. 2 and 2202. establish regulations regarding mandatory issu­
ance of Photo Identification Cards. 

Instructions 

Remove superseded pages and replace with attached pages as listed above. 
This material is effective immediately. 

GTR:MH:g 

Attachments 

Sincerely yours, 

~,, - / . . . 1 ' / , / . / 
/ ~· /t'• - , "'" r r , . ./ / I , 1,H' l":t'\!.. ·t.__.,... ~ ( .. 

G. Thomas Riti, Acting Director 
Division of Public Welfare 



TO COUNTY HELFARE BOARDS 

MANUAL OF ADHINISTRA TION 
TRANSMITTAL LETTER #131 

August 6, 1973 

Attached is one copy of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

~ttached Pa es (8/73) Superseded Pages (7/68) 

Entire 25DO. section Entire 2580. section 

Explanation 

2580.2 - establishes a cost limitation within which county welfare boards may 
participate in payment of burial and funeral eJ~penses of deceased 
recipients. Nothing else is new. 

Instructions 

Remove entire 2580. section and replace with attached pages which are being 
reissued for technical reasons. 

GTR:MG:d 

Attachment 

Sincerely yours, 

G. Thomas Riti, Acting Director 
Division of Public Welfare 





MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER 1~ 

/30 

June 7, 1973 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Page (6/73) 

2281.2 p. 7 (ADC) 

Superseded Page 

2281.2 p. 7 (ADC) 9/71 

Explanation 

2281.2 c. 7) - in conformity with a Supreme Court Ruling, the definition 

Instructions 

of eligibility for ADC for a child whose parent is separated 
from his family because of military service has been libera­
lized. 

Please remove superseded page and replace with attached page as listed above. 

This material is effective immediately. 

GTR:MG:d 

Sincerely yours, 

G. Thomas Riti, Acting Director 
Division of Public Welfare 



TO COUNTY WELFARE BOARDS 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #129 

May 4, 1973 

Attached is one copy of revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages (5/73) (ADC) Superseded Pages (ADC) 

2281. 2 p. ;~ 2281.2 p. 2 (1/60) 
2281. 2 p. 2281.2 p. 3 (1/60) 
2281.2 p. 4 ✓ 2281.2 p. 4 (4/69) 
2281. 2 p. 4a ✓ 2281_2 p. 4a (4/69) 
2281. 3 p. 1~ 2281.3 p. 1 (11/70) 
2281.3 p. 2 2281.3 p. 2' (11/70) 
2281.3 p. 3 ✓ 2281.3 p. 3 ~(11/69) 
2281. 3 p. 4 (/ 2281.3 p. 4 (11/70) 
2281. 3 p. 51/ 2281.3 p. 5 ..- (1/69) 
2281.3 P• 6 0' 2281.3 p, 6 (11/70) 
2287. -2287. 3 ~ 2287. -2287~3 (7/62) 
2287.5-2287.6 2287.5-2287.6 (7/62) 

Explanation 

2281.2 - describes the action to be taken when mother is unwilling or 
refuses to give information which might lead to establishing 
desertion and the financial resources through a support order. 

2281.3 - has been rewritten to clearly define the responsibilities of 
each agency in the determination of incapacity. 

2287. - clarifies policy on establishing paternity of the child born 
out of wedlock. 

Instructions 

Remove superseded pages and replace with attached pages as 1,isted above. 

This material is effective immediately. 

GTR:MGd 

Attachment 

Sincerely yours, 

~/ / !" 

':.>s _i /,,,//:." // .. :' L- -- ~ ✓ . // . 

G. Thomas Riti, Acting Director 
Division of Public Welfare 





MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #128 

February 21, 1973 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 

l/2j270. - 2271. 2 
~273. - 2273.3 (ADC} 

Explanation 

Superseded Pa9es 

2270. - 2271.2 (4/69) 
2273. - 2273.3 (ADC) (4/69) 

2270.1: Note - provides the change in regulations necessitated by the 
decision of the Supreme Court in the Philpott Et Al. v. 
Essex County Welfare Board case re:- retroactive Social 
Security payments. 

Instructions 

Remove superseded section and replace with attached pages as listed above. 

This material is effective February 1, 1973. 

GM:MG:d 

Attachment 

Sincerely yours, 

•': .. / . . l 
~ /' ./ -~, ·--"'- -

, I,,, . , '/ -· .· A . -.,-1 · . 
. "/,// 1 / -·"fr. '\.. . . . 1,.,... ><5- : . . 

G. Thomas Riti, Acting Director 
Division of Public Welfare 
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MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #127 

February S, 1973 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

,Attached Pages 

fz286. Entire Section 

Explanation 

Superseded Pages 

2286. (8/71) Entire Section 

2286. - Employment and Training has been completely rewritten to conform 
with the Talmadge Amendment which requires that every individual, 
unless specifically exempt, shall personally register for manpower 
services, training and employment, as an eligibility requirement. 

Instructions 

Remove superseded section and replace with attached pages as listed above. 

This material is effective immediately. 

GTR:MG:d 

Attachment 

Sincerely yours, 

G. Thomas Riti, Acting Director 
Division of Public Welfare 





MANUAL OF ADMINISTRATION 
TRANSMITTAL IETTER 126 

December 27, 1972 
.,f\~ 2 1973 

TO COUNTY WELFARE BOARDS 

. t stat UbrarY. 
Oiv\s10~ o d H\storY, 

Archives an J 
Trenton._ N. 81 

Attached is one copy of revised material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages{l2/72) 

vGeneral Table of Contents p. iii 
'1,400. Table of Contents 
V2400.-2401.l (ADC) 
.✓2400. -2401.1 
&,12822 .1-2822 .3 
v2 82 2 • 3-2 82 2 • 5 
~ faOO. Table of Contents (i) 
"'1flOO. Appendix - Table of Contents 
~ 900. Appendix VI {p. 6) 

Explanation 

Superseded Pages 

General Table of Contents p. iii {l/69) 
2400. Table of Contents (11/70) 
2400 .-2401. 1 (ADC) (11/70) 
2400.-2401.1 (11/70) 
2822.1-2 822. 3 {5/72) 
2822.3-2822.S (5/72) 
2900. Table of Contents (1/69) 
2900. Appendix - Table 9f Ccntents(9/68) 
2900. Appendix VI {p. 6) (ll/72) 

2400. 

2401.3 

- has been expanded to include Medical Assistance and Health Services. 

- alerts CWB to the potential availability of other resources for medical 
care and health services. 

2823. - updates the Special Age-72 benefit provision. 

2900. Appendix VI p. 6 - corrects a typographical error in Transmittal Letter 125. 

Instructions 

Remove superseded pages and replace with attached pages as listed above. 

This material is effective immediately. 

GTR:MGp 

Attachment 

Sincerely yours, 

(_;;: ·;• t- · ;~ . v? ·f-
~ ... , ' l/ !J.-l F ',.,.,.,f-· I ,,..A../ -,.,'\_) 
G. Thomas Riti, Acting Director 
Division of Public Welfare ,Y.tY 





State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER 4112 5 

November 17, 1972 

TO: COUNTY WELFARE BOARDS 

Attached 'is one copy of revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages (11/72) 

0000.-2003.1 (ADC) 
~004.11-2004.15 
v--2004.11-2004.15 (ADC) 

10115. 2_. (ADC) page 2 
115.~ page 2. . 
us.2..:2115,. 3 · 

15.2-2115.3 (ADC) 
2116.;.2!16.2 (ADC) 
211,,&: -2116. 2 
ill6.2-2116.5 
2116/4-2116. 5 (ADC) 
2"il1.-2117.3 (ADC) 

. 2117/.-21_1-7. 3 
2MB. - .2 JI~. :2 

H}Y.-2118.2- (ADC) 
2.J:18. 2-2119. (ADC) 

(~8. 2-2119. 
~ V,2910. (Entj_~e Section) 
f' v2920. (ADC) 

J2920. 
J2900. 
J2900. 
v1900. 
/2900. 
J900. 

( 

Appendix Ip. v, vi 
Appendix I, p. vii, viii 
Appendix VI (Entirety) 
Appendix VI Attachment #1 
Appendix VIA 

Explanation 

Superseded Pages 

~0.-2003.1 ADC (1/60) 
2004.11-2004.15 (11/70) 
2004.°11-2004.14 ADC (1/60) 

~ -2 ~ H 15. 3 ADC ( 6 /7 2) 
(21~~-~_-·2.1rs._3 (6/72) 
~1.6 11211~. 2 , (6/72) 
~5.2-2115.3 ADC (6/72) 
~.3-2118.1 ADC (6/70) 

~

116.3-2118.1 (6/72) 
118.1-2118.2 (6/72) 
118~~~2118.2 A~C (6/72) 
ua.2..:2119. ADC (2/72) 

2118.2-2119. (2/72) 

2910. (Entire Section) 
2920. ADC (9/67) 
2920. (9/67) 
2900. ~p~endix I, p. v, vi (10/59) 
2900. Appendix I, p. vii, viii (4/70) 
2900. Appendix VI (9/67) 
2900. Appendix VI Attachment #1 (6/67) 

The material in this letter incorporates Circular Letters 72-2-2; 72-3-3; 
72-3-6 and Informational Transmittal #39. Among other changes, please 
note the following: 

2004.14 states that a client has the right to request an admin­
istrative review by the local agency. 



Transmittal Letter #125 - 2 - November 17, 1972 

2115.2f 

2910. 

2911. 2 

2900 

2900 

2900 

. ' . , . 
prescribes specific agency requirements in respect 
to informing the client of his right to Fair Hearing 
at time of Application. 

clarifies ·term "Agency decision" particularly in re­
spect to actions taken by Medical Review Team. 

describes specific notification requirements. 

Appendix VI has been completely revised including a 
new Attachment #1. Attachment #2 is retained. 

Appendix VI Attachment #1 - (PA-15 and PA-16) 
· are new mandatory fo_rms for Notice of Intention to · 
Reduce ·an<I ~otice of _Intention to Terminate which 
CWB shall reproduce. 

Appendix VI A - Fair Hearing Monitoring and Imple­
menting Procedures are mandatory. 

·unti.l such time as PA-15 and PA-16 fonns are repro­
duce_d, the current format being used by CWB _for 
notice of termination, reduction, · suspension and 
denial will be accepted for purposes of implementing 
the Monitoring system. A standard form for notice 
of d·enial and suspension will be . forwarded at a later 
dat·e. 

Further clarificatfon will be p :,;ovided in a ·su?sequent t ·ransmittal 
in respect to the procedures relating to the s·tate· funded programs 
(AFWP and MAA) • 

Instructions 

. . 
Remove supers.eded pages and replace with · a'ttached pages as listed 
above • 

. This material is effective immediately. · . 

GTR:MGd 

Attachment' 

Sfnce rely yours , 
,,.,..-• ....... 

. . ·" / :i.-· · ., ' / /. 
/ I / 1 .. , , - .· 

-~ -, I / ?/?1/'")// rl' . / .l-,,,,1_.,.-: ~ {<_ ,·✓\/ Ir ,h .... /. r· _,.,.._ . -: 
G. Thomas Riti, Acting Director 
Divisipn of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER 124 

June 28, 1972 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Adminiscration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 

2100.-Table of Contents (i) (ii) 
2100. to 2120. (Entire Section) 
2630.-2631.2 (ADC) 

E?9?lanation 

Superseded Pages 

2100.-Table of Contents (i) (ii) 1/69 
2100. to 2120. (Entire Section) 
2630.-2631.2 (ADC) 4/69 

2101., 2102., 2103. and the entire section of 2110. have been updated 
and revised to conform with the concept of separation and simplified 
eligibility in the application process. 2631. - deletes references to 
unemployment and insufficient income as they relate to eligibility for 
ADC which should have been included in the material for deletion issued 
in Transmittal Letter #116. 

Instructions 

Remove superseded pages and replace with attached pages as listed above. 

This material is effective immediately. 

IJE :MGd 

Attachment 



State of New Jersey 
Depart-men·~ of Institutions and A~encies 

Division of Public Welfare 
Trenton 08625 

MANUAL 0:7 ADMINISTRATION 
TRANSMITTAL LETTER 123 

June 9 & 1972 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration . 
Staff copies are being forwarded under separate cover. 

2870.-2372. 
2800. Appendix V 
2800. P:.ppend ix VA 
2800 . Appendix VB 

Exp_!_anation 

Superseded Pa~s (6/67) 

22708-2872. 
2800. Appendix V 
2300 . Append ix VA 
2: 00. Appendix VB 

The Agreement of Cooperation between the New J e r sey Rehabilitation 
Commission and the Division of Public Welfar e has been updated to 
conform with current policy for meeting medical and health needs. 

Ins t::-uctions 

Remove superseded paf es y:7ith the e:z:ception of forms PA-13 and PA-14 and 
replace with attached pa8es as listed above. Please make note that the 
only new form is the sample Application fo r Vocational Rehabilitation 
(Sr,-5) . 

This material is effective immediately. 

IJE : MGd 

Attachment 

Sincerely yours, 
. ) 

.·' ,. · (-~, 
I ,- l ,,.7 

.. ··--~=·-:·~ ---/~/,7__ / ,_, ·>'.( (' .;->' --: {-:-1 / . ~ --~ 
/ ·- • , -· f . , I . _. • l'e,..-.___ 

Irvin0 .J. Engel1nan , D,lrector 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Aeencies 

Division of Public Welfare 
Trenton 00625 

MANUAL OF ADHINISTRATION 
TRANSHITTAL LETTER 122 

May 5, 1972 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the ifanual of Administration. 
Staff copies are being forwarded under separated cover. 

Attached Pages 

2820.-2821.2 (ADC) 
Entire 2320. Section 

Explanation 

Superseded Pages 

2820.-2821. (11/65) (ADC) 
Entire 2820. Section (5/67) 
2800. Appendix II 
2800. Appendix IIA 

Section 2820t - Retirement, Survivors and Disability Insurance, has been 
up-dated in conformity with Social Security regulations. 
SSA-1610 (5/67) is obsolete; SSA-1610 (9/71) is now to be 
used by County Welfare Boards. However, this form is not 
available in sufficient quantity for insertion in the 
Manual of Administration at this time. 

Instructions 

Remove superseded pages and replace with attached pages as listed above. 

This material is effective immediately. 

IJE:MGd 

Attachment 

Sincerely yqurs, () 
, / ; 

I I f / I,,,,. -✓ /,.,,) 

.. - ... ·- -J· , . r" I . 
. . .. .• I .··· ?. (_. ~--: ((' /) .,..:·-- / c.1·· /' C-t (. . .---. ,r\. ..... , .. 

IrvingJ. Engel~~' Ditector 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of 2ublic Welfare 
Trenton 08625 

TO COUNTY WELFARE BOARDS 

HANUAL CF ADHINISTRATION 
TRANSMITTAL LETTER 121 

January 3, 1972 

Attached is one copy of revised material for the Uanual of Admin.:stration. 
Staff cop i es a~e being £01,iarded under separate cover. 

Attached Page 1/72 
2980.-2981.1 

Explanation 

Superseded PaRe 9/71 
2980 .-2901.1 

2900. - incorporates Circular Letter No. 71-10-3 into the i1anual of 
Adr.linistration. 

Instructions 

Remove superseded paze and replace with page as listed above. 

This mate~ial is effective immediately. 

Very truly you·-·s, 
.. -· . 

IJE:MGD 

Attachment 



.. 
State of New Jersey 

Department of Institutions and Agencies 
Division of Public Welfare 

Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER 120 

November 8, 1971 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised mater ial for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 11/71 
2993.1-2994.1 
2994.1-2994.3 
2994.3- 2994.5 
2994.5-2994.6 

Explanation 

Superseded Pages 9/68 
2993.1-2994.1 
2994.1-2994.3 
2994.3-2994.5 
2994.5-2994.6 

2993.l and 2994.1 and .2 - have been revised to conform with new procedures 
for notification to vendors of their obligation to comply with Title 
VI of the Civil Rights Act of 1964. 

2993.2 - changes the responsibility for an on-site Title VI compliance 
review of licensed nursing homes from the Division of Public Welfare 
to the Department of Health. 

2994.5 c. - adds the State Division of Medical Assistance and Health 
Services to the list of agencies to which county welfare boards 
shall afford full cooperation in the investigation of complaints 
of discrimination. 

Instructions 

Remove superseded pages and replace with pages as listed above. 

This material is effective immediately. 

IJE :MGK 
Attachment 

I 
I 

Very truly yours, 
.,. 

/ , 

Irving J. Eng~man, 'Director 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

HANUAL OF AD HIN IS TRATION 
TRANSMITTAL LETTER 119 

September 1, 1971 

TO COUNTY WELFARE BOARDS 

Attached is one.copy of new material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages - 9/71 
2003.2 
2003.2-2004. 
2004.1-2004.4 
2281.2 p.7 (ADC) 
Chapter 2800, Table of Contents iv, v 
2880. Entire Section 
Chapter 2900, Table of Contents iii, iv 
2980. Entire Section 
2900. Appendix III 

Superseded Page~ 
2003.2-2004.2 1/69 
2004.3-2004.4 4/6D 

2281.2 p.7 (ADC) 6/69 
Chapter 2800, Table of Contents iv, v 1/69 
2880. Entire Section 
Chapter 2900, Table of Contents iii,iv 1/69 
2980. Entire Section 
2900. Appendix III 6/65 

Explanation 
2003. specifically defines the public assistance programs available in 

New Jersey. 

2201. 2 c. 7) 

2882. 

2383. 

2980. 

Instructions 

- deletes reference to insufficient income which was inadvertently 
omitted in Transmittal Letter 116. 

- reorganizes and clarifies previously issued material on services 
and programs of BCS. 

- defines the relationships between the Bureau of Children's Services 
District Offices and the County Welfare Boards. 

is revised in its entirety. Ue suggest that you reviel7 this 
material carefully since there have been several important changes. 

Remove superseded pages and replace with pages as listed above. 

This material is effective immediately. 

IJE :MGK 
Attachment 

Very tru7 yours, ,,..--. , 

I/ Cf...,,/ ,., · -· /.u -,, u; ~ ,.,-;, ,,, ft.-£.,._ 
Irving J. Engelman, Director 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 03625 

TO COUNTY WELFARE BOARDS 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER 118 

August 23, 1971 

Attached is one copy of new material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages 
2253,2 p.3 
2253.2 p.3 (ADC) 
2253.2 p.4 (ADC) 
2253.2 p.4 
2254.1 p.l (ADC) 

Explanation 

Superseded Pages 
2253.2 p.3 11/70 
2253.2 p.3 (ADC) 11/70 

2254.1 p.1 (ADC) 6/62 

2253.2 d. - defines an Intermediate Care Facility and changes reference to 
Financial Assistance Manual. 

Instructions 

Remove superseded pages and replace with pages as listed above. Insert page 
2253.2 p.4 directly opposite buff page 2253.2 p.4. 

This material is effective immediately. 

IJE :MGK 
Attachment 

Very truly yours, 

Irving J. Engelman, ~irector 
Division of Public Welfare ' 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #117 

August 11, 1971 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the 11anual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages (8/71) 
Gener al Table of Contents i, ii 
0000. -0001.4 
0002. -0003.4 
0003.4-0003.6 
0004. .. 0006. 1 
0006.2-0007. 
2010. -2014,2 (ADC) 
2010. ·-2014.2 
2286. -2286.2 {ADC) 
2600. -2602.1 (ADC) 

Superseded Pages 
General Table of Contents i, ii (1/69) 
0000. -0002.1 {2/59) 
0002.2-0003.5 (2/59) 
0003.5-0004. {2/59) 
0004.1-0006. (2/59) 

"intentionally deleted" (1/60) 

2236. -12C6.2 (3/70) (ADC) 
2600. -2602.1 (6/71) (ADC) 

Explanation 

0000. - "Information on the Nanual" has been clarified and updated. 

0006. 

2010. 

- revises the availability of uanuals in conformity with Federal 
regulations. 

- defines the separation of financial assistance and social 
services. 

2286. and 2602. - delete references to unemployment and insufficient income which 
were inadvertently omitted in Transmittal Letter 116. 

Jnstructions 

Remove superseded pages and replace with pages as listed above. Page 0006.2-0007. 
immediately follows 0004.-0006.1. Insert 2010. -2014.2 immediately following buff 
page 2010. -2014.2. 

This material is effective immediately. 

IJE:MG. 
Attachment 

Very truly yours, 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #116 

June 28, 1971 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached copies (4/71) 
2200. 2 
2281. -2281. 1 
2330.2-2330.4 
2600. -2602.1 

Explanation 

Superseded Pages 
2280 .2 (1/69) 
2201. -2281 .1 (1/69) 
2330.2-2330.4 (4/69) 
2600. -2602.2 (3/69) 

Public Law 1971, Chapter 210, effective· June 30, 1971, necessitates deleting 
those sections of the Hanual of Administration which relate to eligibility for 
ADC in situations where such children are living with both parents and eligi­
bility is based upon the unemployment of the father or the insufficient earn­
ings of the parents. 

Instructions 

Remove superseded paees and replace with pages as listed above. 

Remove and destroy the following pages: 

2281.4 p.1, p.2, p.3 
2281.5 

This material is effective June 30, 1971. 

IJE:MGK 
Attachment 

Sincerely yours, ~ 

// . (v' 
-·- - --·~ ./ ·ll""' '·i ·· , .. <:,-it:;./ rt~,,._...._.,._,. ~-- ~- ·· · . , ,• • ,. I • ' , . r (-,, 

, I 

· Irving J. En elman, Director 
Division of Public Welfare 
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State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 03625 

MANUAL OF ADMINISTRATivN 
TRANSHITTAL LETTER 115 

April 1, 1971 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised mate:-ial for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages (4/71) 
Chapter 2200, Table of Contents (ii) 
Chapter 2200, Table of Contents (iii) 
2220. -2221.3 (ADC) 
2220. -2221.3 
2221.3 p.1 
2221.3 p.l (ADC) 
2221.3 p.2 (ADC) 
2221.3 p.2 
2221. 3-2221.L~ 
2221.3-2221 .4 (ADC) 
2222. -~225.3 (ADC) 
2222. -2225.3 
2225.3-2225.4 
2225.4 p.1 
2225.4 p.2 
2225.5-2225 .6 
2228. -2228.2 
2223.3 p.1 
Chapter 2500, Table of Contents (i) 
2530. 

Exp 1 ana t ion 

Superseded Pages 
Chapter 2200, Table of Contents (ii) 11/70 
Chapter 2200, Table of Contents (iii) 6/69 
2220. -2221.2 3/69 (ADC) 
2220. -2221.2 C/69 
2221. 3 p. l 8/69 
2221.3 p.1 8/69 (ADC) 
?.221 .3 p.2 C/69 (ADC) 
2221.3 p.2 fJ/69 
2221.3 p.3 fJ/69 
2221.3 p.3 D/69 (ADC) 
2221.3-2222 . 8/69 (ADC) 
2221.3-2222. 8/69 
2225. -2225.3 1/69 
2225.3-2225.4 11/70 
2225. 4 11 /70 
2225.4-2225.6 11/70 
2223. -2228.2 8/69 
2228.3 p.l D/69 
Chapter 2500, Table of Contents (i) 12/69 
None 

All of the revisions in section 2220. clarify the definition of the term "residence" 
in determining eligibility for public assistance. 

2225.3 a. 2) - establishes additional policy on county responsibility in respect to 
change of county residence. 

2228. 

2530. 

- defines very specifically the eligibility of recipients who leave 
New Jersey. 

- states what is meant by the term "suspended grant." 



Transmittal Letter 115 
TO COUNTY WELFARE BOARDS 

-2-

April 1, 1971 

Remove superseded pages and replace with pages as listed above. remove and 
destroy ADC insert pae;e 2225. -2225.3 (11/70). Insert page 2530. following 
page 2520. -2520.2. 

This material is effective immediately. 

GTR:MGK 
Attachment 

Very truly yours, 

• . ,,, 1 /. -ylflr ._,., 

. I/ ·,; ·</,;- ."' . ..- ✓,;; / _ .. ,,,,.., -t-~ :: 
_ ·:r · .~'.I"> l ,r A,,_,✓,,~ ·i,,( 

G. Thomas Riti, Actin3 Director 
Division of Public Welfare 



I 
State of New Jersey 

Department of Institutions and Agencies 
Division of Public Welfare 

Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER 114 

March 1, 1971 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 3/71 
2101.13-2101.15 
2101.15-2101.19 
Chapter 2200 Table 
2237.5-2238.1 
2238.2-2238.3 
2238.4 
2200 Appendix XIII 

Explanation 

Superseded Pages 
2101.13-2101.15 3/63 
2101.15-2101.19 6/69 

of Contents (iv) Chapter 2200 Table of Contents (iv) 11/70 
2237. 5 11/70 

2101.15 b. - has been revised to clarify the definition of "parent-person" in 
relation to the out of wedlock child. 

2238. - is a new section concerned with the policy and payment allowances 
for diagnostic examination services. 

2200 Appendix XIII - lists professional fees for specialty evaluations and 
medical diagnostic studies. 

Ins true t ions 

Remove superseded pages and replace with pages as listed above. Insert new 
pages in consecutive order. Insert 2200 Appendix XIII immediately following 
2200 Appendix XII. 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very truly ,YJ'urs, 

// (? 
~ ~GJtt~L._ 

Irving J. Engejman, Difector 
Division of Public Welfare 
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State of New Jersey 
Department of Institutions and Agenci~s 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #113 

November 30, 1970 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 11/70 

2004.5-2004.10 
2004.11-2004 _.14 
Chapter 2200, Table of Contents (ii) 
Chapter 2200, Table of Contents (iv) 
Chapter 2200, Table of Cont~n~~ (v) 
2214.2-2215.3 
2216. -2217.2 (ADC) 

\ ', ... . 

2221. 3-2222. (reis~ued) 7 :. 
2225. -2225.3 . · , 
2225. -2225. 3 (ADC) - ·, . 
2225.3-2225.4 
22 25.4 
2225.4-2225.6 
2225.6-2225.7 
2225.8 
2225.8-2225.9 
2225.8-2225.9 (ADC) 
2226. -2226.1 (ADC) 
2228.3 p.3 
2228.4-2228.6 
2230. -2232.2 
2234.3 p.1 
2234.3 p.2 
2234.3 p.3 
2235.1-2235.2 
2237.3-2237.5 
2237.5 
2240. -2242.1 
2242.2-2243.1 
2242.2-2243.1 (ADC) 
2243.1 

"2243.1-2245. 
2250. -2250.1 (ADC) 
2250. -2250.1 
2250.1-2251. 1 
2250.1-2251.1 (ADC) 
2251. 1 (ADC) 

. •,.• 

] 

- . .- : .. ··' .. 

Superseded Pages 

2004.5-2004.10 2/59 
2004.11-2004.14 7/63 
Chapter 2200, Tabie of Contents (ii) 8/69 
Chapter 2200, Table of Contents (iv) 6/69 
Chapter 2200, Table of Contents (v) 1/69 
2214.2-2215.3 1/69 
2216. • .. ~2217 .. 2 (ADC) 8/69 

\. . 

2221.3-2222. 8/69 

2225. -2225.3 (ADC) 3/63 
2225. -2225.3 1/69 
2225.3-2225.4 4/59 
222~~4 5/62 
2225~4-2225.6 7/63 
2225.9 5/62 
2225.9-2225.10 7/63 
2225.9-2225.10 (ADC) 7/63 
2226. 2226.1 (ADC) 1./60 
2228.3 p.3 8/69 
2228.4-2228.6 11/62 
Z230. -2232.2 6/69 
2234.3 p.1 6/69 
2234.3 p.2 6/69 
2234.3 p.3 6/69 
2235.1-2235.2 6/69 
2237.3-2237.5 6/69 
2237.5 6/69 
2240. -2242.1 7/63 
2242.2-2243.1 7/63 
2242.2-2243~1 (AD~) __ l/60 
2243.1 7/63 . 
2243.1-2245. 7/63 
2250. -2250.1 . (ADC) 7 /63 
2250.1 p~l 7/66 , 
2250.1 p.2 7/66 

2251. -2251.1 (ADC) 1/60 



Transmittal Letter #113 

2251.1 
2251.1-2251. 2 
2253.1-2253.2 (ADC) 
2253.1-2253.2 
2253.2 p.1 
2253.2 p.1 (ADC) 
2253.2 p.2 (ADC) 
2253.2 p.2 
2253.2 p.3 
2253.2 p.3 (ADC) 
2281. 3 p .1 (ADC) 
2281. 3 p. 2 (ADC) 
2281. 3 p.4 (ADC) 
2281. 3 p. 6 (ADC) 
2284.4-2284.7 (ADC) 
22XX. -22XX.3 
22XX.3-22XX.4 
22XX.5-22XX.7 
22XX.8 
Chapter 2300, Table of Contents (i) 
2360. -2362. (ADC) 
Chapter 2400, Table of Contents 
2400. -2401.1 (ADC) 
2400. -2401.1 
2401.1-2402. 
2400, Appendix, Table of Contents 
2400. Appendix I 
Chapter 2600, Table of Contents (ii) 
2624. -2627. 
2629. -2629.2 p.1 (ADC) 
2631.2-2631.3 (ADC) 
2631.3 p.1 (ADC) 
2712. 
2720. -2720.11 
2720.12-2720.15 
2750. -2750.3 
2982.4-2983. 
2983. -2984.1 

Explanation 

-2-

2251. -2251.1 8/59 
2251.1-2251.2 8/59 
2253.1 (ADC) 1/69 
2253.1 7/66 

November 30, 1970 

2253.1-2253.2 7/66 
2253.1-2253.2 p,1 (ADC) 1/69 
2253.2 p.2 (ADC) 6/62 
2253.2 p.2 12/69 
2253.2 p.3 12/69 
2253.2 p.3 (ADC) 6/62 
2281.3 p.l (ADC) 1/69 
2281.3 p.2 (ADC) 1/69 
2281.3 p.4 (ADC) 1/69 
2281.3 p.6 (ADC) 1/69 . 
2284.4-2284.7 (ADC) 9/68 
22XX. -22XX.3 7/63 
22XX.3-22XX.4 7/63 
22XX.5-22XX.7 7/63 
22XX.8 7/63 
Chapter 2300, Table of Contents (i) 9/68 
2360. -2365. (ADC) 9/68 
Chapter 2400, · Table of Contents 7/66 
2400. -2404. (ADC) 1/61 
Entire Chapter 2400 

2400,Appendix, Table of Contents 4/68 
2400. Appendix I, II, III, IV 
Chapter 2600, Table of Contents (ii) 1/69 
2624. -2627. 6/65 
2629. -2629.2 p.1 (ADC) 6/62 
2631. 2-2631. 3 (ADC) 1/69. 
2631.3 p.l (ADC) 1/69 
2712. 6/70 
2720. -2720.12 1/69 
2720.12-2720.15 1/69 
2750. -2750.3 10/67 
2982.4-2983. 6/65 
2983. -2984.1 11/70 

The Manual of Administration has been extensively revised in order to delete or 
correct words, phrases, sections and procedures relating to medical services which 
have been made obsolete by the advent of the State Medicaid program, January 1, 1970. 
We suggest you examine the material carefully especially noting all revisions empha­
sized by a vertical line in the left-hand margin. 
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Transmittal Letter #113 November 30, 1970 

Instructions 

Remove superseded pages and replace with pages as listed above. 

Remove and destroy the following pages: 

2225.6-2225.7 7/63 
2253.2 p.4 12/69 
2253.2 p.5 12/69 
2253.2 p.5 (ADC) 11/62 
2253.2 p.6 (ADC) 6/62 
2253.2 p.6 6/62 
2253.2 p.7 1/69 
2570. Entire Section, including ADC pages 
2600. Appendix Table of Contents 6/62 
2600. Appendix I (PA-4A) 6/62 
2700. Appendix I and IA 

This material is effective immediately~ 

Very truly yours, 

/ /) ~~ 
.,.,t.,{_,. "1,,t 07£, ,,,__g<-"-c;_::-..:::.:~· ./ •. ~ . 

rrv ing J. E gelman/ Director 
Division of Public Welfare 

IJE:MGK 
Attachment 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

HANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #112 

October 9, 1970 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 10/70 

2111. 2-2112. 
2112.1 
2112.1-2112.2 
2112.1-2112.2 (ADC) 
2113. -2113.2 (ADC) 
2113. -2113.2 
2227. -2227.2 
2227.2 p.l 
2227.2 p.2 
2227.2 p.4 (ADC) 
2227.2 p.4 
2227.2 p.5 
2227.2 p.5 (ADC) 
2227.2 p.6 (ADC) 
2227.2 p.6 
2227.2 p.7 
2227.2 p.7 (ADC) 
2227.2 p.8 (ADC) 
2227.2 p.8 
2227.4 p.1 (ADC) 

Superseded Pages 

2111.2-2112. (1/69) 
2112.1 (8/69) 
2112.1-2112.3 (1/69) 
2112.1-2112.3 (9/60) ADC 
2113. -2113.2 (9/60) ADC 
2113. -2113.2 (1/69) 
2227. -2227.2 (8/69) 
2227.2 p.l (8/69) 
2227.2 p.2 (4/69) 
2227.2 p.4 (1/60) ADC 
2227.2 p.4 (7/63) 
2227.2 p.5 (7/63) 
2227.2 p.5 (1/60) ADC 
2227.2 p.6 (3/69) ADC 
2227.2 p.6 (4/59) 
2227.2 p.7 (4/59) 
2227.2 p.7 (1/60) ADC 

2227.4 p.1 (1/60) ADC 

Explanation 

2111. 

2112. 

- limits registration of referrals from BIS to one working day in speci­
fied situations. 

- deletes necessity for an official discharge from a mental institution 
as an eligibility requirement. 

2112. and 2227. - defines the policy and procedure established in processing an 
applicant for public assistance who is being released from a mental 
institution. These sections spell out the respective responsibilities 
of BIS and CHB and incorporate the legal requirement that a Disability 
Assistance applicant released directly from a State mental hospital to 
an Approved Boarding Home for Sheltered Care will be considered a resi­
dent (for purposes of re3istration of application and chargeability 
for county share) of that county in which he resided immediately prior 
to his last admission to the ::.nstitution. 



Transmittal Letter #112 October 9, 1970 

Instructions 

Please remove superseded pages a11d replace with attached pages as listed above. 

This mater ial i s effective innnediately. 

I JE:MGK 
Attachment 

Very truly, yours, l·-. / - I , 

' / . ,1/ . t-? 
c:-:• . {>u ·' I /,U-/ 0"1£;'/, U/4-,,_ 
Irvin3 J. Engelm!n, Direc,tor 
Division of Public Welfare . 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare . . 
. ' . 

