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TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Assistance to Families 
of the Working Poor, Manual of Administration. Staff copies are being 
forwarded under separate cover. 
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Explanation 

Su_pexs#ed Pages 

3000, -3010. 
3100. -3110.5 

The definition of eligibility has been revised, deleting the phrase 
"ceremonially married" in compliance with an opinion of the Supreme 
Court of the United States. 

Instructions 

Remove superseded pages and replace with attached pages as listed a.bove. 
This material is effective immediately. 
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ASSISTANCE TO FAMILIES OF THE WORKING POOR 
MANUAL OF ADMINISTRATION 

TRANSHITTAL LETTER 1/4 

December 1, 1971 

TO COUNTY WELFARE BOARDS 

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

~ttached Page 12/71 Superseded Page 11/71 

3200 Appendix II 3200 Appendix II 

Explanation 

3200 Appendix II (Chart for Use of County Welfare Boards in Determining 
Eligibility for Potential Federal Hatching) - has been revised 
to correct and clarify the form issued by Tr ansmittal Letter #3, 
dated November 15, 1971. 

This form is to be reproduced by the County TTelfare Board. 

Instructions 

Remove superseded page and replace with page as listed above. 

This material is effective immediately. 
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ASSISTANCE TO FAMILIES OF THE WOR~ING POOR 
MANUAL OF ADMINISTRATION 

TRANSMITTAL LETTER 412 

October 5} 1971 

TO COUNTY WELFARE BOARDS 

Attached is one copy of revised material for the Assistance to Families of the 
Hork ins Poor 11anual of Administration. Staff copies a1·e being forwarded under 
separate cover. 

Attached Page 10/71 Superseded Page 

3250.l 3250.1 7/71 

Explanation 

3250.1 d. - changes the definition of the term "unemployed" in conformity with 
change in criteria for claiming any Federal matching that CTay be 
available. 

Instructions 

Remove superseded page and replace uith paee as listed above. 

This CTaterial is effective immediately. 

IJE :l'1GK 
Attachment 

Very truly yours, 
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Irvink 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 

ASSISTANCE TO FAMILIES OF THE WORKmG POOR 
MANUAL OF ADMINISTRATION 

TRANSMITTAL LETTER #3 

November 15, 1971 

TO COUNTY WELFARE BOARDS 

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

Attached Page 11/71 

3200 Appendix II 

Explanation 

Superseded Page 7/71 

3200 Appendix II 

3200 Appendix II (Chart for Use of County Welfare Boards in Determining 
Eligibility for Potential Federal Matching) - revisions have 
been made in conformity with Transmittal Letter #2 issued 
October 5, 1971. 

Instructions 

Remove superseded page and replace with page as listed above. 

This material is effective immediately. 
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Very truly yours, 
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Irving J. Engelman, Director 
Division of Public Welfare 
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L 

___ Introduction_-__________________________ _ 

INTRODUCTION 

PURPOSE AND INTENT OF THE PROGRAJ.'1 .. 

The program of Assistance ' to the Familfes of the Working Poor provides 
financial assistance and ' other eervices under specified elig~bility 
provisions to New Jersey families 'with children in whj.ch both parents 
are present in the home ancf are the natural or adoptive_ parents of such 
children but ·where there is inadequate income or resources for the 
support of the family. 

Such families are e!ititled to receive the benefits available under the 
"New Jersey Medical Assistance and Health Services Act" and shall be 
afforded the opportunity to make application for such services uithout 
receivin3 a money payment under the AFWP program. 

New Jersey Department of - · Transmit'tal ., 'Page Date Replaces Page 
Institutions and Agencies Letter #5 7/73 Dated 7/71 
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Part III 
3000 Introduction 

3020. INFORMATION ON THE MANUAL 

3021. prr,anization as a Separate Manual 

3020 ... 3021. 

This Hanual has been developed as a statement of policy and procedure 
separate from all other assistance proe;rams and applicable only to AFWP. 
So far as possible, the outline for this Hanual has been -made· consistent 
with the organization of Part II, Manual of Administration for the other 
public assistance programs and the same instructions for ' use and mainten-
ance will be applicable. , 

New Jersey D_epartment of 
Institutions and Agencies 

Transmitt:21 
Letter #1 
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3000 Introduction 

3030. ADMINISTRATIVE ORGANIZATION 

3031. 

This program shall be administered by all of the county welfare boards 
of the State of New Jersey under the direction of the Comr.iissioner of 
Department of Institutions and Agencies through the State•: Division of 
Public Welfare. 

Basic Principles of Admini•tration 

The following principles of administration are inherent in the fundamental 
concept that assist·ance shall . be administered in accordance with standards 
and methods designed to strengthen self-respect, and to facilitate the 
attainment of the maximum degree of socio-economic independence of which 
the family is capable • 

• 1 Op-portunity to Ha!ce Application 

.,. Any parents believing thenselves and their children elieible shall be 
assured an opportunity to make application (includes reapplication) for 
financial assistance and other services provided through the program of 

··Assistance .to the Fanilies of the ~1or1~ing Poor • 

• 2 Applicants or Recipients - Primary Source of Information 

The applicants or recipients a=e the prioary source of information. How­
ever, it is the responsibility of the agency to mal~e the determination of 
eligibility and to use secondary sources when necessary, with the appli~ 
cants' knowledge and consent. · . 

• 3 No Duplication of Assistance 

No family or member thereof for whora financial assistance is being paid 
shall receive, during the sar.ie period, any othe:: financial assistance 
from the State or any political subdivision thereof liith respect to any 
maintenance requirements or other allowances for uhich allowance is made 
in th~. AFWP prograr.1 • 

• 4 Adherence to Lal, and Adrainist1:ctive Policy 

There shall be strict adherence to law and complete conformity with ad­
ministrative policies. Requ~rements other than those established by law 
or regulation established by the Department of Institutions and Agencies 
or pursuant thereto shall not be imposed on any person as a condition of 
receiving assistance. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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3031. Basic Princioles of Administration (Cont'd) 

.5 Appeal 

a. Appeal to the Department from a Decision of CWB 

The applicants or recipients shall have the right to request appeal 
on the action or inaction of the .agency whenever they believe that 
they have not been given full consideration under the law. A fair 
hearing shall be conducted by an impartial official of the Department 
of Institutions and Agencies in ac~ordance with prescribed procedures 
when · ·• .. ,· ; · 

1) an application for assistance is denied; 

2) an application for assistance is not acted upon by the county 
welfare board receiving such application within 30 days of receipt; 

3) a erant of assistance is terminated; 

4) when a dispute between· a recipient of assistance and a county 
uelfare board as to correctness of the amount of assistance 
granted has been resolved by the county welfare board against 
the recipient. 

b. Fair Hearings Related to Services 

The applicants or recipients shall have. the rieht ' to request a fair 
hearin3 of the Division of Public Welfare, Department of Institutions 
and A~encies on the action or inaction of the agency in respect to 
services • 

• 6 Confidential Nature of Information 

Information about the applicants and recipients and their circumstances 
shall not be disclosed eJccept as required for the proper and efficient 
administration of the program. 

New Jersey Department o·f 
Institutions and Agencies 

Transmi ttal 
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3100. 

3110. 

.1 

THE APPLICATION PROCESS 

DEFINITIONS 

Application PrO'ces·s 

The application process includes all activity perfoTmed by the Income 
Uaintenance Section relating to a request for financial assistance. 

The application process is primarily geared toward the ,determinat i on of 
basic eligibility and the amount of f : nancial -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 Applicants 

[ a. In AFWP "applicant" means both natural or· adoptive parents who s1-gn 
an application (PA-11) for financial assistance. 

b.:· Sit1ce the -term "applicant" ,m~ans both parents both ·shall be required 
to e].:ecute the formal uritten application (PA-11) . unless one such 
parent is not immediately available to sign the application for 

, reasons · beyond the family's · control. The non-signatory parent shall 
_be required to ~nnex his properly attested signature as promptly as 
he is available for such ptitpose • 

• 3 Recipient 

''Recipient" means •·each member of -the ·family unit who has been found 
eligible for a payment of assistance • 

• 4 Child 

• 5 

The term "child" shall be understood to ·refe·r to one or more eligible 
children • 

Parent 

[ The term ''parent" is used to refer to two adults of the opposite sex 
who have at least one eli3ible child under the age of 18 resid'ing with 
them. Such child shall be the natura.1 child of both parents or the 
natural child of orie and adopted by· the other, or a child adopted by 
both. 

Ne;1-Je_r.sey -Dep_a_r_t~~ie~t ·of. --·---~ -.. ---. . Ti~n~mi.tt-al~ -. -- ._ .. Page~D-~:ite· .-. - ·-·Rep1a·ces· P-a-ge--
Institutions and Agencies Letter 1fo5 7 /73 · Dated 7 /71 
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PART III 
3100 The Application Process 

3110. DEFINITIONS (Cont'd) 

.6 Eligible Unit 

For a definition of those individuals who are eligible to have their 
needs included in the assistance grant, see Financial Assistance Manual. 

• 7 Payee· 

The payee shall be the parent(s) designated in Application Form (PA··lL) 
to receive assistance payments on behalf of the eligible members • 

• 8 Assistance Payment 

An assistance payment is the money amount authorized by CWB to or in be­
half of the eligible family • 

• 9 Terms Used to Classify "Application"· 

a. A new application is a written request for assistance, from parents 
who have never previously requested assistance in any county in the 
State, under this program. 

b. A reapplication is a written request for assistance by parents whose 
previous application was reject~d in ·any countx in the State and who 
request reconsideration of thoir current eligibility under this pro­
gram. 

c. A reopened application is a written request by a former recipient 
in any county in the State for reconside·ratfon of their current eli­
gibility for this program. 

a. A transfer application is a written request for assistance by parents 
who at the time of registration are still receiving as~istance from 
the welfare board of another county from which ·they had moved. 

e. Pending application is the general term for application, reapplica ­
tion reopened application, or transfer application prior to official 
disposition • 

• 10· Registration 

Registration is the action of the CWB in assigning a control number to 
an application. 

New Jers~y 'lepartment of 
Institutions and Agencies · 

Transmittal 
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3110. DEFINITIONS (Cont'd) 

.11 Disposition of Application 

The disposition of an application . is the offfoial determination by the 
CWB that one of the following actions is appropriate: . 

a. Approved means that- -the applicants have been determined to be eligi­
ble for assistance·. 

b. Rejected is an inclusive term (for statistical purposes) for the 
following actions: 

1) Denied means that the applicants have been dete~in~d to be in­
eligible for assistance for a specific reason. 

' •• 1· • 

. ' , . . . 

2) Dismissed means official recognition that eligibility need not 
be considered further because: 

.a) .an applicant died or the applicants moved to another juris­
diction within New Jersey during the application process; or 

b) the applicants cannot be loc.ated; or· 

c) the application was registered in error. 

3) .Withdrawn means that the applicants decide not to pursue their 
-, application further. 

New Je.r::sey . Depar1;:ment of 
Institutions and Agencies 

Transmittal 
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3120. RESPONSIBILITIES AND CONTROLS 

3121. Responsibilities in the Application Process 

.1 Responsibilities .of State Division 

The State D_iyision of Public Welfare under the gen~~al policies estab­
lished by the State Board of Control and the Commissioner of the Depart­
ment of Institutions and Agencies shall establish policy and procedure on 
the applic-ation pr,ocesa and supervise the operation. of _and compliance with 
the policy and procedure so established • 

• 2 . Responsibil_ities of the County: Welfare Board · 

The county welfare board has the responsibility in the application pro­
cess to: 

a. inform the applicants about the purpose and eligibility requirements 
of the prog-ram. and inform· them of their rights and responsibilities 
under its provisions; . : 

b. receive applications; . 

c . assist the applicants ,_ in -exploring their eJ..i.gibility for assistance; 

. d. make known to the applic<;lnt,s the appropriate . resources and services 
both within the agency and the community, and, if necessary, assist 
in their use; 

e. assure the prompt notification and issuance of payments to eligible 
persons and prompt notification to ineligible persons • 

• 3 Responsibilities of the Applicants 

As a participant in the application process, the applicants have the 
responsibility to: 

a. complete, with assistance from the CWB if needed, any forms required 
by the C'WB as a part of the application process; 

b. assist the CWB in securing evidence that corroborates their state­
ments; 

c. report promptly any change affecting their circumstances; and 

d . assume all assistance received as a debt to the State of New Jersey. 

New Jersey Department of · 
Institutions and Agencies 

Transmittal 
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Part III 
3 ;LOO The Application Pro.cess 

3122. Policy and Procedure on Prompt Disposition_ 

.1 Normal Standards of Reasonable Promptness 

·a. The maximum period of time normally essential·. to process an appli­
cation is thirty -days-. 

b. If there is immediate need and eligibility is established1 assistance 
shall be granted not later than the next working day. 

c. "Date of effective disposition", based upon either administrative or 
Board action means: 

1) in . the case of an approved application, the date on which first 
payment is issued to the -applicants; 

2) in the case of a denied application, the date on which written 
notification informing the applicant of his lack of eligibility 
and the reasons theref.or is sent to him; 

3) . 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 

4) in the case of a dismissed application, the date on which written 
notification informing the applicant of the dismissal and the 
reasons therefor is sent to him • 

• 2 Exceptions from Normal Standards 

It is recognized that there will be exceptional cases where the proper 
processing of an application cannot be completed within the 3O-day period. 
Where substantially reliable evidence, of eligibility, is still lacking at 
the end of the designated period, the application may be continued in 
pending status. In each such case, the CWB shall be prepared to demon­
strate that the delay resulted from one of the following: 

a. circumstances wholly within the applicants' control; or 

b. a determination to afford to applicants whose proofs of eligibility 
have been inconclusive, a 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 applicants and 
the CWB· • .. 

New Jersey Department of 
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Part III 
3100 

3122 • 

• 3 

The -. Ap,elication Process 

Policy and Procedure on Prompt :Dispo§i'tion (Cont'd) 

Notification 

When the complete processing · of an application is delayed peyond 30 days, 
written notification shall be sent to the applicant on or .before the ex~­
piration of such period, setting forth the specific reasons for the de­
lay. -· 

.4 Agency Controls 

Each county director of welfare shall arrange operational procedures and 
establish appropriate operational controls within his staff organization 
to expedite the processing of applications and assure the maximum possi­
ble compliance with these standards. 

Control records on the·· exceptional cases shall -disclbse at any time the 
identity of all applications -which have ·. been in_ pending status for more 
than 30 days, and · the reasons therefor. Such records shall be adequate 
to make possible the preparation of a report of such information at any 
time it might be requested by the welfare .board or the State Division. 

New Jersey Department of 
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PART III 
3100 The Application Process 

3130. INTAKE POLICY AND PROCEDURE 

"Intake" is an inclusive tenn applied to the county welfare board's ac­
tivities in relation to requests for information, financial assistance 
and service • 

• 1 Inquiries about Financial Assistance 

When a parent inquires about financial assistance in person, he shall be 
given an opportunity to arrange for an interview. If such parent claims 
to be in immediate need of assistance he . shall be given an Application 
Form (PA- lL) to fill out at that time. 

When the inquiry is by letter or telephone, an appointment, if requested, 
shall be arranged promptly. If the appointment for the interview is not 
kept, or the application not returned v the C"v'JB will mal .... e a record of the 
inquiry and need to take no further action. 

When a person other than a prospective applicant inquires about financial 
assistance on behalf of a ~specific individual 1 he shall be informed about 
the program(s) and provided the appropriate informational pamphlet. 

Such inquiries on behalf-of an individual shall be recorded as inquiries 
unless and until there is an interview which results in a decision to 
make application for financial assistance • 

• 2 Clearance 

3131 • 

All inquiries and referrals shall be cleared with the master index 
and any previous informatio.n on file shall be made available to the 
worker for the initial interview. 

Application Policy and Procedure -: . 

. 1 Where Application is Made. 

Application for financial assistance is made during normal business hours 
at the welfare board of the county where the family is living at the time 
of application. 
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3131. Application Policy and Procedure (Cont'd) 

• 2 Factors for Inte·rpretation 

There are certain factors to be interpreted as the family situation may 
require. These include: 

a. Referral to General Assistance of those family members who are not 
·eligible under · any 'CWB program. 

b. Preliminary information concerning policy which will govern the amount 
of assistance they will receive if found eligible. These include but 
are not limited 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 princiJ?le of · adjusting the amount -of· payment as ·either re­
quirements ot income change; · 

4) the res~onsibility of applicant to report changes in his circum­
stances; and 

5) the right and responsibility of the applicant to manage his as­
sistance payment to meet his needs in the same manner·· a~f · any other 
fonn of income • 

6) payment procedures covering: 

a) issuance of initial payment following determination of eli-· 
gibility; 

b) issuance of subsequent paymen.ts· by checl: in•: -sing'l;.e cash amount 
for the month (or other specified period) except for vendor 
payr:tents; 

c) date of issue of regular checks; 

a) instructions for check endorsements. 

c. Explanation of the Appeal Proceedings 

a. E;:planation of the provisions of Title VI of the Civil Rights Act of 
19G4 and provision of a copy of Form WD-lC, A Statement Concerning 
Nondiscrimination in Programs of Public Assistance and We_lfare Ser­
vices. 
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3132. 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 ap­
plication, or reassignment of previous number to a reapplication or 
reopened application; 

c. preparation of appropriate Form PA-9, Registratiqn Care. 

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 worlcing 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. 

b. The inquiry record shall contain the name and address (if available) 
of the family 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 CWB in respect to the inquiry. If the information 
obtained warrants a narrative report, 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. 

a. If the inquiry results in an application, the record in inquiry shall 
i mmediately be made part of the official case record relating to such 
application. 

e. Narrative reports and correspondence on inquiries shall be filed ap­
propriately. In the event of any subsequent inquiry or application, 
earlier material shall be collated with the reports and material re­
lating to the subsequent action. 
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3133. Re9orts to the Commission for the Blind and Visually Impaired under 
Specified Circumstances 

3134. 

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 k nown 
to be , or who is believed li1::ely to become, pennanently blind. The per­
tinent infonnation shall be registered with the Commiss i on for the Blind 
and Visually Impaired in the prescribed form. 

Assignment of Pending Application · for Completion of Eligibility Deter­
minat i on 

Each CWB shall provide a method to assure assignment of pending applica­
tion to a wor.-:er within three worJ:: ing daysr and, estab.lish a follow~up 
tickler system. 
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3140. PROCESS OF ESTABLISHING ELIGIBILITY 

314L. 

.1 

The pro.cess of establishing eligibility involves the review of the ap­
plication for completeness, consistency, and reasonableness. A home 
visit is not required. 

Collateral Investigation 

Definition 

"Collateral investigation·" shall refer to contacts with individuals 
other than members of applicant's immediate household made with the 
knowledge and assent of the applicants . 

• 2 General Policy 

3142. 

3143. 

The primary purpose of collateral contacts is to verify or supplement 
or clarify discrepancies regarding essential information supplied by 
the applicant. 

The applicants will usually be able to help select the most likely sourc­
es of information about themselves. If they are unwilling to have the 
necessary inquiries made and: are unwilling to secure the required infor­
mation from such sources themselves, then it shall be explained that CWB 
will be unable to grant assistance. 

Case Recording 

All pertinent information relating to the eligible f amily shall be re­
corded. 

Recommendation for Agency Decision 

The income maintenance (IM) worker is initially responsib le for the rec­
ommendation for approval or denial. If the recommendation is for approv­
al, the recommendation shall include: 

a. The amount of assistance to be granted in the initial payment for a 
full or partial month and the period it covers; 

b. the amount of the regular payment; and 

c. if initial payment is to be deferred, the date on which client will 
be eligible to receive payment. 

The IM woncer signs the PA-3A or initials a typescript signature. 
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3144 .. Supervisory Review and Approval 

3145. 

.1 

In most cases an IM worker ·will complete the investigation and formulate 
the assistance plan. 

All assistance plans shall be reviewed by a supervisory staff member prior 
to final disposition. 

Any difference of opinion between woncer and supervisor should be resolved 
by a conference, and, if necessary; the issue should be referred to a 
higher administrative level for disposition. 

All records of application shall be approved in writin<J by the supervisor 
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 recommended for app:r:oval, shall be by the authority 
vested in the director of welfare to make decisions on eligibility and to 
issue initial payment ·. The director has the · sam~ authority to make case 
decisions other than approvals. 

The director may delegate such authority to any staff member or members as 
he may determine. He shall exercise this right of delegation in such a 
way as to assure the availubility at all times of some staff member pos­
sessing the requisite authority to make decisions and to issue payments of 
assistance when required. Local determinations of such delegation shall 
be evidenced in writing • 

• 2 Action b y Welfare Board 

Applications which may be held for the welfare board are: 

a. those where immediate need is not indicated; and 

t. if the director believes that there is valid cause to question the 
available evidence on any point of eligibility, or because the case 
presents a special problem. If so held , the application shall be 
identified in the narrative portion of the Minutes ; and in each in­
stance shall include a brief statement of the question or special 
problem involved and the decision of the Board. ·csee Ruling No. 22 ., 
item 5 a.) 
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3146. Notice of Agency Decision 

]146. 

Designation of personnel responsible for preparation of decision notices 
shall be at the discretion of the agency. (See 3811. for procedure.) 
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3200. 

Eligibility Factors 

ELIGIBILITY FACTORS 

Eligibility must be established in relation to each legal requirement 
to provide a valid basis for granting or denying assistance. 

The applicant's statements regarding his eligibility, as set forth in 
the application form, are evidence. The statements must be consistent 
and meet prudent tests of credibility. Incomplete or questionable 
statements shall be supplemented and substantiated by corroborative 
evidence from other pertinent sources either documentary or non-docu­
mentary. 

a. Documentary sources of evidence present factual information recorded 
at some previous date by a disinterested party and filed as part of 
a record. Exa~ples: certificates, legal papers, insurance policies, 
licenses, bills, receipts, notices of RSDI benefits, etc. 

b. Non-documentary sources of evidence are factual oral statements 
which appear to be reliable by individuals based on their observa­
tion and personal knowledge of the applicant's circumstances. 
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3210. 

.1 

Eligibility Factors 

AGE 

Requirement~ 

a. Children must be under the age of 18. 

b. The applicant parents must be under 65 years of ·age to be included 
i n the assi~tance grant . 

• 2 Evidence of Age 

The applicant may be requested to present one acceptable proof of age. 
(See 32QO· Appendix I) 

.3 Administrative Control 

CUB shall maintain administrative controls to assure: 

a • . r~moval of a child from the assistance grant when he is no longer 
of eligible age; 

b. case closing when the youngest child is no loneer of eligible age; 

c. opportunity for a disabled child to apply for DA in advance of his 
ei3hteenth birthday to assure his receipt of uninterrupted assist­
ance; and 

d. opportunity for a parent to apply for CAA in advance of his sixty­
fifth birthday. 
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3200 

3220. 

3221. 

. 1 

Eligibility Factors 

RESIDENCE 

An applicant for or recipient .of assistance shall be a resident of this 
State. 

Definitions 

State Resident 

The term "resident" shall be interpreted to mean a person who is living 
in the State voluntarily and not for a temporary purpose, that is, with 
no intention of presently removin3 therefrom • 

• 2 County Residence 

3222. 

3223. 

"County residence" i .s not a.n eligibility requirement and relates only 
to identification of the welfare board charged by law with responsi­
bility for the official receipt, rezistration and processing of appli­
cations, and for mal:ing payments t9 ·~ligible ·persons. An applicant 
for assistance shall be considered a residerit of the county in t~ich he 
maintains his customary place of abode. 

Return to State of Ori3in 

There may be instances where ·a family, who has res i ded in Ne,;•1 Jersey 
for a relativ~ly s:hort pei;iod, wishes to r .eturn to their. state of orizin. 
In such situations, CWB shall process the application and shall grant 
assistance, if necessary, pending exploration of the possibility of 
return. 

County ~esponsibility in Respect to Change of County Residenc~ 

Whenever it is determined that a family is planning to chanse customary 
place of abode from one county to another, it ·sh,.all :be the responsibility 
of the directors of welfare of the two .counties concerned to effect the 
prompt ·and • .. efficient disposition of the cas,e. in accordance with the fol­
lowing principles: 

a. The county of orizin shall initiate, and the receiying county shall, 
on request, immediately cooperate in accomplishing a full investiga­
tion of the circumstances surrounding the oove. 
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. 1 

. - ·- - --- - ·-· .. - - ---- - ---- - . ··- ·- -- - ·- "'\ Eligibility Factors __________ _ 

County Responsibility in Respect t.Q...S:_~ange of County __ Resid_~~ (Cont'd) 

b. If the move is permanent and the family continues to be eligible, 
transfer of the case shall be accomplished expeditiously by dis­
continuance of the grant, in the county of origin and auard of a 
grant in the receiving county, to occur simu~t~_neously in th:_~_Jirst 
month for which the directors of welfare concerned can mutually so 
ar range. 

c. The· welfare of the family shall not be adversely affected, and their 
right to uninterrupted assistance if in need shall not be prejudiced, 
by disagreement or other administrative difficulty between the coun­
ties. 

d. Promptly forward case record, sending the complete original case 
record, or copies of all forms, reports of first and subsequent 
applications, discharge reports and the ·two most recent continuance 
reports, eliminating intervening reports. If the intervenins r eports 
cover any unusual situation or information, a brief summary of the 
pertirient data ~hould be included. 

If the complete original record is forwarded, a summary of contents 
deemed adequate to its o~m purposes shall be prepared and retained 
by the county of origin. 

e. Appropriate board action ·shall be taken by 'the county welfare boar ds 
in opening and closing of the case. 

Eligibility of Recipients Who Leave New Jersey 

Preliminary Statement 

Whenever a recipient wishes to leave New Jersey eithet to establish a 
permanent place of abode, or for a temporary visit, he shall be adv i sed 
of the effect of this plan on his eligibility for continued ass i stance. 
Particular care should be taken to caution the client that if he should 
need medical care or hospitalization while out of State on an approved 
temporary visit, no absolute assurance can be given that his med i cal 
needs will be provided for • 

• 2 Permanent Removal 

It shall be the policy of this State that if a recipient leaves New Jersey 
with intent to establish a place of abode elsewhere, or for an indef inite 
period for purposes other than a temporary visit, or if he dec ides to 
remain indefinitely in the place outside New Jersey to which he had gone 
for a temporary visit, he ceases to be eligible to receive assistance. 
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3224. Eligibility of Recipients Who Leave New Jersey (Cont'd) 

.3 Temporary Visit Out-of-State 

3224.3 

Visits by a parent, parents or family unit for a period of not more than 
30 days may be permitted without affecting the family's eligibility. Such 
absence shall, however, be discussed with the CWB. 
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3230. RELATIVES - LEGALLY RESPONSIBLE AND OTHERS 

To be considered eligible, a person shall not only be unable to support 
himself, but be without legally responsible relatives able and willing 
to support him and without other persons able and willing to support him . 

• 1 Responsil:Uity of County Welfare Board 

It is the responsibility of CWB to determine the capacity of legally re­
sponsible relatives to provide support to an applicant for and recipient 
of public assistance, and of other relatives' willingness and ability to 
support him . 

• 2 Legally Responsible Relatives 

Legally Responsible Relatives are: 

3231. 

. 1 

3232. 

,3233. 

. 1 

a. child under age 55; 

b. parent under age 55; 

c. grandparent under age 55. 

Contacts 

General Policy 

All legally responsible relatives shall be contacted in completing the 
investigation as shall any other relative who has indicated interest in 
the client by rendering financial aid or other service. The knowledge 
and assent of the applicant is necessary. 

Method of Contact 

Regardless of where the relative lives it is the responsibility of the 
worker to obtain the necessary information by the most direct and practi­
cal method. 

Information on Capacity to Support 

Legally Responsible Relatives 

a. The legally responsible relative shall be the primary source of the 
information required to evaluate his capacity to support. 
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3233 . Information on Capacity to Support {Cont'd) 

• 1 b. When the evidence submitted by the relative is inadequate or shows 
a discrepancy, or he is unable to submit evidence, he shall under­
stand that it will ·be necessary for the agency to obtain verification 
directly from· the employer, bank, etc • 

• 2 Other Relatives 

3234. 

3235. 

Contact with non-responsible relatives shall be in terms of the extent to 
which they are presently helping the applicant, and what they may be able 
and willing to do. 

Frequency of -Reevaluation of Capacity to Supper; 

LRR's shall be reevaluated 'as ·circumstanr.es warrant but in no event not 
less than once every twelve months .. 

Relative Judicially Excused 

As provided in R.S. 44:7, when it has been formally determined by judicial 
process that a child of an applicant . for or recipient of assistance is 
legally excused and relieved of the obligation to support by reason of 
abandonment, desertion an·d non-support on the part of such applicant or 
recipient dutirig th~ child'~ mirioiity~ such child shall thereafter be 
consider~d a non-legally responsible relative~ tather than a legally 
responsible relative, with respect to other ·administrative requirements 
of the program, such as visitation, evaluation of capacity to support, etc. 

. . . 

At. the same time it must be r ·emembered that certain property rights arising 
out of a parent-child rela.tionship, such as rights of inheritance, continue 
in full legal force and effect.. The existence of such rights and their 
effect on the present or future :·economic situation of · the client must be 
fully examined and properly accounted for at all times. 

(Refer to 3852 . for legal procedures.) 
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3240. DISPOSAL OF ASSETS: REPAYMENT 

.1 . Legal Require~ent 

3241. 

. 1 

Applicants must not have made a voluntary assignment or transfer of 
property within one year prior to the time of application for the purpose 
of qualifying for public assistance. 

Disposal of Assets to Qualify for Assistance 

General Statement 

Whenever investigation indicates that a person applying for assistance 
has transferred or assigned any property, whether real or -personal, within 
one year prior to application, the motive for and circumstances surrounding 
.such transfer and assicnment shall be evaluated . 

. 2 Effect on Eligibility 

3242. 

a. If it is determined that there was no intent to transfer the property 
solely fo= the purpose of becoming eligible for assistance, such 
transfer or assignment shall not make the applicant ineligible. 

b. If the transfer or assignment is found to have been made without re­
ceipt of adequate consideration by the applicant, but with no evidence 
of intent to qualify for assistance or to avoid repayment, it shall be 
recognized that the applicant may have legal rights to secure the 
return of the property or the payment of adequate consideration. In 
such event, this shall be considered a potential resource, and the 
applicant shall be expected to comply with State requirements govern­
ing the liquidation of potential resources. 

Assistance Received Constitutes a Debt 

Any assistance received by a recipient under this program shall constitute 
a debt owed to the State of New Jersey • 

. 1 Recovery of Debt 

a. The debt shall be ~ecoverable by the State of New Jersey or its 
agents. 

b. Uhenever CWB determines that a lump sum payment has been received, 
either earned or unearned, CWB shall tal~e immediate appropriate 
action to: 

1) effect repayment of any amount of assistance granted; 
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3242. Assistance Received Constitutes a Debt (Cont'd) 

.1 b. 2) continue assistance with any necessary adjustment to recipients' 

3243.-

grant ; 

3) suspend or close the case as is appropriate. 

c. ··· When there appears to be eligi bility -for benefits or compensation 
but no claim -has been filed and t he parents refuse to file a claim, 
the family shall be determined ineligible for assistance. 

d. When a recipient child appears to be eligible for benefits or compen­
sation, but no claim has been filed arid there is refusal ·to file a 
claim, such child shall be determined ineligible for assistance. 

e. If the State of New Jersey or its agents fail(s) to move to recover the 
debt within six years of the last payment of assistance to the recipient, 
the former recipient's obligation thereunder shall be deemed unenforce­
able. 

Claims Against Es tate -of Deceased i,,anor 

w11enever a recipient child dies prior to age 21 leaving an es tate , the total 
amount of assistance paid for such child is a valid claim against his estate. 
The CWB shall take t he necessary legal steps to enforce such claim . 

Where there are surviving members . of the family CWB shall evaluate the 
facts of the situation and if in the opinion of the welfare board a compro­
mis e settlement is in order, the facts of the matter shall be presented in 
writing to the State Division f or approval. 

New Jersey Department of 
Institutions and Agencies 

Transmit t .1.l 
Letter f/1 . 

Page Date 
7 /71 



Assistance to Families of the Working Poor 
danual of Administration 

. 3250. -3250.1 

Divi~ion of Public Welfare 

Part III 
3200 :ligibiH.ty Factors 

3250. EUPLOYMENT AND TRALHNG 

One of the goals of public assistance is to help the client realize his 
full potential and make use of his own capacities for self-support • 

. 1 Employment or Training for Father 

Family life \vill be greatly strengthened if the head of the household can 
become s elf-supporting. Every available resource must be utilized includ­
ing the prompt referral to the State Employment Service for job or train-
ing opportunities. · 

a. Cessation ~f Employment 

Voluntary cessation of employment within 90 days prior to the date of 
application will render the family i.neligible for assistance. 

b. Refusal to Register Pith DES 

Refusal of the father to register with the Division of Employment 
Security, or refusal, without good cause , to accept employment, better 
employment, or training for employment ·or better employment will render 
the family ineligible to receive assistance. 

1) Before it is determined that a father has refused a bona fide offer 
of employment or training for employment without good cause, CWB 
must establish that such an offel". was actually made. The father 
shall be given an opportunity to explain why such an offer was not 
accepted. Questions with respect to the following _factors must be 
resolved : 

a) that there was a definite offer of training or of employmen-t 
at wages meeting any applicable minimmn wage requirement; 

b) the father•s ina ility to engage in such training or employment 
for physical reasons ~ 

c) the father's inability to get to or from the particular job or 
training; and 

d) working or training conditions such as risks to health and 
safety. 
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3250.1 

Division of Public Welfare 

Part III 
3200 Eligibility Factors 

3250. EMPLOYMENT AND TRAINING (Cont'd) 

.1 c. Revieu of Determination of Refusal by CWB 

In the case of offers of employment or training made through the public 
employment or lfunpower agencies, the initial determination as to 
whether the offer was bona fide, or whether there was good cause to 
refuse it, uill be made by that office or agency subject to review and 
final determination by CWB. 

d. Special Criteria for Federal Participation 

For purposes of claiming any Federal matching that may be available 
with respect to assistance payments based on the unemployment of the 
father, the follotving criteria must be met: 

1) the father has been unemployed for at least 30 days prior to the 
receipt of public assistance and is currently registered with the 
Division of Employment Security; 

Unemployed is defined as being: 

a) Employed less than 100 hours a month; or 

b) Exceeds that standard for a particular month, if his work is 
intermittent and the excess is of a temporary nature as evi­
denced by the fact that he was under the 100-hour standard for 
the tuo prior months and is e:Kpected to be under the standard 
during the next month. 

2) the father has not, without good cause, within such 30 day period 
prior to the receipt of public assistance, refused a bona fide 
offer of employment or training for employment; (see 3250.1 b.) 

3) the father has (i) six or more quarters of work~'c- (see note below) 
within any 13 calendar quarter period ending within one year prior 
to the application for such aid, or (ii) within such one year 
period, received unemployment compensation under an unemployment 
compensation law of a State or of the United States, or was quali­
fied** (see note below) for such compensation under the State's 
uneraployment compensation law; 

4) the father has not received unemployment compensation under an 
unemployment compensation law of a State or of the United States 
for any week for which he has also received a grant of assistance; 

5) the father will, uithin 30 days after the receipt of assistance, 
be referred to the local office of the Division of Employment 
Security for participation in any appropriate employment service 
or Hanpouer training p-rogram for which he may be eligible. 
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3250.1-3250.2 

Division of Public Welfare 

Part III 
3200 Eligibility F~ctors 

3250. EMPLOYHENT AND TRAINING (Cont'd) 

.1 d. (Cont'd) 
A chart for the use of CWB for simplified determi.nation of eligibility 
for Federal matching may be found in 3200 Appendix Ir. : The chart may 
be reproduced by each CWo. 

Notes: · ,.., A "quarter of work · with respect to any individual means a period (of 
three consecutive calendar months ending on !!arch 31, June 30 , September 30, 
or December 31) in which he received earned income of not less than $50, or 
in w_hich he participated in a community work and training program under 
Section 409 of the A~t or any other work and traini~g program subject to 
the limitations in such section 409, (Title V projects) or the Work Incen­
tive program established .under Part C of Title IV of the Act. 

** An individual shall be deemed •)qualified" for unemployment compensation 
under the State's unemployment co ipensation law if he would have been 
eligible to receive such benefits upon filing application, or he performed 
work not covered by sue 1 law whi.ch, if it had been covered,would (together 
with any covered work he performed) have made him eligible to receive such 
benefits upon filing application • 

. 2 Employment or Training for Mother 

Although a mother's responsibility is to her home and the care and protec­
tion of her children·, self-support should be encouraged when appropriate. 
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3250. 3 p.l 

Division of Public Welfare 

Part III 
3200 Eligibility Factors 

3250 • EMPLOYMENT AND ·TRAINING (Cont'd) 

.3 Employment for Children 

The State affirms the concept that all children receiving public assis­
tance should be afforded services which will enable them to become 
responsible citizens and attain a level of financial independence which 
is consistent with the capacities of the individual child. Such services 
should be directed toward providing the opportunity for further education 
or work training which offers a potential for employment not available 
to the unskilled. 

a. Work/Training Opportunities 

It is expected that children receiving assistance shall take maximum 
advantage of work or training in OEO programs, where available. 
Since these programs are intended to help economically deprived 
families, and have the basic purpose of overcoming poverty by en­
abling individuals to obtain financial independence, it is reason­
able to expect that children receiving ADC should take maximum 
advantage of these opportunities. Where any child between the ages 
of 16 and 18 who is not attending school and is not employed refuses, 
without good cause, to participate in an available work/training 
program, such child shall be considered ineligible for further 
assistance through the AFWP program. 