TO COUNTY WELFARE BOARDS 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #111 

September 1, 1970 

Attached is one copy of new and revised material for the Manual ·of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 9/70 Superseded Pages 

2100. -2101.4 2100. -2101.4 (9/60) 
2800. -2801. 1 2800. -2802. (1/69) 
2802.1-2802.2 2803.1-2803.2 (1/64) 
2802.2-2803. 2803.2-2804. (1/64) 
2804.1 2805.1 (1/69) 
2804.1-2804.2 2805.1-2805.2 (7 /67) 
2804.2 2805.2 (7 /67) 
2804.2-2805. 2805.2-2006. (7/67) 
2805. p.1 2806. p.1 (1/69) 
2805. p.2 2806. p.2 (undated) 
2805. p.3 2806. p.3 (1/69) 
2805. p.4 2806. p.4 (1/69) 
2805. p.5 2806'. p.5 (1/69) 
2805. p.6 2806. p.6 (1/69) 
2805. p.7 2806. p.7 (undated) 
2805. p.8 2006. p.8 (undated) 
2805. p.9 2806. p.9 (undated) 
2805. p.10 2306. p.10 (undated) 
2805. p.11 2806. p.11 (undated) 
2805. p.12 2806. p.12 (undated) 
2806. -2806.2 2807. -2807.2 (1/64) 
2806.3 2807.3 (7/67) 
2806.4 2807.4 (1/64) 
2806.5-2806.9 2807.5-2807.9 p.1 (1/69) 
2806.9 p.1 2807.9 p.2 (1/69) 
2806.9 p.2 2807.9 p.3 (1/69) 
2806.9 p.3 2807.9 p.4 (1/69) 
2806.9-2806.10 2807.9-2807.10 (1/64) 
2806.10 2807.10 p.2 (1/64) 
2807. 2808. (1/64) 
2808. -2808.1 2809. -2809.1 (1/69) 
2808.1 2809.1 (7 /67) 
2808.2-2809. 2809.2 (1/69) 

Explanation 

The attached material incorporates into the Manual of Administration all material 
previously transmitted as draft by Circular Letter No. 812. 
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Transmittal Letter #111 September 1, 1970 

... , . 

Instructions 

Please remove superseded pages and replace with attached pages as listed above. 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very tru)Y, yours, 
/1 '._ ~ -·, 

j 
I I 

/ \ > ~'} 

-, ~~ g t~:~J:::~t~t::--
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #110 

July 1, 1970 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

This material is effective immediately. 

Attached Pages 7/70 

2911. 1 -2911. 3 
2911. 3 
2911. 3-2911.4 
2900 Appendix VI pp. 7, 8 
2900 Appendix VI p. 9 

Superseded Pages 

2911.1-2911.4 (10/59) 

2900 Appendix VI pp. 7, 0 (9/67) 

2911.3 - clarifies the new procedure to be followed when notifying clients of 
any adjustment in grant. 

2900 A,pendix VI, Complaints, Appeals and Fair Hearings - has been revised to 
comply with Federal requirements. 

Instructions 

Remove all superseded pages and replace with attached pages as listed above, 
inserting new pages in sequence. 

IJE :HGK 
Attachment 

Very truly yours, 
/ ~- . : 

, / f l 
./ \~. /J 

.- ---- 1,..,/'-r ✓ :----;,, vl✓-r (-) ~~r ,,,· .v Le.--- .._ 
.-,-

, ____ .. / 
Irving J. Engelman, Director 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 

TO COUNTY WELFARE BOARDS 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #108 

April 1, 1970 

Attached is a copy of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages - 4/70 

2911.5 
2911.5 -2911.6 
2911.7 -2911.8 
2911.9 -2912.3 
2912.3 -2912.4 

Superseded Pages 

2911.5 -2911.6 (10/59) 
2911.7 -2911,8 (10/59) 
2911.9 -2912.3 (10/59) 
2912.3 -2912.4 (10/59) 

2900 Appendix I (vi) 
2900 Appendix I (vii) 
2900 Appendix I (viii) 

2900 Appendix I (vi) (10/59) 

Explanation 

2911.5 - incorporates into the Manual of Administration the required elements 
of "due process" that must be observed in the proceeding for termina­
tion of assistance payments in compliance with the order of the U.S. 
District Court in Bailey vs. Engelman. (Circular Letter 703) 

2900 Appendix I (vii) - suggested format and content for notification letter of 
intention to terminate assistance 

2900 Appendix I (viii) - suggested format and content for notice of termination 
of assistance 

Ins true t ions 

Remove superseded pages and replace with attached pages as listed above. 

Insert 2900 Appendix I, pages (vii) and (viii) in consecutive order following 
page (vi). 

Pen and Ink Correction 

Change numbering - (vii) (10/59) change to (ix). 
- (viii) (10/59) change to (x). 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very truly yours, 

/ ' 
I / "',... -1· 

- ··- -- , '/ I , ' 

Irving J. Eng~lman, Director 
Division of Public Welfare 

....... _ .. __ 
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State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #107 

March 2, 1970 

TO COUNTY WELFARE BOARDS 

Attached is a copy of new and revised material for Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages - 3/70 (ADC) 

2286. -2286.2 
2286.2-2286.3 
2560. -2560.2 
2560.3 
2560.3-2560.4 
2560.4-2562.1 
2562.1 
2562.2-2562.4 
2562.5-2562.6 
2562.7-2563.1 
2563.2-2564.1 
2624. -2627. 
2633. -2633.3 
2885.3-2886. 

Explanation 

Superseded Pages (ADC) 

2286. -2286.2 (1/69) 
2206.2-2286.3 (1/69) 
2560. -2560.2 (8/64) 

2624. -2627. (8/66) 
2633. -2633.3 (1/69) 
2885.3-2886. (8/64) 

2286.2 - adds acceptance of training as an eligibility factor for mothers in ADC. 

2560. - entire section establishes policy on methods of payment for incompetent 
recipients in ADC. 

2625.3 - changes the competency in ADC from "inapplicable'' to "applicable." 

2633.1 - adds reference to possibility of incompetency as family life factor. 

2885.3 - corrects the reference to allow for appropriate adjustment in grant to 
correspond to changes in need in ADC. 

Instructions 

Remove superseded pages and replace with attached pages as listed above. All new 
pages shall be inserted opposite corresponding number on white page. 

This material is effective inunediately. 

IJE :MGK 
Attachment 



State of Ne,;1 Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #106 

February 9, 1970 

TO COUNTY WELFARE BOARDS 

Enclosed is one copy of Part I, Hanual of Administration. A limited number 
of additional copies for selected staff will be forHarded on request. 

This Part sets forth the internal organization, functions and responsibilities 
of the Division of Public Welfare, and is therefore not being distributed on 
the same basis as Manual material which directly regulates loce.1 operations 
and activities of local staff. 

It is recommended that the material be inserted in a separate loose-leaf 
binder which will permit additions and revisions, c1nd to which all inter­
ested persons may have access. 

IJE:MGK 
Attachment 

Very truly yours, 

;II ( , -( 
,// 
✓ 

_. / ' ; ""' 

./' I I . _--~---<· '"? ( ' ~: , : f t 'if lj / l l- /.-c ----
, l 

Irving J. Engelman, Director 
Division of Public Welfare 
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State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 00625 

TO COUNTY WELFARE BOARDS 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #105 

-. ' . ' December 1, "1969 • 

Attach~·d is a copy · of revised material for t~e Manual of Administra.tion. Staff 
copies are being forwarded under · separate cover. 

Attached Pages 12/69 · 
2253.2 p.2 
2253.2 p.3 
2253.2 p.4 
2253.2 p.5 
2290.-2294.1 
2294.2 

2340.-2344. 
2411. 2-2411. 3 

Superseded Pag·es 
· 2 2 5 3 ~ 2" p • 2 6 / 6 2 · · 
2253.2 p.3 6/62 
2253.2 p.4 -6/62 
2253.2 p.5 6/62 
2290.-2294.1 10/59 
2294.2 10/59 
2200. Appendix III-A 
2200. Appendix III-B 
2200. Appendix III-C 
2200. Appendix III-D 
2340.-2344. 7/62 
2411.2-2411.3 7/66 

Chapter 2500 - Table of Contents (i) 
2520.-2520.2 

Chapter 2500 - Table of Contents (i) 3/69 
2520. 3/69 

Explanation 

2253.2 b. 2) a) (2) - corrects reference to obsolete form. 

2'253.2 b. 2) b) (2) - corrects reference to Form PA-213. 

2253.2 c. - inserts chapter number to identify where material on Rehabilitation 
Commission may be found. 

- corrects the name of the consultative group from the obsolete title 
of Medical Service Section. 

2253.2 d. 1) c) - changes the word "are" to "may" because there are certain situa­
tions where residents are not eligible. 

2290.-2294.1 - brackets inserted to denote deletion of footnote which is no longer 
necessary. 

2294.2 - brackets inserted to denote deletion of footnote which is no longer neces­
sary. 

2340.-2344. - updates form numbers. 

2411. 2 - corrects reference to Categorical Assistance Budget Hanual. 

2520.2 incorporates into the Manual of Administration the policy previously in­
corporated into the Categorical Budget Manual, permitting an addif ional 
payment to be issued in specified cases of undue hardship. l 

(over) 
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Transmittal Letter #105 . -2- December 1, 1969 
-, 

.. J 

Instructions ·'.'. 

., . 

Remove superseded pages and replace with attached pages as listed above. 

Please remove and destroy 2200. Appendix III-A [Reciprocal Agreement -with New York 
(Old Age Assistance)]; 2200. Appendix III-B [Reciprocal Agreement with Wisco-n-sin 
(OAA .and AB)]; 2200. Appendix III-C [Recip·rocal Agreement with Pennsylvania (As­
sistance for the Blind)]; 2200 Appendix. III-C [Reciprocal Agreement with Pennsyl­
vania (Assistance for Dependent Children)]; and 2200. Appendix III-D (2) [Recipro­
cal Agreement with Delaware (AB)] w~ich _are now obsolete. 

This material is effective immediately. 

IJE :MGK 
Attachment 

Very truly yours, (;' r,~ 
~-=---.. I _ : / ~.,,,._,;'}~ - f /'/< '7 -t / ~,,. l ,:) / / y ,.~·""T'<- .. .....__ 

Irving J. Ep:'gelmah, Director 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #104 

August 25, 1969 

TO COUNTY WELFARE BOARDS 

Attached is a copy of revised and new material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages (8/69) 
2410.12 p.2 

Superseded Pages 
2410.12 p.2 6/68 
2410.12 p.3 4/68 2410.12 p.3 

2400. Appendix II 
2400. Appendix III (i) 
2400. Appendix III (v) 

2400. Appendix II 6/69 
2400. Appendix III (i) 3/69 
2400. Appendix III (v) 6/69 

Chapter 2900. Table of Contents (ii) 
2956.1-2956.3 (ADC) 

Chapter 2900. Table of Contents (ii) 1/69 

2956.1•2956.3 
2956.3 

Explanation 

2410.12 (e), (5), (6) - add two more conditions under which clinic services may 
be approved. 

2410.12 (f) (2) 

2400. Appendix III 

2400. Appendix III 

2956. 

Instructions 

- clarifies allowable fee paid by or for public assistance 
clients for clinic services in another state. 

- corrects address of Florence Crittenton Mission in 
Atlantic City. 

- corrects address of West Bergen Mental Health Center and 
adds the Family Planning Clinic of Lakewood. 

- incorporates into the Manual of Administration -the policy 
and procedure for reporting criminal offenses· to law en­
forcement authorities. 

Remove superseded pages and replace with attached pages as listed above. Insert 
the neu pages of 2956. immediately·-fo.llo-wing__ page _29.55 .. 4-2955. 5. 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very tru~-~ yours, ~--

// L ~; 

, . • . . . I;,. , ·• 1.-r1 '-"<'t ~ ..... f e-c-...._ -
/ . 

Irving J. Engcitman, irector 
Division of Public Welfare 
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State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

TO COUNTY WELFARE BOARDS 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #103 

August 25, 1969 

Attached is a copy- of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages 8/69 
2112.1 p.2 (ADC) 
2112.1 
2113.2-2113.4 
2113.2-2113.4 (ADC) 
Table of Contents 2200 p.ii 
Table of Contents 2200 p.vi 
2220.-2221.2 (ADC) 
2220.-2221. 2 
2221. 3 p .1 (ADC) 
2221.3 p.2 
2221. 3 p. 3 (ADC) 
2221.3-2222. 

2225.-2225.3 (ADC) 
2227.-2227.2 (ADC) 
2227.-2227.2 
2228.-2228.2 
2228.3 p.1 
2228.3 p.l (ADC) 
2228.3 p.2 
2228.3 (ADC) 

2272.6 
Table of Contents 2200 Appendix (i) 
2200 Appendix II 
2890.4-2890.6 

Explanation 

Superseded Pages 
2112.1 p.2 (ADC) 1/69 
2112.1 9/60 
2113.2-2113.4 1/69 
2113.2-2113.4 (ADC) 9/60 
Table of Contents 2200 p.ii 1/69 
Table of Contents 2200 p.vi 2/62 
2220.-2221.1 (ADC) 1/60 
2220.-2221.1 7/63 
2221.1-2221.2 (ADC) 7/63 
2221.3 p .1 7/63 
2221.3 p.2 (ADC) 7/63 
2221.3 p.3 7/63 
2221.3 p.4-2221.4 (ADC) 7/63 
2222.-2224.1 7/63 
2225.-2225.3 (ADC) 3/63 
2227.-2227.2 (ADC) 1/60 
2227.-2227.2 7/63 
2228.-2228.2 4/59 
2228.2-2223.3 12/64 
2228 .2-2228.3 (ADC) 1/60 
2228.3 p.1 11/62 
2228.3 p.2 (ADC) 1/60 
Entire 2229. Section 
Reverse of 2272.5 
Table of Contents 2200 Appendix (i) 10/67 
2200 Appendix II 4/59 
2890.4-2390.6 1/69 

The Hanual of Administration has been revised in accordance ·with Circular Letter 
No . 642, which invalidated "duration of residence" as an eligibility requirement 
for public assistance. 

Many deletions were required which necessitated changes in the page numbering. 
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Please take particular notice 0£ the follouing new material: 

2221.1 - defines the term "resident." 

2222. - clarifies policy on returning an individual to his state of origin. 

2272. - Reciprocal Agreements with other states have been deleted but policy per­
taining to assets and burial costs of recipients who have received assis­
tance in more than one state has been retained in 2272.6. 

Instructions 

Remove all superseded pages and replace with attached pages as listed above. 
Please note that several super~~ded pages have no replacement. 

This material is effective immediately. 

Very truly yours, 

c=.--t .. Wf Kr~ 
Irving J. Enge'iman, D'irector 
Division of Public Welfare 

IJE:MGK 
Attachment 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

:MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #102 

June 25, 1969 

TO COUNTY WELFARE BOARDS 

Attached is a copy of revised material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages (6/69) 
2200. Table of Contents (iii, iv) 
2227.2 p.3 
2230.-2232.2 (ADC) 
2230. (Entire Section) 
2200. Appendix IV 

Superseded Pages 
2200. Table of Contents (iii, iv) 1/69 
2227.2 p.3 7/63 
2230.-2232.2 (ADC) 1/60 
2230. (Entire Section) 
2200. Appendix IV 8/64 

Explanation 

2227.2 d. - clarifies the role of the Bureau of Institutional Services in the 
cooperative planning with institutional authorities for the return of 
a patient to the community when such person is in need of public assis­
tance. It also deletes the PA-5 as a routine form to be completed by 
the institution. 

2230, is reissued in its entirety. We suggest that you examine the material 
carefully. Although many pages merely update form numbers, delete 
obsolete material, and substitute "Medical Review Team" for ''Medical 
Service Section" there have been several important revisions, specifi­
cally the following: 

2232. 

2235. 

- describes policy and procedure to be followed when immediate financial 
need is indicated; and 

- permits the acceptance of an abstract of the hospital record in lieu 
of PA-5 if the applicant has been hospitalized within three (3) months. 

J:nstructions 

Remove superseded pages and replace with attached pages as listed above. 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very tru . .Jil,. yours, ('u 
1? ' /---_. /' 

I / .- ( /') / ( C, / / ; { (. ....._ 
. {_./! ( -,,_,-'( ( :? .J__,- ' • I -· --- ••' 

-~ -· ~ I , 
Irvrng J. Engelman, Director 
Division of Public Welfare 
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State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #101 

June 20, 1969 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new or revised material for the Manual of Administra­
. tion. Staff copies are being forwarded under separate cover • . 

Attached Pages (5/69) 
2101.15-2101.19 (ADC) 
2102.2-2103.1 
2281.2 p. 7 (ADC) 
2404. 
2400. Appendix II 
2400. Appendix III (v) 
2400. Appendix IV (iv) 
2829.-2829.2 (ADC) 
2800. Appendix Table of Contents 
2800. Appendix III-C 

Explanation 

Superseded Pages 
2101.15-2l01.19 (ADC) 1/69 
2102.2-2103.1 1/69 
2281.2 p.7 (ADC) 1/69 
2404. 7/66 
Circular Letter 11/63 
2400. Appendix III (v) 4/68 

2829.-2829.2 (ADC) 10/67 
2800. Appendix Table of Contents 12/67 

2101.15 b. 3), 4) - clarifies the previous statement which interpreted the 
parent person relationship of a child born out ·of wedlock. 

2103.1 

2402.2 c. 

2281.2 c. 7') 

- permits an immediate grant of assistance in Disability 
Assistance and Assistance for the Blind for those appli­
cants who are otherwise eligible when there has been a 
professional review and determination by a Medical Con­
sultant. Final validation is still the responsibility of 
the Bureau of Medical Affairs. 

- establishes $160 per month as the maximum approved all­
inclusive rate for maternity home care. 

defines eligibility for ADC when a parent is serving in 
the armed forces. 

2400. Appendix II - lists approved maternity facilities. 

2400. Appendix III - lists two additional "clinic services" facilities in 
Monmouth County. 

2400. Appendix IV - authorizes vendor payments for services at the Atlantic 
Area Guidance Center, Inc. 
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2829. - explains the new policy and procedure to be used to 
locate the wherea~outs of deserting parents in ADC. 

2800. Appendix III-C - Form PA-21B - ·to be sent by CWB to Bureau of Business 
Services when requesting information concerning deserting 
ADC parents. An initial supply of Form PA-21B will be 
setit to each CWB; additional forms will be available on 
order from State Use. 

Instructions 

Remove superseded pag~s and replace with attached pages as listed above. 
2400. Appendix IV, page iv, is to be ins.erted immedia'tely after page iii and 
2800. Appendix III-C, immediately following 2800. Appendix III-B. 

This material is effe~tive i~ediately. 

IJE:MGK 
Attachment 

Very truly yours, 

\J, ' ,q,-t-,~ J· , s. vi C G,..,t-4.t, l,.. 

Irving J. Ji lman, nfrector ·J ;,) 
· Division of Public Welfare V · f • 

' 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #100 

April 23, 1969 

TO COUNTY WELFARE BOARDS 

Attached is copy of revised material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages (4/69) 

2227.2 p.2 
2227.4 p.2 
2260. -2261.1 
2270. -2271.2 
2273. -2273.3 (ADC) 
2281.2 p.L} (ADC) 
2281.2 p.4a (ADC) 
22xx.s-22xx.12 
2320. -2320.2 
2330.2-2330.4 (ADC) 
2350. -2350.2 
2410.12 p.1 
2410.13 p.3 
2501. -2501.1 
2575. -2576,1 
2630. -2631.2 (ADC) 
2730. -2730.3 
2831.2-2831.3 

Explanation 

Superseded Pages 

. 2227 .2 p.2 7 /63 
2227.4 p.2 7/63 
2260. -2261.1 1/69 
2270. -2271.2 7/63 
2273. -2273.3 (ADC) 2/68 
2281.2 p.4 (ADC) 7/62 
2281.2 p.4a (ADC) 7/62 
22XX.8-22XX.12 7/63 
2320. -2320.2 3/69 
2330.2-2330.4 (ADC) 1/69 
2350. -2350.2 (7/63) 
2410.12 p.l 6/68 
2410.13 p.3 5/68 
2501. -2501.1 6/59 
2575. -2576.1 3/62 
2630. -2631.2 (ADC) 1/69 
2730. -2730.3 10/67 
2831.2-2831.3 10/59 

All Manual revisions with the exception of 2501.1 correct Categorical Budget 
Manual references, 

2501.1 c. (Note) - has been deleted because the potential use of vendor payments 
is not necessarily limited exclusively to medical services. 

Instructions 

Remove superseded pages and replace with attached pages as listed above. 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very :~u;, yours, r,' ,, , 
✓ '-~ · r /°: J ( I ·.. . •fl ( ... . ! t I ~- V ~· l·,··o/ r (:_,,.,_ ~~ 

< I , 
Irving J. Engelman, Director 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #99 

March 13, 1969 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages (3/69) 
2227.2 p.6 (ADC) 
2320.-2320.2 
2400 Appendix III 
2500 Table of Contents (i) 
2510.1-2511. 
2520. 
2520. (ADC) 
2600.-2602.2 (ADC) 

Explanation 

Superseded Pages 
2227.2 p.6 (1/60 - ADC) 
2320.-2320.2 (6/67) 
2400 Appendix III (4/68) 
2500 Table of Contents (i) (1/69) 
2510.1-2511. (1/69) 
2520.-2523. (1/69 
2520.-2523.(1/69 - ADC) 
2600.-2602.1 (1/69 - ADC) 

2227.2 e. (ADC) - corrects error in reference to policy or grant adjustment. 

2320.2 b. 1) - conforms with new budgeting policy. 

2400 Appendix III - adds a clinical facility. 

2510.2 

2520. 

2600. 

Instructions 

- deletes reference to additional payments. 

- deletes additional payments. 

specifies that a three month redetermination is necessary when 
eligibility is based upon unemployment. 

Remove superseded pages and replace with attached pages as listed above. 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very truly yours, 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #98 

February 6, 1969 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages (2/69) 
2103.1 - 2103.2 
2281.4 p. 2 (ADC) 
2281.4 p.3 (ADC) 

Explanation 

Superseded Pages (1/69) 

2103.1 - 2103.2 
2281.4 p.2 (ADC) 
2281.4 p.3 (ADC) 

2103.1 - clarifies the "date of effective disposition." 

2281.4 d. 2) specifies that the criteria for Federal matching in regard to 
refusal of bona fide offer of employment or training for employ­
ment are limited to the 30-day period prior to the receipt of 
public assistance. 

2281.4 d. 5) - recognizes the fact that not all counties have a Work Incentive 
program. In any case, unemployed father must be referred to a 
local office of the Division of Employment Security for partici­
pation in a manpower training program. 

Instructions 

Remove superseded pages and replace with pages as listed above, 

This material is effective immediately. 

IJE:MGK 
Attachment 

Very tru/1.v yours, 
17 ( · 

·' I ~ • ,, C - ~--... ---- . .-· ,:• -· . , -.,,. --t;, ,.··' . 
.. - /, ,.( ,. . / , ' \ n C. ':.-? <..- ·---

1 rv i ~g J. Enliman, Director 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #97 

January 17, 1969 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration. 
Staff copies are being forwarded under separate cover. 

Attached Pages (1/69) Superseded Pages 

General Table of Contents (entire) General Table of Contents (entire) 
2100. Table of Contents (entire) 2100. Table of Contents (entire) 
2200. Table of Contents (entire) 2200. Table of Contents (entire) 
2500. Table of Contents (entire) 2500. Table of Contents (entire) 
2600. Table of Contents (entire) 2600. Table of Contents (entire) 
2800. Table of Contents (entire) 2800. Table of Contents (entire) 
2900. Table of Contents (entire) 2900. Table of Contents (entire) 

Explanation 

The attached tables of contents have been completely revised in conformity 
with the previously issued pages of the Manual. 

Instructions 

Remove superseded tables and replace with attached tables as listed above. 

IJE:MGK 
Attachment 

Very truly yours, ,,.--· . .. 

/;
; (_,,., ,-

/ ---~ . / ' 
. ··- •- -.:~-- -. . ( ~ ~/ · I £/ (0 7( rt f!'_.,f-.,1-'V'---'· 

. --- --- ,, , ' , l 1· 

Irving. J. Engelman, Director 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRAUSJ:IITTAL LETTER :f/;95 . 

November 20, 1968 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Hanual of Administra­
tion. Staff copies are being forwarded under separate cover. 

Attached Pages (1/69) 

2000. - 2003.1 
2003 .• 2 - ~do4.2 
2101,4 - 2f01. 7 
210l.15 - 2101.19 (ADC) 
2102.2 - 2103.1 
2103.1 - 2103.2 
2103.3 - 2103.4 
2111.2 
2111.2 - 2112. 
2112.1 p. l (ADC) 
2112 , 1 p. 2 (ADC) 
2112.1 p.3 (ADC) 
2112 • 1 - 2112 • 3 
2113. - 2113.2 
2113.2 - 2113.4 
2113.4 - 2113.S (ADC) 
2113.4 - 2113.5 
2113.5 - 2113.6 
2113.6 
2114.2 - 2115.3 
2116,2 - 2118. 
2120. - 2122, (ADC) 
2122.1 - 2123.2 
2124. - 2126. 
2126. - 2127 .2 
2200. - 2201.1 
2201.2 - 2201.3 
2210. - 2212.2 
2212.3 - 2214.1 
2212,3 - 2214.1 (ADC) 
2214.2 - 2215.3 
2216. - 2217.2 (ADC) 
2224.1 - 2224.2 
2227.2 p.2 (ADC) 
2227.4 p,2 (ADC) 
2237.5 

Superseded Pages 

2000. - 2003.1 (2/59) 
2003.2 - 2004.2 (7/63) 
2101.4 - 2101.7 (9/60) 
2101.15 - 2101.19 (7/64) (ADC) 
2102.2 - 2103,1 (7/63) 
2103.1 - 2103.3 (7/63) 
2103.3 - 2103.4 (7/63) 
2111.2 (7/63) 
2111.2 - 2112. (9/60) 
2112.1 p.l (9/60) (ADC) 
2112.1 p.2 (9/60) (ADC) 
2112,1 p.3 (9/60) (ADC) 
2112.1 - 2112.3 (7/63) 
2113. - 2113.2 (7/63) 
2113.2 - 2113.4 (7/63) 
2113.4 - 2113.5 (9/60) (ADC) 
2113.4 - 2113.5 (7/63) 
2113.5 - 2113.6 (7/63) 
2113 • 6 ( 7 / 63) 
2114.2 - 2115.3 (12/64) 
2116.2 - 2118. (2/64) 
2120. - 2122. (9/60) (ADC) 
2122.1 - 2123.2 (4/68) 
2124. - 2126. (9/60) 
2126. - 2127.2 (9/60) 
2200. - 2201.1 (2/59) 
2201.2 - 2201.3 (1/60) 
2210. - 2212.2 (7/63) 
2212.3 - 2214.1 (7/63) 
2212.3 - 2214,1 (8/66) (ADC) 
2214.2 ~ 2215.3 (7/63) 
2216, - 2217 .2 (8{66) (ADC) 
2224.1 ~-2224~2 (7/63) 
2227.2 p.2 (8/66) (ADC) 
2227.4 p.2 (1/60) (ADC) 
2237.5 (8/59) 
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Attached Pages (1/69) (Cont'd) Superseded Pages (Cont'd) 

2253.1 (ADC) 
2253.1 - 2253.2 p.l (ADC) 
2253.2 p.7 
2253.2 p.7 (ADC) 
2260. - 2261.1 
2272.1 - 2272.2 
2280.2 (ADC) 
2281. - 2281.1 (ADC) 
2281.2 p.5 (ADC) 
2281.2 p.6 (ADC) 
2281.2 p.7 (ADC) 
2281.3 p.1 (ADC) 
2281.3 p.2 (ADC) 
2281.3 p.3 (ADC) 
2281.3 p.4 (ADC) 
2281.3 p.5 (ADC) 
2281.3 p.6 (ADC) 
2281.4 p.l (ADC) 
2281,4 p.2 (ADC) 
2281.4 p.3 (ADC) 
2281.5 (ADC) 
2282. - 2282.2 (ADC) 
2282.2 - 2282.3 (ADC) 
2282 .3 (ADC) 
2286. - 2286.2 (ADC) 
2286.2 - 2286.3 (ADC) 
2290. - 2294.1 (ADC) 
2330. - 2330.1 (ADC) 
2330.2 - 2330.4 (ADC) 
2510.1 - 2511. 
2512. - 2515.2 
2512. - 2515.2 (ADC) 
2515.2 - 2517. (ADC) 
2515.2 - 2517. 
2518. - 2519. 
2518. - 2519. (ADC) 
2520. - 2523. (ADC) 
2520. - 2523. 
2550. - 2550.2 (ADC) 
2600. - 2602.1 (ADC) 
2600. - 2602.1 
2602.1 - 2602.2 
2602.1 - 2602.2 (ADC) 
2610. - 2612.1 
2620. - 2622 .2 
2629. - 2629.2 p.l 
2630. - 2631_.2 (ADC) 

2253.1 (6/62) (ADC) 
2253.1 - 2253.2 p.l (9/68) (ADC) 
2253.2 p.7 (6/62) 
2253.2 p.7 (6/62) (ADC) 
2260. - 2261.1 (7/62) 
2272.1 - 2272.2 (2/68) 
2280.2 (8/66) (ADC) 
2281. - 2281.1 (1/60) (ADC) 
2281.2 p.5 (1/61) (ADC) 
2281.2 p.6 (1/61) (ADC) 
2281.2 p.7 (1/61) (ADC) 
2281.3 p.1 (1/61) (ADC) 
2281.3 p.2 (1/61) (ADC) 
2281.3 p.3 (1/61) (ADC) 
2281.3 p.4 (1/61) (ADC) 
2281.3 p.5 (1/61) (ADC) 
2281.3 p.6 (1/61) (ADC) 

2282. - 2282.2 (1/61) (ADC) 
2282.2 - 2282.3 (1/60 (ADC) 
2282.3 (1/61) (ADC) 
2286. - 2286.2 {8/66) (ADC) 
2286.2 - 2286.3 (8/66) (ADC) 
2290. - 2294.1 (1/60) (ADC) 
2330. - 2330.1 (8/66) (ADC) 
2330.2 - 2330.4 (8/66) (ADC) 
2510.1 - 2511. (6/59) 
2511.1 - 2512. (6/59) 
2511.1 - 2512. (1/60) (ADC) 
2513. - 2515.2 (1/60) (ADC) 
2513. - 2515.2 (6/59) 
2515.2 - 2517. (7/62) 
Intentionally Deleted (1/60) 
2520. - 2522. (1/60) (ADC) 
2520. - 2523. (7/63) 
2550. - 2550.2 (3/63) (ADC) 
2600. - 2602.1 (7/63) (ADC) 
2600. - 2602.1 (10/59) 
2602:1 - 2602.2 (10/59) 
2602.1 - 2602.2 (1/60) (ADC) 
2610. - 2612.1 (7/63) 
2620. - 2622.2 (6/65) 
2629. - 2629.2 p.1 (11/60). 
2630. - 2631.2 (6/65) (ADC) 
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Attached Pages (1/69) (Cont'd) Superseded Pages (Cont'd) 

Explanation 

2 63 i. 2, (ADC) 
2631~2· - 2631.3 (ADC) 
2631.3 p.l 
2633. - 2633.3 (ADC) 
2633.3 - 2634.2 (ADC) 
2640. - 2640.2 
2712. 
2720. - 2720.12 
2720.12 - 2720.15 
2800. - 2002. 
2505.1 
2806. p.1 
2806. p.3 
2806. p.4 
2806. p.5 
2806. p.6 
2807.5 - 2807.9 p.l 
2807.9 p.2 
2807.9 p.3 
2007.9 p.4 
2809. - 2809.1 
2809.1 
2809.2 
2882.9 - 2882.12 (ADC) 
2890. - 2890.3 
2890.3 - 2890.6 
2891. - 2891.2 
2891.2 - 2894.2 
2800. Appendix IV 
2800. Appendix IV-A 
2910. - 2911.1 
2 911. 9 - 2 912 • 3 
2 9 83 • - 2 9 84. 1 
2984.2 - 2985.3 

2631.2 (1/61) (ADC) 
2631.2 - 2631.3 (1/61) (ADC) 
2631.3 p.l (1/61) 
2633. - 2633.3 (1/61) (ADC) 
2633.3 - 2634.2 (1/61) (ADC) 

. 2640. - 2640.2 (7/63) 
2 712 • ( 11/67) 
2720. - 2720.12 (10/67) 
2720.12 - 2720.15 (11/67) 
2800. - 2802. (7/67) 
2805.1 (7/67) 
2806. p.l (undated) 
2806. p.3 (undated) 
2806. p.4 (undated) 
2806. p.5 (undated) 
2806. p.6 (undated) 
2807.5 - 2807.9 p.1 (1/64) 
2807.9 p.2 (1/64) 
2807.9 p.3 (1/64) 
2807.9 p.~ (1/64) 
2809. 2809.1 (7/67) 
2809.1 (8/65) · 
2809.2 (7/67) 
2882.9 - 2882.11 (8/64) (ADC) 
2890. - 2890.3 (8/60) 
2890.3 - 2890.6 (8/60) 
2891. - 2891.2 (8/60) 
2891.2 - 2894.2 (8/60) 
2800. Appendix IV (10/67) 
2800. Appendix IV-A (10/67) 
2910. - 2911.1 (10/59) 
2911.9 - 2912.3 (10/59) 
2983. - 2984.1 (6/65) 
2984.2 - 2905.3 (6/65) 

Policy and procedure in the Manual has been revised and new sections have been 
written for those chapters affected by enactment of Ctla-pters 138 and 139, P.L. 
1968. 

We suggest that you examine the material carefully. In the cours~ of a review 
of some chapters, an effort was made to up-date many pages. These may be easily 
ascertained by noting the vertical line in the left-hand margin. The WIN pro­
gram referred to as 2200. Appendix XIII, corrected tables of contents . and a 
corrected index will be issued as promptly as possible. 
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Instructions 

Remove superseded pages and replace with pages as listed above. Insert 
2281.4 and . 2281.5 in chronological order following 2281.3. 

Remove and destroy the following pages: 

2228.2 - 2228.3 (insert) - 7/63 
2281.3 p.7 (ADC) - 1/61 
2281.3 p.8 (ADC) - 1/61 

· 2281.3 p •. 9 (ADC) - 1/61 
2281.3 p .• 10 (ADC) - 1/61 
2281._3 P• 11 (ADC) - 1/61 
2289. - 2289.4 (ADC) - 3/63 
2518. - 2519. - 6/59 
2523. - 2524 (ADC) - 1/60 
2540. - 2541.2 (ADC) - 1/61 
Circular Letter - 8/26/63 

. 2631.3 p.2 (ADC) - 1/61 
2640.3 - 7/63 

Pen and Ink Correction 

2512. - 2515.2 - please add "d. PA-3A - Budgetary Statement" to 2515. Minimum 
Requirements for Case Record. 

This material becomes effective January 1, 1969. 

IJE:MGK 
Attachment 

Very truly yours, / 
1 

I t 

· t,u.,✓.,-6;✓.,~ 
Irvin{J. Engebfian, Ditector . 
Division of Public Welfare -



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSHITTAL LETTER #93 

September 4, 1968 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Manual of Administration. Staff 
copies are being forwarded under separate cover. 

Attached Pages (9/68) Superseded Pages 

2900 Table of Contents (iv} V 2900 Table of Contents (iv) 6/65 / 
2990 Entire Section ~ 2990 Entire Section 6/65 C..----
2900 Appendix, Table of Contents (i) ✓ 2900 Appendix, Table of Contents (i) 9/67 L---
2900 Appendix IV, Attachment ffl .I./"" 2900 Appendix IV, Attachment #2, 6/65 c--
2900 Appendix IV, Attachment #2,v- 2900 Appendix IV, Attachment #4, 6/65 e:---

2900 Appendix IV, Attachment #3 (./"' 2900 Appendix IV, Attachment #5, 6/65 {_,,--

Instructions t:}~ YA1· 
Remove superseded pages and replace with attached pages as listed ~e. Remove 
ADC insert 2990.-2993.3; 2900 Appendix IV, Attachments #1 and #3 which are now 
obsolete. 

Explanation 

The statement of policy and procedure on nondiscrimination in Federally-aided pro­
grams which was previously issued as Appendix IV, Attachment #1, has been incorpor­
ated into the 2990. section of the Manual. The method of obtaining assurance of 
compliance by vendors with the Civil Rights Act of 1964 has been changed. We 
direct your attention to the specific instructions in 2994.2. 

This material is effective immediately. 

. IJE:MGK 
Attachment 

Very truly yours, 

\ r .• 1,_ ,., / -," '//i /( /-~, 

... _ . ..___ >..;.,, / -- /,,., / ,·> / / r --
, . I ,, , 

Irving J. Engelman, Director / 
Division of Public Welfare 
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State of New Jersey 
Department of Iustitutions and Agencies 

Division of Public Welfa~e 
Trenton 08625 

MANUAL OF ADMINISTRATION 
'ITJ~NSHITTAL LETTER #92 ✓ • 

July 31 , 1968 

TO COUFTY ~,JELFARE BOARDS 

Attached is one copy of new material for the Manual of Administration . Staff 
copi es are being forwarded under separate cover. 

Attached Pages (7/68) 

2580 . (Entire section)-
25 JO. Appendix section 
2500 Appendix I ,.....---
2500 Appendix II -
2930. (Entire section)--

Superseded P2ges 

2580. (ADC on l y) (11/62) _, 

2930. (AI)C only) (1/60) ---

Explanation 

2580 . - incorporates ~u~ing No. 2 and Supp~ement No. 2 to Ruling 
No. 2 into the ¼anual of Administ~ation. Funeral and buria l 
costs as listed in 2580.2 are effect:!.ve for any client whose 
death occurred on or after July lS, 1968. Supplement No. 1 
to Ruling i':To. 2, Payment of Tenninal Bills for Medical and 
and Nursing Care , is no longer app~icable because of vendor 
payment procedure. Please note that as stated in 2580., th i s 
material also applies to ADC unless othet"wise noted. 

2500 . Appendix II - Funeral and Burial Expenses (PA-_8, Affidavit) - may be used 
at the discretion of the county welfare boards and is to be 
duplicated by them if needed. 

2930. 

Instructions 

- incorporates Ruling No. 20 and Supplements No. 1, No. 2 and 
No. 3 to Ruling No . 20 into the Hanual of Administration. 
This applies to all categorical assistance programs. 

Remove superseded pages and replace with pages as listed above. Remove 2590., 
Payment of Terminal Bills, which is now obsolete. Insert 2500. Appendix material 
immedi ately following Chapter 25C0. Destroy Ruling 2, Supplements No . 1 and No. 2 
to Ruling 2; Ruling 20, Supplements No . 1, No. 2, a~d No. 3 to Ruling 20. 



Transmittal Letter #92 July 31, 1968 

Pen and Ink Corrections 

Chapter 2500 Table of Contents (iv) - delete asterislc from 2580. and add page 
number 2580.-2580.2. Delete 25SO., Payment of Terminal Bills 

Chapter 2900 Table of Contents ( i ) - delete asterisk from 2930. and add page 
number 2930.-2933 .2. 

This material, with the e:,cception of that stated in 2530., is effective immedi­
ately. 

IJE :HGK 
Attachment 

Very truly yours, 

I 
t 

~· ✓rl , ·" 

.. ,, ,:I ., .... '-r-1' -.~ , '. ,., ,_/ / 4 . ..-. ..... 
" . . ... l~ . ' 

Irving J. Engelman, Director 
Division of Pub l ic Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

MANUAL OF ADMINISTRATION 
TRANSMITTAL LETTER #91 

June 24, 1968 

TO COUNTY WELFARE BOARDS 

Attached is on~ copy of new and revised material for the Manual of Administra­
tion; staff copies of which are· b.eing forwarded under separate cover. This 
material is effective immediately. 

Attached Pages (6/68) 

2L}10 .12 p. 1 
2410.12 p.2 
2400. Appendix III p.vii 
2954.2 - 2954.3 
2900. Appendix V Att. #1 

Explanation 

Superseded Pages 

2410.12 p.1 (4/68) 
2410.12 p.2 (4/68) 
2400. Appendix III p.vii (4/68) 
2954.2 - 2954.3 (6/67) 

2410.12 b. 1) 

o.t 1 p1,{foi 
- extends the definition of "outpatient hospital services" to 

include those hospitals approved by the Committee on Hospitals 
of the American Osteopathic Association. 

2410.12 c. 1) (e) (2) - includes the New Jersey Commission for the Blind as an 
additional agency which may approve a "Clinic Services" facility 
which is administered or operated under auspices other than an 
institution licensed ae a hospital. 

2400. Appendix III (vii) - lists Planned Parenthood Association of the Tri­
County League as an additional "Clinic Services" facility. 

2954.3 b. - second paragraph - extends the same procedure followed by the 
Juvenile and Domestic Relations Courts to the Chancery Division 
of the Superior Court in regard to alimony and support cases 
where public assistance recipients are involved. 

2900. Appendix V, Attachment #1 - incorporates Mr. McConnell's letter to the 
chief probation officers re payment of support to welfare 
authorities in Chancery Division cases. The memorandum referred 
to has already been issued as 2900. Appendix V. 



Transmittal Letter #91 June 24, 1968 

Instructions 

Remove superseded pages and replace with attached pages as listed above. 
2900. Appendix V, Attachment #1 should be inserted immediately following 
2900. Appendix V. 

IJE:MGK 
Attachment 

Very truly yours, 
~1 /' . ·, 

/; ' \ 
I ~ ( • 

. .. / ~,. ·t.· ' ,_., , ,A i . f.,.,p{, ~-
~--- , # - • • .. fl ' 

Irving,, J. En~elman, hirector 
Division of Public Welfare 



State of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

HANUAL OF AD11INISTRATI01'T 
TRANSHITTAL LETTER 4/:90 

May 21, 1968 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Mancal of Administra­
tion; staff copies of which are being forwarded under separate cover. This 
material is effective immediately. 

Attached Pages (5/68) 

2252.3 p. 1 
2252 .3 p. 2 
2252.3 p. 3 
2252.3 p. 4 
2200. Appendix XII 

Explanation 

Superseded Pages 

2252.3 p . 1 - (6/62) 
2252.3 p. 2 - (6/62) 
2252.3 p. 3 - (6/62) 
2252.3 p. 4 - (6/62) 
2200. Appendix XII (6/62) 

2252.3 p.l - references to Bureau of Assistance changed to Division of Public 
Welfare 

2252.3 c. 1) - deletes qualifying parenthetical statement in reference to other 
than 11 pay-as-you-go~i arrangements 

2252.3 c. 2) a) (2) - clarifies the conditions in the 11 pay-as-you-go" agreement 
in reference to the "life-care" contract 

2252.3 p.4 - references to Bureau of Assistance changed to Division of Public 
Welfare 

2200. Appendix XII - Agreement (Homes) - revision contains a note describing 
the use of this specimen form 

Instructions 

Remove superseded pages and replace with attached pages as listed above. 

IJE:MGK 
Attachment 

Very tru;7 yours,r 

// / . /J 
'-·- ··-:..-:: f,~-7 u-i..-tA~ (,.,, H 1 ,, . .-fA ..,u ---

Irvi~g J. Eng/lman, birector 
Division of Public Welfare 



S qte of New Jersey 
Department of Institutions and Agencies 

Division of Public Welfare 
Trenton 08625 

V.iANUAL OF ADMINISTRATION 
TMNSHITTAL LETTER 1/:89 

May 13, 

TO COUNTY WELFARE BOARDS 

Attached is one copy of new and revised material for the Manual of Adminis­
tration; staff copies of which are being forwarded under separate cover. This 
material is effective immediately. 

Attached Pages / 

2410.13 - p.3 (5/68) 
2716.1-2716.2 (5/68) v' 
2716.2 (5/68) v" 
2716.3 (5/68) "-/' / 
2720.-2720.11 (10/67)~ / 
2120.12-2120.13 (10/67) V / 
2730.-2730.3 (10/67) 

Explanation 

2410.13 - p.3 - has been corrected to 
services. The Multiple Visit fee has 
visit. 

Superseded Pages 

2410.13 - p.3 (8/65) 

✓ 
2720.-2720.11 (10/67) / 
2720.12-2720.13 (10/67) 

27 ~0.-277Y/f ;; (jtt 
conform with ne·w allowances for physicians' 
been deleted when it pertains to an office 

2716. - provides specific instruction for the retention and destruction of case 
records. 

2720. and 2730. - reissued to maintain Manual format. 

Instructions 

Remove superseded pages and replace with attached pages as listed above. New 
pages are to be inserted in chronological order. 

IJE:HGK 
Att2.chment 

Very t~uly yours, 
/ 

, 7 
• .. /. ~-✓ ,. 

I ,,. . I ' / •• . I ' ,-' ,/ . -I {. I I • , 
l ,. . 

Irvi ng J. Engelman, Director 
Division of Public Welfare 
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Manual of Administration 
Div ision of Public Welfare 

Explanation 

INSTRUCTIONS FOR INDEX 

This is the official revised Index to the Manual of Administration; however, you 
may find need for additional entries to make it more usable to you. Each staff 
member should feel free to enter items for his own purposes. From time to time 
the Division will request each county welfare board t o submit suggestions for both 
content and format. 

Plan of Index 

Each page contains two columns divided by a double center line. 

Key words or topics are capitalized; sub-topics are indented and in lower case. 

In view of the fact that official documents regulating the ADC, AB, DA and OAA 
programs have not yet all been incorporated into the Manual of Administration, the 
Index is designed to provide a key to other existing materials officially affecting 
policy and procedure for these programs. (This Inde:r does not include references 
to material to be found in the NAA or ~JAA-S Manuals.) 

When the source is the Manual, the appropriate numerical reference appears under the 
column headed Manual. If the source is not "Manual" or is in addition to "Manual" 
an entry will appear under the column headed Other, with the following code desig­
nations: 

R - Ruling (series) 

B - Bulletin (series) 

S Supplement (following either "R" or 11B" as appropriate) 

Att - Attachment (following either "R" or "Bn as appropriate) 

BM - Categorical Assistance Budget Manual 

App - Appendix (with appropriate identification) 

,tr - To indicate "not yet developed for Manual" 

No attempt has been made to identify specific sections in references shown as "BMu, 
Categorical Assistance Budget Manual. 

On references marked with asterisk(*), you will be advised concerning appropriate 
deletions as these portions are completed and issued. 

New Jersey Department of 
Institut ions and Agencies 

Transmittal 
Letter 1foB7 

Page Date 
5/68 

Replaces Page 
Dated 9/61 
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Division of Public Welfare Page 1 

MANUAL OTHER· MANUAL OTHER 

ABANDONED ADMINISTRATIVE POLICY 
Childr en 22Cl.2c 

Temporary payee in ADC 2235. 
2551. 

Residence 2221.2 

ABSEECS 
From Home, Temporary 
From State, Temporary 

Parer.. t 
From home 

In armed forces 

ABUSED CHILD 

ACCOUNTING MANUAL 

ADJUSTED PAYMENTS 
[See also Payment] 

ADMU:I STRATI ON 
Basic Principles 
Sure ty ::3ond 

ADMUTISTnATIVE CONTROLS 
[See Controls] 

ADMINISTPATIVE EXPENDITURES 
Matching of 

228~-. 
2221.3b 
2228.3 

2281.2 
2631.2 
2281.2c 

2282. 

2Q0L~. 

Services for Closed Cases 
Services for Rejected Cases 
Services to Applicants 
Services to Recipients 

Rl2 

Rl2 

R15 

n.21 
R21S4 
D.21S4 
P21S3 
It21S3 

Adherence to 
Emergency need 
Initial payment 

2004.12 
2516. 
2510.2 

ADMINISTRATIVE REVIEvJ TEAJ:1 ·2232.1 

ADOPTION SERVICES 

AFFIDAVIT OF DESERTION 

!AGE 
I AB Aged 65 
I ADC Child 
I Attaining 18 

ADC Parent 65 

Administrat i ve Controls 

Continuing Eligibility 
Date of Birth, Arbitrary 
Date of Eligibility 
DA Recipient 65 

Evidence of 
Sources of Evidence 

AGREEMENT TO P..EIMBURSE 

2882 .4 

2281.2c 
2200.App. 

2212 .2 
2214. 
2210.1 
2216. 
2280.2 
2217. 
2281.3h 
2624.b 
2214. 2 
2216.3 
2624. 
2211.1 
2211.2 
2215. 
2624. 
2212. 
2200.App. 

2113.L~b 
2270. 

[See also Reimbursement 
and Repayments, Promise of] 

AGREEMENT TO ~EPAY 2113.4b 

IX 

I 

2273. 
2200.App.VIII 

New Jer.sey Department of 
Institutions and Agencies 

Transmittal 
Letter 4fo87 

Page Date 
5/6G 

Replaces Page 
Dated 9/61 
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Division of Public Welfare 

INDEX 

MANUAL OTHER 

ALLOTMENTS, (Armed Forces) 
Cuban Refugee Enlistees 

ALMS 
Publicly Soliciting 

APPEAL 
Basic Principles 

APPLICANT 
DA 

Active TB, diagnosis of 

Homemaker determination 
Mental defect, disease 

or impairment 

Definition 
Entering Care Facility 

out of County 
Incompetent 

Authorized agent 

With legal guardian 
Without legal guardian 

Minor, Parent (ADC) 
OAA and AB 

With i:nental defect 
With psychosis 
Hith TB 

Released from 
General hospital 
(public or private) 
Institution 
Mental institution 
Veterans' facility 

APPLICATIOr1 

2281.2 
2988. 

22XX.10 

2920. 
2004.13 

223L}. 2 
2242.2 
2234 .• L:. 

223l: .• 3 
22L:.3. 2 
2101.2 

2226.lb 

2101.3 
2101.4 
2lll~. l 
2lll:-.2 
2112.la 

22l:-3 . 
22Li.3. 
22l:.2 .1 

2227.1 
2227. 
2227.2 
2227 .L} 

[See also Application Process] 
Advance 2113.3 

2223.2 
Assignment of Pending 2118. 

APPLICATION (Cont'd) 
. DA 

Child attaining age 18 
(ADC) 

Decision to Make 
Basic Principle 
Intake Process 

Definition of Terms 
For disposition of 
Used to classify 

Disposition of 
For Continued Assistance 
Form 

Inquiries, Record of 
Interview 

Initial 
Referral from mental 

institution 
Mentally Incompetent 
Opportunity to Make 
Opportunity to Withdraw 
Pending 
Policy 
Procedure 
Prompt Disposition 
Registration 

Procedures 
When accepted for 

Residence at Time of 
Resident of 

Care facility 
Eligible private 

insti t ution 
Private medical 

ins ti tut ion 

Public medical 
institution 

Veterans' facility 
Right to Apply 
Where Made · 
Who Interviews 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter #87 

Page Date 
5/68 

Page 2 

MANUAL OTHER 

2216. 

2004.2 
2113.2 

2101.9 
2101.7 
2127. 
2602.le 
2113.1 
2700. App.I 
2116.2 

2113. 

2227.2e3) 
2114. 
2004.1 
2004.6 
2101.7 
2112. 
2112. 
2103.1 

2116.1 Bl:-
2113. 3 
2222. 

2226.la 

2253.2 

2250.lb 
2253.3 

2250.la 
2253.1 
2227.i} 
2112.1 
2112.2 
2112. 3 

Replaces Page 
Dated 9/61 
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Division of Public Welfare Page 3 

INDEX 

MAl'!UAL OTHER MANUAL OTHER 

APPLICATIOE PROCESS ASSIGNMENT 
Definition · of 

Applicant 
A pp lication ( terms 

used to classify) 
Assistance payment 
Referral 
Registration 

Prompt Disposition . 
Responsibility 

Applicant 
CHB 
State Division 
Services during 

APPROVAL 
Recommend~tion for 

Superviso:ry 

APPROVED APPLICATIONS 
Special Procedures 
Following 

ADC, incapacity 
DA, P and T factor 
Person released from 
mental institution 

APPROVED BOARD ING HOl1ES 
Board and Care 
Patient Care 

ASSETS 
Asaigned 

Change of county resi­
dence (transferred) 

Assignment 
Life insurance 

Disposal of 
Effect on eligibility 

~To qualify for assis­
tance 

Reciprocal Agreement 
Burial costs 

New Jersey Department of 
Institutions and Agencies 

2101.1 
2101.2 

2101.7 
2101.12 
2101.6 
2101.8 
2103. 

2102.3 
2102.2 
2102.1 
2806. 
2809.2 

2125. 
2614. 
2126. 
2~15. 

2281.3fl) 
2237.1 

2227.2e5) 

2253.2dl) 
2253.2d2) 

2225.7 
2272. 
2113.4b 
2270. 
2271.2 

2271. 
2229.lb 
2229. le 

Assets 
Life Insur~nce 
Pending Applications 

ASSISTANCE EXPEPDITURES 

ASSISTANCE PAYMENT 
(See also Pnyment] 
Definition 

AUTHORIZATION OF ·PAYMENT 
Additional 

Initial 

AUTHORIZED AGENT 
Definition 

AUTHORIZED CUSTODIAN 

AUTOMOBILES 

BANK ACCOUNTS 
Escheat of 

BENEFITS 

2272. 
2113.4b 
2118. 

2101.12 

2523. 
2510. 
2516. 

2101.3 
2101.4 

2560.3e 
2564. 

OASDI 2820. 
Unemployment Compensation 2830. 
Veterans Administration 2840. 

Transmittal 
Letter iffr87 

Page Date 
5/68 

Replaces Page 
Dated 9/61 

Rl2 
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I N D E X 

HAHUAL OTHER 

BIRTH DATE 
[See also Age] 
Arbi~rary 
Eligibility, Date of 
Verification 

2211.1 
2211.2 
2200 App.I 

BLIND, ASSISTANCE FOR 
Action by Bureau of 

Hedical Affairs 
Age Requirements 
Age 65 

Concurrent receipt of 
AB and rIAA 

Effect on eligibility 
Evic~ence of 
Right of choice to 

apply for OAA 
CWB ~esponsibilities 

PLocedure after Bureau 

22XX.L:. 
2210.la 

22 J.l~. 3 
2211.~. 2 
2212 .2 

2111.: .• 2 
22XX.3 

action 22XX.5 
Defi:..1i tioa of Blindness 22XX.1 
Determination of Blindness 22}CC. 
Exemption of Earned Income, 

A3 Only 2350. 
No Duplication of Assis-

tance 2004.11 
Redetermination of Blind-

~ess 22xx.0 
2640. 

Reports to N.J. Commission 
for t he Blind 2117. 

Tra~sfer of AB Cases 

BOARD ACTION 
[See Disposition] 

BOARD AND CARE 
Approved Boarding Home 

BOND, SUMTY 
Requirement for 

2225.G 

2253.2d 

P..15 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 1187 

MANUAL OTHER 

BUDGETING 2113.5 

BUREAU OF CHILDP • .EN 'S SErtVICES 
Care 2884.2 
Referral by 2235.3c 
Services and Programs 2882. 
Statemen~ of Understanding2883. 
Transfer from 2115. 

BURIAL 
Allowance 
OASDI, Lump Sum 

Death Benefit 

Reciprocal Agreements 
with other States 

Spouse, Expenses of 

CARE (BCS) 

CERTIFICATION OF NEED 
FOR PATIENT CARE 

CHANGE IN PAYEE 
Permanent 
Temporary 

Page Date 
5/68 

2580. 

2584.5 
2827. 

2229. le 
2340. 

2884.2 

2254.1 

2552. 
2285. 
2551. 

Replaces Page 
Dated 9/61 



Manual of Administration 
Division of Public Welfare 

CHARITABLE HOMES 
Eligible 
Eligibility for 

Assistance in 

CHILD 
Awaiting Institutional 

Admission 
Born Out of Wedlock 

Eligibility of 

Fili~tion proceedings 

In relation to family 
life factor 

Legal responsibility 
of' ·-pa:rents 

Putat ive father 
Definition 
Dependent 

Defiriitioti 
Eligibility for OASDI 

Benefits 

Institutional Care 
Released .from Mental 

Institution 
Inclusion in grant 

Unattached Out-of-State 
Welfare Services (BCS) 

CIVIL RIGHTS 

CLAIMS 
Against Estate of Deceased 

Minor in ADC 
Reimbursement 

New Jersey Department of 
Institutions and Agencies 

Page 5 

INDEX 

MANUAL OTHER 

2251.5 

2253.2b 

2284 .• 3 
2287. 
2281.2c6 
2287.1 
2952. 
2287 .l~ 
2287.5 
2287.6 

2633.2 

2287 .2 
2287.3 
2101.13 

2280.2 

2828. 
2821.8 
2284.3 

2227.2c 
2885. 
2880. 

2990. 
2990.App.IV 

2274. 
2270. 

MANUAL OTHER 

CLASSIFICATION & COMPENSATION 
CWB Personnel 

CLEARANCE 
Master Index 

Intake, Inquiries and 
referrals 

Social Service Exchange 
With OASDI 

CLIENTS 
Definition of 
Rights and Responsibili­

ties 
Application process 

Primary source of in-
formation 

Self-directing 

CLINIC SERVICES 

CLOSING 
Accounting Procedure 
ADC 

2111.3 
2850~ 
2825. 

2101.11 

2102.3 . 
2112.1 

200ls-.4 
2004.5 

2410.12 

Age, youngest child 18 2216. 
2624. 

Permanent change in 
payee 2552. 

Return of absent parent 2541.2a 
Termination of incapac-

ity 2541.2b 
Change of County Residence 

Administrative proce• 
dures 2225.4 

DA & AB, special pro-
cedure 2225.6 

Rll 

R12 

Transmittal 
Letter 4foa7 · 

· Page Date 
5/60 

Replaces Page 
· Da.ted 9/61 
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Division of Public Welfare Page 6 

_ -I ND E X 

MANUAL OTHER -- MANUAL OTHER 

CLOSING (Cont'd) 
DA 

Age 65 
Employment 

Family Life Factor 
Notice of 

Client 
Recipient out-of-State 
Rehabilitation 
Social Service Exchange 

Recipient Out-of-State 
Welfare Board Minutes 

Schedules, instructions 

2624-. 
223L}. 5 
2633.3 

2911.5 
2228.5 . 
2870. 
2855.-
2228. 

*29L~0 R22 

COMPLAINTS 

CONCURRENT INVESTIGATION 

CONCURRENT P.ECEIPTS OF 
AB AND 11.A.A. 

2920. 

2235.6 

2214.3 

for R22S1 CONFIDENTIALITY 

COLIATERAL INVESTIGATION 
Confidentiality 
Definition 
Establishing Eligibility 
General Policy · 
Selecti6n

1 

of Method 

COMPETENCY 

2123.4-
2123.1 
2123. 
2123.2 
2123.3 

[See also Applicant, Incompetent 
See also Payment, Method of to 
Incompetent Recipient] 

ADC Parent 2114. 
2201.3h 

Released from mental in-
stitution 

Mental 

Minority 

Other Incompetents 

COMPENSATION 
CWB Personnel 

2227.2c 
2112. lc 
2292. 
2625.1 
2293. 
2625.2 
229L.~. 

Rll 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter #87 

Collateral Investigation 2123.4 
Information 2004.14 

CONTACTING RELATIVES 

2930. 

2261. 
2622. 

CONTINUED ABSENCE OF PARENT 2281.2 
2631.2 

CONTINUING ELIGIBILITY 

CONVALESCE1:!T LEAVE 
Eligibility 

COUNSELING 
Bureau of Children's 

2600. 

2227.2c 

Services 2883. 
Employment 

N.J. Employment Security 2832. le 

Page Date 
5/68 

Replaces Page 
Dated 9/61 



Manual of Administration 
Division of Public Welfare 

COUNTY OF ORIGIN 
Customary Place of Abode 
Definition 

COUNTY RESIDENCE 
Applicant in Care Facility 

Private general hospital 
Public institution 

(Mentally ill or 
deficient) 

Veterans' facility 
Change of (Transfers) 

AB & DA, special pro­
cedures 

Administrative procedure 
Applicant entering care 

facility 
Health care services 
Recipient entering care 

facility 
Referral to State Divi-

sion 
Defined 
Mental Institutions 
Person Peleased from 

Institution 
Rehabilitation Training 

or Treatment Out-of­
County 

CUBAN REFUGEE PROGRAM 
Allotments-Armed Forces 
Clearance Form 
u.s. Repatriates from Cuba 

CUSTODIAN, AUTHORIZED 

CUSTOlIARY PLACE OF ABODE 
Defined 

New Jersey Department of 
Institutions and Agencies 

I N D E X 

MANUAL OTHER 

2221.3 
2225.2a 

2226.la 
2221.3a 

2221.3a6 
2227 .l:.a 
2225. 

2225.6 
2225.4 

2226.lb 
2225.8 

2226.2 

2225.5 
2221.3 
2227.2d 

2227. 

2221.3b 

2980. 
2988. 

DAY CARE 

DEATH 
ADc~: 

Child 
Parent 

Burial Expense 
Benefit, Lump-sum 

(OASDI) 
Spouse, Burial of 

DEFERRED PAYMENT 

DEFINED SEPVICES 
Accounting for 

DEFINITIONS 
[See specific headings] 

2900.App.III DENIED 
BlS2 DA 

2564. 

Definition 
Notice of 

DENTAL SERVICES 

2221.3 

Transmittal 
Letter 1fr87 

Page Date 
5/68 

Page 7 

MANUAL OTHER 

2602 .3b 
2281.1 
2602.3a 
2580. 
2584.5 
2827. 
2340. 

2514. 

2805. 
2809. 

BM 

2235.Sb 
2101.9bl) 
2911.2 

2410.!J.. 

Replaces Page 
Dated 9/61 
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.I N D E X 

MANUAL OTHER MANUAL OTHER 

DEPORTATION 
Of Parent 

DISABILITY, P&T FACTOR 

DESERTION 
Continuing Eligibility 
Legal Procedures 
Notice to Prosecutor 

Request to OASDI for Name 
& Address of Employer 

DETERHINATION OF BLIND.NESS 

DISABILITY ASSISTANCE 
Application for 
[See Application] 
Change of ·county Residence 

Special procedures 
Referral for 

By BCS 
By municipal welfare 

2281.2c5 
2631.2e 

2281.2c . 
2631~2b' , 
2953. 
2113.Sg 
2281.2c2J 

2829~ 
, ~ .. . . 

' 22XY. 

2225. 
2225.6 

2115. 

direct6r 2894. 
By other agencies 2111.2b 
By .rehabilitation 2870. 
By State mental hospitals2227.2d 
By V .A. 2227 _-4 

Referral to 
Employrnent Security 2830. 
Municipal welfare dept. 2890. 
Rehabilitation 2870. 
Social Security Admin-

istration 
V.A. 

Refusal by Incapacitated 
Parent to Apply for 

New Jersey Department of · 
Institutions and Agencies 

28ZO. 
2840. 

2281.3fl)d) 

·Transmittal 
Letter 1187 

Active -TB . . 2234.2 
Administrative Review Team 2232.1 
Application, Action on 

Visually Disabled 
Capacity for i-Jork 
Concurrent Investigation 

2237.5 
2234.5 

Other eligibility factors2235.6 
Continuing Eligibility .. 2629. 
CWB Responsibility 

(Procedures) 
Definition of 
Determination 

State function 
Disapproved Cases 
General Criteria 
Homemaker 

Determfoation of 
Questionnaire 

Medical Exam. Initial 
Medical Review Teams 
Mental Defect, Disease or 

Impairment 
Exam. & report on 

[See also Psychiatric 
Diagnostic Facilities] 

Ophthalmological ~xam. 
Payment ._or. Examining 

Physician 
Permanent Factor 
Permanent and Total Factor 
Procedure after Determina-

tion 
Psychiatric Diagnostic 

Facilities 

Reappiication 
Refusal to Accept Recom-

mendations 
Reopened Application 
Special Criteria 
Special Reviews 

[See also Reviews] 
Social Information for De­

termination of Disability 

2235. 
2231. 
2230. 
2232. 
2237.3 
2233. 

223l}.l} 
2234.4c 
2235.1 
2232.2 

22.34. 3 
2235.3 

2235.2 

2237.4 
2233.1 
2233.3 

2237. 

22%.3 
2235.3 
2200.App.VI 
2235.5 

2234.6 
2235.5 
2234. 

2236.lc 

& Incapacity 2700.App.III 

Page Date 
5/63 

& III-A 
Replaces Page 
Dated 9/61 
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I N D E X 

MANUAL OTHER 

DISABILITY, P&T FACTOR (Cont'd) 
State Board of Control 

Resolution 
Substantially Gainful 

Employment 

Total Factor 
Transmittal of Records 
Useful Occupation 

Undetermined Cases 
Visual Defect 

DISMISSAL 
Definition 
Notice to Applicant 

DISPLACED PERSONS 
Cubans 
Eligibility of 

DISPOSAL OF ASSETS 

DISPOSITION 
Application, Definition 
By Board Action 

Application 

Continuance 
Family life factor 

Initial payment 
[ See Payment] 

Ratification executive 
action 

By Executive Authority 
Application 

New Jersey Department of 
Institutions and Agencies 

of 

2200.App.V 

2233.3a2) 
2234.Sa 
2233.2 
2236. 
2233.3al) 
2234.Sa 
2237.2 
223L: .• l 

2101.9 
2911. 7 

2980. 

2270. 

2101.9 

2127.2 
2512. 
2616. 
2282.3b 
2633. 

2510.1 

2127.1 
2511. 

Bl 

R22 

Transmittal 
Letter 1fo87 

MANUAL OTHER 

DISPOSITION (Cont'd) 
Initial payment 

[ See Payment] 
Notice of 

Prompt 
Recommendation for 

DISREGARD -OF EARNED INCOME 
AB 
Economic Opportunity Act 

2128. 
2910. 
2103. 
2125. 
2614. 

2350. 

DIVIS ION OF ii:MPLOTI1ENT SECURITY 
[See also Employment Security, 
State Division of] 

R4 

BM 
BM 

DIVORCE 2281.2cl) 

DOCUMENTARY SOURCES OF 
EVIDENCE 2200.App.I,II 
Definition 2201.1 

DOMICILIARY CARE 
Definition or 2251. 7 
Eligibility in 2253.2b 

DUPLICATI01T OF ASS !STANCE 2004.11 

Page Date Replaces Page 
5/68 Dated 9/61 
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Division of Public Welfare 

Page 10 

I N D E X 

EARNED INCOME 
AB 

ECONOMIC OPPORTUNITY ACT 

EDUCATION AND TRAINING 
Attendance 
Leave 

Opportunity 

ELIGIBILITY 
Applicant with TB 

Receiving home care 
Assignment of Assets 
Chronically I11 
Collateral Investigation 
Convalescent Leave -

State Institution 
Cuban 
Decision 

Recommendation for 
Disability 

[See also Disability 
P&T Factor] 

Displaced Persons 
Disposal of Assets 

Effect on eligibility 
Immigrants 
In Institution 

[See also Institutions] 
Incapacity 

Parent (natural or adop­
tive) 

Inclusion in grant 
Spouse (other than natu­

MANUAL OTHER 

2350. 

Bd 

2280.2 
P..11 

Att .1/:1 
2286.3 

223l}. 2 
223l!- .2b 
2272. 
2253.la 
2123. 

2227.Zc 
2930. 

2125. 
2230. 

2270 . 
2271.2 

2253. 

2281.3 
2631.3 
2330. 

Bl 
Bl'i 

Bl 

I 

I 

ral or adoptive parent)2289. 

Inclusion in grant 

New Jersey Department of 
Institutions and Agencies 

2632. 
2330.2 

Transmittal 
Letter 1t-37 

ELIGIBILITY (C.ont'd) 
Month of 

Age 
Need 
Residence 

Persons Eligible in ADC 
Process of Establishing 
Recipients Leaving State 

[See also Residence] 
Permanent removal 
Temporary visit 

Refugee 
Spouse, ADC 

Spouse, DA, OAA 
Temporary Disability 

Benefits 
Effect on eligibility 

Unemployu1ent Insurance 
Effect on eligibility 

ELIGIBILITY FACTORS 
AB only 

Age 
[See also Age] 

Assignment of Assets 

Competency Status 
[See also Competency] 

Disability 
[See also Disability, 

P&T Factor] 
Recipient attaining 

· age 65 

MANUAL 

2211.2 
2514. 
2223.1 
2330. 
2120. 
2228. 

2228.2 
2228.3 

2330.2 
2632. 
2330. 

2830. 
2831.2 
2830. 
2831.2 

22XX. 
2640. 
2210. 
2624. 
2270. 
2272. 
2625. 

2230. 

2215. 
2624. 
2270. Disposal of Assets 

Effect of Resources on 
[See also Need] 

Need2300. 
2621. 

Need for Care in Institu-
tion 
Hental condition 

2240. 
2243. 
2626. 

OTIIER 

Bl 
B1'I 

BM 

BM 

Page Date 
5/68 

Replaces Page 
Dated 9/61 
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I N D E X 

MANUAL OTHER MANUAL OTHER 

ELIGIBILITY FACTORS (Cont'd) 
TB 

Patient Status 

Permanent & Total Dis­
ability 
[See also Disability, 
P&T Factor] 

Reimbursement Requirement 

Relative 1 s Capacity to 
Support 

· [See also Support] 
Residence 

Subject to Ch~nge 
AB only 

Support Orders 
As a resource 

Visit out of County and 
State 

22l}2 • 
·2226. 
2254. 
2628. 