1) A finding that a work/training program is available shall be 
supported by information in the case record which identifies ' 
the program and its sponsorship, and which shows that such 
program was known to the recipient-child and Lhot he u:;ls oli­
gible for participation. 

2) Refusal for good cause includes such situations as: 

a) lack of capacity or ability to perform the work/training; 

b) return to school or beginning of employment at an early 
date so that participation in work/training is not feasible; 

c) obviously unsuitable work or training assignment; 

d) assignment to a hazardous job, or one excessively distant, 
or one requiring extended travel time from the home. 

---------------------- -- -----------------
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3250.3 p.2 

Division of Public Welfare 

Part III 
3 200 Eligibility Factors 

3250. EMPLOYMENT AND TRAINING (Cont'd.) 

.3 a. 3) When refusal to participate is based upon physical or mental 
incapacity, and doubt exists as to good cause, opportunity 

· .for ·a medical examination should be offered as an assistance 
·:cost. 

b. Employment 

Children should be encouraged to work and handle money as part of 
their "growing up" process, provided it 

1) does not interfere with school attendance, · and 

2) is not in conflict with State and Federal child labor laws, 
and 

3) is within the physical and mental capacity of the child. If 
at any time prior to his 18th birthday, the child withdraws 
or is expelled from school, immediate arrangements should be 
made with the New Jersey State Employment Service for both 
aptitude testing and job placement. 
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326,0. -3260.2 

Division of Public Welfare 

Part III 
3200 Eligibility Factors 

3260. TEMPORARY ABSENCE FROM HOME 

.1 General Policy 

Eligibility may continue during _a temporary absence of either child 
or parent from the customary family setting in accordance with specific 
conditions • 

• 2 Special Conditions Relating to a Child 

a. The purpose of the absence must be to receive a ser_vice which will 
enable the child to make a better f~mily and/or community adjustment. 

' . 
~- The nature anq purpose of the absence must . be consistent with the 

concept of "temporary", _ and a subsequent , return to. the family must be 
contemplated. 

EXCEPTION: The requirements relating to ."temporary absence" and 
"contemplated return to the family" shall not affect the eligibility 
of a mentally retarded child receiving care in a private institution 
provided by the Division of Mental Retardation. There must, however, 
be an eligible child in the home. 

c. There must be evidence that the child remains under the care and 
protection of the parents despite the temporary separation, and 
there must be continued maintenance of a home to which the absent 
member(s) can return. 

d. When a child is receiving active treatment or undergoing diagnostic 
procedures for a physical or mental illness in a diagnostic or treat­
ment center, his eligibility continues as long as necessary to complete 
such treatment, provided the family continues to be otherwise eligible. 

e. When it has been determined by CWB, using professional consultation 
as appropriate, that a child should live away from home in order to 
receive service through a planned program of special education, 
vocational training or supervised social environment, he shall 
continue to be an eligible member of the family for the duration of 
the program as long as the essential conditions of eligibility are 
established. 

f. For any visit or temporary absence from the home other than those 
enumerated ind. and e. above, authorized and approved by the CWB, 
the limit shall be 60 days if the child is to be continued in the 
grant. This does not preclude longer periods of absence if mainte­
nance is being otherwise provided. 
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3260.3 

Division of Public Welfare 

Part III 
3200 Eliglbility Factors 

3260. TEMPORARY ABSENCE FROM HOME (Cont'd) 

.3 Special Conditions Relating to Parent(s) 

a. When a parent becomes absent from the home due to separation or 
desertion, the case shall be closed and the spouse may apply for ADC. 

b. When a parent becomes hospitalized or incapacitated and will be 
hospitalized or incapacitated beyond th~ last day of the current 
month for which he has received a grant the case shall be closed 
and an application for ADC initiated immediately~ 

c. When a parent becomes abaent from the home due to commitment to a 
mental or TB institution or incarcerated in a penal institution 
and such absen~e will extend beyond the last day bf the current 
month for which he has received a gran~ the case shall be closed and 
an application for ADC initiated immediately. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 111 

Page Date 
7/71 



Assistance to Families of the Working Poor 
Manual of Administration 
Division of Public Welfare 

TAB L E 0 F C O N T E N T S 

' CHAPTEF 3200 APPENDIX 

3210.2 Sources of Evidence of Age 
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Assistance to Fa1;1il ies of the lJorldn3 Poor 
Manual of Adainistration 
Division of Public Welfare 

SOURCES OF EVIDENCE OF AGE 

3210.2 Sources of Evidence of Age 

Among acceptable sources of verification of age are: 

a. birth certificate, 

b. mar~iage certificate, 

3200 Appendix I 

c. church records - baptismal, confirmation membership , 

d. immi3ration or naturalization papers, 

e. census records, 

f . school records, 

g. military service record, 

h. court records, 

i. employment records, 

j. records of public or private uelfare agencies, 

1~. voting records, 

1. medical records, or 

m. affidavits from disinterested persons. 
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3200 Appendix II 
(To be reproduced by CWB) 

CHART FOR OPTIONAL USE OF ./~OUNTY WELFARE BOARD 
IN DE.TERHINING ELIGIBILITY ·FOR .POTENTIAL FEDERAL MATCHING 

The individuals indicated on Form PA-3A may be eli~ible for Federal matching because 
of unemployment of the father as defined by the Federal sovernment when the response 
in Columns A and/or B to all of the cr~teria ··listed below at'e identical to those 
which are pre-printed in Column C. (See ins.t -ructions on next page.) 

,--------------------------------------- -------...--- ---·--A n C 
CRITERIA TO ·BE USED FOR THE DETERMINATION 

OF FEDERAL MATCHING 

1. Father has met the Federal definition 
of unemployment for at least 30 days 
prior to receipt of public assistance. 
(i.e., not wor~ine at all; or working 
less than 100 hours a month or exceeds 
that standard for a particular month, 
if his work is intermittent and the 
excess is of a temporary nature as evi:... · · 
denced by the fact that he was under 
the 100-hour standard for the two prior 
months and is expected to be under the 
standard during the next ·month.) 

2. Father has refused a bona fide offer 
of employment or training for employ­
ment during such 30 day period uith­
out go.od caus~. 

3. Father is currently receiving unem­
ployment compensation. 

4. Father is registe·red wi'th the 
Division of Employment Security. 

5. Father . received, or was eligible to 
receive, unemployment compensation 
benefits durinz the 12 months prior 
to his application for assistance; or 

Father has six or more quarters of 
work within any 13 calendar-quarter 
period ending within one year prior 
to application (includes participa­
tion in Title V or a 1.·mrlr incentive 
program.) 

6. Father has been referred to the 
Department of Labor for a work in­
centive program or will be referred 
for such program uithin 30 days of 
the receipt of assistance. 
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INSTRUCTIONS FOR COMPLETING THE CHART IN 
DETERMINU1G ELIGIBILITY FOR POTENTIAL FEDERAL HATCHING 

Column C, pre-printed, will be used for purposes of comparing the responses 
with Columns A and/or B. At such time as all such responses acree, the case 
will be considered as eligible for Federal matching. 

Item 1. Insert "yes" or "no" as appropriate in Column A. If the father 
has not been unemployed as specified prior to the receipt of 
assistance "no" should be inserted in Column A. Hm-rnv_er, as 
soon as the client has been unemployed as specified, insert 
"yes" in Colur:m B. 

Item 2. Insert "yes" or "no" as appropriate in Column A. If "yes" is 
inserted, once the specified period is completed, "no" must be 
inserted in Column B. 

Item 3. Insert "yes" or "no" as appropriate i n Column A. If "yes" is 
inserted, as soon as the father ceases to receive such compensa­
tion, "no" must be inserted in Column B. 

Item 4. Insert "yes" or "no" as appropriate in Column A. If "no" is 
inserted, ·once the father is registered with the Division of 
Employment Security, "yes" must be inserted in Col umn B. 

Item 5. Insert "yes" or "no" in Column A. 
A "quarter_ of worl:" aieans a period of three consecutive calendar 
months ending on l1arch 31, June 30, September 30 or December 31 
in which the father: 

1. received earned income totaling not less than $50 for each 
such three month period; or 

2 . he participated in a Title V project or in a work incentive 
program. 

In computing the quarters of work for this item be sure to include 
all periods indicated in Item 14F. of the application form (PA-lL). 

Item 6. Insert "yes" or "no" in Column A. "Yes" should be inserted if the 
father has been referred or will be referred within 30 days of the 
receipt of assistance. If the father has not been referred or wi ll 
not be referred uithin such 30 day period, "no" shoul d be inserted. 
Uhen referral is made, "yes" must be inserted i n Co l unu1 B. 
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T A B L E O F C O N T E N T S 

CHAPTER 3300 

DETERMINATION OF FINANCIAL NEED 

3300. 

3310. 

Determination of Financial Need 

General Statement 
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Assistance to Families of the Working Poor 
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Division of Public Welfare 

3300 Determination of Financial Need 

3300. DETERMINATION OF FINANCIAL NEED 

3310. GEl\TERt~.L STATEMENT 

3300. - 3310. 

The basic policy and procedure for determination of the amount of 
financial assistance is issued as the Financial Assistance ~Enual (FAM) 
by the Division of Public Welfare. It applies in all categorical 
assistance programs and to the AFWP program. 
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T A B L E O F C O N T E N T S 

3400. 

3410. 
.1 
.2 
.3 

Community Resources 

CHAPTER 3400 

commNITY RESOURCES 

Use of Available Resources 
Conditions for Payment of Service 
National Multiple Sclerosis Society 
Maternity Homes 
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3400. - 3410.1 

Division of Public Welfare 

3400 

3400. 

3410. 

Community Resources 

COMMUNITY RESOURCES 

USE OF AV_AILABLE RESOURCES . 

A purpose of public assistance is to provide specified social services 
to eligible persons only to the extent that community resources are 
not available to provide for their requirements. Only specified · 
social service requirements which are not otherwise available without 
cost to the recipient may be authorized • 

• 1 Conditions for ·Payment of Service 

a. When any service provided by an organization on a nonprofit basis 
is being purchased by or for a recipient, the amount to be paid 
shall not exceed the approved r ·ate·· for such service as established 
by the Division of Public Welfare or, in the absence of an approved 
rate, the lowest amount for which the organization is supplying the 
service to persons in the community either directly or through other 
agencies. If public funds, other than public assistance funds, have 
been appropriated for the purchase of such services through contract, 
lump-sum or per unit payment, then it shall be deemed a service 
available to the recipient without cost unless the appropriating 
body shall have specifically limited the benefits of the appropria­
tion to a class of persons of which the recipient is not a member. 

b. In respect to the establishment of an approved rate negotiated by 
the Division of Public Welfare, the following principles shall 
govern: 

1) the service is one which is considered appropriate and 
essential for public assistance recipients; 

2) the organization must have established and announced a policy 
to charge a fee for service; 

3) if the organization has established a policy of service without 
cost for a specific class of individuals, or individuals living 
within a given area, then it shall be understood that the ser­
vice is available without cost to public assistance recipients 
falling within such class or living within such area; 

4) if the organization has already established a rate or fee 
for service with a third party user then the rate or fee approved 
for public assistance recipients shall not exceed such rate or 
fee; and 
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3400 Community Resources 

3410 . USE C'F AVAILABLE RESOURCES (Cont'd) 

• 1 b. 5) the rate or fee approved for public assistance recipients 
shall not exceed the actual cost of the service so far as pan 
be reasonably determined from evidence submitted by the organ­
ization . 

• 2 National Multiple Sclerosis Society 

It is suggested that the appropriate MS Chapter be consulted about a 
recipient who is a multiple sclerosis patient as to whether "free" 
counseling or recreational services are available from that Chapter • 

• 3 Maternity Homes 

Community resourc~.s shall include maternity home care for an eligible 
child who is an expectant mother. 

For list of maternity homes with which agreements have been made, 
see 3400. Appendi~ I. 

New Jersey Department . of 
Institutions and Agencies 

Transmittal 
Letter #1 

Page Date 
7/71 



Assistance to Families of the Working Poor 
Manual of Administration 
Division of Public Welfare 

T A B L E O F C O N T E N T S 

3410.3 Maternity Facilities 
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Maternity Facilities Meeting the Requirements of 3410.3 

Atlantic County 
Florence Crittenton Mission 
5 South Chelsea Avenue 
Atlanti.c City 

Essex County 
Florence Crittenton League of Newax:1 ~ 
2 Ogden Street 
NewarJ: 

St. na rtha 's Residence 
2 94 Mt. Prospect Avenue 
Newark 

Hudson County 
Salvat i on i.\nny Door of Hope Home and Hospital 
503 Garfield Avenue 
Jerse~, Ci ty 

Mercer County 
Florence Cri ttenton Home 
1212 Edgewood Avenue 
Trenton 

St. Elizabeth's Home 
~ordentown and Crosswicks Road 
Yardville 

Passaic County 
Florence Crittenton Home 
700 East 18th Street 
Paterson 

J\lary Anne Manor 
73 Hillside . venue 
Lenville 
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3500. 

3510. 
.1 

3520. 
. 1 
.2 

3521. 
3522. 
3523. 
3524. 
3525. 
3526. 
3527. 

3530. 

3540. 

TABLE 0. F CONTE N TS 

CHAPTER 3500 

PUBLIC ASSISTANCE PAYMENTS 

Public Assistance Payments 

The Nature of Public Assistance Payments 
Definition of Public Assistance Payments 

Initial Payments 
Legal Provisions 
Purpose of Payment by Director's Authority 
Initial Determination of Eligibility by Director 
Deferred Payment 
Minimum Requirements for Case Record 
Authorization of Payment 
Issuance of Payment 
Fonnal Board Action 
Reports to State Division 

Suspended Grant 

Payment of Burial and Funeral Expenses 
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Part III 
3500 Public Assistance Payrpents 

3500. PUBLIC ASSISTANCE PAYMENTS 

3510. THE NATURE OF PUBLIC ASSISTANCE PAYMENTS 

3500. - 3510.1 

In public assistance the principle of assistance by money payments 
is based on the concept of affording needy persons the fullest reason­
able opportunity to plan for th~mselves, to decide what use the 
assistance payment will best serve the family interest, and to make 
pu_rchases through th.e normal channels of exchange, enjoying the same 
rights and discharging the same responsibilities as do other members 
of the community • 

. 1 Definition of Public Assistance Payments 
. , 

a. Money payments are checks made payable to eligible famili~s and 
are unrestricted. 

b. Vendor payments are checks drawn to the order of a person who has 
provided goods or services to or for the clients; and representing 
payment to such person for the goods or services provid~d. 
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3520. - 3521. 

Division of Public Welfare 

Part III 
3500 , Public. Assistance Payments 

3520. INITIAL PAYMENTS 

.i Legal Provisions 

The county welfare board is res_ponsible for approving all grants of 
assistance including initial, continuing and adjusted payments. The 
CWB establishes a principle of "reasonable .promptness" in issuing and 
modifying assistance payments, and grants specific authority to the 
director of welfare to issue and modify payments prior to formal board 
action. An initial grant may be made prior to completion of the inves­
tigation when immediate financial need exists and eligibility for 
assistance has been demonstrated. If the completed· investigation shows 
the applicants to have been ineligible for reasons other than need, 
the county welfare board shall not be obliged, in the absence of fraud 
or misrepresentation, . to take action for the recovery of any assistance 

-granted pending completion of such investigation. 

All payments authorized by the director are subject to ratification, 
revision, or ~erinination by the welfare board .. 

The State Division is ~e~ponsible for establishing the conditions under 
which and the procedures by which all grants of assistance are to be 
made • 

• 2 Purpose of Payment by Director's Authority 

3521. 

The purpose of payment through an administrative action of the director 
is to facilitate and expedite initial payments of assistance to 
eligible applicants under certain conditions herein defined. 

It is intended that the director shall exercise his authority to the 
fullest extent and that initial payments to eligible applicants shall 
normally be accomplished by this method. The purpose of the procedure 
is not limited to so-called "emergency need." 

In exercising his authority to issue initial payments in advance of 
welfare board action, the director shall observe the following principles 
and procedures. 

Initial Determination of Eligibility by Director 

An applicant shall be eligible for an initial payment of assistance as 
soon as eligibility has been determined. 
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3522. - 3525. 

Division of Public Welfare 

Part III 
3500 Publi-c: Ass is tance:· payments 

3522. Deferred Payment 

When the investigation is completed prior to the date on which the 
applicant would be eligible for first payment, but such date of 
eligibility will not. ·occur within three calendar months following 
completion of investigation, the application shall be denied. [For 
instructions on scheduling deferred payments in Board Minutes, see 
Ruling No. 2f, item 5 d.] . 

3523. Minimum Requirements for Case Record 

Prior to authorization of an initial grant by the director, a case 
record shall be compiled to include . ~_he following as ? minimum: 

a. PA-lL - Applicatio~ _a~d ~ffidavit_. 

b. PA-3A - Worksheet and Authori.zation for Public Assistance 

,3524. Authorization of Payment 

3525 .. 

If, after review of the record, the director or his designee is 
satisfied that the applicant meets all eligibility requirements, he 
should immediately authorize an initial payment. 

Authorization shall be by the signature of the director or deputy 
director, which signature may be accomplished by typescript or facsimile 
signature if personally initialed by an authorized member ~f staff. 

Issuance of Payment 

Applicants who, because of immediate need, receive an initial payment 
for a partial month as provided in the Financial Assistance Manual 
(FAM) shall continue to receive payments to meet needs at intervals to 
be determined by the director, until the applicants have been determined 
to be ineligible or payment has been ordered suspended. 

Once eligibility has been established clients shall continue to receive 
assistance each month (or other specified period) as long as eligibility 
continues. 
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Part III 
3500 Public Assistance Payments 

3526. Formal Board Action 

3527. 

· By s ta tu tory reguirement, when ··an ini t ia 1 payment is authorized by the 
director of welfare prior to . the board meeting :i.n that month, the 
application must be presented to the ·board for formal action in the 
same month. · 

When the initial payment is authorized subsequent to the board meeting 
in that month, the application shall be presented for formal action at 
the next regular or special meeting 6£ the -board following ~initial 
payment. 

Reports to State Division 

New and reopened cases when authorized by ·the director as per Ruling 4 
~hall be r~ported to the Sta~e Division~ 
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Assistance to Families of the Working Poor . 
Manual of Administration 
Division of Public Welfare 

Part III 
3500 Public Assist .:i n c·e Payments 

3530. SUSPENDED GRANT 

3530. 

A suspended grant is that payment which is temporarily withheld pend­
ing clarification of continuing eligibility and/or amount of payment. 
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Assistance to Families of the Working Poor 
Manual of Administration 
Division of Public Welfare 

Part III 
3500 . . Public i\sstit.ance Payments 

3540. PAYMENT OF BURIAL AND FUNERAL EXPENSES 

3540 ·. 