2230. 

2629. 
2270. 
2272. 

2260. 
2622. 
2220. 
2623. 
2620. 
26l~0. 

2320. 

2221.3 

Bl1 

BH 

ELIGIIlILITY FACTORS, ADC ONIY2280. 
Child Attaining Age 18 262lr• 
Continued Absence of Parent 2201.2 

Death of Parent 
Definitions 
Deportation of Parent 
Deprivation of 

Parental care 

Parental suppor.t 

'Desertion 

Establishment of Home 
Family Life 

Filiation Proceedings 
Imprisonment 

New Jersey Department of 
Institutions and Agencies 

2631.2 
2281.1 
2280.2 
2281.2c5) 

2281. 
2631. 
22Gl. 
26~1. 
2281.2c2) 
2631.2b 
2283. BH 
2282. 
2633. 
2287. 
2281.2cl~) 
2631.2d 

Transmittal 
Letter 1f87 

ELIGIBILITY FACTORS, ADC ONLY 
(Cont'd) 

Incapacity 
[See also Incapacity] 
Parent 
Spouse of parent 

Mentally Incompetent 
Parent 

Remarriage 
Separation 
Temporary Absence from 

Home 

EI1ERGENCY SITUATIONS 
Additional Payments 
Foster Home Placements 
Temporary Payee (ADC) 

EMPLOYMENT 
ADC Policy on 

Children 
Father 
Mother 

Allowances 
In~apacity and its Relation 

to 
DA 

Capacity for uork 
Refusal to Accept 

Child 
Mother 

EMPLOYMENT SECURITY, STATE 
DIVISION 0~ 
Employment Service 

Assistance policy on reg­
istration for 

Information service 
Placement service 

2281.3 
2289. 
2632. 

2281.3h2)b) 
2631.1 
2281.2c 

2284. 

2521. 
2884.3 
2285. 
2551. 

2286. 
2286.3 
2286.1 
2286.2 

2281.3h2)c) 

2234-. 5 

2286.3b 
2286.2c 

2830. 
2832. 

2832.2 
2832 ~t 
2832. lb 

Page Date 
5/6C 

Replaces Page 
Dated 9/61 
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I N D E X 

EMPLOYMENT SECURITY, STATE 
DIVISION OF (Cont'd) 

MANUAL OTHER 

Registration service 2832.1 
Verification of registra-

tion 2832.4 
Temporary Disability 

Benefits 
Eligibility for assis-

tance in relation to 2831.2 
Eligibility for benefits 2831.1 
Verification of status 

of claim 2831.3 
Unemployment Insurance 

Eligibility for assis-
tance in relation to 2031.2 

Eligibility for benefits 2831.1 

ESCHEAT 
Bank Accounts 
Personal Property 

ESTABLISHilENT OF HONE, ADC 2283. 

EVALUATIOU 
Of Capacity to Support 

[See also Support] 

EVIDENCE 
Age 

ADC 
OAA, DA & AB 

Certification Institution 
Death of ADC Parent 
Desertion 
Divorce, Pending Divorce 
Evaluation of 
Incapacity 

New Jersey Department of 
Institutions and Agencies 

BU 

2212.s 
2212. 
2252.2 
2281.1 
2281.2c2) 
2201.2cl) 
2201.2 
2281.3 

Transmittal 
Letter if/:87 

EVIDENCE (Cont'd) 
·: Legal Separation 

MANUAL OTHER 

: Permanent and ·Total Dis­
ability · 

2281.2cl) 

2233. 

. Recording of 

. Residence 
Sources of 

Age 
Documentary 
Non-do~umentary 
Residence 

2234. 
2235.1 
2201.3 
2224 • 

2200.App.I 
2201.la 
2201.lb 
2200.App.II 

EXAi~INING PtPISICIAN'S REPORT 2235.1 

EXECUTIVE AUTHORITY 

EYE EXAMINATION 

FAIR HEARING 
Basic Principles 
How a Fair Hearing is 

Conducted 
Initial Interview 
Your Right to a Fair 

Hearing 

FACE SHEET (PA-2A) 

Page Date 
5/68 

2616.1 

22XX.3 

2920. 
2004.13 

2900.App.VI 
2113.5£ 

2900.App. VI -

2700.App.I-B 

Replaces Page 
Dated 9/61 
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I N D E X 

MANUAL OTHER MANUAL OTHER 

FAMILY FISCAL 
Definitions of Budget Unit 2330.l BM 

FAMILY CARE 
Continuing Service 
Definition 
Veterans Hospital 

FAMILY LIFE 
Maintaining and 

Strengthening 

FAMILY REIATIONSHIP 
Verification of 

FEDERAL HATCHING 
Administrative Expenditures 
Assistance Expenditures 
Conditions of 
Eligible Persons 

Defined (ADC) 

FILIATION PROCEEDINGS 
Effec t of Refusal to 

Participate in 
Exception to Requirement 

for 
Legal Procedures 

FINANCIAL PESOURCES SHEET 

New Jersey Department of 
Institutions and Agencies 

2227.2f 
2227.2b 
2227 .L:-a 

2282. 

2004.15 

228.0. 3 

2501.3 

2330.2 

2287.6 

2287.5 
2952. 

R21 
R.12 

2700.App.II-

Transmittal 
Letter ifr87 

Accounts 
Records 

FORL'1S 
Billing 
Budget 
Case Record 
Fiscal 
Medical 

Miscellaneous 
Reporting 
Statistical 

FRAUD 

FUNERAL EXPENSE 

2730. 
2720. 

2740. 
2750. 
2760. 

2951. 

2580. 

Rl2 
R12 

Rl2 
BM 

Rl2 

R12 
Rl2 
Bll~ 
B20 
B24 

Authorization for Payment 2300.App.II 
Spouse 

GENERAL ASSISTANCE 
[See Municipal Welfare 
Department] 

Page Date 
S/68 

2340. 

Replaces Page 
Dated 9/61 
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DivisiQn of Public Welfare 

GUARDIAN 
Appointment of 
Change of 
Legal 

Applicant represented 
Applicant without 

Payment to 

GUARDIANSHIP 
Definition (BCS) 
Petition for 

HEALTH CARE 
Allowances for 

Bills in change of 
county residence 

Institutional care 
Adult 
Child 

9ut of State visit 

Patient in institution 
Services 

Authorized Services and 
Supplies 

Cost Limitations 
Definitions 
Examination 

Disability P&T 
Incapacity ADC 
Ophthalmological 

Institutional 
[See Institution] 

Need for 
Payment 

[See Payment] 
Persons Eligible for 
Resources Available 

Use of 
Vendor Payments 

New Jersey· Department of 
Institutions and Agencies 

. l .N D E X 

MANUAL OTHER MANUAL OTHER 

2563.l 
2563.3 

by 2114.1 
2114.2 
2563.2 

2882.2 
2955. 

2225.8 

2250. 
2284.3 
222G.6 
2411. 
2576. 
2410 . 

2l}l0 • 
2405. 
2l}02 • 

2235.1 
2281.3d2)a) 
2235 .• 2 

2403. 

240l:.. 
2570. 

Transmittal 
Letter 1187 

HOME 
Establishment of 
Temporary Absence from 

HOMEMAKER 
DA Determination 

Definition 
Guide for 
Questionnaire 

Service 

HOME VISITS 
Continuing Eligibility 

Annual 
Interim 

2283. 
2284. 

2234.4 
2234.4a 
2234.4b 
2234.4c 
2800. Att.A 

Establishing Eligibility 
Policy on 

2612.1 
2612.2 
2122. 
2120.1 
2122.1 Purpose of 

HOSPITAL INSURANCE 

HOSPITALIZATIOi'! 
County Respons i bility 

on Release from 
Eligibility During 

Nursing Home Patient 
Out of County, Out of 

State 

Page Date 
5/68 

2227.1 
2250. lb 
2253.1 
2578 .. 

2411. 

BM 

Replaces Page 
Dated 9/61 



Ms~c.al of Administration 
Division of Public Welfare 

IMMIGRANTS 
Eligibility of Cubans 

IMMUNIZATION 

IMPRISON11ENT 
Parole (DA & OAA) 

Child on 
Release from (ADC) 

INCAPACITATED PARENT 
[See Incapacity] 

INCAPACITY 
Active TB 

Heed for care in 
institution 

Definition 
Determination 

By medical review . 
~eam 

Evidence, Conclusive 
Evidence for Initial Grant 

Parent at home 
Parent in institution 

Inclusion in Grant 
In Relation to Employreent 
Mental Defect, Disease or 

Impairment 
Procedures after Bureau 

Action 
Refusal to Apply for DA 
Social Information for 

Determination of Dis­
ability e: Incapacity 

New Jersey Department of 
Ins t i tutions and Agencies 

Page 15 

I N D E X 

MANUAL OTHER 

Bl 
2980. 

2410.6 

2281.2c4) 
2227.2c2) 
Note 
2080. 
2541 .. 2-a 
2631.2d 

2281.3 
2281'. 3h2) a) 

2240. 
2626. 
2281.3b 

2201.3h 
2281.3dl) 

2281.3d2)a) 
2281.3d2)b) 
2330. BM 
2281.3h2)c) 

2281.3h2)b) 

2281.3£ 
2281.3fl)d) 

2700.App.III 
& III-A 

INCAPACilY -(Cont I d) 
Spouse of Parent 

Determination of 

Inclusion in grant 

INCLUSION I1'T ADC GRANT 
Child Released from 

Mental Institution 
Income E::(emption AB 
Needs of Incapacitated 

Parent 
Needs of Incapacitated 

Spouse 

MANUAL OTHER 

2289. 
2632. 
2330.2 BM 

2227.2c 
2350. 

2330. 

2330. 

INCOI1PETENT PEnSON 
[See ·also lientally 
ADC Parent 
Definition 
Minor Recipient 
Residence 

Incompetent] 
2101. 3 
2560.1 
2561. 
2221.4 

INDEX 
Master 

Patient 

INFORL\fAL SEPARATION 

INITIAL INTERVIEW 
[See also Interview] 

2111.3 
2116.lc 
2255. 

2281.2c3) 

2113. 

Transmittal 
Letter 4fr87 

Page Date 
5/68 

Replaces Page 
Dated 9/61 
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. I ·NDEX 

MANUAL OTHER 
~ 

INITIAL PAYHENT 2510. 
[See also Payment, Initial] 

INQUIRY 
About Financial Assistance 2111.2 
Definition of 2101.5 
Record of 2116.2 
Request for Information 2.111. 1 

INSTITUTION , 
Applicant Refeased from 

General hospital 
Hental 
Veterans facility 

Approved Application 
Procedures following 

Cert:i.fication 

Evidence of 
Children in 

Convalescent Leave 
Definition 
Eligibility 

Defined 
Domiciliary Care 

Defined 
Eligibility for Assis­

tance in 
General hospitals 
Non-profit or charita-

ble home 
Nursing home (licensed) 
Out of county, out of 

State 
Public medical 

Acute 
Chronic 

Eligible 

Non-profit or charita­
ble 

·2227 .1 
2227.2 
2227 .l} 

2227.2e5) 
2252. 
_2627. 

_2252,2 
228l: .• 3 
22 85 .L~ 

2227.2b2) 
2227.2c 
2251.1 

2251.7 

2253. 
2253.lb 

2253.2 
2253.2a 

2411. 

2253.lb 
2253.la 
2251. 
2627 • . 

2251.5 

INSTITUTION (Cont'd) 
Non-medical, private 
Private medical 
Public medical 

Mental 
Continuing service by in­

stitution 
Referral procedures 
Release, terms defined 

Need for Care in 

Need for Patient Care in 

Other than State 
Applicab : lity of pro­

cedures 
TB 

Need for care in 

Veterans Facilities 

INSURANCE 
Life (LIAB) 

Assignment of 

INTAKE PROCEDURES 
[See also Application] 

INTAKE SERVICES 

INTERIM 
Home Visits 

Recording 
Social-Medical Report 

ADC 
DA 

Page 16 

MANUAL OTHER 

2251.4 
2251.3 
2251.2 
2253.1 

2227.2f 
2227.2d 
2227.2b 
2240. 
2626. 
225Li .• 
2628. 

2227.2g 

2240. 
2626. 
2227.4 

2113.4b 

2110. 

2805. lc 

2602. 
2612.2 

BH 

2613. 
2700.App.IV & 

IV-A 
2631.3a2) 
2629.2c 

New Jersey Department of 
Institutions and Agencies 

T_ansmittal 
Letter #87 

Page Date 
5/67 

Replaces Page 
Dated 9/61 
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INTERVIEW 
Initial 

Closing of 
General scope of 
Special factors for 
interpretation 

Where made 
· · Who interviews 
Redetermination, Eligi­

bility 
[See also Home Visit] 

INTRODUCTION TO HANUAL 
Basic Principles of 

Administration 
Basic Securities 
Community Responsibility 
Public Assistance Defined 

INVESTIGATION 

INDEX 

MANUAL OTHER 

2113 •. 
2113.6 
2113.1 

2113.5 
2112.2 
2112. 3 

2601. 

2000. 

2004. 
2001. 
2002. 
2003. 

LEGAL GUARDIAN 
[See also Mentally 
Incompetent] 

LEGALLY RESPONSIBLE RELA­
TIVES 

LEGAL PROCEDURES 
Deaertion 
Filiation 
Fraud 
Petiti9n for ~uardianship 
Support Orders 

LIFE INSURANCE 
Assignment of 
L.I.A.B. 

[See Application and Eligibility] 
Collatera l 2123.3 

2123.3b LOSS OF RESIDENCE 

LAW 
Adherence to 
Responsib i lities of 

Applicant 
Responsibilities of CWB 
Responsibilities of 

Di vision 

LEAVE REGULATIONS 
CWB Personnel 

New Jer sey D~partment of 
Insti t utions and Agencies 

2004.12 

2102.3 
2102.2 

2102.1 

r,.11 

LOST CHECK 

LUMP SUM DEATH BENEFIT 
(OASDI) 

MANUAL OF ADMINISTRATION 
Format and Use 

Transmittal 
Letter 1fa87 

Page Date 
5/68 . 

Page 17 

MANUAL OTHER 

2114.1 
2563. 
2612.lb 

2260. BM 

2950. 
2953. 
2952. 
2951. 
2955. 
2954. 

2113.4b 

2221.2 

2521.b 

2584.5 
2827. 

0000. 

BM 

Replaces Page 
Dated 9/61 
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MEASLES VACCINATION 

MEDICAL CARE 
[See Health Care] 

MEDICAL REVIEW TEAM 
[See also Disability, 

P&T Factor] 

MEDICARE 

MENTAL EX.Ai1INATION 

MENTAL HOSPITAL 
Referral from 
[See also Institution] 

MENTALLY INCOHPETENT 
ADC Parent 

Application for 
Authorized Agent 

Authorized Custodian 
Eligibility 

Legal Guardian 
Methods of Payment 

Minor 

New Jersey .pepartment of 
Institutions and Agencies 

Page 18 

INDEX 

l1ANUAL OTHER .. MANUAL OTHER 

2410.6 i1ENTALLY INC011FETENT 
Other Incompetents 

(Cont'd) 

2232.2 

2404.1 

223Li .• 3c 
2235.3 

2227.2d 

2227.2c 
2231.3h2)b) 

Representative Payee 
Residence of 
Spouse _· (ADC) 

MENTALLY RETARDED 
Awaiting Institutional 

Admission 
Child (ADC) 

DA Client 

MONEY PAYMTINT 
Assistance by 
Nature of 

MULTIPLE SCLEBOSIS 

MUNICIPAL HEL7AP~ DEPART-
MENTS (General Assistance) 

Administrative Structure 

2294. 
2625.3 
2563. 
2221.4 

. 2227 .2c 
2281.3h2)b) 

2576. 
2284.3 
2253.2 
223l: .• 3cl:. 

2004.10 
2501. 

2431. 

2890. 
2890.1 

2114. Factor of Legal Settlement 2890.3 
2101.3 
2101.l:. 
2564. 
22L.t3. 
2292. 
2625.1 
2563. 
2560. 
2293. 
2625.2 

Transmittal 
Letter 4F87 

Uethods for Providing 
Need, On_y Eligibility 

Requirement 
Referral by CWB 

Hethod of 
Responsibility 

receiving 
When to refer 

Referral 
Method 

to CWB 

Page Date 
5/68 

on 

2890.S 

2890.2 
2891. 
2891.2 

2892. 
2891.1 
2894. 
2894.1 

Replaces Page 
Dated 9/61 
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I N D E X 

MUNICIPAL WELFARE DEPARTMENTS 
(General Assistance)(Cont'd) 

Responsibility of 
CWB receiving 

Responsibility of 
Director 

Review by State Division 

NEED, DETERJ.~INATION OF 

Medical Care 

NON-DISCRIMINATION IN FEDER-

MANUAL OTHE 

2894.2 

2890.l:. 
2893. 

2300. 
2621. 
2':-03. 

ALLY ASSISTED PROGRAMS 2990. 

NON-PROFIT OR CHARITABLE 
INSTITUTIONS 

[See Institutions] 

NOTICE 
Agency Decision 

Closing 
To agency and recipi­

ent out of State 
Desertion 

Form 
To county prosecutor 

Disposition 
Suspension 

To agency and recipi­
ent out of State 

New Jersey Department of 
Institutions and Agencies 

2128. 
2617. 

2228.5 

2700.App.VI-
2281.2c2)c) 
2910. 

2228.5 

Transmittal 
Letter 1fa87 

NURSING HOME 
Patient Requiring Hos­

pitalization 
Pay As You Go Agreement 
Rates 

NURSING SERVICE 

OCCUPATIONAL THERAPY 
[See Physical Restorative 

Services] 

OLD AGE, SURVIVORS AND · 
DISABILITY INSURANCE 

ADC Desertion 
Request for name and 

address of employer 

Directory of District 
Offices 

Effect of Employment on 
Benefi,ts 

Entitlement of o.w. 
Children 

Lump-Sum Death Benefits 

Persons Entitled to 
Benefits 

Procedures for Filing 
Claims 

Refusal to Apply for 
Release of Information 

by CWB 
Request for Information 

Special Age-72 Benefits 

Page Date 
5/68 

Page 19 

MANUAL ~ 

2253.2 

2578. 
2200.App.XII 

2410.10 

2410.14 

2820. 

2829. 
2800. 

BM 

,4pp. III&III-B 

2800. 

2823. 

2828. 
2827. 
2584.5 

2821. 

2825. 
2825.3c 

2826. 
2825.1 
2800.App.II 
2822. 

Replaces Page 
Dated 9/61 
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IN. DEX 

Page 20 

MANUAL OTHER MANUAL OTHER 

OPHTHALHOLOGICAL EXAMINATION 2235.2 PATERNITY 

PARENT 
Absence of 
Attaining Age 65 
Death of 
Imprisonment 
Incapacitated 
[See also Incapacity] 
Mentally Incompetent 

Eligibility 
Inclusion in grant 

Minor 

Release from Mental 
Institution 

2281.2 
2217. 
2281.1 
2281.2cL~) 
2281.3 

2281,3h2)b) . 
2227,2c 
2112. la 
2550.2c 

Eligibility as applicant 2227.2c 
Inclus i on in grant 2227.2c 

Return of 12Absent" 25lirl.2a 
Unmarried 

[See also Child, Born 
Out of Wedlock] 

"Continuous Absence" 
Legal responsibility of 
Paternity, determina-

tion of 
Putative father 

PARENT PERSON 
Definition 
Eligible Relationship 

PAROLE 
From Penal Institution 
[See also Imprisonment] 

2281.2c6) 
22 87,.2 

2287 ,.l:. 
2287.3 

2101.14 
2101.15 

2227.2c2) 
Note 

Adjudication 
Proceedings 

PATIENT CARE 
Boarding Home 
Certification of Need for 

Form 
Definition of Patient 
Out of State Visit 
Payment in Hedical In-

stitution 
Recertification of Need 

for 

PATIENT INDEX 

PATIENT STATUS 
[See Patient Care] 
Pay as You Go Agreement 

PAYEE, ADC 

Change in 
Defined 
Federal ~equirement 
Parent Minor 
Policy, Statement of 
Temporary 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 1fa87 

Page Date 
5/68 

2287.4 
2952. 

2253.2d 
2254. 
2200.App.XI 
2251.6 
2228.6c 

2570. 

2628. 
2600.App.I 

2255. 

2252.3 
2200.App.XII 

2550. 
2124. 
2552. 
2101,19 
2550.1 
2550.2c 
2550.2 
2285. 
2551. 

Replaces Page 
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PAYMENT 
Additional 

Authorized 
by director 

Board ratification 
Defined 

Assistance Payments 
Nature of 

Burial Expenses 
Deferred 
Examining Ophthalmologist 

or Optometrist 
Examining Physician 
Federal Participatiqn 

[See Federal Matching] 
Funeral Expense 
Health Care Allowances 

[See Health Care] 
Authorized methods 

Initial 
Authorization 
Determination 

by board 

by director 
Date for 
Issuance 
Legal provisions 
State Division, report 

11edical Vendor Payments 
for Hospital Insurance 

Method of Payment 
Authorized custodian 

Legal guardian 

Hinor 

Other Incompetent 

Money Payments 
Federal definition 
State definition 

Patient Care in Medical 
Institution 

New Jersey Department of 
Institutions and Agencies 

Page 21 

I N D E X 

MANUAL OTHER 

2500. R12 
2520. 
2521. 
2523~ 
2524. R22 
2520.1 

2501~ 
2580. 
2514. 

22XX.6 
2237 ,l} ··. · · 

2580. 

257.0. 
2510. 
2516. 

2512. R22 
2518. R22 
25il~ 
2513. 
2517. 
2510.1 

to2519, 

2577 . 
2560. 
256l: .• 
2612.lb 
2563. 
2612. lb 
2561. 
2625.2 
229l: .• 
2625.3 

2501.2 
2501.1 

2570. 

Transmitta 
Letter ifa87 

PAYMENT (Cont'd} 
Payee in ADC 

[See also Payee] 
Terminal Bills 
Termination of 

Absence of parent 
Incapacity of parent 

Vendor 

PENAL INSTITUTION 
Eligibility on Release 

PERJ.'1.ANENT AND TOTAL 
DISABILITY 
[See also Disability, 
P&T Factor] 

MANUAL OTHER 

2550. 

2590. 

25l~l.2a 
2541.2b 
2570. 

2227.2c2) . 
(Note) 
2281.2c4) 
2631.2d 

2230. 

PERSONNEL PLAN - Rl 1 

PHYSICAL RESTOl;ATIVE SERVICES2410.1L} 
Occupational Therapy 2410.14 
Physical Therapy 2410. IL~ 

PHYSICIANS' SERVICES 

Page Date 
5/68 
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Replaces Page 
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PRIOR AUTHORIZATION 

I N D E X 

MANUAL ·OTHER 

Page 22 

MANUAL OTHEP 

Funeral and Burial Expenses2580. 
· Heal th Care Services 2410. ll:. 

PRIVATE HEDICAL INSTITUTION 
[See Institutions] 

PROI1PTNES S 
[See also Disposition] 
Normal Standards 
Not i fication 

PROTECTIVE PAYEE 

PROTECTIVE SERVICES 

PSYCHIATRIC DIAGNOSTIC 
FACILITIES 

PUBLIC ASSISTANCE 
Defined 

PUBLICITY 

PUBLIC i1EDICAL INSTITUTIONS 
[See I ns ti tutions] 

New Jersey Department of 
Instit u t ions and Agencies 

2103. 
20QL~ • 7 
2910. 

2562. 

2882.3 

2232.3 
22%.3 

2003 . 

B6 

REAPPLICATION 
ADC 
DA 
Defined 
From Person Out o,f State 

REASONABLE REFUSAL 
Incapacity 
Permanent anq Total 

Disabil i ty -

RECEIVING COUHTY 

RECERTIFICATION 
Need for Patient Care 
Patient Status in Institu-

2281.3g 
2235.5 
2101.7b 
2222. 

2281.3£ 

2234.6 

2225.2b 
2225.4b 

2628.1 

tion 2628.2 

RECIPIENT 
Changing County Residence 2225. 
[See also County Residence] 
Definition of 2101.10 
Entering Charitable Home 2253.2b 
Entering Non-Profit Home 2253.2b 
Moving to Reciprocal Agree-

ment State 2229. 

Transmittal 
Letter #87 

Page Date 
5/68 

Replaces Page 
Dated 9/61 
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I N D E X 

MANUAL OTHER 

RECIPROCAL AGREEMENT 
Administrative Procedures 
Assets of Recipient 
Indivi dual Moving to N.J. 
N.J. r..ecipient Moving to 

such State 
Waiver of Residence 

2229.2 
2229.lb 
222g.2b 

2229.2a 

Requirements 2229.le 
With Delaware, AB 2200.App.III-D 
With New York, OAA 2200.App. I II-A 
With Pennsylvania, ADC,AB '2200.-App. I II-C 
With 'W isconsin, OAA, AB 2200.App.III-B 

RECORDS 
Count y Transfer of DA 

Cases 
DA 
Fiscal 
Material for Review (DA) 
Of Inquiry 
Transmittal of 

ADC Incapacity 

RECORD ING 
Additional Payment, Case 

Record Explanation 
Assistance Plan 

For establishing eligi~ 

2225.6a · 
2236. 

2629.2c 
2116:2' 

2281.3e 
2631., 3a 

2522. 

bility 2124. 
In redetermination 2613. 

Change of County Residence2225.9 
Continuing Eligibility 

Annual visit 
Interim visit 

Disposal of Assets to 
Qualify 

Evidence of Eligibility 
Factors 

Initial Interview 
Initial Payment 

Mini mum requirement 
for case record 

Social Services 

2613.1 
2613.2 

2271.3 

2201.3 
2113. 7 

2515. 
2809. 

R12 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 4fo87 

REDETERMINATION OF 
ELIGIBILI TY 
ADC (six months) 
Blindness 

REFERRAL 
Definiti on of 
Inter agency 
Interagen:cy (Eehab.) 
Other Agencies 

From 
To 

REFERRAL PROCEDURES, 
SPECIFIC AGENCIES 
Bureau of Children's Ser­

vices 

Employment Security 
Municipal Welfare De­

partments 
Rehabilitation Commission 
Social Security Adminis­

tration 
State Mental Institutions 
Veterans Facilities 

REFUGEE 
Cuban 
Right to Apply 

MANUAL OTHER 

2600. 
2604. 
22XX.9 
2640. 

2101.6 
2700.App.V 
2800.App.V-A 

2ill.2b 
2111.1 

2115. 
2880. 
2830. 

2890. 
2870. 

2820. 
2227.2d 
2227.4 

2980. 
2112. lg 

Bl 

Page Date 
5/60 

Replaces Page 
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I"-:N D E X 

MAHUAL ~ 

REFUSAL 
Of Incapacitated Parent 

to Apply for DA 2281.3fl)d) 
Of Spouse to Sign PA-10 2272. 
Service ,(DA) 2234.6 
To File for Statutory . 

Benefits or Compensation 
Effect on eligibility 2273.2d 

2820. 
2831.2a 

REGISTRATION 
Advance 

Age 
Residence 
When application 

accepted for 
Definition 
Procedures 

REHABILITATION 
Centers 

EHgibility for 
assistance in 

Incap~citated Parent 
N. J. Commis.s ion, 

Agreement .with 
Fo~"lll . 

REIMBURSEMENT 
[See also Repayment 
Agreeme_nt 
Assignment of Assets 
Refusal by Spouse to 

Sign PA-10 
Requirement 

2211.3 .. 
2223.2 

2113.3 
2101.8 
2116. 

2253.2 , 
22~1.3h2)<l) 

2870. 
2800.App.v-A · 

(ADC)] 
2113.4b 
2272. 

2272. 
2270. 

REIATIVES 
[See also Support] 
Contact 

Fre<1:uency 
Method of 

Eligible as Parent 
Person in ADC 

Enforcement of Support 
[ See Support] 

Legally rresponsible 
Out of County 

REMARRIAGE 
Effect on ADC 

REOPENED APPLICATION 
[See also Reapplication] 
Definition 

REPATRIATED U.S. CITIZEN 
From Cuba 

REPAYMENT (ADC) 
Estate of Deceased Minor 
Evaluation After Claim 

Settled 
Legal Authority 
Statement of Policy 
Written Agreement 

REPRESENrATIVE PAYEE 

New Jersey Department of 
Institutions ·and Agencies 

Transmittal 
Letter 1187 "· 

Page Date 
5/68 

Page 2l~ 

MANUAL OTHER 

2260. BM 
2622. 
2261. 
2622. 
2622.2a 
2262 •. 
2622.2b 

2101.15 

2622.2 BH 
2511.1 

2631.1 BH 

2101.7c 

B1S2 

2270. 
2274. 

2273.3 
2273.1 
2273.2 
2200.App.VIII 

2563. 

Replaces Page 
Dated 9/61 
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I N D E X 

MANUAL OTHER 

RESIDENCE 

Abandonment of 
At Time of Application 
Change of County 

2220. 
2623. 
2221.2 
2222. 

(Transfers) 2225. 
[See also· County Residence] 
County. 1 2221.3 
[See aiso County Residence] 
Customary Place of Abode 2221.3 
Date of Eligibility 2223.1 
Establishment of Home 2283. 
Evidence of 2224. 
Legal Requirement and 

Authority 
Mentally Incompetent 
Permanent Removal from 

State 
Reciprocal Agreement 

[See also Reciprocal 

2220.1 
2221.L:. 

2228.2 
2229. 

Agreement] 
Source of Evidence 
State 

2200.App. II 
2221.1 

Temporary Visit 
Out of county 
Out of State 

RESOURCES 
[See also Assets] 

RETURN 
Absent Parent 
Child Under 18 
Spouse 

REVIEW 
Redetermination 

Disability, P&T 
Incapacity 

New Jersey Department of 
Institutions and Agencies 

2221.3b 
2221.3b 
2228.3 

2541.2a 
2227.2e 
2227.2e 

2629.2 
2631.3 

BH 

Transmittal 
Letter 4fa87 

REVIEW (Cont'd) 
Special Disability, P&T 

Incapacity 

Supervisory 

RIGHT TO APPLY 
Basic Principle 
Who Has 

SAFEGUARDING INFORMATION 

SCHOOL ATTENDANCE 

SERVICE 
Casework 

Continuing by Lyons 
Continuing by mental 

institution 
Medical 

[See Health Care] 
Record of Classification 

Applicant 
Recipient 

Social 

MANUAL OTHER 

2234.Sc 
2234.6c 
2236. lc 
2700.App.IV 
2281.3h2)d) 
2631.3b2) 
2700.App.IV 
2126. 
2282.3a 
2615. 

2004.1 
2112 .1 

2930. 

2280.2 

2227.4b2) 

2227.2f 

2800.App.IV-A 
2800.App.IV 

Social Services in Public 
Assistance 2800. 

· Page Date 
5/68 

2802. 

Replaces Page 
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SERVICE (Cont'd) 
Special 

Domestic 
E'rrand 
Guide 

[Blind] 
Homemaker 

SHELTER CARE 
Temporary Placement 

SOCIAL INFvRl1ATION FOR 
DETERlUHATION OF DIS-
ABILITY lJID INCAPACITY 

Interim Report 

SOCIAL SECURITY 
[See also Old Age, 
Survivors and Dis-
ability Insurance] 

SOCIAL SERVICE EXCHANGE 

SOCIAL STUDY 

SOURCES OF EVIDENCE 
[See Evidence] 

SPECIAL AGE-72 BENEFITS 

New Jersey Depa~tmerit of 
Institutions and Agencies 

1; 

MANUAL OTHER . · .. 

2800. DH 
Att.A 

2700.App.III 
& III -A 

App.IV-A 

2820. 

2850. 

2a·os. 1 
2807. 

2822. 

SPOUSE 
Burial Allouance for 
Incap·ac1ty Status 
Inclusion· in Grant . 

ADC 
DA , 
OAA 

Out of. State 
Released from Mental . 

Inst-itution 

; STAFF DEVELOPHENT 

STATEMENT· OF UNDERSTANDING 
~; 

· STATISTICAL REPORTING · 
Applications, Receipt and 

Disposition 
~; Change .of County Resi-

dence .(Transfers) 
Cuban Refugee Program 
Forms 

Monthly Report 

Registration Card 
Semi-Annual Report 

OASDI Recipients 

SUBPOENA 
Judicial 

Of records 
Of testimony 

Power of 

Page 26 

MANUAL OTIIER 

2340. 
2632. 

2330. BM 
. 23~6-. ffi1 
2330. BM 

. 25.11.lb 

-~221.2c2) 

2883. 

2225.10 
2986. 

2116. lc 

2934. 
2934. 

Rh 

R4 

R4 
Bll~ 
Bl4S2 
BlL~ 
Bl4S2 
RL~ 

B1481 

B8 

Transmittel · 
· Letter 4187 

· .. Page Date 
5/63 

· Replaces Pag~ 
. Dated 9/61 . 
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MANUAL OTHER,_ , .. MANUAL OTHER 

SUPERVISORY REVIEW AND 
APPROVAL 
In Establishing Eligibil- ··. 

ity 2126. 
In Redetermination 2615. 

SUPPO.t T 
Inability to Comply with 

Order 

Irregular or Insuffi­
cient Payment 

Legal Provisions 
Legally Excused, by · 

Reason of Abandonment; 
Desertion; Non-support 

Non-payment of Orders 

2954.2c 
2320.2c · 

2320.2b 
2954.1 

2265. 
2954-. la 
2320.2 
295l}.2 

Orders as a Resource 2320. 
Person or Agency to: 

Receive Payment of Order2954.3 
Reciprocal Enforcement of 2954.ld 
Relatives Out of State 295l~.ld 
Servi ces of Counsel 2954.4 

SURETY BOND 
Requirement for 

SUSPEl®ED PAYMENTS *2530. 

R15 

TEMPORARY ABSENCE FROM HOME 
[See Eligibility Factors, 
ADC Only] 

TEMPORARY DISABILITY 
BENEFITS. · .. 

TEMPORARY PAYEE 
[See Payee] 

TERMINAL BILLS 

TE.RMINAT-I'ON OF PAYMENT · · 
[See also Payment] 

TESTING l • 

. Vocational 

2831.3b 

2590. 

N.J. Employment Service 2832.lc 
N.J. Rehabilitation Com-

mission 2870. 

THERAPY 
(See Physical Restorative · 

SUSPENSION Services] 
Notice of 

To agency and recipi-
ents out of State 2228.5 

TIME REGULATIONS 
CWB ··:eersonnel Rll 
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TRAINING PROGRAJ.~ 
· .CWB Personnel 

"TRANSFER" OF CASES 
[See County Residence, 
Change of] 

TRANSHITTAL OF RECORDS 
CWB to Bureau 
Return to CWB 

TREATMENT · 
[See also Health Care] 
Children 

TUBERCULOSIS 
ADC Family, Checkups 
Need for Institutional 

Care 

Parent with Diagnosis 
of Active 

UNATTACHED CHILDREN 
Out of State 

UNDETERJ."'1INED CASES 
Disability, P&T Factor 
Incapacity (ADC) 
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2236.1 
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Rll 

2281.3h2)a) 

2240. 
2626. 

2281.3h2)a) 

2885. 

2237.2 
2281.3£2) 

·i 
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UNEMPLOYMENT INSURANCE 
[See Employment Security] 

UNFIT PARENT 
[See Family Life] 

UNIFORM' RECIPBOCAL 
ENFORCE~IENT OF SUPPORT 

UNMARRIED PARENT 
[See , Pare~t, Unmarried] 

UNWED MOTHER 
[See Pare~~, Unmarried] 

I VENDOR PAYMENT 
Health Care Services and 

MANUAL OTHER 

2953. 
2900.App.II 

Supplies 2570. 
Mentally Retarded in 

Private Institution 2576. 
Patient Care in Medical 

Institution 2576. 
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status 
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Effect of VA Benefits on 
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VISITS 
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Extension of, Out of 
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0000 Information on the Manual 

0000. INFORHATION uN THE MANUAL 

This Hanual is the official st-atement of the policies and procedures 
of the Division of Public Welfare, Department of Institutions and 
A3encies. 

The policy and procedures are in conformity with the prov1.s1ons of the 
Federal Social Security Act, as amended, the State laws governing 

[ 
Assistance for Dependent Children, Assistance for the Blind, Disability 
Assistance, Old Age Assistance and Cuban Refugee program, Department 
regulations applicable to the categorical assistance programs, and 
opinions of the Attorney- General. 

0001. Definitions 

.1 Policy 

[ Policy is the guideline controlling CWB and Division of Public Welfare 
staff in accomplishing their responsibilities for the program. Policy 
i s limited by lau and is effective only as it is consistent with la1-1 • 

. 2 Procedure 

. 3 

[ 

• 4 

Procedure provides the enabling process to assure orderly and uniform 
methods for carrying out the policy and administrative responsibilities, 
and describes the systematic steps or activities necessary to accomplish 
the daily job. Procedure includes such tools . as control files, records, 
schedules and reports • 

Requirements 

Requirements include policy and procedure which are mandatory by intent 
of law and binding on CWB and Division staff. They are indica~ed by the 
use of ''shall," "must," "required" and similar words • 

Recommendations 

Recommendations are sugcestions which are not required by law or estab­
lished policy and are discretionary, optional or advisory in effect. 
They are indicated by the use of "r.iay," "can" or similar descriptive 
context. 
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0000. , In.formation ·cm the r·fanual 

0002. 

.1 

~espot;isibil ity for Effective Use of the Manual 

County 

It is the responsibility of the CWB to see that the Hanual is used to 
achieve uniform and objective performance by staff. Each staff member 
to whom a danual . is assigned shall . learn .how to use the Manual, be 
familiar with ~ts conteµts . ~nd apply the required policy and procedures 
consistently • 

• 2 State 

0003. 

It is the responsibility of the Division of Public Welfare to observe 
through its supervisory function whether effective use is made of the 
i1anual by county staff, whether policy and procedure proves valid i n 
actual operation, and whether there is need to initiate new policy or 
procedure, or to revise or cancel policy or procedure. 

Organization and Content 

The Manual will consist of several parts, each covering a major area of 
the administrative functions of the CWB • 

. 1 Table of Contents 

.2 

.3 

[ 
.4 

There is a general table of contents presenting the •·rnajor division of 
material in the order in which they appear in the Manual and a table of 
contents at the beginning of each part an4 each chapter. 

Subject lnde:lc 

There is a subject · inde:lc which will be updated and reviewed periodically. 

Appendices 

An appendix follows a chapter when extensive lists, tables, schedules, 
etc., accompany procedure. 

Coding 

The coding is designed to facilitate reference by identifying divisions 
of material as follmrn: 

a. Part is designated in the heading by Roman numeral and in the body 
by first Arabic digit in the thousands. Example: Part II, The In­
dividual and Public Assistance, 2000. -2999. 
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0003.4-0003.6 

0000 Information on the Manual · 

0003. 9rganization and Content (Cont'd) 

.4 b. Chapter is designated by the second Arabic digit, 100, in the series. 

c. Sub-chapter is desienated by the third Arabic digit, or tens (10) 
of the series. 

d. Section is designated by the fourth Arabic digit or 1 through 9. · 

e. Item is designated· by decimals ·.1 through · .99 and may be used follow­
ine any larger division; i.e., chapter, section, subsection. 

f. Further divisions will be designated by alphabetical or numerical 
breakdowns or offsets • 

• 5 Page Identification 

Each pa0e will be identified in the upper right-hand corner by appropri­
ate numbers corresponding to the material presented on that particular 
page. Thus, the first page of the Introduction to Part II with material 
from 2000. to 2003.1 is identified by these numbers in the right-hand 
corner. 

Uhen the first number on the pace is continued throughout the page, it 
will be the only paee number as 2003.2. 

The bottom of each page will carry the Transmittal Letter number; the 
issue date of that page; and the date of the page which it replaces, 
when appropriate. 

Each appendix item will carry the number of the material to which it 
relates, followed by a Roman numeral to indicate its place in the series; 
as 2200., Appendix I • 

• 6 Cross References 

Cross references will appear as "(See ______ .) :, under or within 
material ~n~ich is related to other pertinent material(s) of the Manual. 
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0000 Informa_t ion on the iianual 
_______ ;__ __________________ _ 

0004. Issuance 

The Divisi9n of Public Welfare will issue the Manual ·of Administration 
as revisions and additions are made. Material applicable to ADC only 
will .be issued on buff paper . d~rectly oppos.i te the _white pa2e to which 
it relates • 

. 1 Transmittal Letters • . · 

• 2 

0005. 

0006. 

.1 

A transmittal l ·etter aceompanies each new or revised piece of Hanual 
material. It will be dated at).d .. numbered and will include a 1 ist of 
pages or forms being sent with appropriate identification; specific 
instru~tions for insertion; effective date -and such comments .as may 
be necessary. 

A copy of each transmittal letter shall be filed for -ready reference~ 
The transmittal letter number at the bottom of each page provides a 
method of ch~cl:ing the -currency and . completeness of material ·by the 
consecutive number of the letters • . 

Circular Letters 

Circular Letters t1ill be issued when it is necessary to provide for 
immediate changes .in policy_ or procedure and shall be effective until 
such time as appropriate 11.a.nual -sect-ions are ·developed or r.evised. 

Maintenance of M~nual 

Each set of Manual material shall be kept in a -standard, loos~-leaf 
ring binder. 

There shall: be administ_rativ_e · planning to assure prompt interpretation 
to and orientation of staff to any new or _ revised poli~y and procedure 
prior to its insertion in the Hanual . 

All material which becomes obsolete and is so designated by the Division 
of Puhl ic Welfare shall be removed .from the Manual. One administrative 
~~PY of obsolete niaterial shall be kept by the CWB . 

Availability 

Staff 

Sufficient copies -will be distributed to the CWB to be assigned to each 
member of the administrative and selected staff. In addition, portions 
of Hanual material will be distributed for other staff members relative 
to their special field. CWB shall distribute its supply of Manuals and 
revisions promptly. 
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1000.-1012. 

_P_a_r_t_I_. _________________ O_r~p_
2
a_n_i_·z_a_t_ion, Functions and Responsibilities 

1000 Introduction 

1000. 

1010. 

1011. 

1012. 

INTRODUCTION 

This Manual describes the organization and mission of the Division of Public 
·Welfare, one of the major Divisions of the Department of Institutions and 
Agencies, and highlights the functions and general responsibilities of those 
constituent Bureaus and Units which comprise the Division. Primary emphasis 
is placed on the structural organization of the Division in teros of its 
Bureaus and Units, rather than on detail of operational responsibilities, 
for two reasons. First, this is •the only consolidated document which des­
cribes the Divisional organization and its general responsibilities, whereas 
the specific responsibilities of its constituent direct operating Bureaus 
(including the Commission for the Blind) are found in the operating manuals 
of such Bureaus. Se·cond, the organization and mission of the Division is 
complex in both its structure and variety of functions which require care­
ful description. This Manual, therefore, should contr-ibute· to- the overall 
understanding of the Division's role in the delivery of public welfare 
services (which include but are not limited to the furnishing of public 
assistance) and to enhancing the concept of the interrelatedness of each 
constituent part of the Division and the uniting of all levels of staff 
to the accomplishment of the Division's basic objective - serving people in 
need of social services and/or economic assistance through the organization 
of public welfare. 

ORGANIZATION 

Chart of Organization (#1) 

The organizational chart, located at the beginning of this section, repre­
sents the Division's general plan of organization. Operational responsi­
bility runs from the Director, uho is assisted in his responsibilities by 
a board of representative citizens known as the Board of Public Welfare, 
through the entire Division. 

Legal Base 

The Division of Public Pelfare was created by the State Board of Control of 
the Department of Institutions and Agencies as authorized by N.J.R.S. 30:1-9. 
Currently, all functions, powers and duties relating to public assistance 
and welfare services are administered through the Division as authorized by 
N.J.R.S. 30:4B-2. It is also responsive to the directives in the form of 
Administrative Orders or otherwise authorized by the Board of Control and 
issued by the Connnissioner of the Department of Institutions and Agencies. 
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0
t_I ___________________ __,;Organization, Functions and Responsibilities 

Introduction · 

1013. Principles Governing Division of Public Welfare 

Basic operating units of the Division of Public Welfare are the various 
Bureaus'\-, which have been created by the State Board of Control or by 
ena~ling 1.egislation such as that creating the Bureau of Children's 
Services and the Commission for the Blind. Such units are charged with 
the .respo~~ibility for the direct provision, or for the supervision of 

'.the direct provision by another level of government, of specified services 
requ.ired or authorized to be provided under all public welfare programs 
administered in this State. Such public welfare programs shall be adminis-

_.- tered in accordance with applicable statutes, basic child welfare principles, 
-public assistance and .related services standards; and effective public wel­
fare and business ad~inis·tra_tion principles as outlined in the various Ad­
ministrative and Service Manuals issued by those units iden~ified above and 
_co~prising the Division of Public Welfare. 

All oth~r Uni.ts established by executive authority are so established in 
· order to provide consultation and/or direction, when required, to other 
Bureaus or, Units in. order .to assure the carrying .out of this charge uni­
formly throughout . :th~ State; . . to a_ssure that any person in need of and 
eligib~e for public assistance and services, no matter ,;1here he may be 
living in the State, will be afforded the opportunity to apply for and, if 
eligible, to receive the benefits of the applicable program; to provide 
for uniform interpretation and application of the procrams under the super­
vision of or direct administration by the Division; and to provide for con­
tinuing evaluation of proerams and needs. 

- Thus, a direct operational relationship betueen the Bureaus, staff and the 
executive autho:r?-tY is provided consistent with the overall responsibility 
for Division administration. 

* Unless otherwise desicnated, the term Bureau shall include the Commission for 
the Blind. 
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Part I 
1100 

1100. 

1110. 

Organization, Functions and Responsibilitie_§_ 
Divisional Orp;anizat1on and Functions 

DIVISIONAL ORGANIZATION AND FUNCTIONS 

DIRECTOR 

Under the general direction of the Connnissioner of Institutions and Agencies, 
to whom he is immediately responsible, the Director is the •administrative 
head and chief executive officer of the Division and is ultimately responsi­
ble for all staff activities and Bureau and Unit operations. He is directly 
accountable to the Board of Public Welfare representine the Board of Control 
of Institutions and A~encies. Included uithin his responsibility, but not 
limited thereto, and acting independently or through Bureaus and through the 
various administrative Units are the following: 

.1 Active leadership in the development and implementation of the public wel­
fare progran • 

• 2 The establishment and enforcement of standards, regulations, policies and 
procedures in accordance ,rith the principles stated above and with applic­
able Federal and State statutes and regulations and administrative orders 
of the Department of Institutions and Acencies, for the public welfare pro­
grams administered by State, county or municipal agencies • 

• 3 Consultation, direction and coordination of staff and activities related 
to the administration of New Jersey's public uelfare proeram • 

• 4 Planning and decision-making with respect to all phases of Division opera­
tion • 

• 5 Establishing and maintaining appropriate working relationships with the 
Commissioner, other Division Directors and the Board of Control of the De­
partment of Institutions and Agencies • 

• 6 Developing and interpreting budget requirements and fiscal policies for the 
Division and ensuring, as applicable, adequate budget preparation by local 
agencies administering public welfare programs, to include establishins 
staffing patterns for county welfare boards as required and appropriate • 

• 7 Fostering the creation and effective operation of staff development programs 
in all governmental agencies engaged in public welfare • 

• 8 Interpretine agency programs • 

• 9 Direct responsibility for all appointments, promotions, and disciplinary 
actions and for the evaluation of the adequacy of performance for all em­
ployees in the office of the Director and, as deemed necessary and appro­
priate, for all other personnel of the Division of Public Welfare. 
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_P_a_r_t_I __________________ O=r=~ani~ation, Functions and Responsibilities 
1100 Divisional Organization .and Functions 

1110. 

.10 

1111. 

DIRECTOR (Cont'd) 

Direct responsibility for the administration, supervision and coordination 
of the functions and staff of those staff Units identified innnediately below, 

Personnel Unit 

The Personnel Unit, headed by a I>ersonnel Officer, is attached to the office 
of the Director and functions under his direct supervision. 

The Unit is directly responsible 'for: 

.1 Supervision of the Herit System Administration of all county ,-1elfare boards 
in New Jersey which includes, but is not limited to: 

a. Revieuing, acting on and processinc, in accordance uith prescribed 
reeulations (Federal and State), all personnel transactions of county 
welfare boards which relate to administration of the Categorical Assis­
tance .Pro3rams; 

b. Providing consultant: services to all county welfare boards on all per­
sonnel matters, inclu~ing surveys of positions, salary rates and 
ranges, establishment. "ofnew positions, etc.; 

c. Coordinating all of the above activities uith the Department of Civil 
Service. 

Such responsibility carries. with it appropriate responsibility for enforce­
ment • 

• 2 Reviewing annual county welfare board budgets to determine if staffing 
requests are in accordance with Divisional requirements and making appropri­
ate recmmnendations ivhere necessary • 

• 3 Preparing annual Federal reports and other special reports as are required 
by the Department of Health, Education and Welfare and the Division of 
Public Welfare • 

• 4 Providing personnel services to the Office of the Director of the Division 
of Public Welfare, Bureau of Business Services, Bureau of Local Operations, 
Bureau of Social Services, and Bureau of Institutional Services and pre­
paring the necessary forms covering a·ppointments, promotions, leaves of 
abserice, resignations, eti.* 

*Future planninc for the Division contemplates that the same services will be 
provided by the Personnel Unit for the Bureau of Children's Services and the 
Connnission for the Blind. 
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1111. 

.5 

.6 

.7 

.8 

1112. 

Personnel Unit (Cont'd) 

After consultation with appropriate Bureau and Unit Heads, preparing neces­
sary documents covering reclassifications of positions upon specific approval 
of the Director of the Division of Public Welfare.* 

Maintainin2 all personnel records, includinc time and leave records, of all 
employees in the above-noted Bureaus and Units for payroll and record pur­
poses for proper adherence to State rules and regulations •• * 

Assistinc in the preparation of the annual State budgets by completing the 
personnel sections for each of the Bureaus indicated.* 

Assuming primary responsibility for the recruitment of qualified persons 
for vacant positions in the Bureaus and Units noted above.~•: 

Fair Hearing Unit 

The Fair Hearing Unit, headed by a Chief Hearin3 Officer, is attached to the 
office of the Director and functions under his direct supervision. 

The Unit is directly responsible· for: 

.1 Processing of appeals from applicants and recipients of public assistance 
and related public ~,elfare programs under the jurisdiction of the Division, 
exclusive of the procrams ad~inistered by the municipal welfare departments 
(General Assistance), the Bureau of Children's Services (Child Uelfare Ser­
vices), and the Commission for the Blind (services for the blind).~·--·:: It 
also does not process appeals related to the Food Stamp Program. 

The processing of such appeals includes responsibility and authority for: 

a. Receivin3 and evaluatine complaints, appeals and requests for hearings 
from applicants and recipients of public assistance and related welfare 
services to determine whether the scheduling of a formal hearin3 is ap­
propriate and necessary. 

b. Arranging for the holding of hearings, \?here indicated, including the 
development of relevant pre-hearing information, notification of parties 
to the hearing and arrancing for the attendance of other persons lihose 
presence may be necessary for a full and fair determination of the issues 
involved. 

*Future planning for the Division contemplates that the same services will be pro­
vided by the Personnel Unit for the Bureau of Children's Services and the Com­
cission for the Blind. 

**These agencies have separate appeal processes identified in their respective 
operatin3 manuals. 
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Part I 
1100 

1112. 

Oraanization, Functions and Responsibilities 
Divisional Organization and Functions 

Fair Hearing Unit (Cont'd) 

.1 c. Designatin3 as required, and uith the approval of the Director or Deputy 
Director, appropriate qualified staff members and/or other qualified 
persons to serve as hearin3 officers. 

.2 

.3 

1113. 

.1 

• 2 

d. Preparing, or supervising the preparation of, hearing decisions for sub­
sequent approval by the Director of the Division and the Commissioner of 
the Department of Institutions and Agencies. 

e. Preparine and disseminating a digest of fair hearing decisions. 

Assurin3, either directly or throueh the Bureau of Local Operations, com­
pliance by the appropriate op~rating agency in the implementation of all 
fair hearing decisions. 

Haintaining an accurate and current listing, toeetherwith other appropriate 
statistical data, of pending and completed hearings. 

Public Information Unit 

The Public Information Unit, headed by a Public Information Officer, is 
attached to the office of the Director and functions under his direct super­
vision. 

Th.e Public Information Unit is primarily responsible for keeping the general 
public informed of the bertefits, services, policies and procedures related 
to the public Helfare programs under the Jurisdiction of the Division and 
for the training of staff in the ·methods· of effectiv~ public relations. It 
carries out this responsibility through all communications media, through 
planned in-service training (in· ·collaboration wi·th the ·chief Training Officer) 
and through a planned information pro3ram which involves: 

Internal communications, :·uhich consists of interpreting, good public relations 
to all State and county staff members on a continuing basis since it is 
reco3nized that every staff member is a "public information officer". Al­
though the majority of staff members do not normally cone in contact uith 
members of the mass media, there are times -when they are called upon to 
respond to printed comments and it is recognized that first impressions 
received by the public often determine a later printed image • 

External communications, which consists of keepin~ the public informed of 
the pro~ams of the Division of Public Welfare. This charge is carried out 
through contact with ne'{-:rspapers, radio stations, television, publications, 
newsletters, and face-to-face contact uith the public. 
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1114. Emer~ency Welfare Services and Charitable Corporations Unit 

The Emergency Welfare Services and Charitable Corporations Unit is headed 
by a Representative, Defense Welfare Services, and is attached to the office 
of the Director and functions under his direct supervision. 

The Unit is responsible for: 

.1 Supervisin8 all defense and disaster welfare services and operations in a 
disaster area • 

• 2 Preparine such pre-disaster plans as are necessary for the efficient coor­
dination of uelfare operations throu3hout the State fa tioe of disaster • 

• 3 Coordinatin3 all welfare operations in times of disaster ·when the resources 
of the stric~en area are inadequate • 

• 4 Consolidatin3 the detailed information contained in the several County 
Resource ~ummaries and maintainiag this data, for appropriate disse~ination, 
in a readily usable form • 

• 5 Collectin3 and d.isseminatin3 information concernine the 11elfare resources 
of the State 3overnment and allied a3encies to supplement that contained 
in the County Resource Summaries. 

The Unit is further responsible for the processing of all Certificates of 
Incorporation of nonprofit and charitable corporations in New Jersey as 
required by N.J.R.S. 15:1-15. Relevant activity includes: 

a. Reviewing appropriate docU1:ients uhich include the Original Certificate 
of Incorporation and the Departmental Questionnaire. 

b. Determining i~ether or not the corporation is subject to approval by 
the Department of Institutions and A3encies. 

c. Developine throu~h appropriate sources information relevant to a 
detenaination ·whether or not approval shall be ~ranted. 

d. Recor.m1ending to the Division Director appropriate action consistent 
with the determination reached. 
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.9 

1116. 

Public Welfare Consultant 

The Public TTelfare Consultant is attached to the office of the Director 
and functions under his direct supervision. 

He is responsible for: 

Providinc, as required, consultative services on public assistance matters 
to all Bureaus and Units of the Division of Public Welfare • 

Preparin3, as assigned, detailed analyses and recommendations on public 
assistance issues for possible policy issuances of the Division. 

Naintainin3, reviewinc and interpretin3 Departmental Administrative Orders 
and, when appropriate, preparine Divisional policy documents related thereto 

Preparinc appropriate circular letters as assicned on public assistance 
matters. 

Conducting, as assigned, research studies relatin~ to policy and operations 
and preparin3 appropriate recor:nnendations. 

Processin3 and otherwise exercisine responsibility for Uelfare Rent Sched­
ules as ne3otiated between the various housing authoriti-es and the county 
welfare boards. 

Processin~ approvals for nonprofit or charitable homes as eligible institu­
tions for the provision of care for public a.ssis.tance recipients • 

Representing, as assigned, the Division of Public Welfare on desienated 
intra and inter-departmental committees and by par ticipation in meetin3s 
with other public and private agencies. 

Representing the Department of Institutions and Agencies in Hodel Cities 
programs at both the local and State levels of government. 

Home Economics Consultant 

The Home Economics Consultant is attached to ·the office of the Director 
and functions under his direct supervision. 

The Consultant is responsible for: 

.1 Providing, as required, consultative services on home economics and budeet­
ary standards to all Bureaus and Units of the Division of Public Welfare. 
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.2 

• 3 

• 4 

Home Economics Consultant (Cont'd) 

Preparing , as assigned, detailed analyses and recommendations on public 
welfare issues relating to horae econooics and budgetary standards for pos­
sible policy issuances of the Division or of its constituent units • 

Conducting, as assigned, research studies relating to public assistance 
standards • 

Serving, as assicned, as representative of the Department of Institutions 
and Agencies on committees appropriate to home economics matters. 
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1121. 

.:.The Deputy Director functions under the direct supervision of the Director 
and carries, but is not limited to, the followine functions: 

Acting for and on behalf of the Director in his absence and upon special 
assignment. 

Serving as the staff representative to the Board of Public Welfare's Ad­
visory Committee on Services to Families and Children and assisting the 
Committee in securing eJ~pert advice within or without the Division on 
matters within such Committee's jurisdiction and competence • 

Serving as alternate appointing authority and approval officer for the 
Division • 

Assuming responsibility for the administration, supervision and coordina­
tion of the functions of the staff, Units and Bureaus, actin3 independently 
or through such staff, Units and Bureaus, identified below. 

As required by the provisions of the Federal Social Security Act, serving 
as the chief executive officer of the sinzle or3anizational unit responsi­
ble for policy development related to services for families and children 
(CWS and AFDC) and for assuring the proper implementation of such policies 
by those Bureaus, Units and County Uelfare Boards providing such services. 

Family and Children's Services Consultant 

The Family and Children's Services Consultant is attached to the office 
of the Deputy Director and functions under his direct supervision. He is 
responsible for: 

.1 Providinc, as required, consultative services on child welfa~e and ADC 
services to all Bureaus and Units of the Division of Public Welfare • 

• 2 Continually evaluating service policies to assure a unified program • 

• 3 Suggesting appropriate courses of action to assure uniform application of 
service policies • 

• 4 Honitorinc service activities of the field staff of the Division, Bureaus 
and Units • 

• s Reconnnending appropriate and required changes or additions to service 
policies. 
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1122. Chief Training Officer 

The Chief Traininc Officer is attached to the ·office of the Deputy Directo~ 
and functions under · his -direct supervision. · 

He is .responsible for a'ssisting .·and overseein3 the development of and, when 
necessary, for the actual development and continuous implementation of, 
independently or throu~h resources of the Department of Institutions and 
Aeencies, a formalized; meaningful and effective program of staff develop­
ment for all Bureaus and Units of the Division of Public Welfare and for 
all county welfare boards administering public assistance proerams. The 
staff development program encompasses all levels of staff, includinti, but 
not limited to, administrators, supervisors, program directors, specialists, 
caseworkers, clerks, sub-professionals and fiscal personnel. It covers all 
educational and in-service training programs which help agency staff members ~ 
individually and collectively, to deliver public welfare programs in an 
effective manner. Such training must be appropriately related to Divisional 
goals and objectives. 

To carry out the above functions, the duties of the Chief Trainin3 Officer 
include: 

.1 In collaboration with appropriate operating Boards, Units or ·Bureaus: 

a. assessment of trainin8 and educational needs related to Divisional 
eoals and objectives. 

b. assisting in the development of progressive staff development policies, 
standards, programs and methods and in their evaluation. 

c. devisinB, demonstratinc and testinc experimental ·approaches to staff 
training • 

• 2 Offering consultation to State a3encies on staff development problems • 

• 3 As assigned, coordinatine staff development activities of State agencies • 

• 4 Serving as liaison uith the Federal Department of Healt!1, Education and 
WelfaTe relating to all aspects of staff development for the Division • 

• 5 Serving as liaison with educational .institutions, to include undergraduate 
and graduate schools of social uork, and oa i ntainin3 a curr ent file of 
3raduate schools of social '!'.Jor~-: and undergraduate curricula in the field 
of social work • 

• 6 Haintainin:; library. 
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1123. 

Chief Trainin0 Officer (Cont'd) 

Advisine on and disseminating, as appropriate, pertinent publications and 
films for use by staff development components of the various Bureaus • 

Alerting staff, Units and Bureaus on staff development meet inns; training 
pro~rams; institutes; confer.ences and :programs and in relation thereto, 
maintaininc file on CS#9.4 requests and issuinG, as appropriate, required 
vendor forms • 

Coordinatin3 the preparation of Departmental and Feceral reports on staff 
developrlent • 

liaintaining a,-,areness of Federal or other funds available for staff devel­
opment and training and initiatin3 appropriate action to obtain same • 

Maintainin3 current file of instructors, speakers and educational resources 
for all components of the Division • 

Serving as Chairnan and exercising appropriate responsibility for the 
Division's Educational Leave Comraittee (e,~cluding the Bureau of Children's 
Services and the Cou~aission for the Blind) and formulatin3, in conjunction 
uith menbers of the Educational Leave Committee, rules and re0ulations 
rel Gtine to educational leave. 

Hork Exoe!:'ience and Traininr; Unit 

The Uorl: E::~perience and Training Un:!.t , headed by a Coordinator, Hork Ex­
per ience and Traininr:; Programs, functions under the direct supet"vision of 
the Deputy Director. 

It is responsible for: 

.1 Coordination of all activities related to the competitive labor market, 
or trainin!3 for employment, as a resource fo1· public uel fare clients, 
includine but not linited to those activities specifically required by 
the WIH (Uork Incentive) procram as they involve related activities of 
the U.S. Departnents of Health, Educat~.on and :-Jelfnre and Labor, the 
Neu Jersey Department of Labor, the UIN desir;nated counties, and the 
Bureau of Children's Services • 

• 2 Stimulation of the referral process for all approp~iate ADC recipients 
to the HIU pro3ram and to other trainin3 and employr.-ient programs • 

• 3 Gatherin3 and disserainatinc required statistical data relatin3 to uork 
eJ:perience and training pro er ans. 
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1123. 

.4 

' • 5 

.6 

Work Experience and Trainin,3 Uaj'.t (Cont'd) 

Assistin3 "the Neu Jersey Departme~t of Labo::- in Fair Hearings relatinc; to 
the ·un1 pro3ram and the Fair Hea:-in0 Unit of the Division on manpower 
related issues outside the :~Irl proz;rar.1 area. 

Interpretation of -Federal rule:s and guidelines related to HIN to sta:f, 
county -welfa-:-e boards and the- !)Ublic. 

Providin~ technical assistance and consultation to the Division and to 
local agencies in the development · of pilot, e::periuental or demonstration 
projects uhich may be funded unde::- Section 1115 of the Social Security Act 
or simila:- special sources of ft:n<lin3. 

I • 
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BtmEAU OF LOCAL OPERATIONS 

The Bureau of Local Operations, headed by a Chief, uho is desiG11ated the 
appointin0 authority, is directly responsible to the Deputy Director of 
the Division. The Chief, actin::; independently or throur;h the various 
sections of the Bureau, is responsible for supervisinc the operations of 
local welfare aeencies (county welfare boards and municipal uelfare depart­
nents) and evaluatin3 their achieveoent in terms of current policy and 
procedu:;:-e, as contained in the Division's ;Janual of Administration and 
related docuoents, providin~ consultation and interpretation to such a3en­
cies on adninistrative policy anL procedure, and providin~ a channel of 
cor.ununications to and fror.1 such aeencies nnd the Division of Public Wel­
fare. It e:.~ercises special statutory responsibilities relative to the 
General Assis~ance pro0ram, i~cludin0 approval of eligibility of munici• 
palities for State Aid, approval of appointnents of Directors of TTelfare, 
and decisions on questions of State and municipal settlenent. It also 
e,cercises _ responsibility for implenentation of the Federal Food Stamp 
and Cuban Refu~ee programs. 

These responsibilities are carried out throu3h an organization desisn 
consisting of four sections as follous: 

Field Services Section 

This section of the Bureau maintains a constant surveillance of the opera­
tion of local acencies and ca:ries on-goin~ responsibility for overseeing 
the proper and efficient administration by the twenty-one county uelfare 
boards of the si:c cate~orical pro6rams and by the 567 raunicipal welfare 
departments of the General Assistance proeram. It is charged with respon­
sibility for testing the use and effectiveness of policy and procedures to 
ensure accountability in all public r:-el fare pro er ams in order that reason­
able uniformity and effectiveness in the delivery of service are achieved. 
In addition, it is responsible for the approval of ~mnicipalities for State 
Aid, revie~l of the oreanization of Local Assistance Boards and approval of 
the appoint~lent of Hunicipal Directors of Welfare. 

The functions of t.:iis section are carried out through an organization con­
sisting of Field Representatives, each with a specific county assignment. 
Field Represent~tives serve throueh personal contact with the aeencies, 
prinarily by field visits, in carryin3 out the duties outlined above. 
Their responsibilities include observation, evaluation and reporting to­
eether l7it~ assistance to the local a3encies in policy interpretation and 
application. The functions of the ·section, of necessity, ~equire e:~ten­
sive correspondence in reply to inqui.ries fror:1 clients and prospective 
clients, and as a source of information to the Chief in £1andlin~ such 
inquiries. 
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1132. 

1133. 

Quality Control Section 

This section is responsible for thos_e activities which involve structured 
studies and measurements o~ desi0nated elenents of local a~ency adminis~ 
tration. -These activities are basically control mechanisns, and are conN 
cerned with administrative actionn already co:npleted. It maintains an 
on-goin~ revieu of selected cases served by the county welfare board, 
neasurin0 and testine adherence to policy and procedures and reports its 
findin~s both to the appropriate Field Service Section for follow up as 
needed and to the Federal Department of Health, Education and Welfare. 

This section identifies si0nificant sources of acency errors and succests 
methods for correction. 

Adwinistrative Legal Services Section 

This section carries responsibility for those activities p~oviding tech­
nical assistance to t:1e Chief in fornulatin3 and issuin~ administrative 
approvals on decisions incident to responsibilities imposed by specific 
statutory provisions. Such res?onsibilities include: 

.1 Providing consultative services to the cou:ity uelfa:.4 e :,oards on 

a. !Inna~enent and disposition of assets, properties (both real and per­
sonal) and resources which clients may have. Such services include 
the study of proposed compromise settlements and makin3 recommendations 
to the vhief as to their acceptability. 

b. Problems related to life insurance carried by clients. (The Life 
Insurance Adjustoent Dureau, before its dissolution, ·proviGed this 
servi ce.) 

c. Problems related to location of absent parents anc;l arrangements for 
support, the details of uhich n-.:-e handled at · the county and raunicipal 
levels. 

d. Other c::uasi-le~al questions ·uhich nay arise • 

• 2 Interpretation o f statute, re~ulations and pol ~- CY, to~ether uith making 
decisions as requ:i.::ed, related to municipal settle, . .1ent for purposes of 
charr;eab .:.l ity • 

• 3 Coordinatinz fraud reduction activities and recordin~ and reportin~ the 
incidence of f:;.;aud in the various assistance prograr.1s .. Such coordination 
includes servinc as an information c:earnnce house in frauds involvin:; 
more than one county a:id also as liaison betueen the .county uelfare boards 
anG the Social Security A<loinistration in fraud matters. 
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1134. Food Staup Section 

This section is responsible for impleDentation of the Fede~al Food Stamp 
Act of 1964 (P.L. 80-525) which is desi~ned to increase the food purchas­
in3 pouer of lo,;•1-income families. 

This responsibility is carried out throu0h: 

.1 Haintainin3 an<l periodically updating the Plan of Operations • 

• 2 Amendinc the Pkn of Operations and the Food Stamp Hanual as required • 

• 3 Supervisinc the activities of the :?oo<l Stamp certification units in each 
of the participatine counties • 

• 4 Revieuin3 and supervising issuance procedures • 

• 5 Interpretation of plan n.ate=ial to the county uelfare ~oards . 
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1140. BUREAU OF CHILDREN'S SERVICES 

The Bureau of Children's Services, created by Statute, is headed by a Chief 
who is the appointing authority and approval officer, and is directly re­
sponsible to the Deputy Director of the Division. The Chief, acting inde­
pendently or through the various sections and units of the Bureau, is 
responsible for the direct administration of the State's child welfare 
program and for such other duties, assigned by the Board of Control and/or 
by the· Division of Public \~elfare, as specifically identified in its sepa­
rately. maintained manuals of policies and procedures. Because of its 
varied :' and complex responsibilities, geared to providing modern child wel­
fare ··services uniformly throughout tl1e State, it maintains a complex or­
ganizational structure through which its services are rendered and which 
is clearly identified in its operating manuals. 

Services are provided through a series of 18 District Offices which are 
strategically located throughout the State, each headed by a Supervisor 
-who is responsible for the administration of the aeency's program in a 
specified geoeraphical area • 

• 1 Program 

a. Social services to children and their families in their own homes. 

Casework treatment is the primary method in this as well as all other 
services provided by the Bureau of Children's Services and in this 
instance is aimed at helping families with their problems early rather 
than after more serious situations have developed. 

b. Foster family care. 

c. 