Payment for Burial and Funeral expenses cannot be made through the 
· AFWP program. · 
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Institutions and Agencies 

.. : Transmittal 
Letter 4fol 

Page . Date 
7/71 



.4-ssistance to Families of the t-lorking Poor 
Manual of Administration 
Division of Public Welfare 

3600. 

3610. 
.1 
.2 

3612. 
.1 

3613. 
3614. 
3615. 
3616. 

3620. 
3621. 
3622. 
3623. 

.1 

.2 

T A B L E O F C O N T E N T S 

CHAPTER 3600 

DETERMINATION OF CONTINUING ELIGIBILITY 

Determination of Continuing Eligibility 

Requirements 
Three Month Redetermination of Eligibility 
Special Redetermination 
Process of Redetermination of Eligibility 
Procedure 
Recommendation for Agency Decision 
Supervisory Review and Approval 
Disposition of Application for Continuance 
Notice of Agency Decision 

Special Considerations 
Residence 
Age 
Relatives 
Legally Responsible Relatives as a Resource for 
Financial Support 

Contacts with Non-Legally Responsible Relatives 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter Ill 

Page Date 
7/71 

3600. -3612.1 

3600. -3612.1 
3600. -3612.1 
3600. -3612.1 
3600. -3612.1 
3600. -3612.1 
3612.1-3616. 
3612.1-3616. 
3612 . 1-3616. 
3612.1-3616. 

3620. -3623.2 
3620. -3623.2 
3620. -3623.2 
3620. -3623.2 

3620. -3623.2 
3620. -3623.2 



Assistance to Families of the Working Poor 
Manual of Administration 

3600. - 3612.1 

Division of Public Welfare 

Part III 
3600 . Determination of continuing Eligibility 

3600. DETERMINATION OF CONTINUING ELIGIBILITY 

3610. REDETERMINATIONS 

3611. Requirements 

.1 Three Month Redetermination of Eligibility 

• 2 

3612. 

.1 

a. The CWB shall require the parents to execute a formal written 
application for continuing assistance, (PA-lM) not less than every 
three months and complete a review of financial circumstances. 

b. Redetermination of eligibility shall be presented to the welfare 
· board for · approval. 

c. There will be no State matching of any grant when a formal redeter­
mination has not been accomplished·_! for a -period over three months. 

Special Redetermination . . .,., . - . ~ . ; . 

Action shall be initiated promptly, and ' in any event within 30 days, 
to review pertinent eligibility factors when any of the following cir­
cumstances occur: 

a. reports of changes in circumstances are received; 

b. a recipient changes his customary- place -of abode; 

c. changes occur in regulation or in assistance· standards which affect 
eligibility or the amount of payment. 

Process of Redetermination of Eligibility 

Procedure 

a. Contact Through Correspondence 

The CWB shall mail to the recipients an application for continuation 
of assistance (Form PA-lM) which must be completed and returned 
promptly. 

b. Personal Contacts 

An interview with the recipients shall be held when the statements 
on the PA-lM are incomplete, unclear, inconsistent or where other 
circumstances indicate that further inquiry should be made. 
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Assistance t _0· _Families of the Working Poor 
Manual of Administration 

3612.1 - 3616. 

Division of Public Welfare 

Part III 

3612. Process of Redetermination . of Eligibility . {Cont'd) 

.1 c. Failure to return PA-lM 

3613. 

3614. 

.1 

Failure of the recipients to return the PA-lM or refusal of a 
personal contact within 30 days shall result iri a suspension of 
the grant. 

Recommendation for ., Agency Decision 

It' i~ ·the · responsibil~t; of the IM \'?orker to recommend that: 

a. assistance be pontinued, payment $Uspended, or case .closed in 
respect to each redetermination of eligibility (quarterly or 
special); 

b. . if continue·a ~~ . whether the amount>of p~yment shall remain the same 
· ·or shall be adjusted in accordance with the currently prepared 
Worksheet and Authorization for Public Assistance {PA-3A); 

c. The IM worker signs the PA-3~. 

Supervisory Review and Approval 

Quarterly and Special Redetermination Reports 

(The provisions of 3144. shall apply.) 

• 2 · Interim Contacts and Other Rep9rt5:, 

3615. 

3616. 

It shall be the responsibility of· the IM worker to route to the super­
visor any report which indicates a possible. change in eligibility, 
amount of assistance payment~ o·r ·· abbut which he wishes c'onsultation. 
The supervisor shall initial all reports which require review. 

Disposition of Application for Continuance . 

An application for continu$nce, shall be processed in accordance with 
provisions of 3145. . , 

Notice of Agency Decision 

(See 3811.) 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter #1 

Page Date 
7/71 , · 



Assistance to Families of the Working Poor 
Manual of Administration 

3620. - 3623.2 

Division of Public Welfare 

Part III 
3600 Determination of Continuing Eligibility 

3620. SPECIAL CONSIDERATIONS 

3621. Residence 

Consideration shall be given to any change in residence which may 
affect eligibility. (See 3220.) 

3622. Age 

3623. 

.1 

Eligibility in respect to age must be evaluated for any recipient who 
is nearing the age beyond which he is no longer eligible. 

Relatives 

Legally Responsible Relatives as a Resource for Financial Support 

a. Frequency of Reevaluation 

1) There shall be a reevaluation of the capacity of each legally 
responsible relative to support at least once in each 12 month 
period. Unless it can be determined from other sources that 
there has been no change since the last evaluation, each 
legally responsible relative shall be contacted. 

2) When the economic status of a legally responsible relative 
appears to be subject to material change, the reevaluation of 
capacity to support should take place more frequently than 
once in 12 months. 

b. Method of Contact 

In respect to contacts for the purpose of reevaluation of relative's 
capacity to support, the same general principle and procedures 
shall be followed as found in 3230 • 

• 2 Contacts with Non-Legally Responsible Relatives 

• The special situations existing in each case will determine whether a 
contact with non-legally responsible relatives in the redetermination 
of the recipients' continuing eligibility is indicated. 
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Assistance to Families of the Working Poor 
Manual of Administration 
Division of Public Welfare 

T A B L E O F C O N T E N T S 

CHAPTER 3700 

CASE RECORDS AND FILES 

3700 

3710. 
3711. 
3712. 
3713. 
3714. 
3715. 

.1 

.2 
3716. 

Case Records and Files 

Case Records 
Purpose of Case Record 
Contents of the Case Record 
Forms Applicable to AFWP Program 
Maintenance and Custody of Case Records 
Movement of Case Records 
General Policy • 
Authorization 
Retention and Destruction of Case Records 
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Assistance· to Families of the Working Poor 
Manual of Administration 

3700. -3713. 

Division of Public Welfare 

Part III 
3700 - Case Records and -Files 

3700. CASE RECORDS AND FILES 

3710. CASE RECORDS 

3711. Purpose of Case Record 

3712. 

3713. 

The case record is a complete record in support of the CWB's decisions 
and actions for each case. 

Contents of the Case Record 

The following items shall be part of the case records: 

a. all required forms; 

b. the narrative recording; and 

c. all related correspondence, memoranda .. ~nd documents except those 
which are required by law or ·regulation to be maintained in some 
other files. 

Forms Applicable to AFWP Program 

The applicable forms for the AFWP program include the following: 

PA-lL - Application and Affidavit for Public .Assistance (App. I) 

PA-lM - Application for Continuance of Public Assistance (App. II) 

PA-2D - Summary Report (App. III) 

PA-3A - Worksheet and Authorization for Public Assistance (App. IV) 

PA-3B - Evaluation of Capacity of Legally Responsible Relatives 
to Support (App. V) 

PA-14 - Inter-Agency Referral (App. VI) 
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Assistance to Families of the Working Poor 
Manual of Administration 

37~4. -3716_. 

Division of Public Welfare 

Part III 
· 3 700 Case Records and Files 

3714. Maintenance and Custody of Case Records 

3715. 

.1 

Maintenance 

All case record material relevant to each family shall be maintained 
under an appropriate registration number. All records shall be ap­
proP,_-r.ia te ly indexed and filed .. 

Movement of Case Records 

Genera 1 Policy 

No case record or official part of such record shall be removed from 
its designated filing cabinet without proper out form • 

• 2 Authorization 

3716. 

:No case ·~ecord or ~fficial par_t ·shall be · removed from the offices of 
the county welfare board except at the specific authorization of the 
director, deputy director or duly designated representative of the 
director. 

Retention and Destruction of Case Re,cords 

For pol icy and procedure on retent.io·n and destruction of case records 
see Manual of Admi~istration, Part II, 2716. 
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Assistance to Families of the Working Poor 
Manual of Administration 
Division of Public Welfare 

T A B L E O F C O N T E N T S 

CHAPTER 3700 APPENDIX 

Application and Affidavi t for Public Assistance (PA-lL) 

Application for Continuance of Public Assistance (PA-lM) 

Summary Report (PA-2D) 

Worksheet and Authorization for Public Assistance (PA-3A) 

Evaluation of Capacity of Legally Responsible Relatives to 
(PA-3B) 

Inter-Agency Referral (PA-14) 

Gupport 
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AsslsTANcE TO FA~ILIES OF THE WORKING POOR 3700 APPENDIX I 
MANUAL OF ADMIN., Div. OF PUBLIC WELFARE FORM PA-lL~ ( 6/71 ) 

APPLICATION AND AFFIDAVIT FOR ASSISTANCE TO THE FAMILIES OF THE WORKING POOR CWB USE ONLY 
DATE AND METHOD 
OF VERIFICATION 

C TO BE FILLED IN BY COUNTY WELFARE BOARD INCOME MAINTENANCE: 
REGISTRATION NUMBER WORKER 

RELATED REGISTRATIO'-J NUMBERS 

DATE REG I STEREO SIGNATURE 

STATUS NA ( ) RA ( ) RO ( ) TR ( ) 

IMPORTANT: THIS FORM IS TO BE COMPLETED AND SIGNED BY BOTH PARENTS. YOU ARE TO ANSWER ALL OF 
THE QUESTIONS ON THIS APPLICATION FOR ASSISTANCE. FROM WHAT YOU WRITE BELOW, WE WILL BE ABLE 
TO FIND OUT IF WE CAN HELP YOU. IF YOU NEED HELP TO FILL OUT THE FORM, CALL THE .COUNTY WELFARE 
BOARD. COMPLETE THE ORIGINAL AND ALL COPIES. IF MORE SPACE IS NEEDED FOR ANY OF THE QJESTIONS 
ON THIS FORM, PLEASE USE THE BACK OF THE PAGE. KEEP O'-JE COPY OF EACH PAGE INCLUDING THE 
ATTACHMENT FOR YOUR OWN RECORDS. BRING OR MAIL THE ORIGINAL AND COPIES OF PAGES 1, 2 AND 3 TO 
THE COUNTY WELFARE BOARD. 

BE SURE THAT ALL OF YOUR ANSWERS ARE CORRECT. 

1. PERSONS APPLYING FOR ASSISTANCE: TELEPHONE NUMBER 

HUSBAND 1 S NAME DATE OF Bl RTH 
(LAST) (FIRST) (MIDDLE) (MONTH) (DAY) (YEAR) 

SOCIAL SECURITY NUMBER OR RAILROAD RETIREMENT NUMBER - - - - - - - - -
PLACE OF BI RTH HOW MANY YEARS HAVE YOU LIVED IN N.J.? 

(STATE OR FOREIGN COUNTRY) __ YRS. __ MOS, 

IF YOU HAVE NOT ALWAYS LIVED IN N.J., WHERE DID YOU LI VE BEFORE YOO CAME TON.J,? 

DO YOU PLAN TO CONTINUE LIVING IN THE STATE OF N. J.? ( )YES ( )NO, IF 11 N0 11 EXPLAIN --

WI FE 1 S NAME DATE OF Bl RTH 
(MAIDEN NAME) (Fl RST) (M IDDLE) (MONTH) (DAY) (YEAR) 

SOCIAL SECURITY NUMBER OR RAILROAD RETIREMENT NUMBER - - - - - - - - -
DATE AND PLACE OF MARRIAGE TO EACH OTHER 

(DATE) (CITY AND STATE) 

ADDRESS AT WHICH YOU LIVE 
(STREET AND NUMBER) (TOWN OR CITY) 

MAI LI NG ADDRESS 
(STREET AND NUMBER OR POST OFFICE BOX) (TOWN OR CITY) (ZIP CODE) 

2. WHAT IS THE MAIN LANGUAGE SPOKEN IN YOUR HOME? 

3. THE FOLLOWING QJESTION IS BEING ASKED FOR RESEARCH PURPOSES IN ACCORDANCE WITH THE CIVIL 
RIGHTS ACT OF 1964 AND AT THE REQJEST OF THE FEDERAL GOVERNMENT. IF YOU AND YOUR HUSBAND 
OR WIF~ FEEL THAT THE FOLLOWING DESCRIPTIONS DO NOT APPLY TO YOU, YOU MAY CHECK THE BOX 
"OTHER" AND WRITE IN WHAT YOU PREFER TO BE CO'-JSIDERED . YOU MAY CHOOSE NOT TO ANSWER THE 
QJESTI ON. (CHECK ONLY 1 BOX FOR THE HUSBAND AND 1 BOX FOR THE WIFE). 

(HUSBAND) (WIFE) 
( ) NEGRO ( ) NEGRO 
( ) WHITE ( ) WHITE 
( ) LATIN AMERICAN ( ) LATIN AMERICAN 
( ) AMERICAN INDIAN ( ) AMER! CAN INDIAN 
( ) ORI ENT AL ( ) ORIENTAL 
( ) OTHER ( ) OTHER 

4. WHY DO YOU NEED HELP? 

UP TO NOW WHAT HAS BEEN THE SOJ RCE OF YOUR INCOME ? 

IF YOUR INCOME HAS CHANGED, EXPLAIN HOW AND WHEN. 

CP NEW JERS EY DEPARTMENT OF INSTITUTIONS AND AGENCIES, DIVISION OF PUBLIC WELFARE 
TRANSMITTAL PAGE DATE 
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FORM PA-1 L 
PAGE 2 CF 6 
CWB USE ONLY 
DATE AND METHOD 
OF VER I F I CAT I ON 

5. WHAT PROGRAM DO YOU WANT TO APPLY FOR ? (CHECK ONE) 
( ) ASS ISTANCE TO THE FAMILIES OF THE WORK ING POOR . ( INCLUD ING MED I CAL ASS ISTANCE) 
( ) MED ICAL ASS I STANCE ONLY 

6. LI ST BELOW THE NATU RAL OR ADOPTED CH I LOREN OF BOTH PARENTS LIVING IN YOUR HOME 

Bl RTH DATE STATE OR CCX.JNTRY ATTENDING SCHOOL? 
FULL NAME (S ) OF CHI LO (REN) SEX MO/DAY/YEAR OF Bl RTH YES NO GRADE 

7. LI ST BELOW ALL PERSONS LIV I NG IN YOUR HOME WHO ARE NOW WORKING 
GROSS PAY NUMBER OF EXPECTED DATE 

NAM E OF NAME AND ADDRESS OF BEFORE WORK HOURS PAY * OF NEXT 
PERSON (S) EMPLOYER ( S) DEDUCT( ONS A WEEK PER IOD PAY CHECK 

*WEEKLY. EVE RY OTHER WEEK, TWICE A MCT\ITH OR ·MONT HL Y 

8. IF HU SBAND IS NOT WORKING, WHY? 

DATE AND PLACE HU SBAND WAS LAST EMPLOYED 

IF WIFE IS NOT WORKING, WHY? 

DATE AND PLACE WIFE WAS LAST EMPLOYED 

9. ARE YOU PRESENT LY RECEIVI NG PUBL IC ASSISTANCE? ( )NO ( )YES: (GI VE THE FOLL OW ( NG INFORMATION) 

NAME OF AGENCY 
(STATE) (COUNTY) (TOWN) 

HAVE YOJ EVER RECEIVED FUBLIC ASSISTANCE IN NEW JERSEY, OR IN ANY OTHER STATE DUR( NG THE 
LAST 10 YEA RS? ( )NO ( )YES: (GIVE THE FOLLOWING INFORMATICT\I) 

TYPE OF ASSISTANCE RECEIVED STATE (IF NEW JERSEY INDICATE COJNTY) NUMBER OF MONTHS 

10. WHAT IS THE HI GHEST LEVEL OF ED UCATI ON , EXCLUDING VOCATIONAL SC HOOL, COMPLETED BY THE 
HU SB AND? 

(GRADE ) 
WHAT IS THE HIGHEST LEVEL OF EDUCATICT\I, EXCLUDING VOCATIONAL SCHOOL, CCTvlPLETED BY THE 
WIFE ? 

(GRADE) 

11. HAVE YOU OR YOUR HU SB AND OR WIFE EVERY PARTICI PATED IN A TRAINING PROGRAM, INCLUD ING 
MILITA RY JOB TRA INING & VOCAT IONAL SCHOOL ? ( )NO ( )YES: (C OMPLETE THE BOXES BELOW ) 

NAME OF PERSON(S ) TYP£ OF TRA INI NG OR SCHOOLING NUMBER OF MONTHS COMPLETED 

12. "TRA IN I NG PROGRAM" REFERS TO PROGRAMS THAT PREPARE YOU FOR FUTU RE EMP LOYMENT. 
LI ST BELOW ALL PERSCT\IS LIVING IN YOJR HOME WHO ARE NOW IN A TRA INI NG PROGRAM . 

NAME(S ) OF PERSON(S) I N C OM E TYPE OF INCOME CHECK ( ✓) 
IN PROGRAM PROGRAM AMOUNT WEEK OR MONTH WAGE ALLOWANCE 

CP 
TRANSMITTAL PAGE DATE 
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13. CHECK THE PROPER BOX BELOtJ THAT APPLIES TO YOUR LIVING ARRANGEMENT. 

YOU OWN OR ARE BUYING YOUR OWN HOME OR TRAILER. 
YOU RENT A HOUSE, APARTMENT OR ROOM. (PLEASE CIRCLE ONE) 
OTHER LIV I NG ARRAN GEMENTS , ..,_(_EX_P_L_A...;.I_N..._).;_: _____________________ _ 
HOW MUCH DO YOU PAY PER MONTH? $ _ _ _ _ _ CHECK HERE IF NONE ( ) . 