Foster home placement constitutes a fundamental service offered by the 
agency. All foster homes used must meet physical and social standards 
established by the agency. In addition to the traditional type of 
foster home, the agency is responsible for recruitine and developing 
specialized foster homes to meet the needs of children with special 
problems. Among these are children with physical and emotional prob­
lems; children needing immediate shelter care of a temporary nature; 
children who require further study before determining what proper ar­
rangement for their care needs to be made. 

Group family care. 

Group family care constitutes a specialized program for providing care 
in a peer environment for children who are disturbed enough that they 
cannot tolerate ~ither their own homes or regular foster homes, but 
whose behavior does not warrant eJcclusion from the community into an 
institution. 
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1140. BUREAU OF CHILDREN'S SERVICES (Cont'd) 

.1 d. Protective services. 

A major service provided by the aeency is protective services and 
relates to complaints which allege that a parent, parents, guardian, 
or other persons having custody and control of any child is immoral, 
unfit, fails to provide for a child's proper maintenance, protection 
and education, or endangers a child's welfare by virtue of vicious, 
careless or dissolute habits. Protective services is defined as a 
s.pecial ized intensive social serv'ice for the child who is neglected, 
abused, abandoned, exploited or cruelly treated and whose condition 
or situation gives observable evidence of the injurious effects of 
failure on the part of parents or others respons'ible for him to meet 
at least his minimum needs. 

e . .. Services to unmarried mothers. 

The agency is responsible for providing servite on behalf of an unborn 
child provided that the prospective mother is unmarried and is within 
New Jersey at the time she is seeking the aid of the Bureau. Service 
includes consultation, counselin3, referral to other appropriate re­
sources, and expenditure of fundrs .f'or board, lod:ginfl., clothing, medical, 
dental and hospital care. 

· f. · Adoption services. 

1) The a3ency is ' responsible for effecting plaiement~ of children for 
adoption who are unable to be maintained or returned to their otm 
homes or to homes of relatives. 

2) It also provides assistance to public out-of-state adoption a3encies 
in placing children for adoption in this State, ·as well as working 
closely with International Soc·ial Service ih the placement of 
foreign-born children for adopt·lon in the homes of New Jersey 
families. 

3) It is also responsible for investieating and supervising, upon 
order of the court, those independent adoptive placements which 
were made -without· the participation of a cer tified adoption agency. 
The report of the investigation is prepared for a preliminary 
hearing. The court, if satisfied that the ·· .interests of the child 
will be served by the placement, usually appoints the ar;ency as 
"next friend," authorizing the a r;ency to supervise the placement 
for one year, and to submit a repo·rt for the final hearing, at 
,;,1hich time the · court will decide if· the adoption should be granted. 
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1140 • BUREAU OF CHILDREN'S SERVICES (Cont'd) 

• 1 f. 4) The agency maintains an Adoption Resource E:cchange which provides 
an additional resource for both children and adoptive parents. 
It establishes a means uhereby all licensed agencies in New Jersey 
may share and exchange information concernin3 children for whom 
they do not have homes and adoptive applicants for whom they do 
not have children . As a Statewide clearing house, it expands the 
opportunities for children and adoptive applicants. 

The aeency also cooperates with the Adoption Resource Exchance of 
North America ,and uith othe~ state exchanees. 

g. Homemaker services on a purchase of service basis, on behalf of chil­
dren under aeency supervision. 

h. Family day care services. Through- use of this service, the aeency 
provides essential care and protection to a child for a ~ajor part 
of the day on a regular basis by a family other than that of the 
child 's. This service is preferred for a child under 2 years of age, 
but may be used for a child of any age uho may benefit from the in­
dividual attention provided in a day care home . 

i. Center day care services, primarily on a purchase of service basis, on 
behelf of children under aeency supervision, from licensed day care 
centers. The aeency operates directly a limited number of day care 
centers. 

j. Child care services for children receivin3 ADC uhose parents partici­
pate in the HIN (Uork Incentive) program. These child care services 
are purchased from independent day car e centers, or are provided in 
aeency day care homes or t~rou3h in-home care. 

k. Institutional placement of children. . Uhen institutional care is seen 
to be the proper choice of treatment, the agency refers the children 
to appropriate available institutional facilities. The service is 
purchased at a mutually aereed upon rate. "The aeency may operate 
residential units for children needin3 this type of care. 

1. Services to children on behalf of out-of-~tate a~encies. Because of 
the mobility of families movine across county and state lines, lured 
by employment opportunities, better housinc, or improved wages, family 
needs frequently cross ceo~~aphical boundaries, and call forth mutual 
cooperation aoong a3emcies in different states. The agency thus pro­
vides, upon request, a visiting, investi3atin3 and reportinz service 
conce:ned with families and children not under the Bureau's supervision 
to out-of-state public and private aeenc i es, and those agencies offer­
ing identical services to the Bureau in return. 
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1140. BUH.EAU OF CHILDREN'S SERVICES (Cont'd) 

.1 m. Parole supe.rvision. By · ad1:1inistrative action of the State Board of 
Control of the Department of Institutions ;and Agencies, the agency 
has been delecated the responsibility , fd~ -parol~ supervision of chil­
dren under age 14 released from the S·tate Home for Boys, The Training 
School .for Boys and the State Home ·.for Girls. For youn~s ters between 
the ages of 14 and 16 l~O are released on parole, the determination 
of 'tJhich acency will provide supervision is decided on the basis of 
a joint conference in each individual situation. Parole supervision 
of children 16 years and·over is carried by the Central Parole Bureau 
of the -D~partment of Institutions and Aeenc'ies, unless both agencies 
and the specific institution determine that the best interest of the 
child requires supervision by the Bur~<:rµ ·of Children's Services. 

n. Visitation and inspection of selected children's institutions. The 
agency is ·respons-ible for inspectinc. 3-:~d consul tinr; uith. -certain 
intra-State institutions uhich provide service to children. These 
inspections consist of observing the physical plant and revieuing uith 

. administration and board the total pro~ram offered by the institution, 
uith ··the view to offering consul tat ion -in relation to the upsrading 
and maintenance of sound institutional practices in accordance uith 
standards established by the Department. 

o. Certification of adop·tfort · aeencies. The agency certifies all agencies 
both within and outside' the State who wish to place children for adop­
tion in New Jersey. A certificate of approval is issued annually to 
each agency which applies for certification and which meets specified 
standards of adoption prac\fce. · c · .. 

In addition, consultatio~ is provided -~6 a3encies applyine for cer ti­
fication for the · first · t •:ime · for the purpose of explorin~ in full the 
awareness of the many ramifications of establishine an adoption ser­
vice in the State. 

p. Receipt and administration of Workmen's Compensation auards on behalf 
of .minor children who· have no ndeguate riuardian • 

• 2 Central Office 

The Central Office of the I3ureau of Children's Services is the adm:;.nistra­
tive arm of the agency and in addition to providin3 nanagement functions 
of administration, plannin3 and policy formulation and development, it 
provides consultative and coordinative services which enable its district 
offices to. render direct services to or on behalf of children. These 
services are rendered through an oreanizational design uhich places direct 
responsibility for personnel functions, standards and procedures, and 
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BUREAU OF CHILDREN'S SERVICES (Cont'd) 

Central Office (Cont'd) 

legal advisors in the office of the· Chief. The Assistant Chie.f, who 
reports directly to the Chief, is ~esponsible for the Field Services 
Section and the Consultant Services Section as follows: 

a. Field Services Section 

This Section, composed of the agency's Regional Representatives, each 
of tiliom is responsible for the over-all supervision of specified 
district offices, constitutes the pr:j.mary liaison betueen the district 
offices and the agency administration ·and is constructed to assure 
the Chief that the total agency program is carried out in conformity 
with program objectives, rules and regulations. It is responsible for: 

1) Analysis of district office performance in the areas of uniform 
policy interpretation and application, uniform program objective 
interpretation and application, case load management and super­
vision, and business management and supervision. 

2) Provision of case analysis, treatment and consultation for all 
agency services. 

3) Servin3 as district office supervisor when re~uired. 

4) Promotion of mutual understanding bet,1een the district offices 
and Central Office. 

5) Participation in the development of agency program at the Central 
Office and district office levels. 

6) Coordination of case load planning with procram operations. 

b. Consultant Services Section 

This Section, headed by a Supervisor of Social Services, acts in a 
supporting and consultative capacity to the district offices concern­
ing social services. In certain instances, it has assigned operational 
responsibilities and is composed of the followinc Units, each headed 
by an appropriate supervisory person: 

Day Care Services Unit 
Group Care Services Unit 

Inter-A3ency Services Unit 

Staff Development Services Unit 

Adoption Resource Exchance Unit 
General Services Unit 

Adoption Services Unit 

Work Incentive (HIN) Unit 
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.2 c. The Business Administration Section-, ·headed by an Assistant Chief, 
Fiscal Administration, reports directly to the Chief. The Section is 
responsible for providing suppo.rtinr; se·rvi.ce-s to 8entral Office and 
the district offices in the ate~s.-· of business manar;ement including 
fiscal activities · and also for -: clerical services and research and 
statistical duties. The Section is composed of the followinc Units, 
each headed by an appropriate supE!,;yisory p~rson: 

Budget and Appropriation Unit· 

Account inc . Unit . 

Off ice Services,: Unit 

Research and Statistics Unit 

Revieu _Unit 
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BUREAU OF INSTITUTIONAL SERVICES 

The Bureau of Institutional Services, headed by a Chief who is designated 
the appointing authority, is directly responsible to the Deputy Director 
of the Division. Acting independently or through the various Sections 
of the Bureau, he ·1·s responsible for those duties uhich must be performed 
in executing those aspects of the programs of Medical Assistance, and 
Medical Assistance for the Aged, which provide financial assistance and 
related services to persons 65 years and over who are patients in eligible 
public State and county hospitals for mental diseases and tuberculosis. 
Federal requirements include utilizing any additional matching funds re­
sulting therefrom for strengthening and extending comprehensive mental 
health services, and for achieving improved coordination of public assist­
ance and mental health services through developing and implementing in­
dividual plans for alternative methods of care which will enable the 
earliest possible readjustment of such persons to family and community 
living. 

In meeting these objectives and responsibilities, the Bureau exercises 
many of the duties normally otherwise devolving upon a County Welfare 
Board. The Bureau has responsibility for assistance and service to 
Medical Assistance in-patient recipients in State and county institutions 
in cooperation with hospital staff and for on-going services, as neces­
sary, for former recipients while under cognizance of a hospital. Also, 
the Bureau serves as a liaison and the single referral source for all 
adult patients whose discharge from a mental hospital, hospital for 
tuberculosis, or institution for the mentally retarded, is dependent on 
receipt of public assistance funding and service responsibility. 

These responsibilities are carried out through an organizational design 
consisting of 4 Area Offices, each office serving a major State hospital 
and those counties in its catchment area, plus properly qualified county 
institutions and institutions for the retarded. The Area Offices conduct 
investigations to determine eligibility for Uedical Assistance and to 
recertify this need on a 6-month basis. On institutional referrals for 
county categorical programs, the Area Offices serve the counties in a 
similar manner as their field staff. In this latter capacity, referrals 
are processed fully and then presented to the respective counties for 
initial eligibility determination and follow up. Placements are made by 
the Bureau or by the County Welfare Board at the discretion of the county. 
Follow up service, as required, may be assumed by the Bureau if requested 
by the counties and jointly agreed upon when placements are made out of 
county and distances would present travel problems for county staff. 

When in-patient eligibility for Medical Assistance has been determined, 
direct payments for hospitalization are made by the Bureau to the hos­
pitals as vendor payments on a monthly basis. Payments for personal 
expenses are made as. money payments to the institutions as "authorized 
custodian" for patient recipients. These payments a.re usually made on the 
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first of the month for which the ai.iowance -.is nu~.de. Supplemental pay­
ments are _issued as authorized. The-.. ~eau_ wiU ... assume similar planning 
anq. service responsibilities, und~r th~ _:special :program of ·Medical 
Ass.ist.ance f9r the Aged, for those- patients ··over 65 years of age whose 
income exceeds Medtcal Assistance sta_nda~ds but who are unable to meet 
the costs of hospitalization. , .. , 

r . . · 
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Organization,Functions and Responsibilities 
Divisional Organization and Functions 

COl,1MISSION FOR THE BLIIJD 

The Commission for the Blind, headed by an Executive Director who is the 
appointing authority and approval officer, who is assisted in his re­
sponsibilities by a citizen Board of Managers, is directly responsible 
to the Deputy Director of the Division. The Commission, through its 
Executive Director, either through direct involvement or through the 
various organizational Sections and Units, is responsible for providing, 
to blind and visually-handicapped persons, special services relating to 
counseling and rehabilitation, medical treatment, education, training 
and job placement. 

The organization of the Commission and its functions are contained in a 
separate manual of policies and procedures. The program units through 
which the Commission carries out its responsibilities are as follows: 

Education Department 

Serves blind and visually-handicapped children from preschool age through 
college in public, private, and parochial schools. School- placements· 
are chiefly in public school classes on an integrated basis and in 
residential schools and centers for selected children. A staff of it­
inerate teachers works with the school, the child and the home and 
supplies specialized supplemental instruction such as braille, mobility, 
etc. Remedial instruction is furnished on an individual basis in 
special centers or at the summer camp operated by the Commission's ed­
ucational staff at l,iarcella, New Jersey. A Materials and Textbooks 
Center supplies braille books, textbooks on tape, on records or in large 
print to students as well as to school systems. 

Vocational Rehabilitation 

This department works with adults who require rehabilitation services 
in order to be prepared for gainful employment. Each individual secures 
adequate counseling and goes through a process of medical and personal 
evaluation designed to assist him in securing appropriate training in 
order to prepare for a vrork career. Newly blinded individuals are given 
adjustment training and related services at the Commission's Rehabil­
itation Center, a facility located in Newark. other individuals are sent 
to special training centers, vocational schools, colleges and universities 
for their vocational preparation. Individuals who need surgery or medical 
treatment receive this. Employment placement is based upon the in­
dividual's capacities and abilities. 
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Contraet Workshops 

The Commissi_ori operates three (3) Contract Workshops in Newark, New 
Brunswic~, and Camden for those blind indivi_duals who cannot, as yet, 
particip.a.te in competitive employment. These Workshops contract with 
industry and in general specialize in assembly and packaging operations. 
Indivf~ual em~loyees are paid minimum wage or better. 

Home Teaching and Home Services 

Older blind people who are homebound or newly blinded receive expert 
counseling and instruction from. a staff of visiting Home Teachers. These 
teachers assist· ·the individual ~ith those personal and social problems 
that may be related to los·a · o·f vision. · Individuals are taught new tech-

. ' T ' !'· . 

riiques for everyday living-;- are given lessons in communication skills in.-
eluding braille and typewriting; and are giyen handwork instruction for · 
leis·ure-time ·activities. Talking Book Machines· are made ;_.available at no 
cbst to those individuals ·who .wish. to read books and magazines on records. 

·, . ~ ; : . ;:· . : . . 

Home Industries 

This specialized Unit located in Edison, New Jersey makes available raw 
materials to blind people ·,who · have been trained and can create attractive 
handwork materials. · .;Salable articles · are returned to the Home Industries 
Department and the sta.'f:( arranges for the . sale of these so that the blind 
person can receive a small income from such work. The blind person can 
treat this as a leisure-time activity or c~n be more fully occupied and 
earn some income, if he desires. 

Eye Health Department 
·_ ,_.! , ' 

Because of its total responsibility for blind people within the State, 
the Commission is deeply concerned :with the need to prevent blindness. 
This Unit provides expert counsel to any citi~en who requires eye sur­
gery or treatment in order to. prevent loss of vision. Financial support 
is extended to those .who are unable to meet the cost of surgery and 
treatmen:t. In addition, t _he Commission conducts a number of broad-scale 
screening programs either directly or i~ cooperation with health groups. 
These include a preschooi vis_ion screening program for children, known 
as Amblyopia Detection; and a Glaucoma screening program for adults. A 
Mobile Eye Unit operated by the ··commissioh · is made available to conduct 
eye examinations among vulner~ble groups, institutions and centers with­
in the State. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 4f:l 06 

Page Date 
2/70 



Manual of Administration 
Division of Public Welfare 

1170. 

Part I 
1100 

1170. 

Organization,Functions and Responsibilities 
Divisional Organization and Functions 

BUREAU OF BUSINESS SERVICES 

The Bureau of Business Services, headed by a Chief who is the appointing 
authority, is directly responsible to the Deputy Director of the Division. 
The Chief, acting independently or through the various Sections of the 
Bureau, is responsible for all fiscal, statistical and management ser­
vices related to all Bureaus, Units and staff of the Division except those 
which are performed internally by the Bureau of Children's Services and 
the Commission for the Blind.* It is also responsible for the super­
vision of all fiscal and statistical activities of the County Welfare 
Boards and municipal welfare departments. 

The Bureau carries out its responsibilities through the following 
activities: 

.1 Development and maintenance of fiscal and statistical programs, together 
with policies related thereto, for the public assistance programs, the 
Food Stamp Program and the Work Incentive Program (WIN) • 

• 2 Establishment and execution of accounting and auditing programs • 

. 3 Preparation of State budget requests • 

. 4 Collection and summarization of fiscal and statistical data from the 
County Welfare Boards and municipal welfare departments • 

. 5 Preparation of claims for Federal participation in costs of assistance 
and administration • 

. 6 Disbursement of State and Federal share of assistance and administration 
to County Welfare Boards and municipal welfare departments, as appropri.;. .. · 
ate • 

• 7 Issuance of instructions to County Welfare Boards for preparation of 
budgets • 

• 8 Furnishing estimates of assistance costs to County Welfare Boards for 
incorporation in their budget requests • 

. 9 Review and approval of County Welfare Board budgets • 

• 10 Preparation of required State and Federal reports. 

*[Future planning for the Division contemplates that the same services will be 
furnished for the Bureau of Children's Services and the Commission for the 
Blind. Once this is accomplished, all fiscal and statistical activities of 
the Division will be the responsibility of the Bureau of Business Services.] 
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1181. 

The Bureau of Social Services, headed by a Chief who is the appointing 
authority, is directly responsible to the Deputy Director of the Division • 

. The Chief, actihg independently or through the various sections of the 
Bureau, is responsible for those duties which must be performed in 
initiating, evaluating and revising policy and procedure for the public 

_assistance programs and related welfare services which are locally 
administered; for developing and administering activities and social 
services which supplement the operations of local welfare agencies in 
administering policy promulgated by the State agency; for achieving 
uniformity of program throughout all jurisdictions of the State and to 
provide supplementary social services to public assistance recipients; 
and for providing consultation and training to develop professional 
capacity of local agency staff so that supportive and supplementary social 
services will become more effective and extensive. 

These responsibilities are carried out through an organization design 
consisting of five Sections with major activities as follows: 

Standards and Procedures Section 

This Section, headed by a Social Work Supervisor II, is responsible for: 

.l The development of new,amended and revised policies and procedures, 
except tho~e related to personnel and fiscal and statistical matters, to 
include required forms, and public assistance programs and related 
welfare services to implement and maintain consistency with Federal 
requirements, State legislation, divisional directives and departmental 
Administrative Orders. It maintains, in cooperation with other ad­
min:lstrative units of the Division- of Public Welfare, a continuing review 
and evaluation of policies, procedures and services as a basis for 
developing and recommending changes in legislation, regulations or 
directives for improvement in program. 

Such analysis and recommendations may result from initiation at the 
local level through cooperation with other -administrative units respon­
sible for liaison with· the local agencies, or may be initiated from the 
top level of administration • 

• 2 Submitting all official copies of the State Plan, administrative manuals 
and other regulatory materials pertaining to the administration of public 
assistance and related welfare services in New Jersey to the Federal 
agency and the Secretary of State and maintaining records thereof • 

• 3 Issuing approved copies of manual material by transmittal letters, explain­
ing the content and instructions for insertion in the manuals. 
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Standards and Procedures Section (Cont'd) 

Maintaining currently the official copies of Federal administrative 
manuals and' other regulatory materials pertaining to the administration 
of public assistance and related welfare services which are mandatory 
upon each State or· are permissive on the part of the ,State. 

Maintaining the official copies of the ·state plan, administrative manuals 
and othe;r ·regulatory materials. pertaining to the admini:s.tration of public 

_assistance and related welfare -services in New Jer.sey • 

Maintaining a current resource · -file of regulat·ory and related materials 
issued by welfare agencies of -other jurisdictions. 

J,: 

.7, Recording, : circulating and maintaining files on a11· materials received 
that may be of general staff interest • 

• 8 Participating in training sessions, as appropriate, giving information on 
the Manual of Administration and .instructions on its use • 

• 9 Consulting with various administrative _up.~ts on '.the: int~µt of policy to 
assure uniform interpretation in the various jurisdictions. 

1182. Homemaker Services Section 

Homemaker .Services augment and .extend the broad range of Social Services 
of the Division, in the homes :of familie•s and adults, under agency 
supervision for the purpose of maintaining, strengthening, improving and 
safegua;rding the home when family 1-ife or family f.unc•tioning is threatened. 
The service is designed to assist . the ,family with the···:maintenance and 
management of their homes, upgrade. :the family levels ·o'f living, care of 
children and other family members, and is used in-situa·tions in which 
the regular homemaker (usually the -mother or ·mother per-son), is absent, 
ill, or unable to perform part or all· of her usual .duties because of 
other demands or lack of capacity, including lack of knowledge and skill. 
It may also be used to assist aged, chronically ill and disabled persons 
to remain in or return to their own homes through help in home manage­
ment., shopping and personal care and -to improve capacity for self-care 
and independent living. 

This Section, headed by a Social Work Supervisor I (Homemaker Services) 
is responsible for: · · 

.l Providing consultation to State and local agencies 6n Homemaker Services 
and undertaking program analysis to determine extent of need and uses 
of homemakers • . • 
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Homemaker Services Section (Cont'd) 

Giving leadership in promoting, developing and extending homemaker ser­
vice to public welfare recipients throughout the State. 

. 4 

• 6 

• 8 

.9 

Pqrticipating in program planning and development of policies, standards, 
and guide materials and forms • 

Participating with the Bureau of Local Operations in consultation· to 
county agencies in developing criteria relating to the initiation of a 
Homemaker Service. 

Providing consultation to local agencies in the development, administra­
tion, and evaluation of Homemaker Service • 

Participating with staff development personnel in devising content and 
methods of training for homemakers and of Social Service staff in the 
use of Homemaker Service. 

Sharing in the training of Social Service staff and homemakers and 
assisting in securing subject matter specialists from the staff and/or 
community to participate in selected areas of training • 

Cooperating with other staff responsible for public welfare administra­
tion in an effort to integrate Homemaker Service with other agency ser­
vices and to expand the program in response to agency needs. 

Planning for public interpretation to increase understanding of Home­
maker Service as n means of achieving public welfare objectives • 

• 10 Developing resources which support Homemaker Service and other social 
services • 

• 11 Evaluating effectiveness of Homemaker Service as a part of the State's 
total social service program in an effort to maintain quality service. 

1183. Family Economics Section 

This Section, headed by a Principal Home Economist and who serves as 
Secretary to a Categorical Assistance Budget Manual Committee ·, is re­
sponsible for: 

.l Developing, determining, defining and costing budgetary standards and 
allowances for the several categories of public assistance; making con­
stant checks of these standards • 

• 2 Developing policy pertaining to determination of need; drafting and re­
vising Categorical Assistance Budget Manual as may be required. 
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Family Economics Section (Cont'd) 

• 3 Preparing data on costs o.-f : .. living based on statistics ·pr·ovided by the 
U. S. Department of Labor, :aureau of Labor Statistics·; preparing peri­
odic statistical, financial and other related reports of the broad 
Family Economics program cor;rtaining findings, conclusions and recommen­
dations • 

. 4 Planning and carrying _out periodic price samplings of budget items in 
order to assure adequate food allowances and the observance of estab­
lished basic minimum budget standards • 

• 5 Providing consultation-:for staff of the Division on budgeting pr0cedures 
related to the categorical programs • 

. 6 Assisting staff of all -Divisional components in relation to under­
standing and interpreting the concepts and principles contained in the 
Categorical Assistance Budget Manual • 

• 7 In cooperation with other Sections of the .Bureau, planning and conducting 
staff training programs concerned with nutrition, buying, and homemaking 
practices; conducting staff training programs for new workers in budg­
eting procedures • 

• 8 In cooperation with other Sections of the Bureau, developing training 
programs in money management and consumer education for staff through­
out the State, with the objective of enabling caseworkers and social 
servic_e aides to assist welfare recipients to become more effective 
managers of their resources • 

. 9 Developing educational material related to family economic·s for use of 
staff members and consumers of services rendered by .or through con­
stituent units of the Division; preparation of periodic newsletters on 
money management, home management,. and nutrition for consumers of 
services • 

. 10 Developing mutual relationship with home economists on County Welfare 
Board staffs, sharing information in regard to budgeting, price surveys, 
and other activities which would· strengthen the county home economist in 
her job-as well as offer an opportunity for coordination and development 
of programs helpful to consumers of services • 

• 11 Serving . a.s representative in related Stat·e organizations such as the 
Nutrition Counc_il of Hew. Jersey, -New Jersey State Technical · Action 
Panel, Nutrition and Welfare Sub-Committee and Consumers League of New 
Jersey. 
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Staff Development and Training Section 

This Section, reporting directly to the Chief of the Bureau or his 
authorized designee, is responsible for: 

.1 Formulating staff development programs for all levels of administration 
and maintaining its consistency with staff needs and with Federal and 
State requirements at the State, county or municipal welfare agency 
levels • 

• 2 Conducting a comprehensive staff development program for personnel 
engaged in the administration of public assistance and related welfare 
services • 

. 3 Developing and providing consultation to local agencies concerning 
methods and standards for the implementation and evaluation of the 
various segments of program and related services • 

. 4 Ascertaining those training needs which are required by local agencies 
in providing meaningful supportive and supplementary services and, as 
required, since uniformity of program and services must be achieved, 
providing such training through an Orientation Program for new service 
personnel and training program for other personnel as appropriate • 

• 5 Providing consultation to and evaluating training programs of local 
agencies which conduct their own orientati·on and in service training 
programs in respect to content, goals and achievement • 

. 6 Maintaining appropriate records of Section activities, assembling data, 
and preparing required Federal reports • 

• 7 Reviewing qualifications and making recommendations on staff members 
of local agencies who are being considered for appointment as staff 
development or training supervisors. 

1185. Consultant Services Section 

This Section reporting directly to the Chief of the Bureau or his 
authorized designee, is responsible for: 

.l Providing professional consultation to the County Welfare Boards, in 
cooperation with the Bureau of Local Operations, concerning development 
and implementation of social services in order to supplement the opera­
tions of local welfare agencies, and specifically those services which 
must be consistent with Federal requirements. 
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Consultant Services Section (Cont'd) 

Assuming duties and responsibilities outlined below in providing con­
sultation and services in special -areas, such as aging, vocational 
rehabilitation, special education, community organization, migrant labor, 
volunteer services, non-English speaking population groups, casework 
services in the Federal program for repatriates,. etc. 

a. Maintaining a continuous study, analysis, and interpretation of all 
information, data, programs and developments affecting such clientele. 

b. Maintaining q continuous inventory of community resources pertinent 
to the programs and services provided. 

c. Planning and developing community-based programs and services. 

d. Disseminating and publicizing information concerning programs and 
services available. 

e. Maintaining liaison with local .agencies, and appropriate public and 
private State or Federal agencies in the development and utilization 
of community resources and initiation of programs. 

f. Cooperating and consulting with other units of the Division in plan­
ning and developing program, ·-and through analysis of present program, 
recommending changes in existing policy or program. 

g. Maintaining resource file on materials pertinent to areas of service • 

• 3 Assuming responsibility -for gathering ·data incident to conflicts among 
agencies in providing services and for providing advice and consultation 
geared toward the resolution ·-of_ such problems. 
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ADC Insert 

The Individual and Public Assistance 
Introduction 

All principles established herein apply in ADC. An additional basic 
principle is established in 2004 . 16. 
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2000. 
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The Individual and Public Assistance 
Introduction 

INTRODUCTION 

Basic Securities 

The individ~al needs certain basic securities for himself and his depend­
ents in ord.er to achieve healthy and independent living in the community. 
Among these securities are: physical and mental hea_lth, pro tee tion from 
crime, fire and other catastrophes, adequate housing, education, and 
an assured minimum income. 

Most individuals are able to maintain themselves and their families 
through their own efforts. However, some need help from outside sources, 
particularly when illness, unemployment, death or other misfortunes 
strike. Insecurity is even more _pers is tent for individuals who are very 
young or old, chronically ill, disabled, not regularly employed or unable 
to earn sufficient income for the needs of themselves and their dependents. 

The Commu_nity Discharges Responsibility Through Public Services 

The community recognizes that the ,elfare of the individual is essential 
to the welfare of the connnunity as a whole. Therefore, it has created 
such services as public education, euployment services, protective ser­
vices, social insurance, and public as~istance as part of a broad national 
system of social security. 

The community h~s also created other services under private au~pices. 

Public Assistance Defined 

Public assistance, one aspect of public welfare, is a resource created by 
law to protect and promote the welfare of the State and community by pro­
viding financial assistance and other services to needy persons, in a 
manner which provides every such person opportunity to achieve his maximum 
capacity for independent living • 

• 1 Distinguishing Characteristics of Public Assistance 

a. It is established by law. 

b. It is accountable to the overall governmental unit and to the com­
munity for what it is and how well it is serving the public. 

c. It is financed by public funds. 

d. It is administered by public employees. 
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2003 . 

. 2 

The Individual and Public Assistance 
Introduction 

Public A~sistartc~ Defined (Con~'d) ~ 

Public Assistance Programs in New Jersey 

a. Categorical 

There are four catecorical programs in Neu Jersey~ Old Age Assistance, 
Disability

1
Ass~stance, Assistance for Dependent Children and Assistance 

for the B'iind. -· · · 

b. Other Programs 

There are _three ot;her :programs available in New Jerse·y for those in­
dividuals or familie~ m~eti~g specific . r~quireraents. 

1) Assistance . to Families _of the. ~forking Poor 

The program of Assi~tance to the ·Fa~ili~s of the Working Poor 
(AFHP) . provides . Hn.ancial assistance and other services under 
specific eligibility provisions to families with children in 
wJ:iich both parents ,;Jho are ceremonially married to each other 
are present in the ~ome and are the natural or adoptive parents 
of such children but where there i s inade(1uate income or r esources 
for the ijupport of the f~mily. 

2) Medical Assistance for the Aged' 

Hedical Assistance for the Aged provides payment for hospitaliza­
tion, nursing hone car e or home health care because of continuing 
confinenent at home to aged persons who mi3ht otherwise forego 
such services or become f.inancially dependen.t in the course of 
obtaining them. 

3) Ge·neral As_sist_unce 

The General Assistance program provides for those' needy persons 
who are not . el_igil?l~. for any assis_tance. program administ~red by 
the county welfaTe board. 

There are separate manuals for each of these programs. 
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f_a_r_t_I_I_·_ ~ ____________________ __;;cTh.~--) _nsli_yj.j}l_aJ. __ and Public Assist_ap~~ 
2000 

2003. Public Assistance Defined (Cont'd) 

.2 c. Related Programs 

2004. 

There are four related pro3rams . 

1) · The Medical Assistance program (Medica:td) 

The Hedical Assistance program (Medicaid) established by Chapter 
413, P.L. 1970, and administered by Division of l~dical Assist­
ance and Heal th Services, · provides· fo :: the payment of claims for 
and evaluation of health services. Elicibility is limited to 
persons who are receiving or who are eligible to receive categori­
cal assistance, ·Ass'istance to Families· of the Working Poor, and to 
pe~sons related as spouse or children to recipients of categorical 
assistance. Certain children under the supervision of BCS are 
also eligible for the pr ogran. 

2) Food Stamp Program 

The Food Sta~p program is a joint responsibility of the United 
States Department of Agriculture and the Division, the purpose 
of uhich is to increase the food purc11asinc power of low income 
households and thus improve the dietar y adequacy of such families. 

3➔ llork Incent i ve ·Pro~rara 

The Worl: Incentive proeram (WIH) is a joint responsibility of the 
State Department of Labor and Industry and the Division, the pur­
pose of which is to place in employment or train for employment 
appropriate recipients of the ADC program. 

4) Cuban Refugee Program 

The Cuban Refugee program is a Federally-funded program for in­
dividuals who left Cuba on or after January 1, 1959 and who meet 
specified eli3ibility requirements. (See 2980.) 

Basic Principles of Administration 

The following principles of administration are inherent in the fundamental 
concept that assistance shall be admin istered in accordance with standards 
and methods designed to strengthen the person's self-respect, and to 
facilitate the attainment of the maximum degree of socio-economic inde­
pendence of which he is capable. 
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Part II ____________ T_h_e_I_n_d_i_v_1_·dual and Public Assistance 
In.troduct ion · 2000 

2004. Basic Principles of Administrati..9n {Cont '·d) 

Opportunity to Na:.<e Application . 1 

Any person believing himself eligible shall be assured an opportunity 
to make application (includes reapplication) for financial assistance 
and other services provided through the assistance programs • 

. 2 Decision to Make Application 

The decision to make application f~.r -assistance rests with the person 
or his ·authorized agent • 

• 3 Recoenition of Individual and his Problem . 

The individual requesting help shall be recognized as a person who is 
see~dng a solution to a pr_oblem. It is the responsil;>ility of the agency 
to help him in identifying the problem, to explain to him whether the 
problem does or does not come within the_ scope of the agency's function, 
and to inform him of other appropriate services and resour ces in the com­
munity which are availabl~ 

.4 Client Primar y Source of Information 

The client shall be considered the primary source of information about 
himself and his circumstances in determining his el igibility for assist­
ance. However, it is the basic legal responsibility of t he agency to 
make the determination of ·eligibil·ity. The agency has a statutory duty 
to explore .all available information which is necessary, relevant and 
mater ial · to the issue of eligibil :Lt-y . ... Therefore, addit.ional and secon­
dary sources are used when necessar y, uit:h the client's knowled3e and 
consent. 
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The Individual and Public Assistance 
Introduction 

Basic Principles of Administration (Cont'd) 

Client Self-Directing 

The client shall direct his affairs insofar as he is physically and men­
tally able. This principle is based on the fact that economic dependency 
does not deprive a needy person of his civil rights nor does it release 
him from his normal duties as a responsible member of the community • 

• 6 Opportunity to Withdraw 

An applicant shall be assured an opportunity to withdraw his application 
at any point between his request for assistance and determination of his 
eligibility or ineligibility by the agency. 

The decision to withdraw rests with the applicant or his authorized agent • 

• 7 Prompt Consideration and Notification 

Each application shall be considered promptly and impartially. Subse­
quently, each applicant shall be notified promptly in writing of the 

-decision on his elLgibility. These principles hold also for a recipient 
when any change in .his circumstances indicates a change in his require­
ments or status • 

• 8 Uniform Basis for Determining Eligibility 

The eligibility of all applicants for financial assistance, and of all 
recipients for continuing assistance, shall be determined by uniform and 
objective standards • 

• 9 Assistance to All Eligible Persons 

Assistance shall be paid to every elieible applicant and shall not be 
withheld from any eligible person so long as any payments are being made 
under a specified categorical assistance pro3ram in this State • 

• 10 Assistance by Money Payments 

Assistance shall be granted in the form of money payments through checks 
to the recipient, his legal guardian, or, under certain specified condi­
tions, to other persons on the recipient's behalf. 
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_P_a_r_t_I_I __________________ ~T_h_e_I_n_d_i_v_i_·d_u_al and Public Assistance 
2000 Introduction ----------------------
2004 . 

. 11 

Basic Principles of Administration (Cont'd) 

No Duplication of Assistance 

A recipient of one form of public assistance shall not receive assistance 
for the same period through another public assistance program except as 
permitted by the laws governing the respective programs. This does not 
preclude persons in the same household from receiving different forms of 
assistance, nor does it preclude a payee in ADC who is not included in 
the ADC grant, from receiving another form of public assistance • 

• 12 Adherence to Law and Administrative Policy 

There shall be strict adherence to law and complete conformity with ad­
ministrative policies. Requirements other than those established by law 
or pursuant thereto shall not be imposed on any person as a condition of 
receiving assistance . 

• 13 Appeal and Fair Hearing 

The client shall have the right to request a Fair Hearing on the action 
or inaction of the agency whenever he believes that he has not been 
given full consideration under the law. A Fair Hearing shall be con­
ducted by an impartial official of the Department of Institutions and 
Agencies in accordance with prescribed procedures . 

. 14 Administrative Review and Fair Hearing 

The client shall have the right to request administrative review before 
the local agency whenever he believes that he has not been given by the 
county welfare board the consideration required by law and regulation. 

He shall have the right to request review in a Fair Hearing conducted 
by an impartial officer of the Department of Institutions and Agencies 
in accordance with the prescribed procedures. Local agency review 
shall not be considered a prerequisite to a Fair Hearing before the 
State Agency and will not stay the time for scheduling of a Fair 
Hearing . 

• 15 Confidential Nature of Information 

Information about the client and his circumstances shall not be dis­
closed except to those persons and agencies entitled to such information 
by law or regulation. 
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.. ·Part . II The Individual and Public Assistance 
2000 . Introduction 

2004. Basic Principles ·of ··Adn'li'.°nistr a~ion (c'orit 'd} 

.16 Maintaining and Strengthening Family Life 

Planning with ADC families shall be directed toward the strengthening 
of family life by helping parents (or parent persons) attain the 
maximum self-support and personal independence consistent with the 
maintenance of continuing parental care and protection. The best 
foundation for a child's security rests on the natural bond of affec­
tion and concern f or his well-being that exists when he remains in the 
care and custody of his family. 
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Part II The Individual and Public Assistance 
2000 

2010. 

Introduction - Separation 

SEPARATION OF FINANCIAL ASSISTANCE AND SOCIAL SERVICES 

Applies in ADC. 
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2014. 

.1 

• 2 

The Individ_µal and Public Assistance 
Introduction - Separati n 

SEPARATION OF FINANCIAL ASSISTANCE AND SOCIAL SERVICES 

Preliminary Statement 

To imJ rove delivery of social services and financial assistance to eli­
gible persons, the function of arranging or providing social services 
to individuals should, to the ma~dmum extent feasible, be performed by 
persons other than those who arrange, provide for, or determine finan­
cial assistance. 

Process 

Because of the sreat diversity among the various county welfare boards 
in size, adoinistrative str ucture, numbers and tra i ning, the policy and 
pr ocedure is br oadly stated so that the very best organizational plan 
can be developed by each to meet the purposes and goals of separation of 
the two functions of delivering social services and financial assistance. 

Eligibility and/or Income :Haintenance Unit 

The eligibility unit is responsible for the acceptance of applications 
and determination of eligibility of applicants and the continuing eligi­
bility of recipients. 

The unit is also responsible for computation of the budget, for authoriza­
tipn 9f payment, val-i~ation and any interim actions (changes in address, 
addine or removing a child f r om grant, changing payee, etc.). 

Social Services 

Social ser vices are those activities of social work staff, related 
specialists and auxiliary staff 't1hich are directed toward informing 
applicants and/or recipients of available services and helping individ­
uals and families in one or more areas of functioning . 

Freedom of Choice 

Services must be based on the individual's interest and desire for help 
·uith his problems, respectine; his right of freedom of choice in accept­
ing such services, except in referral for e;nployment or trainine (HIN) 
and protective services for children • 

Services 

Services to be given by the Social Service Unit(s) may be found in 2000. 
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2100. 

2101. 

THE APPLICATION PROCEss 

Definitions 

.l Application Process 

Applies in ADC 

.2 Applicant 

In ADC "applicant" means the parent or parent-person who makes an affirm .. 
ative decision to apply for financial assistance to enable him or her to 
maintain and provide for one or more children of eligible age who are in 
his or her care. [See ADC Insert 2101. 15 for definition of "parent-person" 
and 2200. 2 for definition of "eligible age."] 

a. When the applicant, as defined above, is a natural or adoptive 
parent he must apply for ADC for himself and child(ren). 

b. When the applicant, as defined above, is a parent-person he may 
apply for himself and child(ren) or only for the child(ren). 

c. When both natural or adoptive parents, or a parent and step­
parent, are living in the home the term "applicant" means both 
parents or a parent and step-parent, and both shall be required 
to execute the formal written application unless one such parent 
or step-parent is physically or mentally unable to execute the 
form. 

When the child(ren) lives with a parent~person(s) the application 
shall be executed by the parent-person who is to be designated 
payee, and by any parent-person(s) who is to be included in the 
grant • 

• 3 Authorized Agent (Legal Guardian) 

Not applicable in ADC since an individual who has been adjudicated 
legally incompetent and for whom a guardian was appointed would not be 
acceptable as a parent or parent-person • 

• 4 Authorized Agent for Per sons Alleged to be Mentally Incompetent 

Does not apply in ADC for the reason cited in .3, above. 
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2100 THE APPLICATION PROCESS 
2101. Definition 

.1 Application Process 

[ The application process includes all activity performed by the Eligibility 
Section relating to a request for financial assistance. It begins with 
the first statement to the CHB that an individual wishes to receive finan­
cial assistance and continues in effect until there is an official dis­
position of his application, 

The application process is primarily geared toward the determination of 
[ basic eligibility and the amount of financial assistance to be provided. 

However, since intake by its very nature involves a combination of ser­
vices and income maintenance functions, a service worker shall be made 
available as required during such process • 

• 2 Applicant 

An applicant is an individual who has made an affirmative decision to 
apply for financial assistance and whose application has not been offici­
ally disposed of by the CWB. 

The term "Applicant" also includes the individual on whose behalf such 
decision is made by his authorized agent in order to initiate an applica­
tion for assistance as stated below in 2101. 3 and 2101.4 • 

• 3 Authorized Agent (Legal Guardian) 

A legally appointed guardian shall be recognized as an authorized agent 
for the client to initiate an application for assistance and for all other 
purposes. Without such legal capacity, any individual who claims to be 
acting on behalf of a prospective applicant shall be considered only an 
inquirer, informant, or referring party. The sole exception to this 
policy occurs with respect to persons alleged to be mentally incompetent 
as provided below in 2101.4 • 

• 4 Authorized Agent for Persons Alleged to be Hentally Incompetent 

If the person is alleged to be mentally incompetent, and is not repre­
sented by a legal guardian, the CWB shall accept any one of the following 
in the order of preference indicated to act as his authorized agent for 
the sole purpose of initiating an application for assistance: 

a. in the case of a minor (under 21) who is pientally incompetent, 
the parent or person acting in loco parentis; 

b. a relative by blood or marriage; 
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2101. Definitions (Cont'd) 

.4 c. a staff member of an institution or facility in which the person is 
receiving care who has been designated by the institution or facility 
to do so; 

d;. a· staff member of ·a public· or private welfare agency, _ of which the 
person ·is a client, who has been designated by the agency _to do so; or 

e. a physician or attorney of whom the person is respectively a patient 
or client. [See 2114., Application for Mentally ~ncompetent Persons.] 

.5 Inquiry· 

a. · An inquiry ·is a reque·st for information in which the inquirer 

1} does not identify a specific individual as desiring assistance; or 

2) cannot identify himself as an authorized agent for a specific indi­
vidual; or· .. 

3) delays in making an immediate decision to apply; or 

4) decides not : to ·make an application. 

An inquiry in Medical Assistance may be received from the individual 
acting on his o~m behalf; from a legally appointed guardian or rela­
tive by blood or marriage acting on behalf o·f the individual; or from 
a hospital only when made on Form PA-lC • 

• 6 Referral 

A referral is a request from another public or private agency or institu­
tion on behalf ·of an individual who ·wishes to consider applying for finan­
c ial assistance • 

• 7 Application (Terms used to classify) 

[ a. A new application is a written request for assistance under a specified 
pr ogram from an"individual who has never previously requested assis­
tance in any county i n the State under that program. 

[ b. !!, rea_EPl ication is - a written request for ass'istance by an individual 
whose previous application for a specified program was rejected in any 
county · in · the State and who requests recortsid~ration of his current 
eligibility ' under the same program. 

( c. A reopened application is a written request by a· 'former recipient of a 
specified program in any county in the State for reconsideration of his 

.. , ~urrent eligibility. for the same program. · 
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2101. 

.5 

Definitions (Cont'd) 

Inquiry 

Applies in ADC • 

• 6 Referral 

Applies in ADC • 

• 7 Application (Terms used to classify) 

Applies .. in ADC. 
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Part l,I The Ind i vidual and Public Assistance 
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2101. Definitions (Cont'd) 

.8 Registration 

Applies in ADC • 

• 9 Disposition of Application 

Applies in ADC • 

• 10 Recipient 

In ADC "recipient" means either the family unit of parent(s) or parent­
person(s) and children of eligible age who have been found eligible for 
an initial payment of assistance, or any individual determined to be an 
eligible member of the family. 

Each member of the family retains his status as a recipient until it has 
been officially determined that he is no longer eligible, or until the 
recipient family is determined to be ineligible. 
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Definitions (Cont'd) 

• 7 d. A t ransfer _ _application is a written request for assistance u,nder a 
specified program by an individual who at the time of regist\'ation 
is still receiving.·assistance from the welfare board of another 
county from which he has · moved. 

e. ~endin~plication is the general term for application, reappli­
cation, reopened application, or transfer application prior to 
official disposition • 

• 8 Registration 

Registration is the action of the CWB in making an official record of 
and assigning a control number to an application • 

• 9 Disposition of Application 

The disposition of an application is the official determination by the 
CWB that one of the following actions is appropriate: 

a. Approved means that the applicant has been determined to be eli­
Bible for assistance. 

b. Rejected is an inclusive term (for statistical purposes) for the 
fo 11 owing act ions : 

1) Denied means that the applicant has been determined to be 
ineligible for assistance for a specific reason. 

2) Dismissed means official recognition that el ig ibility need 
not be considered further because: 

a) the applicant died or moved to another jurisdiction 
within New Jersey during the application process; or 

b) the applicant cannot be located; or 

c) the application was registered in err or. 

3) Withdrawn means that the applicant or his authorized agent de­
cides not to pursue his application further and requests orally 
or in writing that the CWB terminate its activity on the case • 

• 10 Recipient 

A recipient is an applicant who has been found eligible for an initial 
payment of assistance. The individual -~etains his status as a recipient 
until it has been officially determined : that he is no longer eligible • . 
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2101. 

.11 

Definitions (Cont'd) 

Payment in Medical Assistance 

Medical Assistance is the vendor payment by the Division of Medical 
Assistance and Health Services for health services rendered under the 
Hedical Assistance program to an eligible recipient • 

• 12 Assistance Payment 

An assistance payment is the money amount authorized by the CWB and 
issued in the form of a check to a recipient, his legal guardian or, 
under certain conditions, to other persons on the recipient's behalf. 
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2100 The Application Pr ocess 

2101. Definitions (Cont'd) 

.11 Payment in Hed i cal Assistance 

Applies in ADC • 

• 12 Ass i stance Payment 

In ADC, an assistance payment is the money amount authorized by CHB and 
issued in the form of a check to a parent or par ent-person member of 
the eligible family who has been designated as payee (See 2101.19 and 
2550.), or, under certain cond i tions authorized in this Manual, to other 
persons on behalf of the recip i ent family or individual member thereof. 
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2101. 

.13 

Definitions (Cont'd) 

Child 

In ADC the term "child II shall be understood to refer to one or more 
children as appropriate • 

. 14 Parent 

In ADC, for pur poses of this Manual, the term "parent" will be used 
broadly to refer to the natural or adoptive parent or parents, or to 
a parent-person or persons. (See 2101.15 . ) 

Where law or policy relates only to natural or adoptive parents, the 
phrase "natural or adoptive parent" uill be used • 

. 15 Parent Person 

a. Legal Authority 

In ADC, by lau, certain relatives may be recognized as t a.dug the 
place of a parent. The te:rm "parent personn will be used to 
designate one or more such relatives who include grandfather, grand­
mother, brother, sister, stepfather, stepmother, stepbrother, step­
sister, uncle, aunt, first cousin, nephew or niece, Such relative 
must be one u:Lth whom the dependent child is living in a place of 
residence in Net, Jersey maintained by one or more of such relatives 
as his o:: their own home. 

b. Interpretation 

The relatives enumerated in the law are j_nte:cpreted to include the 
following: 

1) Any such blood relatives, including those of half blood, and such 
per sons of preceding ge~erations as denoted by prefixes of 
"grand '1, "great", or "3reat-3reat" are ,;-1ithin this def initioil . 

2) Persons who legally adopt another person (the adopted person 
need not be amino~) as well as the natural and other legally 
adopted ch:i.ld r en of such adopted pe::sons. Under 1 e,:·r Jersey law, 
relatives of pet"sons who adopt child:ren become legally related 
to such a opted children to the same extent as they ar e related 
to natur al children of the adopt ing person. 

3) A mate:mal relative of an out of wedlocl: child, uithin t he rela­
tionships enumerated i n a. and b., may be considered as a parent 
person. 
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2101. Definitions (Cont'd) 

.15 b. 4) A paternal relative of an out of wedlock child, within the rela­
t:.onships enumerated in a . and b . , may be considered as a parent 
person only when the paternity of the child has been established 
by judicial process or by written voluntary admission of the 
father. 

5) Spouses of any such persons named in above groups. Such relatives 
may be considered "parent-persons" even thou3h the marriage is 
terminated by death or divorce • 

• 16 Eligible Persons 

The persons eligible for ADC are defined in detail in 2330. (Inc~udes 
instructions on Federal "recipient count") 

.17 Incapacitated Parent 

For definition of incapacitated natuTal or adoptive parent 1~efer to 
2281.3 • 

• 18 Eligible Unit 

See Financial Assistance Manual 111 • 

• 19 Payee in ADC 

In ADC, the payee shall be the one parent designated to receive assist­
ance payments on behalf of the eligible members of the family, in accord 
with the provisions of 2550 . 

(See 2285 . in respect to "temporary payee" in emergency situations.) 
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2102. Res_£Q!1sibilities in the Ap~ication Process 

The provisions of this section apply in ADC. 
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Part II The Individual and Public· Assistance 
2100 · The Applicatiori Process 

2102. Responsibilities in the Applicat_ion: Process 

.1 [ .~esponsibilities of Stat~ Division 

Pursuant to statutory authority, the Department of Institutions and 
[ Agencies 1 through the Diyision of Public. Welfare, establishes policy and 

.procedure on the application ·process t and . supe.rvises the operation of and 
[ _compliance with the p9licy and prpcedure so established. The Division 

establishes and supervises such policy and procedure on a basis of con­
formity ,iith the requirements of the· Federal Social Security Act, which 
states that every approved State Plan .. for the administration of categor-
ical assistance shall: · 

"1. Provide that no person ·shal 1 be refused the opportunity to 
apply ••• 

'I 

"2. Provide ' for prompt and efficient carrying out of the applica­
tion process. 

I 

''State plans must 

"1. Specify a time period to serve as a standard of reasonable 
promptness tor completing the application process in all 

. but exception~! cises. 

"2- Provide for informing claimants (a) of the agency's stan­
dard of promptness so that each -may know the time period 
within which he should exp~ct action on his claim, and 
(b) of. his right to request a hearing on . the basis of the 
pr~mptness requir~ment if a~tion is not tak~n within the 
specified period to furnish assistance or notify him of 
his ineligi bility. 

"3. Provide for a det~rmina,tion of e,ligibility or ineligibility 
with respect to each application, ,subject to an ·applicant's 
right to decide not to pursue his application further. 

"4 • . Provide that assistance shall be paid to each eligible 
applic_ant, and that assistance shai1 not be .withheld from 
an eligible person $0 long 'as any payments are being .made 
under the specific ·category. 

. 1'. 

"5. Establish a ·bas i s for review of action on ·.applications· by 
providing for . the mF,intenance of identifiable records con-
cerning all applications. .,·· 
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. ' 

2102 . Respgnsibilities in the Application Process (Cont'd) 

. 1 (Cont'd) "6. Provide applicants with a basis for taking appropriate 
steps to e>:press dissatisfaction with a.gency action or 
failure to act by: 

"a. Establishing procedur~s for notifying applicants in 
writing that assistance has ~een authorized in a 
stated amount, or that it has been denied, giving 
the reason for denial. 

"b. Establishing methods of notifying each applicant 
in writing of his rights to a fair hearing and the 
method by which he can obtain a hearing. 

"7. Provide for statistical reporting to the Department of 
Health, Education and Welfare on appli~ations." 

.2 Responsibilities of the County Welfare Board 

The County Welfare Board has the responsibility in the application pro­
cess to: 

a. interpret the purpose and eligibility requirements of a particular 
program and indicate the applicant's rights and responsibilities 
under its provisions; 

b. receive applications; 

c. make known to the applicant appropriate resou.:r;ces and services both 
within the age.ncy and the community, and, if necessary, assist him 
in using them; 

d. assist the applicant in exploring his eligibility for assistance, 
including consideration of his allowances in re·lation to his avail­
able income and resources; 

e. determine and report initial eligibility promptly; 

f. assure the prompt issuance of payments to eligible persons and 
prompt notification to ineligible persons; 

g. promptly issue a photo identification card to a person who is to 
receive a money payment and is named as payee, for the purpose 
of identification to facilitate the cashing_ of the public assist­
ance check only; and 

h. account to the Division of Public Welfare for all applications. · 
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Part II .The Iridiviaual and Public Assistance 
2100 The Application Proce·ss .... ~. 

2102. Responsibilities in the Application Process 

.1 [ Responsibilfties of State Division 

Pursuant to statutory authority, the Department of Institutions and 
[ · Agencies; through ·. the Division of Public Welfare, establishes policy and 

procedm.·e on the appl ic.ation pro.cess and supervises the operation of and 
[ compliance with .the policy and ,procedure so established. The Division 

establishes and supervises. such pol icy and procedure on a ba·sis of con­
formity with the requirements of the Federal Social Security Act, which 
states that every approved S.tate Plan for the administration of categor­
ical assistance shall: , 

"l. Provide that no person shall be refused the opportunity to 
apply ••• 

"2. Provide for prompt and efficient carrying out of the applica­
tion process. 

"State plans must 

"1. Specify a time period to serve as a standard of reasonable 
p·romptne~s for completing the appl,ication process in all 
but· exceptional cases. 

"2. Provide for informing claimants (a) of the agency's stan­
dard of promptness so that each may know the time period 
within which he should expect action on his claim, and 
(b) of his right tp request a heari_ng on th,e basis of the 
promp~ness r_equirement if action is not t·aken within the 
specified period to furnish assistance or notify him of 
his ineligibility. 

"3.. Provide foi::. a determination of . eligibility or ineligibility 
with respect to each application, s.ubj.ect to an applicant's 
right to decide not to pursue his application further • 

.. 
"4. Pr ovide that assistance shall be paid to each eligible 

~ppl_icant, and that assistance shall not be withheld from 
an .el,igible· person so l9ng as ·. any payments are being made 
under the specific category. 

"5_. Establish a ,bas is . for reyiew of a._ction on applications by 
pro'Vidtng for the maintenance of identifiable records con .. 
cerning all applications. · 
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2102. 

The Individual and Public Assistance 
The ·Applicati~n Process 

Responsibilities in the Application Proces5- (Cont'd) 

.1 (Cont'd) "6. Provide applicants with a basis for taking appropriate 
steps to express dissatisfaction with agency ·action or 
failure to act by: 

"a,, Establishing proce·aures for notifying applicants in 
writing that · assis'timce h_as been authorized in a 
stated amount, or tnat it -has been denied, giving 
the· reason for denial. 

"b. -·Es·tablfshing methods of notifying each applicant 
in writing of his rights to a fair hearing and the 

_ method by which ,he can obtain a hearing. 

"7. Provide for statistical reporting to the Department of 
Health, Education and Welfare on app~ications." 

• 2 Responsibilities of the County Welfare Boa·rd 

The County Welfare Board has the responsibility in :the application pro­
cess to: 

a • . interpret· the purpose ·and eligib'ility requirements of a particular 
program and indicate the applicant ' ·s - right·s and responsibilities 
under i t _s provisions; 

b. receive· applications; . ' 

c. make known to t;he ·applicant' appropriate resources and services both 
within the agency and the· commu·nity; and·~ if necessary, assist him 
in using ·them; 

d. assist the applicant in exploring his eligibility for assistance, 
including consideration of his allowances in relation to his avail­
able· i~come and ·resources; 

I • ~ --. ~ 

e. determine and report initial eligibility promptly; 

f. assure 'the prompt · fssuance of payments' to eligible persons and 
. prompt n'otificat:i.on to ineligible pe.rsons; 

g. promptly issue a photo identificatiop ~ard to a person who is to 
receive a money payme-nt ·_ and is named as payee, for the purpose 
of identification to facilitate the, cashing of the public assist ­
ance check only; and 

h. account to the Division of Public Welfare for all applications. 
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2100 

2102. 

. 1 

.2 

the A olication Process·., (Cont.' d ·) · 
,. ,. 4 ,. ,.., ~ _. •• .,,..

1 
:.:. , , a ... ._I .. 

Provide-: applk.a:qt:S·: with -~ , ba:S~s.: fa:r ~a~ing 
. ste~s ~.to_ exp_res_:s~: d:is~_.at~sfa<:t.iqn._. wit_p :, <;1ge 
failure · to act, by.: .·· ,, ., 

or 

"a. Establishing proqedur~.s . . ,. ing applicants in 
writing that assistance has been authorized in a 

. state-d • a_mouil_t , .. or that it has . b . denied, giving 
the rea,son; f.or : denia.-J,.f , .: 

C' . 

"b. : · Est-abl;i.shn.ng . meth.o9.~ . of _r1ot · ying e_9ch applicant 
in writin9Lbf his -,right~ t - a • f~:j.r hearing . 9nd the 
ethod ·- by· which he. c~in :ob h~aring. 

for statistical repo 
du-cation · and Welfa 

ing to the Department of 
91':\· _applications .. " ,. • , 

Responsibilities .of. the ·1: 
' 

-: .!I'h~ Co.unty: Welfare Board 
.cess ·. to:: · -

a. interpret the purpose ligi ility requirements of a particular 
program and:·:indicate ; the: ,ap -_:riqhts an~- respopsib_ilities 
under its provisions; 

b. receive applications; 
'· 

c. make known to the 
within the agency 
in using them; 

riate .'· ~esources ' and services both 
and., ·if,. necessary,,· assist him 

a. as~i?t .,_ :~pe. appJ.t£~!11: •n ; e-xploring· hi 
inc1-udi11g :· copsi1d.era. ion.- -:of ,bis 
able-; income: a-nd ~re ources~; -~•·:: 

el~gip~iity for assistance, 
ces,.. ;i,:n relation to his avail-

e. determine and re ort initial eligibility 

f. assure the pro pt issuance of payments to ~--g-ible persons and 
prompt~ notifi at6-,--on:r.to ineligible persons; 

; I ' ~ - #,,,,,. _,_ _, •,~ •••,.,. •• •~ • ,., ••• • _.. ~ •# ,. • • • • .,..,.. .. • ,..,._ ~ . , ,. # I" 

g. promptly i ue a photo icf;ntific.at ion. ·ca~rcf"·fo .. person who is to 
receive a oney payment.· an'7f "li ' iiamec=(,~? . P-~Ye;~·,·. or the purpose 
of ident. ication to fac"fllt'ate the dashing dt e public assist-

. ~ . , _ . a_nc~_. c~ :e_~ -.,~1).*_¥i .-a~d, . :·; .· 1 .:·>· · /·i . ., 

h. accou t to the Divi:i~n .P~. ~u9l~~ Welfar~. fqr 
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2202. Photo Identification · Cclrds-·. 

Effective July 1, 1973, · or as . soon there~fter as is possible but in 
no event , later than january 1; 1974, the County_ Welfare Board shall 
issue to each client who is receiving a money payment and who is the 
named payee, an All-Photo identification card to assist him in cash­
irig .. the public · assistance check~ 

I ."t i 

Exception to -the . above may ;be made ·in •those :instances where the recip­
ient is living in a nursing home, -- intermediate care facility, public 
institution , or is homebound. In those cases where a person is named 
as · payee on behalf of a rscipient, .it is not . mandatory that tre recip-
• ient or the payee be provided an All-Photo I;D. card; however, the 
card shall be provided if in the . judgment of ·the County Welfare Board 
the issuance of such a card is indicated. 

The County Welfare Board must ~establish a procedure for completion of 
the All-Photo I .D. card that will ensure that the client need make only 
one visit to the agency for .that '.: purpose:· Should the recipient fail to 
keep his ap_pointme:nt for photographing and completion of the I. D. ·card 
without just cause · and a reascmable ·effdrt ·· has been.' ma·ae to elicit co­
operation of the client, such recipient's public assistance check shall 
be held until he reports to the agency for completion of the I.D. card. 

Photo · I .n. ·cards must ··contain .-at · l~ast · the following. 

1. Name of County Welfare Board 
2. Color Photograph of recipient 
3. Signature of recipient 

· 4 .· · Case Numbe.r and recip~·ent '·s -name · , · ·· 
5. , · social Security Number 
6. The Following Statement: 

"Tnis card is issued .by the 
· Ceunty Welfare Board for · the sole .--,purpose of 
assisting welfare recipients in negotiating · 
welfare checks. 

If this card should be found~ please mail to 
the: ._ ,. 
_____________ county Welfare iBoard · 

All postage guarantee·a ~-" · 
. ; .. . ' 

The card must be an All-Photo I.D. Card ctinforrriim:i'· to :··the following 
sp~cifications: 

l. . .. Plastic .. lamiriation-. - 95% bond .. 
2. Overall dimensions - approximately '2 1/8" }C 3 3/8" 
3. Color photograph - no smaller than l 1/4" x 1 1/4" 
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2102. 

.3 

2103. 

.1 

Responsibilities in the Application Process (Cont'd) 

Responsibilities of the Applicant 

As a participa~t in the application, process, the applicant has the 
responsibility to: 

a. complete, with assistance from the CWB if needed, any forms required 
· by the CWB as -a part of the application process; 

b. assist the CWB, within his capacity to assist, in securing evidence 
that corroborates his statements; 

c. report promptly any change affectinB his circumstances; and 

d. understand that obtaining assistance falsely is a misdemeanor punish• 
able accordingly and that future grants may be denied at the discre­
tion of the CWB according to Revised Statute 44:7.:.32. 

Policy and Pxocedure on Prompt Disposition 

Normal Standards of Reasonable Promptness 

The maximum period of . time no~mally essential to process an application 
is thirty days for Old Age Assistance and Assistance for the Blind, and 
sixty days for Disability Assistance. 

In any s.ituation where it is determined by the CUB on the basis of the 
information provided by the applicant at intake that there is immediate 
financial need, assistance shall be granted immediately if categorical 
eligibility is demonstrated . However, categorical eligibility has not 
been demonstrated in Disability Assistance and Assistance for the Blind 
unless there has been a professional review and determination of the 
applica~t•~ permanent and total disability or blindness by the Medical 
Review T-eam of the Bureau of Medical Affairs. 

''Date of effective disposition," as used in the preceding paragraph means: 

a. in the case of an !!_Pprove2- application, the date on which first 
payment is · iss_ued, to the applicant, or the date on which written 
notice of approval is sent to him in advance of first payment 
specifying the future date (uithin three months) on which he 
will become eligible; 
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2103. 

. 1 

Policy and Procedur e on Prornpt_])is..E.2§itio~ (Cont'd) 

Normal Standards of Reasonable Promptness (Cont'd) 

b. in the case of a denied application, the date on which written 
notification informing the applicant of his la~k of eligibility 
and the reasons therefor is sent to him; 

c. in the case of a withdrawn application, the date on which written 
notification confirming to the client that the agency has taken 
cognizance of his voluntary withdrawal is sent to him; or 

d. in the case of a dismissed application, the date on which wr itten 
notification informing the applicant of the dismissal and the 
reasons therefor is sent to him; and, with respect to an applicant 
who died, whose whereabouts is unknown, or for whom an application 
was erroneously registered, the date on which the decision to 
dismiss the application is determined by the director of welfare 
or by the welfare board, whichever is earl ier • 

• 2 Exceptions from Normal Standards 

It is recognized that there will be exceptional cases where the proper 
processins of an application cannot validly be completed within the 
30-day period for AB or OAA or the 60-day period for DA, specified 
above. Where there is no immediate need for financial assistance and 
where substantially reliable evidence, either of eligibility or in­
eligibility, is still lacking at the end of the designated period, 
the application may be continued in pending status. In each such 
case, however, the CWB shall be prepared to demonstrate that the delay 
resulted from one of the following: 

a. circumstances wholly within the applicant's control; or 

b. a determination to afford to an applicant, whose proofs of 
eligibility have been inconclusive, further opportunity to 
develop additional evidence of eligibility before final action 
on his application; or 

c. an administrative or other emergency that could not reasonably 
have been avoided; or 

d. circumstances wholly outside the control of both the applicant 
and the CWB. 
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2103 • 

• 3 

Policy and Procedure on Prompt Dispo~itio~ (Cont'd} 

Not i fication 

When the complete processing of an application for AB or OAA is delayed 
beyond 30 days, or an application for DA is delayed beyond 60 days, 
written notification shall be sent to the applicant on or before the 
exp i ration of such period, such notification to contain i nformat i on as 
follows: 

a. If the reason for delay comes within the description of a. orb., 
above, the applicant shall be reminded that the CWB has been waiting 
for him to take certain action, or shall be informed that it is 
necessary for him to provide certain additional information, and 
that he should notify the CWB promptly whether or not he can furnish 
such additional information; and that unless the CWB hears from him 
within 30 days it will be assumed that he is no longer int erested 
in establishing eligibility for assistance and the application will 
therefore be denied. 

b. If the reason for delay comes within the description of c. or d., 
above, the applicant shall be informed of the reason for delay and 
the time within which he may expect · to receive either a notice of 
final action or further advice from the CWB. [See 2910., Agency 
Decisions.] 

.4 Agency Controls 

Each county director of ·welfare shall arrange operational procedures and 
establish appropriate operational controls within his staff organizat i cn 
to expedite the processing of applications and assure the maximum possi­
ble compliance with these standards. 

Contr ol r ecords on the exceptional cases shall disclose at any time the 
identity of all AB and OAA applications uhich have been in pending status 
for more than 30 days, and all DA applications pending for more than 60 
days, and the reasons therefor. Such r ecords shall be adequate to make 
possible the preparation of a report of such information at ~ny tim~ 
the.tit might be requested by the welfare board or the State Division. 

---- -- - --- - -----------
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2110. 

[ 

2111. 

INTAKE POLICY AND PROCEDURE 

"Intake" is an inclusive term applied to the county welfare board's 
activities in relation to r equests for information, financial assistance, 
medical assistance and social services. Certain standard procedures have 
been established in .brder to assure an orderly method for receiving, con­
sidering and disposing of all requests. 

Inquiries and Referrals 

The following procedures shall be observed in respect to 

.1 Requests for Information 

In response to simple requests for information in person, by letter or 
telephone, the CWB will :provide as appropr iate to the nature of the 
request: 

a. specific interpretation of CWB.proe;rams and functions, including a 
copy of t he information pamphlets for the program(s) in which in­
quirer is interested; 

b. general interpretation of assistance programs, statutory benefit 
pr ograms, and health::and welfare services · availabl~ from other 
public and private agencies and facilities, and hm-, to seek help 
from these sour ces; and · 

c. suggestions for other possible sources of information on the problem 
presented, 

Requests for information shall be considered and recorded as "inquiries." 

Official referral service to other agencies shall be ' limited to app l icants 
for or recipients of assistance, or to members of their immediate house­
hold. Informal referral service may be furnished to other persons who 
specifically request such service. [See 2800., Social Services, for re­
ferrals to specific agencies.]. 

.2 Inquiries About Financial Assi-stance 

a. From Individuals 

[ 
1) When an individual, or his authorized agent, inquires about 

financial assistance in person, he shall be given an opportuni ty 
to arrange for an interview. If the individual or his author ized 
agent so desires he shall be given an application form (PA-lG) 
to fill out at that time or at his convenience. 
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The introductory provisions of this sub-chapter apply in ADC . 

2111. 

The provisions of this section apply in ADC. 

[ The application form used in ADC is PA-lJ. 
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2111. Inquiries and Referrals (Cont 'd) 

.2 a. From Individuals (Cont'd) 

[ 

2) When the inquiry is by letter or telephone, an appointment, if 
requested, shall be ar ranged promptly. If the individual claims 
to be in immediate need of assistance, application shall be 
mailed. The appr opriate informational pamphlet shall be sent 
with any written r esponse to inquir ies by letter. If the appoint­
ment is not kept, or the application is not returned, within a 
minimum of 10 days, the CWB will make a r ecord of the inquiry 
a.nd need take no further action. 

3) When a per~on other than a prospective application, or his 
authorized agent, calls at the CWB office, telephones, or writes 
to inquir e about financial assistance on behalf of a specific 
individual, he shall be informed about the program(s) and pro­
vided the appropriate informational pamphlet. It shall be ex­
plained that regulations require direct communicat i on with the 
individual concerned regard ing his wish to apply. 

If the inquiry is by letter and gives incomplete information as 
to the identity of the individual, the letter in reply shall 
suggest that the prospective applicant be advised to communicat e 
with the office. 

A letter to the prospective applicant shall advise him that the 
crJB has been informed he may be interested in applying for . assis­
tance, and invite him to get in touch ·with CWB if he wishes an 
appointment in the office or in his home, if necessary or whether 
he wishes an application form sent to him. A copy of the appro­
priate information boo~let shall be enclosed. 