DO YOU OvJN THE FURN ISH INGS IN YOUR HOME? __ _ 

HOW MANY ROOMS ARE THERE IN YOUR SHELTER UN IT (EXCLUD ING BATHROOMS)? _ _ _ 

NAME AN D ADD RESS OF MORTGAGE COMPANY OR LANDLORD --- -------------- --
IN ADDITION TO YOU R MONTHLY MORTGAGE OR RENTAL CHARGE, DO YOU PAY SEPARATELY FOR TAXES , 
INSURANCE, OR UTILITIES? ( )N O ( )YES: {GIVE THE FOLLOWING INFORMATION) 

IDENTIFY ITEM(S) I AMOUNT PER MONTH 

14. THI S SECTION APPLIES TO THE HUSBAND ONLY 

CP 

A. PRESENT EMPLOYMENT STATUS: (CHECK 1,2 OR 3 AND Fl LL IN THE· REQUESTED INFORMATION) 
1. UNEMPLOYED (NOT WORKING AT ALL): DATE LAST EMPLOYMENT ENDED (MONTH, DAY, YEAR) 

2 . EMPLOYED FULL-TIME (EMPLOYED AT LEAST 35 HOURS A WEEK OR THE NUMBER OF HOU RS 
CONSIDERED FULL-TIME FOR THE JOB) 

3. EMPLOYED PART-TIME (EMPLOYED LESS THAN 35 HOURS A WEEK OR LESS THAN THE NUMBER OF 
HOURS CON SIDERED FULL-TIME FOR THE JOB, WHICHEVER IS LESS) 
(1) NUMBER OF WORK HOURS A WEEK DATE EMPLOYMENT STARTED 

-- _..,.( M_O_N_T_H_, _D_A_Y_
1

_Y_E_A_R....,.)-

(2) PLACE OF EMPLOYMENT: NAME _____________________ _ 

ADDRESS -------------------------------
8. DID YOJ REFUSE A JOB OFFER WITHIN THE LAST 30 DAYS? 

( )NO ( )YES IF YES, WHY? ________________________ _ 

C. ARE YOU REGI STERED WITH THE DIVISIQ\I OF EMPLOYMENT SECURITY? ( )NO ( )YES 
D. ARE YOU NOW RECEIVING UNEMPLOYMENT COMPENSATION? ( )NO ( )Y

0

ES ·· 
E. HAVE YOU RECEIVED, OR HAVE YOU BEEN ELIGIBLE TO RECEIVE, UNEMPLOYMENT COMPENSATION 

BENEFITS WITHIN THE LAST 12 MONTHS? ( )NO ( )YES 
IF 11 N0 11 IS CHECKED COMPLETE 1 AND 2 BELOW. 
1. GIVE A RECORD OF YOUR EMPLOYMENT FOR THE LAST 3 1/2 YEARS. (BEGIN WITH MOST RECENT 

EMPLOYMENT. ) 

NAME AND ADDRESS OF EMPLOYER 
DATES OF EMPLOYMENT 

(MONTH AND YEAR) 
FROM TO 

WEEKL Y 
EARNINGS 

2. DID YOU PARTICIPATE IN A TITLE V PROJECT OR IN A WORK INCENTIVE PROGRAM DURIN G THE 
PAST 3 1/2 YEARS? 

( )N O ( ) YES: FROM --,--------,- TO --,-------
( MONTH AND YEAR) (MONTH AND YEAR) 

TRANSMITTAL 
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FORM PA-1 L 
PAGE 4 OF 6 

CWB USE a-.JL Y 
DATE AND METHOD 
OF VERIFICATICT--J 

5. LI ST ALL OTHER PERSCT--JS LI VI NG IN YOJR HOME FOR WHOM YOU ARE NOT APPLYING FOR ASSISTANCE. 

RELATIONSHIP TO RELATIONSHIP TO SOURCE OF HIS OR 
NAME HUSBAND WIFE HER INCOME AGE 

16. DO YOJ PAY ANYONE TO CARE FOR Ya.JR CHI LOREN? ( )NO ( )YES: (GI VE THE FOLLOW! NG INFORMATION) 
NAME(S) OF NAME OF PERSON OR AGENCY ADDRESS WHERE CARE IS AMCX.JNT PA ID 
CHILD(REN) CARING FOR CHILD(REN) PROV! DED PER WEEK 

17. DO YOU HAVE PARENTS LI VI NG CX.JTSI DE Cf" YOJR HOME? ( )NO ( )YES: (GIVE THE FOLLOWING 
INFORMATION ) 

NAME 

I 

ADDRESS 

I 

AGE 

18. DO YOU HAVE CHI LOREN LI VI NG OJTSIDE OF YOUR HOME? ( )NO ( )YES: (GIVE THE FOLLOWING 
INFORMATION) 

NAME 

I 

ADDRESS 

I 

AGE 

NOTE: THOSE PERSONS LISTED IN ALL OF THE ABOVE QUESTICT--JS WHO ARE RESPONSIBLE FOR YOUR SUPPORT 
OR THE SUPPORT OF THE CHILDREN UNDER NEW JERSEY LAW WILL BE CONTACTED BY A REPRESENT A-
TIVE OF THE COUNTY WELFARE BOARD. 

19. DOES ANYONE LIVING IN YOJR HOME HAVE INCCME FROM ANY OF THE FOLLOWING ? 
( )NO ( )YES: (CCMPLETE THE BOXES BELOW) 

CHECK ( J) WHEN RECEIVED 
EVERY ONCE liWI CE 

GROSS EVERY OTHER A A 
FROM RECEIVED BY AMOUNT v✓E EK WEEK MONTH MONTH 

SOCIAL SECURITY 
RAILROAD RETIREMENT 
UNEMPLOYMENT COMPENSATION 
WORKMEN'S COMPENSATION 
VETERANS BENEFITS 
MILITARY ALLOTMENT 
OTHER RETIREMENT BENEFITS 
DISABILITY BENEFITS 
SI CK BENEFITS 
OTHER PENS IONS PAYMENTS 
DAMAGE PAYMENTS 
RENT OF ROOMS OR PROPERTY 
PAYMENT FROM BOARDERS 
SUPPORT ORDERS 
CONTRIBUTIONS FROM RELATIVES 
OTHER (NOT WAGES) EXPLAIN: 

CP PAGE DATE TRANSMITTAL 
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FORM PA -1 L 
PAGE 5 OF 6 

CWB USE ONLY 
DATE AND METHOD 
OF VER IFIC ATI ON 

20 . HAS ANYOl,JE LI V I ~-JG IN YOJ R HOM E APP LIED FOR BUT NOT RECE IVED ANY OF THE ITEMS LI STED I N 
QUE ST I or-J 19? ( )N O ( )YES: (COMPL ETE THE BOXES BELOW ) 

IT EMS APPLIED FOR WHO APPL I ED WHEN DID THEY APPLY 

21. DOES ANYO~~E LI VI NG IN YOUR HOME HAVE ANY OF THE FOLL OW i NG? 
( )NO ( )YES : (COMPLETE THE BOX ES BELON) 

NAME OF OWNER TOOAY1 S 
TYPE OF ASSET AMOJNT LAST FIRST VALUE 

CASH ON HAND xxxxxxxx 
MONEY IN BANK xxxxxxxx 
CH RISTMAS CLUB SAV I NGS xxxxxxxx 
U. S. SAVIN GS BONDS xxxxxxxxx 
OTHER STOCKS OR BONDS xxxxxxxxx 
CAR, TRUCK, OR OTHER VEH ICLE xxxxxxxxx 
REAL ESTATE : LAND , HOME , ETC . xxxxxxxxx 
OTHER (EX PLAIN) 

22 . CHECK THE APPROPR IATE BOX (ES ) BELOW IF YOU OR YOUR CHILD( REN) LIVING IN YOJR HOME HAVE ANY 
OF THE FOLLOW ING . ( )BLUE CROSS ( )OTHE R HEALTH OR MEDICAL INSURANCE ( )NONE 
(FOR EAC H TYPE OF COVERAGE CHECKED . COMPLETE THE FOLLOW I NG) 

POLIC Y NUMBER 
NAME OF COMPANY OR AGENT NAME OF INSURED PERSON(S ) (IF KNOWN ) 

23. HAS EITHER OF YOJ SO LD OR TRANSFE RRED ANY PROPERTY IN THE LAST YEAR? 
( )NO ( )YES : (C OMPLETE THE BOXES BEL OW) 

NAME OF PERSON WHO AMOUNT RECE IVER OF DATE OF 
TYPE OF PROPERTY DISPOSED OF PROPERTY RECEIVED PROPERTY TRAN SFER 

24. DO YOU WANT TO TALK TO A REPRESENTAT IVE OF THE COJNTY WELFARE BOARD ABOJT : 
(CHECK THE BOXES THAT APPLY) 

( ) JOB TRA INING ( ) MONEY MANAGEMENT ( ) HOME MANAGEMENT 
( ) EMPLOYMENT ( ) FAMILY PLANN ING ( ) MED I CAL , DENTAL OR EYE CARE 
( ) EDUCATION ( ) YOUR CH I LOREN ( ) FOOD STAMPS 
( ) LE GAL SERVI CE ( ) HOUS ING ( ) NO\IE 

( ) OTHER FI NANC IAL PROBLEMS (STATE WHAT) 

( ) OTHER FAMI LY OR PERSONAL PROBLEMS (STATE WHAT) 

25. IF YOJ ARE FOJ ND ELI GI BLE, TO WHOM SHOULD THE CHECK BE MADE PAYABLE? 

(HUSBAND OR WIFE) 

TRANSMITTAL PAGE DATE 
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PLEASE READ CAREFULLY BEFORE SIGNING 

FORM PA-1 L 
PAGE 6 OF 6 

WE UNDERSTAND THAT WE MJST GIVE CERTAIN INFORMATION TO THE COJNTY WELFARE BOARD TO RECE IVE PUBL IC ASSISTANCE; 
THAT THE COUNTY WELFARE BOARD MAY HEL P TO GET THI S INFORMAT I ON ; AND THAT THE ANSWERS WE GIV E ON THI S FORM MAY 
BE INVESTIGATED BY THE COJNTY WELFARE BOARD OR THE STATE DIVISICT'-J OF PUBLIC WELFARE; THAT A REV IEW OF OUR CASE 
BY A REPRESENTATIVE OF THE STATE DIVI SION MAY BE MADE TO DETERMINE a.JR CCT'-JTINUING ELIGIBILITY FOR ASS ISTANCE . 
WE UNDERSTAND THE INFORMATION OBTAINED WILL BE USED ONLY FOR PURPOSES OF ESTABL ISH ING a.JR EL IGIBILITY FOR 
ASSISTANCE. WE HAVE GIVEN, AND WILL CCT'-JT INUE TO GIVE, CavlPLETE AND ACCURATE INFORMATION, WITHI N CUR KNOWLEDGE , 
TO THE COUNTY WELFARE BOARD. WE WILL ALSO GET , OR HELP GET, NEW DOCUMENTS OR INFORMAT ION WHEN REQJ ESTED BY THE 
CCUNTY WELFARE BOARD. WE UNDERSTAND THAT ANY INFORMATICT'-J WE GIVE WILL BE USED ONLY IN CCT'-JNECTIGJ WITH CUR 
APPLICATION FOR PUBLIC ASSISTANCE. 

WE ALSO UNDERSTAND THAT IT IS a.JR DUTY TO REPORT IMMEDIATELY TO THE COUNTY WELFARE BOARD ANY CHANGE IN LIVING 
CCT'-JDITIONS, FAMILY SITUATION, OR RECEIPT OF MONEY FRavl ANY SOURCE . 

WE UNDERSTAND THAT THE AMCUNTS OF ASSISTANCE, IF ANY, RECEIVED BY U$ SHALL CONSTITUTE A DEBT TO THE STATE OF 
NEW JERSEY. THIS IS REQUIRED BY THE PROVISIONS OF THE ASSISTANCE TO THE FAMILIES OF THE WORKING POOR ACT. AS 
A RESULT OF THE PROVISIONS OF THAT ACT, WE HEREBY PROMISE TO REPA-~·ALL ASSISTANCE GRANTED TO OR ON BEHALF OF 
a.JR FAMILY TO THE STATE OF NEW JERSEY OR ITS DESIGNATED AGENT. WE WILL MAKE THE REPAYMENT FROM THE MONIES WE 
MAY RECEIVE IN THE FUTURE, EITHER EARNED OR UNEARNED, AND FROM THE MONIES WE EXPECT TO RECEIVE FROM 

(NAME OR NAMES) 

BECAUSE OF -----------------,(,-D_E_S_C_R_I B_E_C_I_R_C_UM_S_T_A_N_C_E_S..,..) __________________ _ 

WE HEREBY AGREE, AND ALSO AUTHORIZE AND DIRECT OUR ATTORNEY, IF ANY, TO FURNISH FULL AND COMPLETE INF ORMAT ION 
TO THE ______ COJNTY WELFARE DEPARTMENT AS TO THE ABOVE CLAIM OR OTHER ACTION. WE AGREE TO KEEP THE 
WE LFA RE BOARD INFORMED OF ANY PROPOSED SETTLEMENT OF THE CLAIM OR OTHER ACTION. WE AGREE NOT TO DISPOS E OF ANY 
MON IES REAL IZED FROM SUCH CLAIM OR OTHER ACTICN WITHCUT THE PRIOR CCNSENT AND APPROVAL OF THE WELFARE BOARD. 

WE ARE FULLY AWARE OF THE CONTENTS OF THIS APPLICAT ION. WE KNOW THAT MAKING FALSE STATEMENTS, FAILING TO GIVE 
NECESSARY INFORMATICT'-l, CAUSING OTHERS TO HOLD BACK INFORMATION, OR FAILING TO LET THE WELFARE BOARD KNOW OF ANY 
CHANGES IN CUR CIRCUMSTANCES, IS AGAINST THE LAW AND MAY SUBJECT US TO PROSECUTION. WE ARE FULLY AWARE THAT 
IF WE ARE NOT SATISFIED WITH ANY ACTICT'-J OR LACK OF ACTICT'-J BY THE COJNTY WELFARE BOARD, WE HAVE THE RIGHT TO A 
FAIR HEARING. WE ARE AWARE THAT IN ACCORDANCE WITH THE CIVIL RIGHTS ACT OF 1964, NO PERSCN SEEK ING OR RECE IVIN G 
PUBLIC ASSISTANCE SHALL BE SUBJECTED TO DISCRIMINATION BECAUSE OF RACE, COLOR OR NATIONAL OR IGIN. 

WE -----------(H_U_S_B_A_N_D_) _________ _ 
(WIFE) 

BEING DULY SWORN ACCORDING TO LAW, DEPOSE AND SAY WE HAVE READ THE FOREGOING AFFIDAVIT FOR PUBLIC ASSISTANCE 
CONSISTING OF SI X PAGES , WITH ATTACHMENTS, AND THE ANSWERS THERETO ARE TRUE AND CORRECT, FULLY KNOWING AND 
REALIZING THAT THE COJNTY WELFARE BOARD RE LIES UP()\J THE TRJTH OF THE STATEMENTS THEREIN CGJTAINED. 

(SIGNATURE OF APPLICANT-HUSBAND) (DATE) 

(SIGNATURE OF PERSON, IF ANY, WHO HELPED YOU WITH 
THIS APPLICATION) 

(SIGNATURE OF APPLICANT-WIFE) 

(ADDRESS OF PERSON, IF ANY, WHO 
HELPED YOU WITH THIS APPLICATION) 

(DATE) 

(ZIP CODE) 

NOTE: THIS AFFIDAVIT MUST BE WITNESSED BY A REPRESENTATIVE OF THE COUNTY WELFARE BOARD, A DULY AUTHORIZED 
NOTARY PUBLIC, OR A PERS()\J AUTHORIZED TO ADMINISTER OATHS. 

SWORN TO AND SUBSCRIBED BEFORE ME 
THIS __ DAY OF ______ 19_. 

CP 
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FORM PA-1 L 

ATTACHMENT 

YOUR RIGHT TO A FAIR HEARING 

• If you are a ~rson seeking or rece1vmg assistance and you 
are dissatisfied with any action or lack of action by the county 
welfare board, you have a right to ask for a fair hearing. 

Sc..t1e of the reasons why people request fair hearings are : 
(1) .. g,ency delays in accepting or reaching decisions on assis­
tance applications; (2) a person believes that the amount of 
assistance he receives is incorrect or is not sufficient to meet 
bis needs; (3) a person believes that a suspension of his assis­
tance is not reasonable; (4) a person thinks that he is eligible 
fo,: assistance and should receive it although his application has 
been denied or his assistance payment has been discontinued; 
and (5) a person is dissatisfied because his assistance is being 
given to someone else to control or spend for him. 

lt is important for you to remember that a fair hearing must 
be requested within a reasonable time. Usually a fair hearing 
request must be made within ninety days of the action or lack 
of action about which you are dissatisfied. 

If it is reasonably possible, the county welfare board is ex­
pected to complete action within thirty days on applications for 
Assistance for the Blind, Assistance for Dependent Children, 
Medical Assistance for the Aged, and Old Age Assistance, and 
within sixty days in Disability Assistance. If you are an awlicant 
for assistance under any of these programs except Disability 
Assistance, you are entitled to receive notice on or before the 
end of thirty days of the final action taken on your application 
or be given an explanation if a further delay is unavoidable. 
If you are an applicant for Disability Assistance, you are en­
titled to the same notice or explanation on or before the end 
of sixty days. 

A fair hearing is only one of the ways or methods used to 
review complaints. When the fair hearing method is used, the 
Commissioner of Institutions and Agencies or his representative 
reviews the complaint. If you request a fair hearing, arrange­
ments are made fpr a suitable time and place for holding the 

hearing. You and other persons, including your witnesses or 
representatives, if any, and representatives of the county and 
State assistance agencies, participate in the hearing to provide 
information and answer questions needed to reach a decision . 
The fair hearing decision is binding on all parties concerned 
but may be appe;.iled to the New Jersey Superior Court, Appel ­
late Division. 

You can request a fair hearing by writing or calling your 
county welfare board or by addressing a request to the Depart­
ment of Institutions and Agencies, Division of Public Welfarf>, 
P. 0. Box 1627, Trenton, New Jersey 08625. 

You do not have to request a fair hearing in order to receive 
prompt consideration and review of your complaint by the 
county welfare board or by the State Division of Public Welfare. 
The county welfare board and the State Division of Public Wel­
fare are required to promptly review any requests you make 
to them for an informal review of your complaint and to do 
everything possible within the laws and regulations to adjust 
your complaint in a simple and informal manner without re­
quiring that you file a fair hearing request and participate jn 

a more formal hearing. All you have to do to get prompt at ­
tention and an informal review of a complaint is to ask for it 
at the county welfare board either by letter or verbally or you 
can writ,e directly to the State Division of Public Welfare, Box 
1627, Trenton, New Jersey 08625. 

You, as a person seeking or receiving assistance, have a iree 
choice to request either (1) an informal review of your com­
plaint by the county welfare board or State Public Welfare 
Division or (2) a formal review by the Commissioner of Inst i­
tutions and Agencies or his representative in a fair hearing. 
If you choose to ask for an informal review of your complaint 
by the county welfare board or the State Division of Public 
Welfare and the result of the review should be unsatisfactory, 
you still have the right to then request a fair hearing. 

A STATEMENT CONCERNING HOME VISITS 

The determination of eligibility for assistance may re­
quire a home visit prior to authorization of an initial payment 
of assistance, and at prescribed periods while assistance is being 
received. These home visits are the responsibility of the staff 
of the county welfare board. 

In addition, the State Division of Public Welfare is required 
to conduct a continuing review of public assistance programs. 

CP TRANSMITTAL 
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In this connection staff of the State Division, in a selected num­
ber of cases, will make home visits similar to the kind made 
by the county welfare board caseworker. Representatives of the 
State Division will have identification cards. 

Your cooperation in providing information to the county and 
State representatives will make it possible to provide the assis­
tance and services to which you are entitled. 

DEPARTMENT OF INSTITUTIONS AND AGENCIES 

Lloyd W. Mccorkle, Commissioner 

PAGE DATE 
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A STATEMENT 
CONCERNING NON-DISCRIMINATION IN PROGRAMS 
OF PUBLIC ASSISTANCE AND WELFARE SERVICES 

WD-lC (4/70) 

Under the provisions of Federal law (Civil Rights Act of 1964) no person 
seeking or receiving public assistance and welfare services shall be sub­
jected to discrimination because of race, color or national origin. In 
New Jersey this law applies to any financial assistance and welfare serv­
ices provided by or under the supervision of the Division of Public Welfare. 

This protection against discrimination means that these agencies, directly 
or through arrangements with other organizations participating in the pro­
grams, shall not on the ground of race, color or national origin: 

1. deny an individual any aid, care or services provided under the programs; 

2. provide any aid, care of services to an individual which are different, 
or are provided in a different manner, from that provided to others 
under the programs; 

3. subject an individual to segregation or separate treatment in any matter 
related to his receipt of any aid, care or services provided under the 
programs; 

4. restrict an individual in any way in the enjoyment of any advantage or 
privilege enjoyed by others receiving aid, care or services provided 
under the programs; 

5. treat an individuaJ differently from others in determining whether he 
satisfies any eligibility or other requirements or eondition which in­
dividuals must meet in order to receive any aid, care or services pro­
vided under the programs; or 

6. deny any individual an opportunity to participate in the programs through 
the provision of services or otherwise, or afford him an opportunity to 
do so which is different from that afforded others under the programs 
(including the opportunity to participate in the program as an employee 
where the primary objective of the Federal financial assistance to the 
program is to provide employment, including a program under which the 
employment is provided to reduce unemployment). 

When any person seeking or receiving public assistance and welfare services 
believes he has been subjected to discrimination because of his race, color 
or national origin, he may file a complaint concerning this. The complaint 
should be in writing and describe the circumstances. It may be sent to the 
Director, Division of Public Welfare, P.O. Box 1627, Trenton, New Jersey; or 
to the Regional Connnissioner, Federal Departmeht of Health, Education and 
Welfare, 26 Federal Plaza, New York, New York.-10007. 

When a complaint is received an investigation will be made of the circumstances. 
If it is found that there was discrimination on the ground of race, color or 
national origin, proper action will be taken to correct the situation. 

New Jersey Department of Institutions and Agences, Division of Public Welfare 
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M 

AP PL I CAT I ON FOR CON·, I NU /\TI ON OF /\SSISTANC[ TO THE FAMILIES OF Tl-IE wor~KING l-'00f~ 
SSISTANCE TO FAMILIES OF THE WORKING POO R 
AN J OF ADMIN., Div. OF PUB~ WELF, 

t~O If you FAIL to RETURN this Form or to contact the County Welfare · J E: Hoa_rd by , we will NOT be able to continue 
Assistance. 

TOBE FILLED IN BY COJNTY WELFARE BOARD 

REGISTRATION NUMBER 

REL ATED REGISTRATION NUMBERS 

IMPORTANT: THIS FORM IS TO BE COMPLETED AND SIGNED BY BOTH PARENTS. YOU ARE TO ANSWER fil 
OF THE QJESTIONS ON THIS APPLICATION FOR CONTINUANC E OF ASSISTANCE. FROM WHAT YOJ WRITE 
BELOW, WE WILL BE ABLE TO FIND OJT IF WE CAN CONTINUE TO HELP YOU. IF YOU NEED HELP TO 
FILL aJT THE FORM, CALL THE COJNTY WELFA RE BOARD. IF MORE SPACE IS NEEDED FOR ANY OF THE 
QJESTIONS ON THIS FORM, PLEASE USE THE BACK OF THE PAGE. WHEN THE FORM IS COMPLETED, BRING 
OR MAIL IT TO THE COJNTY WELFARE BOARD. FILL aJT A SECOND COPY FOR YOUR OwN RECORDS. 

BE SURE THAT AL L OF YCUR ANSWERS ARE CORRECT. 

,. PERSONS MAKI ~G APPLICATION FOR CONT I NUAT I ON OF ASSISTANCE: 

HUSBAND IS NAME 
(LAST) (Fl RST) (MIDDLE) 

WI FE 1 S NAME 
(MA IDEN NAME) (FIRST) (MIDDLE) (TELEPHONE NUMBER) 

ADDRESS AT WHICH YCU LI VE 
(STREET AND NUMBER) (TOWN OR CITY) 

MAILING ADDRESS 
(STREET AND NUMBER OR POST OFFICE BOX) (TOWN OR CITY) (ZIP CODE) 

2. DO YOJ CONTINUE TO NEED HELP FOR YOJRSELF, YOUR HUSBAND OR WIFE AND THE CHILD(REN) WHO 
ARE LIVING WITH YOU? ( )NO ( )YES: (IF "YES 11

, LIST BELOW THE NATURAL OR ADOPTED 
CHILDREN OF BOTH PARENTS LIVING IN YOUR HOME. 

Bl RTH DATE STATE OR COUNTRY ATTEND I NG SCHOOL? 
FULL NAME OF CHILD(REN) SEX MO/DAY/YEAR OF BIRTH YES NO GRADE 

3. LI ST ALL OTHER PERSCl'JS LIV I NG IN YOUR HOME FOR WHOM YOU ARE llill. APPL YI NG FOR ASS I STANCE. 
RELAtlONSHIP TO RELAT.I ONSH IP TO SOURCE OF HIS OR 

NAME HUSBAND WIFE HER INCOME AGE 

4. LIST BELOW ALL PERSONS LIVING IN YOUR HOME WHO ARE WORKING OR IN A TRAINING PROGRAM FOR 
EMPLOYMENT . 

GROSS PAY OR NUMBER OF 
NAME OF NAME AND ADDRESS OF ALLOvv'ANCES BEFORE WORK HOJRS PAY* EXPECTED DATE 

PERSON(S) EMPLOYER(S) DEDUCTIONS PER WEEK PERIOD OF NEXT CHECK 

*WEEKLY. EVERY OTHER WEEK. TWICE A MONTH OR MONTHLY 
CP Ne:w JERSEY DEPARTMENT OF INSTITUTIONS AND AGENCIES, DIVISION OF PuBLIC WELFARE 
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CWB USE ON LY 
DATE AND METHOD 
OF VER I F I CAT I ON 

INCOME MAINTENANCE 
WORKER 

SIGNATURE 
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~SSISTANCE TO FAMILIES or THE WORKING POO R 3700 APPENDIX 11 
MAN. o~.ADMIN., Div. OF Pus. WELF. 

FOl<M PA -1M l)AGC 2 OF ') Clr/0 USE or·JLY .) 

5·. DO YOU PAY ANYONE TO CARE FOR YOUR CH I LOREN? ( )NO ( )YES: (IF "YES" I GIVE THE 
FOL LO\,'I NG I NFOI\MAT I ON) 

AMOUNT 
NAME OF PERSOf\l OR AGENCY ADDRESS WHERE PAID PER 

NAME OF CHILD(REN) CARING FOR YOUR CHI LD(REN) CARE IS PROVIDED WEEK 

6. IF ANYONE LIVING IN YOUR HOME HAS MONEY COMING IN FROM ANY OF THE FOLLOWING, PLEASE ENTE R 
THE AMOUNT AND HOW OFTEN THEY RECEIVE IT BELOW, CHECK HERE IF NONE ( ). IF ANYONE 
LIVING IN YOUR HOME HAS APPLIED FOR BUT IS NOT RECEIVING ANY OF THE FOLLOWING, PLEASE 
CHECK ( J) THE ITEM(S) APPLIED FOR, CHECK HERE IF NONE ( ). 

HOW HO\,/ 
J AMOUNT OFTEN? ✓ AMOUNT OFTEN? 

SOCIAL SEC UR ITY SICK BENEFITS 
RAILROAD RETI REMENT OTHER PENS I ON PAYMENTS 
UNEMPLOYM ENT COMPENSATION DAMAGE PAYMENTS 
WORKMEN'S COMPENSATION RENT OF ROOMS OR PROPERTY 
VETERANS BENEFITS PAYMENT FROM BOARDERS 
MI LITARY ALLOT MENT SUPPORT ORDERS 
OTHER RETIREMENT BENEFITS CONTRIBUT IONS FROM RELATIVES 
DI SAB ILITY BENEFITS OTHER (NOT WAGES) EXPLAIN: 

7. DOES ANYON E LIVING IN YOUR HOME HAVE ANY OF THE FOLLOWING? ( )NO ( )YES: (IF "YES 11
, 

COMPLETE THE BOXES BELOW) 
TYPE OF ASSET AMOUNT TYPE OF ASSET VALUE 

CASH ON HAND u. s. SAVINGS BONDS 
MONEY IN BANK OTHER SAV INGS BONDS 
CHRISTMAS CLUB SAV INGS CAR. TRUCK. OTHER VEHICLE 
OTHER (EXPLAIN): REAL ESTATE, LAND, HOME, ETC. 

8. COMPLETE THE FOLLOWING FOR ALL OF THE CHILDREN LIVING IN YOUR HOME WHO HAVE GRANDPARENTS 
LIVING OUTSIDE YOUR HOME. 

GRANDPARENT'S NAME(S) ADDRESS AGE 

9. LIST THE NAME(S) OF YOUR CHILD(REN) LIVING OUTSIDE YO.JR HOME. 

CHI LD 1 S NAJvlE(S) 

I 

ADDRESS 
I AGE 

1 o. DO YOU WANT TO TALK TO A REPRESENTATIVE OF THE COJNTY WELFARE BOARD ABOUT: 
(CHECK THE BOXES THAT APPLY) 

( ) JOB TRAINING ( ) MONEY MANAGEMENT ( ) HOME MANAGEMENT 
( ) EMPLOYMENT ( ) FAMILY ( ) MED I CAL, DENT AL OR EYE CARE 
( ) EDUCATION ( ) HOJSING ( ) FOOD STAMPS 
( ) LEGAL SERVICES ( ) YOUR CH I LOREN ( ) NONE 

( ) OTHER FINANC IAL PROBLEMS (STATE WHAT) 

( ) OTHER FAM! LY OR PERSONAL PROBLEMS (STATE WHAT) 

CP TRANSMITTAL LETTER# I PAGE DATE 7/71 



ASSISTANCE TO FAMILIES OF THE WORKING POOR 
MA~. OF AoMtN., Dtv. OF Pua. WELF. 

PLEASE READ CAREFULLY BEFORE SIGNING 

3700 APPEND IX 11 

FORM PA-1M 
PAGE 3 OF 3 

WE UNDERSTAND THAT WE MUST GIVE CERTAIN INFORMATlON TO THE CCXJNTY WELFARE BOARD TO RECEIVE PUBLIC ASSISTANCE; 
THAT THE CCIJNTY WELFARE BOARD MAY HELP TO GET THIS INFORMATION; AND THAT THE ANSWERS WE GIVE ON THIS FORM 
MAY BE INVESTIGATED BY THE COJNTY WELFARE BOARD OR THE STATE DIVISION OF PUBLIC WELFA RE; THAT A REVIEW OF 
a.JR CASE BY A RE PRESENTATIVE OF THE STATE DIVISION MAY BE MADE TO DETERMINE OUR CONTI NUING ELIGI BILITY FOR 
ASSISTANCE. WE UNDERSTAND THE INFORMATION OBTAINED WILL BE USED a-JLY FOR RJRPOSES OF ESTABLI SHI NG a.J R 
ELIGIBILITY FOR ASSISTANCE . WE HAVE GIVEN, AND WILL CONTINUE TO GIVE, COMPLETE AND ACCURATE INFORMATION, 
WITHIN OUR KNOWLEDGE , TO THE CCIJNTY WELFARE BOARD. WE WILL ALSO GET, .OR HELP TO GET, NEW DOCUMENTS OR 
INFORMATION WHEN REQJESTED BY THE COJNTY WELFARE BOARD. WE UNDERSTAND THAT ANY INFORMATION WE GIVE WILL 
BE USED ONLY IN CONNECTION WITH OUR APPLICATION FOR RJBLIC ASSISTANCE. 

WE ALSO UNDERSTAND THAT IT IS OUR DUTY TO REPORT IMMEDIATELY TO THE COUNTY WELFARE BOARD ANY CHANGE IN 
LIVI NG CONDITIONS, FAM ILY SITUATION , OR RECEIPT OF MONEY FROM ANY SOURCE. 

WE UNDERSTAND THAT THE AMOUNTS OF CONTINUED ASSISTANCE, IF ANY, RECEIVED BY US SHALL CO~STITUTE A DEBT TO 
THE STATE OF NEW JERSEY. THIS IS REQJIRED BY THE PROVISIONS OF THE ASSISTANCE TO THE FAMILIES OF THE 
WORKING POOR ACT. AS A RESULT OF THE PROVISIONS OF THAT ACT, WE HEREBY RENEW OUR PROMISE TO REPAY ALL 
ASSISTANCE GRANTED TO OR ON BEHALF OF CUR FAMILY TO THE STATE OF NEW JERSEY OR ITS DESIGNATED AGENT. WE 
WILL MAKE THE REPAYMENT FROM THE MONIES WE MAY RECEIVE IN THE FUTURE, EITHER EARNED OR UNEARNED, AND FROM 
THE MONIES WE EXPECT TO RECEIVE FROM _______________________________ _ 

(NAME OR NAMES) 

(NAME OR NAMES) 

BECAUSE OF _________________ (_D_E_S_C_R_I B_E_C_I_R_C_U-MS_T_A_N_C_E_s"""') ________________ _ 

WE HEREBY AGREE, AND ALSO AUTHORIZE AND DIRECT OUR ATTORNEY, IF ANY, TO FURNISH FULL AND COMPLETE INFORMATION 
TO THE _____ COUNTY WELFARE DEPARTMENT AS TO THE ABOVE CLAIM OR OTHER ACTION. WE AGREE TO KEEP THE 
WELFARE BOARD INFORMED OF ANY PROPOSED SETTLEMENT OF THE CLAIM OR OTHER ACTION. WE AGREE NOT TO DISPOSE OF 
ANY MONIES REALIZED FROM SUCH CLAIM OR OTHER ACTION WITHOUT THE PRIOR CONSENT AND APPROVAL OF THE WELFARE 
BOARD. 

WE ARE FULLY AWARE OF THE CONTENTS OF THIS APPLICATION. WE KNOW THAT MAKING FALSE STATEMENTS, FAILING TO 
GIVE NECESSARY INFORMATION, CAUSING OTHERS TO HOLD BACK INFORMATION, OR FAILING TO LET THE WELFARE SOARD 
KNOW OF ANY CHANGES IN OUR CIRCUMSTANCES, IS AGAINST THE LAW AND MAY SUBJECT US TO PROSECUTION. WE ARE 
FULLY AWARE THAT IF WE ARE NOT SATISFIED WITH ANY ACT ION OR LACK OF ACTION BY THE COUNTY WELFARE BOARD, WE 
HAVE THE RIGHT TO A FAIR HEARING. WE ARE AWARE THAT IN ACCORDANCE WITH THE CIVIL RIGHTS ACT OF 1964, NO 
PERSON SEEKING OR RECEIVING PUBLIC ASSISTANCE SHALL BE SUB-JECTED TO DISCRIMINATION BECAUSE OF RACE, COLOR OR 
NATIONAL ORIGIN. 

CP 

(SIGNATURE Or APPLICANT-HUSBAND) (DATE:) (SIGNATURE OF APPLICANT-WlrE) (DATE) 

(SIGNATURE OF PERSON, Ir ANY, WHO HELPED 
YOU WITH THIS APPLICATION 

{ADDRESS Or PERSON, Ir ANY, WHO HELPED 
YOU WITH THIS APPLICATION) 

(ZIP CODE) 

TRANSMITTAL 
LETTER # I 

PAGE DATE 
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AB3J.star..ce to .l"ami.1.1es or ,:;ne worJUng ,tJOOr 
Manual of Administration 
Division of Public Welte.re 

NAME 

Date 

SUMMARY REPORT 

Form PA-2lJ (Rev. 4 / GS ) t tiU ) 

3700 APPENDIX III 

REGISTRATION NO. -------­
COMPAN10N CASE NO. ----
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Assistance to Families of the Working Poor 
Man.ofAdmin.,Div.ofPub.Welf. WORKSHEET AND AUTHORIZATION FOR AJBLIC ASSISTANCE 3700 Appendix IV 

FORM PA-3A 
(REV. 5/71) CASE PRIOR CASE 

NUMBER _______ _ NO. - IF ANY ________ _ 

RECIPIENT COUNT PAYEE-APPL ICANT _________________ _ 

STREET ADDRESS 

No . IN HOUSEHOLD 

NO. IN ADC 

AFWP 
NON 

FED FED 
CITY ______________________ _ 

STATUS: NA [ ] RA [ ] RO [ 

ELIGIBLE UNIT 

TR [ ] CA [ ] OTHER [ ] 

ADULTS 
CHILDREN 

PART I - IDENTIFICATION OF INDIVIDJALS IN ELIGIBLE UNIT 
HEAL TH CARRI ER ___________ _ POLICY NO. ________ _ DATEELIG. FORMED. ASST. _______ _ 

CHECK MAR- R OTHER MEDI -
AFWP BIRTH s ITAL A COVER- CARE 

FI RST (UNLESS LAST NAME I S Na-J DATE E STA- C AGE COVER- SSA OR RRB 
NA~E ONLY DIFFERENT FROM APPLICANT) ADC FED FED MO DY YR X TUS E YES NO AGE CLAIM NUMBER 

CATEGORICALLY RELATED (NOT 1 N GRANT): 

MAR ITAL STATUS RACE MEDI CARE COVERAGE PART 11 I - INITIAL GRANT 
S-SINGLE 0-DI VORCED 1. WHITE 4. LATIN AMER. A-PART A N-NONE 
M-MARRIED W-WIDOWED 2. NEGRO ~• ORIENTAL B-PART B 1. PUBLIC ASSISTANCE ALLOWANCE 
P- SEPA RATED 1 . AMER. 1 NDI AN • OTHER C-PART A & B 

2. CHECK DATE GRANT EFFECTIVE: 

PART II - AMOUNT OF ALLOWANCE 1sT-10TH [ ] 11TH-20TH [ ] 21sT-31sT [ ] 
I N C O M E AJBLIC ASSISTANCE ALLOWANCE 

3. ALLOWANCES FOR CURRENT MONTH 
RSDI SCHEDULE I 

CALrULATED SCHEDULE 11 4. TOTAL INCOME AVAILABLE 

EARNED I NCOME OR 
OTHER INCOME: OTHER LIVING ARRANGEMENT: 5. ADJUSTED ALLOWANCE (3 Ml NUS 4) 

(IDENTIFY) RooM/BOARD ---PERSONAL 6. APPLICABLE ADMIN. CEILING 
ALLOWANCE ---

TOTAL ALLOWANCE 7. AMOUNT OF INITIAL GRANT 
MINUS TOTAL INCOME 

TOTAL l NCOME ADJUSTED ALLOWANCE 
PART IV - RECOMMENDATION AND DECISION 

ADC AND AFWP ONLY - ADMINISTRATIVE CEILING 
MA ONLY [ ] MAA ONLY [ ] 

1. ADMINISTRATIVE CEILING FOR UNIT OF' --- IS $ 

2. GROSS INCOME $ 
3. MINUS DEDUCTIONS: 

$ 

4. TOTAL DEDUCTIONS $ 
5. TOTAL ADJUSTED AVAILABLE INCOME (2 Ml NUS 4) $ 

( ) BY ADMINISTRATIVE ACTION 
6. MAXIMUM PAYMENT (1 MINUS 5) $ 

$ 
SIGNATURE DATE DATE GRANT EFF. 