Such inquiries on behalf of an individual shall be recorded as 
inquiries unless and until there is a decision to make application 
for financial assistance. 

b. Referrals from Other Agencies 

[ 1) When the referral is from the Bureau of Local Operations for an 
individual expected to be re l eased from a public institution and 
is accompanied by an executed application form, case summary, 
and other data, it shall be registered within one working day 
after receipt. 
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2111. Inquiries and Referrals (Cont'd) 

.2 b. Referrals from Gther Agenc i es (Cont'd) 

2) Upon receipt of a referral from an agency or institution other 
[ than BLO, an appointment shall be arranged within five (5) 

working days for the client in the CWB office or in the place 
t-1here he is living, as appropriate to his situation. If immedi­
ate financial need is indicated an opportunity for application 
shall be arranged promptly. (See 2800. for referral procedures 
for specific agencies.) 

All referrals from such agencies and institutions shall be treated as 
"inquiries" unless and u::1.til an application has been made . 

• 3 Clearance 

2112. 

.1 

All inquiries and referrals shall be cleared ·with the master index and 
any previous information on file shall be made available to the worker. 

It will frequently be necessary or helpful to clear with other public 
or private agencies directly, ,;•1hen available information shows or indi­
cates the client is known to another agency. 

~plication Policy and Pro~~du~ 

Who Has Right to Apply 

There shall be recognition of the individual's right to file an applica­
tion and have his eligibility formally determined if that is his wish, 
even though the information immediately available indicates clearly that 
the individual is not eligible and this has been explained to him. 

a. The general principle shall be that any person 18 years of age or 
older who believes himself to be eligible has the right to apply 
for assistance for himself. 

b. Persons making an application must be residents of New Jersey at the 
time of application. (See 2221.1) 

c. An authorized aeent, as defined in 2101.3 and 2101.4 has the right 
to apply for another person who is in need. 

d. Persons who are mentally incompetent shall have applications filed 
on their behalf according to the provisions of 2114. 
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_ __ T.;._,h~Individual and Public Assistance 
The Application Prqcess - Intak~ 

Inquiries and Referrals (Con·t 'd) 

Application Policy and Procedure 

Who Has Right to Apply 

The following special provisions shall be observed in respect to ADC: 

a .. When an application is -made for ADC by a parent who ls under age 18 
( to be known as a ''parent-minor") there shall be an immediate eval ua­
t ion of the total home situation by · a service worker and the following 
actions taken in specific situations: 

1) When a parent-minor who is maintaining a separate home for the 
child (i.e., in o~m home or in the home of persons who would not 
qualify as parent-p.ersons) an application shall be accepted from 
such parent-minor. 

2) When a parent-minor and child are living in the home of 

a) one natural or adoptive parent (of the parent-minor), or 

b) both natural or adoptive parents, who are .themselves eligible 
for ADC, or 

c) relatives who qualify as parent-persons of the parent-minor, 

there shall be a discussion with the parent-minor and the adult(s) 
as to whether it is desirable to have the parent-minor apply or 
whether the adult par ent(s) should do so. 

3) When a parent-minor and child are living in the home of both 
natural or adoptive parents (of the parent-minor) and the parents 
are not eligible for ADC, then the application must be accepted 
from the parent-minor. This rule is made because in this situa­
tion the parent-minor, al though perhaps a ''needy child", is not 
a child "depr ived of parental support or care"; hence, the parents 
cannot apply for ADC for such par ent-minor. 

[See 2550. for Payee in ADC.] 

b. Applicable in ADC. 

t.·. Does not apply in ADC. 

d. Does not apply in ADC. 
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-

.1 e. Does not apply in ADC. 

[ 

f. Applicable only in respect to a parent who wishes to apply .for ADC 
in connection with a plan to establish a home for a dependent child 
upon leaving such institution. [See 2227. and 2223.] 

g. Applies in ADC. 

h. A parent who inquires about ADC and who appears to be individually 
eligible fo r OAA, DA or AB, may, by choice be included in the ADC 
application, He would have the same choice among these programs as 
any other individual. Such a parent is not precluded from applying 
f or ADC for the dependent child(ren) only • 

• 2 Where Application is Hade 

Applies in fJ)C. 
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The Individual and Public Assistance 
The Application Process - Intake 

~pplication Policy and Procedure (Cont'd) 

.1 a. 3) When a parent-minor and child are living in the home of both 

b. 

c. 

d. 

e. 

natural or adoptive parents (of the parent-minor) and the 
parents are not eligible for ADC, then the application must be 
accepted from the parent-minor. This rule is made because in 
this situation the parent-minor, although perhaps a "needy child", 
is not a child "deprived of parental support or care"; hence, the 
parents cannot apply for ADC for such parent-minor. 

[See 2550. for Payee in ADC.] 

Applicable in ADC 

Does not apply in ADC. 

Does not apply in ADC. 

Does not apply in ADC. 

f. Applicable only in respect to a parent who wishes to apply for ADC 
in connection with a plan to establish a home for a dependent child 
upon leaving such institution. [See 2227. and 2283.] 
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2112. Application Policy and Procedure (Cont'd) 

.1 Who Has Right to Apply (Cont'd) 

e. Needy individuals in eligible public or private medical institutions, 
or nonprofit or charitable homes, or an individual who plans to enter 
such an institution has the rizht to apply according to the provisions 
of 2250. 

f. Needy individuals in ineligible public or private institutions have 
the right to apply when assistance is necessary to complete a plan 
for the individual to leave the institution to live elsewhere. 

g. Persons who have been admitted to the United States as immigrants, 
displaced persons, or refugees have the right to apply in the same 
manner and subject to the same eligibility requirements as any other 
resident. (See ____ for information relative to problems of per-
sons in these categories.) 1/ 

h. A person under 65 who is believed to be blind (as defined in 22XX) 
uho has physical or mental disabilities in addit i on to blindness, may 
choose to apply initially for AB or DA. (See 2234.1) Similarly, a 
person over age 65 ·who is blind, may apply for OAA or AB. · 

• 2 Where Application is Hade 

Application for financial assistance is made during normal business hours 
to the welfare board of the county where the person is living at the time 
of application. However, in respect to persons living in public and pri­
vate medical, psychiatric or TB institutions and other Departmental in­
stitutions other than penal facilities, and nonprofit or charitable homes, 
who wish to make application for financial ass i stance, certain special 
pr ovisions are necessary. (Refer to 2226. and 2227.) 

TThen the application is being made as part of a plan for the person to 
leave those public TB, psychiatric or other Departmental institutions 
other than penal institutions with which BLO has a written agreement, the 
i.nterview will be arranged at the institution by the BLO. (See 2227 .2 d.) 

When the application is made as part .of a plan for the person to leave 
any other TB or mental institution to live elsewhere, the interview will 
be arranged at the institution by the CWB. 

1/ Until issued, see Bulletin #1 and 2980. (Cuban Refugees) 
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2113. 

The Individual and Public Assistance 
The APpl1ication ·Process ----=I;;:;:n;..::t.:::;a;.:;.k;:;,e. ____________ _ 

Application Policy and Pr6cedure : (Cont'd) 

Methods of Making Application 

Applicant ' has the following choices: 

a. He may phone or write in for. an application. Upon completion of the 
form, he may return it in person or by mail. 

b. He may come into the office of a CWB, receive an application to be 
completed and evaluated on the occasion of his visit, or he may take 
the application with him to complete later and return it in person 
or by mail. 

CWB shall have appropriate staff available to · answer any questions appli­
cants may raise about the program and to provide help when requested. 

Prel imina1:Y. Procedure by __ q,rn 

The county welfare board should · 

a. provide the individual an opportunity to identify his problem through 
mutual discussion; 

b. interpret in clear simple terms the eligibility requirements, the scope 
of the investigation including resources and the ability of relatives 
to support, the periodic review of eligibility, · and the assignmen·t of 
assets, the execution of the agreement to reimburse, etc., ' to enable 
-the individual to decide whether or not he wishes to make application, 
or. to defer his dee is ion; (When required by program) 

c. if he decides to make applicati,on, help with execution of Application 
Form; 

d. secure as much . factual ·data as -practical in relation to determination 
of eligibility;. 

e. determine if immediate financial assistance is required; and 

f. plan the next steps to be taken by the applicant and the CWB. 

The basic principle shall be that the individual shall make the decision 
whether or not to make application for assistance or to defer decision. 
(See 2112.1) 

It shall also be explained to the individual that he has the right to with• 
draw his application at any point before official determination of eligibil­
ity is completed by the CWB. 
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The Individual and Public As-sistang.e • . «...- ' 

The Application Process - Intake 

Application Policy and Procedure (Cont'd) 

Methods of ·Making Application 

Applies in ADC, 

2113. [ Preliminary _Procedure by CWB 

b. The assignment .of assets and exec.uti'on of an Agreement to Reimburse, 
PA-10, are .not applicable in ADC. However, as provided by law, when 
at time of application there is pending ~nt of funds arising from 
a claim or interest owned by such child, the CWB is aµthorized to 
secure a written Agreement to Repay, PA-10D. (See 2273. for policy.) 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 4Jl24 

Page Date 
6/7'2 

Replaces Page 
Dated 10/70 



Manual of Administration 
Division of Public Welfare ADC Insert 

2114. -2115.1 

Part II The Individual and Public Assistance 
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2114. When Application May be Accepted for Re~istration 

.1 

[ The general provisions of this item 2114. apply in ADC unless otherwise 
stated below. Applications may be processed two months in advance. 

a. Not applicable in ADC. 

b. Applicable in ADC. 

c. Applicable in ADC. 

d. Where a plan is being made for a parent to leave a!!X institution 
(ineligible or eligible) to establish a home for a dependent child, 
the application may be accepted and processed two months in advance 
provided such home will be established within 30 days of receipt of 
initial payment. [See 2283.] 

Note: Adults or children who leave institutions to become member s 
of an active ADC case are not themselves applicants. For instruc­
tions in these situations refer to ADC inserts 2227.2 through 
2227.4 b. 

e. Request , for assistance by a woman who is not receiving ADC and who 
is pregnant, provided she uill be otherwise eligible for ADC within 
t-oo months and an advance application is desirable in planning for 
the future. 

Procedures Following Decision to Make Application 

Execution of Forms 

a. Where both parents are in the home, both shall execute Application 
Form (PA-lJ), eJccept in the situation where one parent is physically 
or mentally unable to execute the form. 

b. Provision regarding Form PA-10 and assignment forms for life 
insurance not applicable in ADC. However, the principle stated 
shall apply in respect to any ADC application where an "agreement 
to repay" (PA-lOD) is required in accordance with 2273. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 11124 

Page Date 
6/72 

Replaces Page 
Dated 8/69 



Manual of Administration 
Division of Public Welfare 

2114.-2115.1 

Part II The Individual and Public Assistance 
2100 The Application Process - In_t_a_k_e ______________ _ 

2114. When Application May be Accepted for Registration 

Z115. 

[ .1 

[ 

As a general rule, application shall be accepted and processed as soon as 
an individual makes an affirmative decision to apply for financial assist-
ance. There are, ·however, instances t,:here at the time the person expresses 
a wish to apply, it is obvious that he cannot meet all eligibility re-quire­
ments until some future date. Such situations arise particularly in re's­
pe.et to: 

a. age requirement, 

b. residence requirement, 

c. available resources, 

d. discharge from an eligible institution. 

When such situations arise, application may be accepted and processed as 
long as tt-10 months in advance for AB and OAA, and three months in advance 
for DA. 

In respect to an applicant who has resources for his immediate need, the 
determination of eligibility should be completed well in advance of esti­
mated depletion of funds so that assistance will be avail~ble at the point 
it will be required. (For policy on Deferred Payment see 2514.) 

Proc~u~_!<:_llowing Decision to Make Application 

Execution of Forms 

a. Form PA-lG may be executed by the applicant himself or if requested 
with the assistance of a worker. If he is ·unable to read, the content 
of the forms including the data he has provided, shall be read to him 
before he signs them, and he shall be given duplicates of these forms 
for his own records. 

b. Other required record forms uill be completed by the worker insofar 
as practical.. An applicant for OAA or DA shall not be required to 
execute Form PA-10, Agreement to Reimburse, nor forms for assignment 
of life insurance (if any) as a prerequisite to filing his application 
if he wishes time to consult relatives or others, or if the CWB has 
established a procedure for execution of these forms following deter­
mination of eligibility. The applicant for OAA or DA must understand, 
however, that these forms must be executed prior to receipt of an 
assistance payment. If an individual receives assistance at the con­
clusion of the initial interview on the basis of immediate need, the 
appropriate forms must be executed at that time. 
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2115. 

.2 

Procedures Following Decision to Make Applica_tion (Cont 1d} 

Special Factors for Interpretation 

The following special factors shall be interpreted as the individual's 
situation may require: 

a. If the applicant is cur rently receiving GA, an application shall be 
taken and assistance granted at the expir ation of the current GA pay-

[ ment period if eligibility for a CWB program is demonst~ated or if the 
[ applicant is subsequently determined to be ineligible for a CWB program 

he shall be referred back to the Municipal Welfare Department. 

[ b. The applicant shall be given information about fixed family allowances 
which uill govern the amount of assistance he will receive if found 
eligible. This explanation shall .refer to: 

1) the nature and amount of .allowances; 

2} the principle that all income, including contributions from rela­
tives and available cash resources are taken into consideration; 

3) the principle of adjustin·g the aniount of payment as either require­
ments oi.- income change-; · 

4) the responsibility of applicant to r eport changes in his circum­
stances; and , 

5) the right and responsibility of the client to manage his assistance 
payment to meet his needs in the same manner as any other form of 
income. 

c. Every applicant -shall be given preliminary information about payment 
procedures covering: 

1) issuance of initial payment following deter mination of eligibility; 

2) issuance of subsequent payments by check in single cash amount for 
the month (or- other specified period) except for vendor payments 
(seed. below); 

3) date of issue of regular checks; and 

4) instructions for check endorsement. 
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2115. 

.2 

- ,... ' , .. 

Procedures Followi¥ Decision to Make Ap~lication (Cont'd) 

Special Factors for Interpretation 

a. Applicable in ADC. 

b. Applicable in ADC. 

c. Applicable in ADC. 

5) There shall also be interpretation and discussion as to ·whi.ch 
parent is to be designated '1>ayee" when both are present in thQ 
home. [See 2550.) 
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Part II The Individual and Public Assistance 
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2115. Procedures Following Decision to Make Application (Cont'd) 

.2 Special FaCtors for Interpretation (Cont'd) 

d. Applies in ADC. 

e. Applies in ADC. 

f. Applies in ADC. 
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Procedures -Following Decision to Make Application (Cont'd) 

Special Factors for Interpretation (Cont'd) 

d. The applicant shall be instructed how to obtain medical examination(s) 
required for determination of eligibiLity _(e.g., AB - blindness, 
ADC - incapacity, DA - permanent and total disability) at agency 
expense, and shall be assisted as necessary in arranging for such 
examination. 

General instructions 
shall also be given. 
tions for the payment 
first payment. 

on procedures for obtaining medical services 
It is recommended that simple written instruc­
procedure be sent with notice of approval and 

e. The provision for and policy governing funerals and burials shall be 
explained to the applicant. 

f. Every applicant shall have explained to him his right to Fair Hearing 
and his attention directed to the statements on the reverse of Appli­
cation Form PA-lG and in the appropriate information booklet. Every 
applicant shall be informed in writing at the time of the application: 

1) of his right to administrative review by the county welfare 
board; 

2) of his right to a Fair Hearing before the State Agency; 

3) of the method by which he may obtain such review and Fair 
Hearing; 

4) of his right to be represented by legal counsel or to be 
assisted by a relative, friend or other spokesman, or to 
represent himself at such administrative review and/or 
Fair Hearing; 

5) of his right, when his financial or medical assistance is 
to be suspended, reduced or terminated, to continuation of 
such assistance at an undiminished level when there exists 
an issue of fact or judgment affecting the basis of the 
decision to suspend, reduce, or terminate such assistance. 

Such information in writing shall be provided by delivering to the 
applicant, if he presents himself in person, or otherwise by mail, a 
copy of the "Statement of Policy and Procedures on Complaints, Fair 
Hearings and Judicial Appeals" (2900 Appendix VI), and a copy of the 
release entitled "Your Right to a Fair Hearing". Additionally, if the 
application is made in person, there shall be supplementary explana­
tion to him of the substance of the documents and their importance 
to him. 
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2115. 

.2 

Procedures Following Decision to Make Application (Cont'd) 

Special Factors for Interpretation (Cont'd) 

g. Every applicant shall be informed of the prov1.s1.ons of Title VI of 
the Civil Rights Act of 1964, and shall be provided with a copy of 
Form WD-lC, A Statement Concerning Nondiscrimination in Programs of 
Public Assistance and Welfare Services • 

• 3 Assignment of Pending Application for Completion of Eligibility 
Determination 

The method for routing an application through the registration process 
to the worker for completion of eligibi.l ity determination shall be 
established by the individual CWB to fit into its own operational pat­
tern. However, each CWB shall provide a method to assure assignment to 
a worker within three working days; and, establish a follow-up or tickler 
system for all applications which shall be checked on a weekly basis by 
the person(s) immediately responsible for supervision of staff. 

It will be necessary to identify those cases that have received assist­
ance at the time of application on the basis of immediate financial need. 
In order to obtain Federal matching final validation of such cases must 
be completed within a period of three months beginning with the month 
in which payment was started. 
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Procedures Following Decision to Make -' Application (Cont'd) 

Special Factors for Int~rpret~t{on (Cont'dJ 1 · 

g. Applies in ADC. 

h. Whenever application for ADC is made on behalf of a child who has 
been deserted by a natural or adoptive parent, it must be explained 
that the welfare board is required by law to report the facts to the 
County Prosecutor if assistance · i's granted; and further, ·that the 
decision as to what legal action, if any, is to be taken rests with 

.: the ·Pro·secufor~ - ·[See 228L·2 for _details of policy.]' ·· 

When appropriate to the situation, an applicant must also be informed 
about required procedures in respect to securing support from a parent 
who is absent from the home for reasons other than desertion. [See 
2281.2, Absence from Home; 2287, Child Born Out of Wedlock.] 

.3 Assignment of Pending Application for Completion of Eligibility 
Determination 

Applies in ADC. 
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2116. Applications for Mentally Incompetent Persons 

.1 Applicant Represented by ·Legal Guardian 

In ADC, a person who is under current adjudicatio_n of mental incompetency 
is not acceptable as a parent or parent person . 

• 2 Applicant Without Legal Guardian 

In ADC, in respect to an applicant parent or parent person, the provi­
sions of sub-itema. shall be observed. 
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The Individual and Public Assistance 
The Application Process - _I_n_t_a_k_e _____________ _ 

Applications for Mentally Incompetent Persons 

Applicant Represented by Legal Guardian 

When a prospective applicant has been adjudicated mentally incompetent, 
and is represented by a legal guardian, the CWB shall, upon proof of 
such appointment, recognize the guardian as full representative of the 
client for all purposes, including execution of an application form . 

. 2 Applicant Without Legal Guardian 

a. Any person who applies for assistance in his own behalf shall be 
presumed to be mentally competent unless there is professional 
diagnostic evidence to the contrary, or question regarding com­
petency because of certain observable and/or reported behavior 
or reactions such as: 

1) inability or substantial difficulty in giving simple 
identifying information such as the date (day, month, 
and year), .his correct name, address, names of members 
of his family, names of persons with whom he lives or 
has frequent association; (during the course of the 
interview reference should be made to these previously 
directed questions and the consistency of the response 
noted); 

2) inability to recall logically simple factual information 
about his economic status, his education, his employment 
history (if any), and his medical history; i.e., when did 
he become ill or incapacitated? was he hospitalized? 
where? what treatment did he receive?; 

3) insistence on relating irrelevant information which may 
be stated in extravagant, fantastic or bizarre terms; and 

4) bizarre habits or behavior as observed by the interviewer 
or reported by persons having intimate knowledge of the 
client through continuous or regular association with 
him. 
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2116. Applications for Mentally Incompetent Persons (Cont'd) 

.2 Applicant Without Legal Guardian (Cont'd) 

b. If, after considering the client's response according to the 
above criteria, there is reasonable doubt of his mental com­
petency, he shall· nevertheless execute an application form and 
affidavit if physically able and willing; if physically unable 
or unwilling to do so the form shall be completed by an authorized 
agent as provided in 2101.4. 

When the PA-lG is completed and executed by a person other than 
the applicant himself, it shall contain the signature of such 
other person and an explanation of the relationship or capacity 
in which he signs • 

. 3 Determination of Need for Care in Mental Institution. [See 2240.) 

.4 Competency in Respect to Disability Assistance Applicants with Mental 
Defect, Disease or Impairment.. [See 2234.3] 

.5 Methods of Payment to Incompetent Recipients. [See 2560.] 
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The Application Process - Intake 

Applications for Mentally Incompetent Persons (Cont'd) 

Applicant Without Legal Guardian (Cont'd) 

b. In ADC, in respect to an applicant parent or parent person, the 
provisions of sub-item b. shall be observed. 
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2117. Applications for Disability Assistance for Children Referred by 
Bureau of Children's Services · 

This section not pertinent to ADC. 
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2117. ~pplication for Disability Assistance for Children Referred by Bureau 
pf Children's Servj..ces 

Bureau of Children's Services will make direct referral to CWB of any 
child between the ages of 18 and 21 under Care or Guardianship who 
appears to be eligible for DA by reason of a physical or mental de­
fect, disease or impairment. Assistance shall be granted imme4iately 
for any child who has attained the age of 18 at the time of referral . 

. 1 General Referral 

If the child is able to go to the CHB office, ·a · BCS uorker will make an 
appointment for an application interview, The CWB shall confirm the 
appointment by written notice to the child and the normal application 
procedures shall apply . 

. 2 Physically Disabled Child 

If the child is too physically disabled to apply at CWB office, the BCS 
will request an appointment for an application interview in the home, and 
will arrange to be present during the interview. CWB shall send the 
child written notice of the appointment . 

. 3 Mentally Disabled Child 

If the child is mentally disabled, BCS will request appointment at the 
office or in the home as the circumstances require, and will arrange to 
be present during the interview to assist in filing the application and 
to supply information which the child may be unable to supply. 

For determination of eligibility see 2230. 

For me thods of payment to incompetent recipients see 2560. 
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2118. Registration Procedures and Record of Inquiries , 

.1 Application 

Official registration of an application consists of the following steps: 

a. Entry in application register under appropriate classification as 
new, reapplication, reopened application, or transfer in. 

b. Assignment of case control number (registration number) to a new 
application, or reassignment of previous number to a reapplication, 
or reopened application in the series designated for each program • 

. c. Preparation of appropriate Form PA-9, Registration Card, specified 
for each program. [See Ruling No. 4 for Instructions] 

So far as possible registration shall be completed on the same day that 
application for assistance is made. If the application is made outside 
the CWB office, registration shall be completed within three working 
days . 

. 2 Inquiries 

a. All inquiries, whether by interview, correspondence or telephone, 
which do not immediately result in a decision to apply for assist-­
ance, shall be recorded on an index card of the same size but dif­
ferent in color than .other cards in the master index for registered 

,•, applications. 

·b. The inquiry record shall contain the name and address (if available) 
of the person on whose behalf the inquiry was made, the name and 
address (if available) of the person making the inquiry, the date 
of the inquiry, and a brief summary of the nature of the request 
and what was done by CTTB in respect to the inquiry. If the infor­
mation obtained warrants a narrative report that cannot be given in 
full on the card, such a report shall be prepared. 

c. In a situation in which the inquiry may result in a decision to apply 
within a specified time limit, the record of inquiry shall be held 
in a follow-up file until determination is made that the individual 
concerned is or is not applying for assistance. 
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The Application Process - Int_a_k_e _____________ _ 

!{egistration Procedures and Record of Inquiries 

Application 

b. Applies in ADC. 

In ADC the registration number for a new application shall be the 
county designation letter, "C" for ADC, and the next open number; 
e.g., AC-360, BC-360, CC-360, etc. 

c. Preparation of Form PA-9, Registration Card . 

• 2 Inquiries 

The provisions of this item .2 apply in ADC. 
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2118. Registration Procedures and Record of Inquiries (Cont!d) 

2119. Reports to the Commission for the Blind and Visually Impaired under 
E_P.ecified Circumstances 

Applies in ADC. 
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2118. Registration Procedures and Record of Inquiries (Cont'd) 

.2 Inquiries (Cont'd) 

2119. 

a. If the inquiry results in an application, the record of inquiry 
shall immediately be made part of the official case r ecord relat­
ing to such application. 

e. If the inquiry does not result in an application, the index card 
shall be filed alphabetically in th~ master index with notation 
of all action to that point and -~r.o.ss reference to any narrative 
report or correspondence on file. 

f. Narrative repor ts and correspondence on inquiries shall be file~ 
appropriately. In the event of any subsequent inquiry or appli­
cation, earlier material shall be c-ollated with the reports and 
material relating to the · subsequent action. 

Reports to the Commission for the Blind and Visually Impaired under 
Specified Circumstances 

By Law, the CWB is required to report to the Commission for the Blind 
and Visually Impaired every individual coming to its attention who is 
known to be, or who is believed likely to become, legally blind. There­
fore, when such individuals are identified during the application inter­
view for any program, the pertinent - iti~d~mation shall be registered with 
the Commission for the Blind and Vi"sually Impaired in the prescribed 
form. 
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PROCESS OF ESTABLISHING ELIGIBILITY 

The process of establishing eligibility, starting with the initial inter­
view, involves the collection, verification, analysis and appraisal of 
information pertinent to the client's particular situation. Establishing 
eligibility means, in addition to determining such technical factors as 
age and residence, consideration of the client's total situation, his physi­
cal, emotional and social needs as well as his economic need, and how these 
can best be met. 

The investigation will normally require a visit to the home, contacts with 
relatives and other persons ~r agencies; examination of various records 
and correspondence • 

• 1 Policy on Home Visit 

2121. 

2122. 

A visit to the client's home .(the place where he customarily lives regard­
less of the type of arrangement) is an essential element in developing an 
understanding of the client in relation to his particular needs and prob­
lems. 

It is recognized, however, that in certain ' siniple situations it may be pos­
sible to establish eligibility through offic,e interviews and collateral 
investigation. In such cases, the granting :- of assistance should not be 
delayed merely to accomplish a home visit. 

Whenever possible, a home visit shall pe made before a second check is 
issued. In no event, however, shall . more than 30 days elapse after the 
first payment before a home visit is made. 

Planning Completion of Eligibility Determination 

The caseworker's first step upon assignment of an application is to review 
all recorded data to observe what kind of a person client is, what addi­
tional facts are needed, the most efficient methods to obtain the informa­
tion, whether special problems exist and how urgent they are, and whether 
an appointment was made for a home visit or worker is to send an appoint­
ment notice. Systematic planning of the investigation will save time and 
effort and assure prompt service to the applicant. 

The Home Visit 

A home interview with the applicant is an important step in the develop­
ment of a satisfactory relationship with the client and other members of 
his household. The caseworker learns with experience to judge quickly 
the best method for putting client and family at ease so that there may be 
a satisfactory exchange of accurate information. 
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2122. ·The Home Visit (Con~d.) 

2123. Collateral Investigation 

The provisions of this section apply in ADC. 
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2123. Collateral Investigation (Contd.) 

Intentionally Deleted 
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2123. Collateral Investigation (Contd.) 

Selection and Method 

In planning the use of collateral sources of information, the selection 
should be in terms of their value to the client and the CW13 in each case, 
and should not be made routinely. The client 'Will usual.ly be a ble to 
help select the most likely sources of information about himself. 

The number of contacts required will depend upon the reliabilit y of the 
information when obtained, the reliability of the informant, and the com­
pleteness and authenticity of the records consulted4 

The method of contact, personal interview, telephone or correspondence 
(letter or standard form) will depend on the nature and purpose of the 
information sought. 

a. Documents and Public Records 

Judgment should be exercised in respect to checking or requesting 
information from such public records as vital statistics, court 
records, county property records (deeds and mortgages) and from 
financial institutions such as banks, postal savings, etc o Routine 
checking of all cases is time consuming, would unnecessarily delczy­
eligibility determination for many cases, and add to administrative 
costs. For instance, unless there is good reason to believe t he 
applicant once owned or had an interest in real property, it should 
not be necessary to check the county records; or, if the applic ant 
has a piece of evidence showing him to be of eligible age and such 
evidence appears to be acceptable proof, it would be wastful of time 
and eff ort to request proof from vital statistics records merely to 
build up further proof in the record. 

It i s usually desirable to obtain data from these sources in written 
form$ However , where permission can be secured for inspection of 
records by Cir.TB personnel the practice is acceptable and is often 
quicker and simpler. 

b. Individuals and Agencies 

Persons who know the client, or who have knowledge of his si tuation, 
should not be consulted unless it is believed they can provide in­
formation which is necessary to establish eligibility or helpful to 
a better understanding of the client and his needs. 
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When practical, it is generally more satisfactory to interview indivi­
duals, particularly if their relationship with the client has been on 
a personal basis; but again, judgment must be used since some indivi­
duals will not wish to give the time for a personal interview, or the 
data desired is simple and a telephone call is satisfactory and 
quicker. 

In respect to securing information from the staff and records of 
another agency, the same judgment should be exercised as to when and 
how to contact. Of course, any specific procedures agreed to by CWB 
and other community agencies, or provided for in State Bureau regula­
tions should be observed. 

[Refer to 2800_ for co.ntaot with✓ speeifi_o agencies.] 

.4 Confidentiality and Collateral Investigation 

212L,.. 

Whether the collateral contact is made in person, by telephone, or corres­
pondence, the information provided must be in sufficient detail to assure 
that the individual receiving the request understands what the CWB wants 
and to elicit interest and cooperation. However, the information given 
should be limited to relevant material and should never extend to dis­
cussion of social or economic aspects of the client's situation which are 
not essential to accomplish the purpose of the contact. 

A like respect for confidentiality is accorded any information supplied 
by the c£llateral source. [See 2930 for policy on Safeguarding Infor­
mation.]-

Assistance Plan and Recording 

When the necessary collateral investigation is complete the worker makes 
a final evaluation of the data obtained. It is important to select and 
weigh the facts carefully to assure that all eligibility factors have 
been adequately verified to establish that the applicant is or is not 
eligible. Hearsay evidence and personal opinions of individuals should 
be weighed but discounted if not consistent with verified information. 

1 Until issued see Ruling No. 20 
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Assistance Plan and Recording 

The provisions of this section apply in A.DC. 

In addition, in any situation where both parents are in the home, the 
assistance plan must include the decision as to which parent is to be 
designated "payee", and such decision shall be specifically recorded. 
[See 2550.] 
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Assistance Plan and Recording (Contd.) 

Recommendation for Agency Decision 

The provisions of this section apply in ADC. 

d. In ADC, the parent to be designated "payee," when appropriate to 
the si.t-uation. 

Supervisory Review and Approval 

The provisions of this section apply in ADC. 
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Assistance Plan and Record~ (Cont'd.) 

In developing the assistance plan, the worker c·onsiders all basic 
requirements and all special circUL1Sta11ce requirements necessary on a 
recurring basis, as well as those which · are to be ,allowed as the need 
occurs. This planning also includes evaluation of available and 
potential resources and the effect on immediate eligibility to receive 
an assistance payment, as well as on the amount of payment, for an 
approved application. [See 2300., Determination of Need, and Categorical 
Assistance Budget Manual.] · 

All facts pertaining to eligibility are recorded on required case record 
forms or in the narrative report as appropriate. [See 2700.J This 
includes preparation of the PA-3A, Budgetary Statem~nt, and a summary 
statement of the assistance plan in respect to referral to other 
community resources, steps to resolve certain problems with applicant 
and his family, and follow-up on potential resources as appropriate to 
the individual situation. 

Recommendation for Agency Decision 

The '.:caseworker is initially responsib:I.e for the recommendation as to 
uhether the application should be approved or. denj..ed. If the recom­
mendation is for approval, the recommendation includes: 

a. the amount of assistance to be granted in the initial payment for 
a full or partial month and the p~riod it covers; I= b. the amount of the regular payment; and 

2126. 

c. if initial payment is to be deferred, the date on which client uill 
be eligible to receive payment. [See 2514.J 

The caseworker signs the PA-3A or initials a typescript signature. 

Supervisory Revie·w and Approval 

It is recognized -that in some instances the caseworker will wish to con­
sult supervisory personnel prior to arriving at the .assistance plan and 
recommendation. A 110rker should be expected to complete the investiga­
tion and formulate the assistance plan in the average case prior to 
supervisory revieu. 
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.1 

Supervisory Review and Approval (Cont'd) 

Every application, reapplication or reopened application shall be re­
viewed by a supervisory staff member prior to disposition, but the 
detail in which it is reviewed may vary according to the nature of the 
case and the supervisor's knowledge of the caseworker's competence. 

Any difference of opinion between caseworker and supervisor should be 
resolved by a conference, and, if necessary, the issue should be re­
ferred to a higher administrative level for disposition. 

All records of application shall be approved in writing by the super­
visor following review, either by signature or initialed typescript 
signature. 

Disposition of Application 

Action by Executive Authority 

It is the intent of State law and policy that the normal method for dis­
posing of applications reconnnended for approval, shall be by the author­
ity vested in the director of welfare · to make decisions on eligibility 
and to issue initial payment. The director has the same authority to 
make case decisions· other than approvals. 

The Director may delegate such authority to any staff member or mem­
bers as he may determine. He shall exercise this right of delegation 
in such a way as to assure the availability at all times of some 

! staff member possessing the requisite authority to make decisions 
jand to issue payments of assistance when required. Local determina­
tions of such delegation shall be evidenced in writihg • 

• 2 Action by Welfare Boar4 

The only applications which may be held for the welfare board for ini­
tial action are those where immediate need is !lQ.t indicated and which 
require special review of the facts or of certain problems . affecting 
eligibility, for interpretation of policy, etc. 

[See 2510., Initial Payments.] 
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2127e Disposition of Application 

The provisions of this section apply in ADC. 
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2128. Notice of Agency Decision 

The provisions of this section apply in ADC. 
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2128. Notice of Agency Decision 

Each applicant shall receive prompt written notice of every agency deci­
sion which relates to his eligibility, except, of course, an individual 
who has died or who cannot be located. 

Designation of personnel responsible for preparation of decision notices 
shall be at the discretion of the agency. However, it shall be the 
primary responsibility of the caseworker to see that prompt appropriate 
notice is sent. It shall be the responsibility of supervisory personnel 
to see that not only do all notices include the minimum content and 
enclosures required by State policy, but also sufficient explanatory 
detail to assure the client's understanding of the basis for the agency's 
decision. 

[See 2910, Notice of Agency Decisions.] 
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