MONTHLY GRANT FOR -- PERSONS. 
( ) RATIFICATION BY CWB 

SIGNATURE DATE DATE GRANT EFF. 

CASE WORKER Is SIGNATURE DATE SUPERVISORls SIGNATURE DATE 
( ) BY CWB ACTION 

I SIGNATURE DATE DATE GRANT EFT. 
CP NE:W JERSEY DEPARTMENT OF' INSTITUTIONS AND AtlENCl~s, DIVISION OF" PUBLIC WELFARE Trans. Letter 1 



Assi:stance to Families of the Working Poor 
Man. of Admin., Div. of Pub. Welf. 

PART V - DETERMINATION OF CALCULATED EARNED INCOME FRQ'vl EMPLOYMENT 

MONTHLY 

I NI Tl AL DETERMINA-

ELIGIBILITY ATION 

ALL PROGRAMS EXCEPT AFWP (ADC ONLY) OF GRANT 

1. GROSS EARNINGS 

2. IF SE LF EMPLOYED, ENTER 
CO ST OF PRODUCING INCOME 

3. AD JUSTED GROSS EARNINGS (1 MINUS 2) 

4. DISREGARD (IDENTIFY) 

~- Sus-TOTAL (1 MINUS 4) 
6. OTHER DEDUCTIONS : 

MANDA TORY PAYROLL DEDUCTIONS 

EXPENSES OF EMPLOYMENT 

COST OF CHIL D CARE 

OTHER (IDENTIFY) 

TOTA L OTHER DEDUCTIONS 

7. CALCULATE D EARNE D I NCOME 

AFWP PROGRAM ONLY 

i. GROSS EARNINGS 

2. IF SE LF EMPLOYED, ENTER COST OF 
EARNING INCOME HERE 

3. ADJUS TED GROSS EARNINGS (1 MINUS 2) 

4. INITIAL DISREGARD 

'5. SUB -TOTAL (3 MI NUS 4) 
6. DISREGARD ( 1 /3 OF '5) 

7. CALCULATED EARNED INCOME 

PART VI - DETERMINATION OF INITIAL ELIGIBILITY ( ADC AND AFWP CNL Y) 

I N C 0 M E PUBLIC ASSISTANCE ALLOWANCE 

RSDI SCHEDULE I 

CALCULATED SCHEDULE II 
EARNED INCOME 

OTHER I NCOME 

(IDENTIFY) TOTAL ALLOWANCE 

MINUS TOTA L INCOME 

TOTAL INCOME ADJUSTED ALLOWANCE 

PART VII - VENDOR PAYMENTS 

DATE PURPOSE VENDOR AMOONT 

CP 

3700 Appendix IV 
PA-3A (R.5/71) (Reverse) 

SPACE FOR CCMPUTATIONS 

PART VI I I - COMMENTS: 

Trans. Letter 1 



,, ..... 

Assistance to Families of the Working Poor 
Ma.nuaJ. of Administration · 

3700 APPENDIX V 

Division of Public Welfare 
EVALUATION OF CAPACITY OF LEGALLY RESPONSIBLE RELATIVES TO SUPPORT 

A. B. LRR'S AI>DRESS 
(:ue Number 

Client's Name 

Name of Le1•11Y Respondbl• RelaUve 

(1) --------------­
(2) ---------------­
(3) --------------­
(4) .---------------

RelaUonablp 

C. MARITAL STATUS AND INCOMES (1) 
Single 
Married but no separate income 
Married and both husband and wife have incomes 
Married and both husband and wife are LRR's of the client 

D. SOURCE OF LRR'S INCOME (1) (2) 
R . i t f bli I t C . ec1p en o pu c ass s an e I 

I 

Dependent on another person ~ 

Pension benefits, etc. (identify) 
Employed 
Self-employed 

E. ORDERS OF SUPPORT: LRR is under court order of support? 
(1) (2) (3) 

(a) YES □ NO O; YES □ NO o; YES □ NO O; 
(b) IF "YES1

', COMPLETE: 
Month and year ordered 
Monthly amount of support order 
Availability-amount 
If other person, identify name and relationship 

F. TYPE OF CONTACT: 

(1) □ □ □; 
Letter Visit Tel. 

DATE: _______ _ 
Mo. Yr. 

G. (a) NO CONTACT 

c2) . □ □ O; 
Letter Visit Tel. 

Mo. 

(1) (2) 

□ □ 

Yr. 
. (3) 

□ 
(b) REASON FOR NO CONTACT 

(1) (2) 
I 

$ ' $ \ $ 

(3) □ □ □; 
Letter Visit Tel. 

Mo. 

(4) 

□ 

Yr. 

(2) (3) (4) 

(3) (4) 
I 

(4) 
YES O NO 0 

(3) (4) 

' ' $ $ 

(4) □ □ □ 
Letter Visit Tel 

Mo. Yr. 

(1)---------------------------------------

(2)-------------------------------

(3)--------------------------------

(4)-------------------------------

New Jeney Department of Institutions and A1enc1... Dlvialon of Public WeUan 
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H. LRR'S PLACE OF EMPLOYMENT: 

I. INCOME OF LRR: 
(1) 

Evaluation date (mo./yr.) 
Method Pay Stubs 
used to Income Tax 
verify Other 
income (identify) 
of LRR: 

J. EVALUATION: 

a) Month and year 

b) Schedule used 

C) LRR family size 

d) Monthly income 
Less . deductions for 

e) extraordinary expenses 

f) Adjusted income 
Capacity to support 

g) (from schedule) 
Less monetary value of 

h) current support contributions 

i) Amount considered available 

K. OTHER COMMENTS: 

L. CASEWORKER'S SIGNATURE: 

(1) ------------
(2) ------------

$ 

$ 

$ 

$ 

$ 

PA.U . Qlff, 1/11) (l) _________________ _ 

(2) -----------------­

(3) -----------------­

(4) --------------------

(2) (3) (4) 

(1) (2) (3) (4) 

$ $ $ 

$ $ $ 

$ ' ' 
$ $ ' • ' ' 

(3) ------------

(4) ------------



Assistance to Families of the Working Poor 
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l'orlll P~l, (BeT. ~ (5vJ 

3700 APPENDIX VI 
Date: -~--------------- ---- ...... - .. . -Division of Public Welfare 

INTER-AGENCY REFERRAL 

TO· -----------·----------------------·------ Case No. ------·---·--- (if assigned) 

FROM: -· ·--·------·----------------------------·----··---·---·------------
Mr. □; Mrs. □; Miss □ 
now residing at ______________ _ 

has applied to this agency for: 
□ financial assistance· 

□ advice or service (specify)----------------------------

·······-· ·-·----··--··-·-·-------·--------- ---------------- --------·--·· 

is receiving: 
□ financial assistance in the amount of $ ____ _ __ for _______________ _ 

(period COTered) 

D service, other than financial assistance, from this agency (specify) ---------------·---------·-·-

--------------~-·--·····------·---·--------·--·-------·---------------

-------------------------------··----- ... -----------------------------------------

The referred person is interested in the program(s) of your agency and informs us 
□ he plans to call at your office, in person, on or before -------·········----·-·------------·-·-----·-··-·---·---····------- (date) 
D he is unable to call, in person, at your office. 

- -------·--- ----------------------------------------------------- ·· ---------- .. -------------------------------------------

Reply Requested: No O; Yes □. 
Information known to this agency will be made available to you upon request. 

Remarks: _________________________ .;...._ _______ _,__ 

-------------------------------------··--·· ···-·--·----·--··--···--·--·-----------

·----·-·-·-----······----·-·-----·----·----·---······-----------

Name and Title of Agency Representative: ----·-------------------·---­
(Referring agency completes form above this line.) 

------- ------------------------- --- ---------- -------------------------- ------------------------------

CP 

(RE.PLYING AGENCY COMPLl:TES FORK BELOW TRIS LINE. IF APPLICATION HAS DEEN FILED BUT DISPOSITION IS NOT KNOWN. BEPLY 
Bll: PBll',Sl!:NT STATUS AND REPORT FINAL DISPOSfflON LATER.) 

To ---· ________________ . ___ Date ________ Your Case No. ___ (if assigned) 

From ·--·----· --·-------------------------- Case No. ____ (if assigned) 
Re: Mr. □; Mrs. □; Miss □ ________________________ _ 

Application: 
□ Client did not contact ag~ncy. 
□ No application filed. Give reason under "Remarks" below. 
□ Application filed -------·---------·- (date). Specify type of public assistance or service requested under 

"Remarks," below. 
Present status: 

□ Application filed on date shown above. Final decision pending. 
□ Eligible as of ---··-·---·-·····-·-···-·-··- (date) 
□ Ineligible as of -····--··--·-·---··--·· ···· ·-· (date). Give reason under "Remarks," below. 

Remarks· ---- ··· ···-· - ··---------·----·--------------

-·-··· ·•-···--·-•·•---····---- ---------·----· ·-·----·····---· ·-•-·•·· ·---··---··---·-----·-------·---·---·-

Date: ---··-------- -----------·····---·--···----·----···---·· ·--·····-··-------------
(Name and Title of Aeeucy llepruentatlft) 
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TA .BL E OF CONTENTS 

CI.APTER 3800 
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Other Responsibilities 
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Approved Applications 
Denials 
Adjustments in Grant 
Continuances without Adjustment (optional) 
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Dismissals 
Other Notification 
Transmittal of Notification 
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Approved Applications 
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3860. 
3861. 
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3863. 

.1 

.2 

.3 
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T A B L E O F C O N T E N T S 

CHAPTER 3800 

OTHER RESPONSIBILITIES 

Legal Procedures 
Fraudulent Receipt of Assistance 
Introduction 
Criteria for Identifying Cases of Possible Fraud 
County Welfare Board Responsibility 
Referral to Law Enforcement Authorities 
Reports on Cases Involving Fraudulent Receipt of Assistance 
CWB Procedure Upon Conviction 
Recovery of Assistance Paid 
Support Orders 
Legal Provisions 
Non-compliance with Orders 
Persons or Agency to Receive Payment of Order 
Services of Legal Staff 
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Procedures 
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Federal Policy 
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As s'is.'ta.hbe .. to Families of the Working Poor 
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3 8 00 • - 3 811 • 1 

Division of Public We lfare 

Pa r t III 
3800. _ · ~~_.:_Qt:he14 Respo·nsi-bilit,ierz 

3800 . OTHER RESPONSIBILITIES 

3810. NOTICE · OF · COUNTY ·WELFAllli BOARD DECISION 

.1 Legal Requitements 

. 3811. . 

The law requires that the county welfare board shall notify applicants 
promptly of any decision in writing. Accordingly, all applicants for 
and recipients of assistance shall receive written notice of every 

.agency decision which relates .' to eligibility, or the disposition of the 
application, or a change in the amount of the assistance payment. This 
includes any decision which is made by executive authority of the 
director of .welfare, . any decision made initially by the welfare board, 
or any change made by formal board action with respect to a previous 
executive decision. 

In addition, applicants who voluntarily withdraw their application 
shall receive written confirmation that their request for withdrawal 
has been officially recognized by the agency • 

Notice to Clients· 

All notification of agency decisions shall state in clear, simple and 
concise language the date, , the nature of and the reason for the decision. 
When enclosures are sent w{th the notification, specific mention of 
this fact shall be made • 

. 1 Approved Applications 

a. Initial Payment 

Notification to ?pplicants · whose eligibility has . been determined 
and to whom initial payment is be.ing issued sha'il include the 
following: 

1) A stateme~t of the a~ency's det~rminations as to eligibility 
and amount o~. assistance; 

2) An. explanation ~.f tbe amount of assistance, the manner of pay­
ment, and ·the period for which the payment (s) is (are) planned 
to meet the recipient's requirements; 

3) A statement that 

a) ·'ch;arige~ ·, i~ thep re,6ipient 1 s finances or othe.r circumstances 
will require reconsideration of eligibility, and that 

~- -:: .. b) ··: Ass·istance·~ max be·. affected accordingly; :· 
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Assistance to Families of the Working Poor 
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3811. 1-3811. 2 

Division of Public Welfare 

Part III 
3800 Other Responsibilities 

3811 • Notice to Clients (Cont'd) 

. 1 a. 4) a statement that the recipients will receive notification of 
any decision affecting their future eligibility or amount of 
assistance. 

b. Initial Payment Deferred . 

Notification to applicants who are found eligible but for whom 
initial payment is not to be issued until a later date shall include 
the following: 

1) a statement of the agency's determination as to eligibility; 

2) an explanation of the amount of assistance, the manner of 
payment, the approximate date of the initial payment, and the 
reason for deferring initial payment to such date; 

3) A statement that 

a) changes in the recipient's finances or other circumstances 
wil~ require a reconsideration of eligibility; and that 

b) assistance may be affected accordingly; 

4) a statement that the recipients will receive notification of 
any decision affecting future eligibility or amount of assistance. 

c. Change in County Residence 

Notification to recipients whose application was approved following 
change of customary place of abode from another county shall include: 

1) a statement that the recipients were found to be residents of 
this county for purposes of assistance; and 

2) therefore, future determ'inations of eligibility and future pay­
ments of assistance will be made by this county welfare board 
rather than by the welfare board of the county of previous resi­
dence • 

• 2 Denials 

Notification to applicants who have been denied shall include the follow­
ing: 

New Jersey Department o.f 
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Assistance to Families of the Working Poor 
Manual of Administration 

3811. 2 - 3811. 3 

Division of Public Welfare 

Part III 
3800. Other Responsibilities 

3811. Notice to Clients (Cont'd) 

.2 a. a statement of the explicit . reason for ineligib,ility; and 

b. advice concerning the applicants' right to reapply whenever they 
believe that circumstances have changed in such a way that the 
stated reasons for ineligibility no longer exist • 

• 3 Adjustments in Grant 

a. Increases in Amount of Assistance Payment 

Notification to recipients whose grant has been or is being in~ 
creased, whether for a specified or indefinite period, shall in-
clude the following: 

1) a statement of the amounts of both -previous and new grants; 

2) an explanation of the reason for the increase; 

3) an identification of the payment with which the increase will 
take effect; 

4) an explanation of the period of time, whether specified (such 
as one or more months) or indefinite, during which the increased 
amount will apply. 

b. Reductions in Amount of Regular Assistance Payment 

1) Notice of Intention to Reduce Amount of Regular Assistance 
Payment 

Recipients of assis~ance are entitled, prior to reduction of 
any regular amount of assistance previously granted for monthly 
payment for an unspecified period, to be afforded: 

a) Timely notice in fact and confirmed in writing, and in no 
case less than ten (10) days before the date on which the 
recipients would otherwise expect to receive the next 
regular payment, setting forth the specific reason(s) for 
the decision to reduce the amount of such regular payments, 
including the citation to any statutory provisions or 
official regulations pertinent there;to, and stating the 
proposed effective date of reduction which shall be not 
less than ten (10) days from the day of notice. 
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Ass is ta'i1ce to Families of the Working• Poor 
Manual of Administration 

3811. 3 

Division of Public Welfare 

Part III 
3800 Other Responsibilities 

3811. Notice to Clients (Cont'd) 

.3 b. 1) b) Notice that they will be afforded an opportunity to be 
heard before the effective date of reduction, which informs 
how to make such request, and which allows reasonable 
opportunity to exercise such a right prior to the effective 
date of reduction. The recipients shall be allowed not less 
than three (3) working days after receiving notice to inform 
the county welfare board, whether by vtsit, by telephone 
or in writing, that they wish to be heard. 

c) The exercise of such opportunity to be heard before per­
sonnel of the agency other than the recipients' particular 
worker, or supervisor, which shall mean an opportunity to 
state and discuss the case with some one or more staff or 
Board members of the local agency occupying positions 
.superior to that of the worker and the supervisor. 

d) The right at such h~aring to appear in person and to be 
informed of the reasons, and the nature and sources of 
any supporting evidence, upon which the proposed reduction 
of assistance is based; the right to present any proofs or 
witnesses as to issues of facts; and the right to be repre­
sented by an attorney, and/or to be accompanied by friends. 

e) A notice in writing, subsequent to any such hearing, explain­
ing the reasons for the reduction of assistance payments if 
the resulting decision is to so reduce, and re-informing 
the recipients of the right to a Fair Hearing in a proceed­
ing before the Division of Public Welfare, Department of 
Institutions and Agencies. 

f} The elements of· notice and hearing prior to reduction thus 
specified are not to be· con~trued as affording recipients 
a right to a pre-reduction proceeding that will be identical 
with or embrace all of the formal or structural elements of 
the statutory "Fair Hearing" which is otherwise afforded to 
recipients .after reduction of assistance has occurred. 

2) Notice of Reduction of Assistance 

Notification to recipients, the amount of whose regular assis­
tance payment has been reduced, shall include: 

a) a statement of the reason(s) for reduction; 

b) a statement of the date that the first assistance payment 
in the reduced amount has ·been or will be issued; 
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Assistance to Families of the Working Poor 
Manual of Administration 

3811.3 - 3811.S 

Division of Public Welfare 

Part III 
3300 Other Responsibilities 

3811. Notice to Clients (Cont'd) 

.3 b. 2) c) a statement of the right to file a request for a Fair 
Hearing • 

• 4 Continuances Without Adjustment (Optional) . 

When the welfare board, at its option, sends notification to a recipient 
whose eligibility has been reconsidered formally for continuance without 
change in assistance, the notification shall include a statement that: 

a. eligibility for assistance continues; and 

b. the amount of assistance, 

.5 Closings 

a. Notice of Intention to Terminate Assistance 

Recipients of assistance are entitled, prior to the termination of 
any regular amount of assistance previously granted for monthly 
payment for an indeterminate period, to be afforded: 

1) Timely notice in fact and confirmed in writing, and in no case 
less than ten (10) days before the date on which the individual 
would otherwise reasonably expect to receive the next regular 
payment, setting forth the specific reasons (s) for the decision 
to terminate assistance payments, including the citation to any 
statutory provisions or official regulations pertinent thereto, 
and stating the proposed effective date of termination which 
shall be not less than ten (10) days from the day of notice. 

2) Notice that they will be afforded an opportunity to be heard 
before the effective date of termination, which informs how to 
make such request, and which allows reasonable opportunity to 
exercise such right prior to the effective date of termination. 
The recipients shall be allowed not less than three (3) working 
days after receiving notice to inform the county welfare board, 
whether by visit, by telephone o+ in writing, that they wish 
to be heard. 

3) The exercise of such opportunity to be heard before personnel 
of the agency other than the recipient~!. worker, or supervisor, 
shall mean an opportunity to state and discuss the case with 
some one or more staff or Board members of the local agency 
occupying positions superior to that of the worker and the 
worker's supervisor. 
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3811.5 

Division of Public Welfare 

Part III 
3800 Other Responsibilities 

3811. Notice to Clients (Cont'd) 

.5 ~ a. 4) · The right at such hearing , to appear and to be informed of the 
reasons, and the nature and sources of any supporting evidence, 
upon which the proposed termination of assistance is based; the 
right to pte~ent any proofs or witnesses as to issue~ of facts; 
and the right to be represented by an attorney, and/or to be 
accompanied by . friends ,~ 

5) A notice in .writing; ·subsequent to any such hearing, explaining 
the reasons for the termination of assistance payments if the 
resulting decision is to .so terminate, and re-informing the 
recipients of the right to a Fair Hearing in a proceeding be­
fore the Division of Public Welfare, Department of Institutions 
and Agencies. 

6) The elements of notice and hearing prior to termination thus 
specified are not to be construed as affording recipients a 
right to pre-termination proceeding that will be identical 

.with or embrace all of the formal or structural elements of 
the s tatutory uFair Hearing" which is otherwise afforded to 
recipients after tennination of assistance has in fact occurred. 

b. Notice of Termination of Assistance 

1) Notification to recipients for whom : 4ssistance payments have 
been terminated shall include: 

a) a statement of the reason (s) . for termination 

b) a statement of the date of the last assistance payment that 
has been or will be issued, 

c) a statement of the clients' right to reapply 

d) a statement of the right to file a request for a Fair 
Hearing, and 

e) ·where known assets are involved, pertinent advice concern­
ing the future handling and disposition of assets, or a ·:":: :.~ 
statement that another notification will be sent within 
sixty days which will give .:the amount of assistance 
received from the county welfare board together with perti­
nent aovice concerning the future management and ultimate 
disposition of known assets. · 
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3811.6 - 3811.8 

Division of Public Welfare 

Part III 
3800. Other Responsibili ties 

3811. Notice to Clients (Cont'd) 

.6 Withdrawals 

While withdrawal by applicants does not require board decision, the 
agency should officially recognize the action through written notifi­
cation. Such a notification shall include: 

a. a statement that the decision to withdraw the application has been 
recognized and recorded by the agency and that no further action 
is being taken, and 

b. a statement that the applicant has the right to reapply at any 
time • 

• 7 Dismissals 

Notification to a person whose application is dismissed because of 
change in customary place of abode to another county during the 
application process shall include: 

a. an explanation of the reason for dtsmissal; 

b. a statement that . if in need they may make application to the CWB 
o.f the county in which he is living • 

• 8 Other Notification 

The above instructions rela~e only to those written notifications 
. which are intended to make known to the applicants or recipients a 

conclusive agency de~ision concerning eligibility, the disposition 
of the application, or the amount of the assistance payment. It is 
recognized that it frequently becomes necessary for the director to 
make administrative decisions which are tentative, alternative, or 
prospective in character, and to communicate such decisions to 
applicants or recipients. Examples are: 

a. a letter to applicants or recipients requesting_ their decision 
on a stated issue, and indicating how the ·ag.ency decision will 
be or may be affected. 

b. a letter to applicants or recipients informing them ·that a 
certain recommendation for decision will be presented to the 
board at a stated meeting, and affording opportunity to show 
cause why such recommendation is unwarranted or to take action 
which would warrant a change in the recommendation; 
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Assistance to Families of the Working · Poor 
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3'811. 8 - 3812 .). 

Division of Public Welfare 

Part III 
3300 Othe r Responsibilities 

3811 . Notice to Clients (Cont'd) 

• 8 c. a letter to recipients informing them that payment has been tem-
porarily suspended or withheld for stated cause, and advising 
what further action is necessary in relat i on to a final decision; 

d. any notification of the character referred to in 3122.3 in 
respect to reason for delay in prompt disposition . 

. 9 Transmittal of Notification 

3812. 

a. Written notification of applications approved by the director of 
welfare (for initial payment) shall accompany such payment. 

b. Written notification of all other approved applications, and of 
denials, dismissaln and closings shall be transmitted within five 
working days of the decision. 

c. Notifications of adjustments in grants, or approvals of contin­
uance of assistance without change in grant . (optional), shall 
be sent not later than the date of issue of the appropriate 
checks and may accompany such checks. 

d. Written confirmation of withdrawn applications shall be trans­
mitted within five working days of the applicant's request for 
withdrawal. 

Notice to Interested Agency 

In any case>.initially referred by, or known to be . receJ.ving assistance 
or service from a public or private health or welfare agency, notice 
of disposition of the case shall be sent to such agency in the follow­
ing manner • 

• 1 No Application Filed 

If after thorough interpretation of the categorical assistance 
program for which the_ persons were referred, it was stated they do 
not wish to apply, nQtice of such fact shall be sent to the interested 
agency, including the reason if known. 
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Assistance to Families of the Working Poor 
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3812.2-3812.3 

Division of Public Welfa.re 

Part III 
3800 

3812. 

.2 

Other Responsibilities 

notice to Interested Agency. (Cont'd) 

Approved Applications 

If an application for categorical assistance is approved, notice to the 
· interested agency shall be sent whenever possible in advance of the first 
payment of assistance, giving the date of such payment, and in any event 
no later than the date of such payment . 

• 3 Applications Denied, Dismissed or Withdrawn 

If the application is denied, dismissed, or withdrawn, the interested 
agency shall be notified and advised of the reason. 
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Assistance to Families of the Working Poor 
Manual of Administration 
Division of Public Welfare 

Part III 
3800. Other Responsibilities 

3820. COMPLAINTS, APPEALS AND FAIR HEARINGS 

3820. 

A otntement of general policy and procedure on complaints, appeals 
and fair hearings, which is binding on the Division of Public Welfare 
and all county welfare boards, is set forth in Appendix III to 
this chapter (Complaints, Appeals and Fair Hearings, with attachments). 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 1/1 

Page Date 
7/71 



Assistance to Families of the Working Poor 
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3830. - 3832.2 . _ 

Division of Public Welfure 

Part III 
3800 Other Responsibilities 

3830. SAFEGUARDING INFORMATION 

3831. State Pol~cy and Procedur~s 

3832. 

This statement of policy and procedure on safeguarding information is 
binding on ~11 members, officers or employees of any county welfare 
board. 

Basic Principles 

No member, officer or employee of the county welfare board shall produce 
or disclose any confidential information to any person, except as author­
ized below. · 

.1 Information Considered Confidential 

a. Names and addresses, including lists; 

b. Information contained in application, reports of investigation, re­
ports of medical examinations, correspondence, and other records con­
cerning the ·conditic:m·-or circumstances of any person from whom or 
about whom info'rmation is obtained, and including all such informa­
tion whether or .not' it is recorded; · 

c. Records of evaluation of such information. 
EXCEPTION - Information may be released upon request from State or 
Federal agencies lawfully charged with the administration of public 
welfare functions or services • 

• 2 Disclosure of Information on Individuals 

· The director of the county welfare board is authorized to release, sub­
ject to the consent of the individual concerned, relevant and necessary 
information in such manner as the director may prescribe in the following 
circumstances: 

a. for clearances on applications and cases with social service agencies, 
banks, Bureau of Vital Statistics, insurance companies, etc.; 

b. to procure a service· or benefit for· the client; and 

c. whenever the client waives confidentiality, but only to the extent 
authorized by the waiver. 
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Pa r t III 
3800 other Responsibilities 

3833 . Release of Information for Purposes Other Than the Administration of Pub­
l ic Assistance 

.1 The release of any confidential information ur records available to the 
county welfare board or testimony as to confidential matters by any mem­
ber of its staff in connection with any proceeding, including any judi­
cial or quasi-judicial proceeding, for purposes not directly connected 
with the administration of public assistance shall be ~ccomplished in the 
following manner. 

a. The persons or records, or both, shall not appear or be produced ex­
cept in response to a subpoena legally is_sued. 

b. No records shall be produced unless specifically called for by the 
subpoena, and no records shall be produced beyond the terms of the 
subpoena. 

c. Immediately upon the receipt of any .such subpoena, notification shall 
be given to the Division of Public Welfare. 

d. Upon being called _ to testify or.produce agency records before a judi­
cial officer . und~r whose authority the subpoena has been issued, the 
officer or employee- 9f the county welfare board personally or through 
counsel as provided, shall make a statement substantially as follows: 

"Under the te~s of the Fede_ral Social Security Act, in­
formation concerning applicants and recipients of assist­
ance must be restricted to purposes directly connected 
with the administration of assistance . The authorities 
of the Federal Government have advised that this includes 
a requirement of non-disclosure of such information in 
response to subpoena. If a disclosure is made of this in­
formation either by personal testimony or by production 
of records, this is considered non-conformance with 
Federal requirements and may subject the State to loss of 
Federal financial participation in the assistance program." 

.2 In no instance is it intended that any officer or employee of the agency 
shall place himself in contemptof court thr9ugh refusal to follow the 
orders of a court. However , the above action ~hall be taken in all in­
stances, and a report of the results sh2.l l tf" •:·•·•+:,--- :•.:-2:': j :::-1 the case record 
and forwarded immediately to the Divis .ic.n of ru:t].i. c {·;·eli:~~r~ . 
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3852. Support Orders (Contd.) 

.3 a. 3) Payment through the probation department to the . CWB. 

a) This method is . the most effective to assure the client 
regular and uninterrupted payments. 

b) , As approved by the Administrative Office of th~ Courts, 
where the utilization of this plan is indicated, the follow­
ing procedure shall immediately be implemented: (See 3800. 
Appendix II, At\achment #1) 

(1) Adjust the grant to meet the full assistance allowances 
of the recipient disregarding the amount of the court 

.order. 

(2) . In situations where the existing court order requires 
payments .to be made to the dependent person, the case 
shall. be returned· to the Court with a recommendation and 

-. petition that the order be amended to direct payment of 
support to the .- Probation Department. 

(3) The client will execute in duplicate the "Authorization 
to Remit Support Payments to County Welfare Boards", 
PA-lOF. (See Appendix II, Attachment #2) The original 

·is · to be ·retained by the Probation Department while the 
·county welfare board will keep the copy for its records. 

(4) The county welfare board and the Probation Department 
will jointly develop whatever controls and procedures 
are necessary to ensure that the support paiments will 
be routinely forwarded to the county welfare board • 

. (5) The county welfare board will maintain such controls as 
are necessary to: 

New Jersey Department of 
Institutions and Agencies 

(a) Keep a record of and properly credit the payments 
received through support orders on each case and 

(b) Advise the Probation Department when a case is 
closed or a significant difference in the frequency 
and/or amount of support payments in a particular 

. case occurs. 

(For policy in respect ·to Support Orders as a Re­
source see Financial Assistance Manual.) 
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3852. Support Orders (Contd.) 

.4 Services of Legal Staff 

3853. 

.1 

a. · The advice of welfare board legal staff should be sought in respect 
to legal procedures. · 

b. Legal representation of the welfare board in court procedures is 
a function of welfare board legal staff. 

Report of Criminal Offenses to Law Enforcement Authorities 

Introduction 

Applications or investigations for redetermination of eligibility may 
on occasion present indications to the county welfare board that a crime 
may have been committed. Allegations of the suspected commission of a 
crime may also ·be made known to the county welfa.re board through various 
other sources ·, e.g., phone calls, written communications, verbal communi­
cations from individuals, etc. In such instances, the county welfare 
board .may be under a legal obligation to report the situation to the ap­
propriate law enforcement agency • 

• 2 Nature of Offenses Which Must be Reported 

a. The section of the New Jersey statutes defining offenses which must 
be reported under penalty of the law is Title 2A:97- 2, Concealment 
of Crimes, which provides that: 

"Any person having knowledge of the actual commission 
within the jurisdiction of this state of arson, man­
slaughte~, murder, or of any high misdemeanor , who 
conceals and does not , as soon as may be, disclose 

· and make known the same to a judge , magistrate, prose­
cutor or police authority, is guilty of a misdemeanor." 

b. Other crimes which constitute high misdemeanors and which must there­
fore be reported although not specifically named in the statute, in­
clude atrocious assault and battery, carnal abuse , incest and rape. 

In addition, in order to afford legal protection to children , certain 
other crimes must also be reported to the proper authorities. These 
include but are not limited to: debauching or impairing the morals of 
a child under 16, assault and battery on a child , and contributing to 
the delinquency of a child. 
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3853. Report of Criminal Offenses. to Law Enforcement Authorities 

.2 b. The existence of a condition of pregnancy in an unmarried child under 

3853.3 

the age of 16 is per se conclusive evidence that a crime (statutory 
rape) has been committed by an offending male person. Each such in­
stance shall therefore .·, regardless of any other circumstances, be re­
ported. 

Procedures 

When the county welfare board becomes informed of facts that would indi­
cate that one of the above mentioned crimes has been or may have been 
committed, or receives a direct allegation in any form, wri.tten or verbal 
or anonymous, that such a crime has been committea,· it shall proceed as 
follows: 

a. The director shall in collaboration with Counsel review whatever facts 
and circumstances are immediate'ry available in orde.r to determine whe­
ther there is suspicion that a crime was committed. 

b. If it appears that a crime has been committed, the director sha~l, 
after consultation with Counpel, report the matter to the county 
prosecutor, or to a local police department or to the State . Police 
if so directed by the Office of the Prosecutor. 

c. Where a direct allegation charging commission of a crime has been 
made by an identified person, such, person shall be advised of his 
responsibility to report this information to the proper authorities. 

a. Employees of the county welfare board shall cooperate fully with any 
subsequent investigation initiated by the law enforcement agency with­
in the limits of the policy and regulations of the Division of Public 
Welfare. A county welfare board staff member may sign a written com­
plaint only upon a written request from the law enforcement agency 
and provided his information of the facts to be stated in such com­
p~aint is based upon his own personal knowledge and belief. 
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3860. NONDISCRIMINATION IN PUBLIC ASSISTANCE PRCGAAMS 

3 861. Federal Policy 

3862. 

Title VI of the Civil Rights Act of ·l964 (Public Law ·aa-352) prohibits 
discrimination on the ground of race, color or national origin in the ad­
ministration of any program for which Federal funds are received. Strict 
compliance with the provision of this Act and any regulations based thereon 
is required as a condition of eligibility to receive Federal funds for 
·assistance programs administered ·through 1:he county welfare boards. 

State Policy and Regulations 

Based upon the Federal law cited above, and acting pursuant to authority 
delegated by the State Board of Co~trol, the Commissioner of the Depart-

. ment of Institutions and Agencies . has issued Administrative Order 3:04, 
Discrimination in Federally-Aided Programs. This Administrative Order 
establishes the policies and procedures necessary to ensure that in the 
administration of public assistance programs there shall be no practices 
which are discriminatory on the basis 6f race, color, or national origin • 

. 1 Extent of Prohibited Discriminatory Practices 

a. These prohibited discriminatory practices extend to all county welfare 
board offices. ' 

b. They extend to services purchased or otherwise obtained by the county 
welfare board from other agencies, organizations, and institutions 
for beneficiaries of the program, and to the treatment of clients in 
facilities in which such services are provided. 

1) In case of medical emergencies the county welfare board is author­
ized to utilize the services of any medical institution for the 
duration of the emergency, even though such institution refuses 
or fails to comply with the requirements prohibiting discrimina­
tory actions. Both the following conditions must exist: 

a) The emergency must be such that the immediate provision of 
services or other benefits to an individual is necessary to 
prevent his death or serious impairment of his health; and 

b) Such services or other benefits are not readily available 
from any other medical institution. 
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3863. frocedures Affecting County Welfare Boards 

.1 Notification to Vendors 

The CWB shall establish procedures to ensure that all vendors currently 
providing services to their clients, other than medical services, will 
receive a copy of Form WD-1 on an annual basis • 

• 2 Information to Staff 

The county welfare board shall inform all staff m~mbers of their obliga­
tions in regard to Title VI of the Civ·il Rights Act · of 1964. This shall 
be accomplished by: 

a. furn~shing each staff 
a copy of For~ ~D-lB, 
nel of Public Welfare 
immediately after the 

member who has not received .such a statement, 
A Statement Concerning Obligation of Person­

Agencies under the Civil Rights Act of 1964, 
effective date of this regulation: 

b. furnishing each new employee a copy of Form ~D.- _lB. 

c. inclusion of '..all relevant material in any maI?-µals or other documents 
developed by the county welfare board fo~ ~isseminition in the same 
manner as other agency policies; and 

d. discussion at orientation and training sessions • 

• 3 Information to Applicants and Recipients 

All persons seeking or receiving public assistance administered by the 
cqunty welfare qoard shall be informed of Title VI of the Civil Rights 
Act of 1964. This shall be accomplished by .the county welfare board in 
the following m~nner: · · 

a. by mailing to each recipient who had not received such a statement. 
Form WD-lC, A Statement Concerning Nondiscrimination in Programs of 
Public Assistance and Welfare Services; and 

b. by supplying Form WD"".).C at the time of intake, to individuals seek• .. .'~'. . 
ing such assistance. 

~4 Complaint Procedure 

a. All persons seeking or receiving public assistance shall be afforded 
an opportunity to file a complc;lint alleging discrimination on the 
ground of race, col-0r or. national orgin. Such complaints may be 
filed directly with the Regional Director, U.S. Department of Health, 
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3863. Procedures Affecting County Welfare Boards (Cont'd) 

.4 a. Education and Welfare, Federal Building, 26 Federal Plaza, New York, 
New York 10007, or with the Director, Division of Public Welfare, 

.Department of Institutions and Agencies, P.O. Box 1627, Trenton, 
New Jersey 08625. 

b. In any instance where a complaint is filed with a State of local 
agency, it shall be forwarded immediately to the Director, Division 
of Public Welfare. The Director, Division of Public Welfare, upon 
receipt of a~y su_t.h• -.coniplaint, will take whatever action he deems 
appropriate to the situation. This action may include but is not 
limited to, the securing of reports from whatever sources may have 
knowledge pertinent to the situation; and referral to the Division 
on Civil RigPts of the New Jersey Department of Law and Public 
Safety, for ·investigation, evaluation, and recommendations by that 
agency. 

c. The county welfare boards shall afford full cooperation in the in­
vestigation of complaints of discrimination as may be requested by 
the Federal Department of Health, Education and Welfare; the 
Director, State Division of Public Welfare; and the Division of 
Civil Rights, New Jersey Department of Labor and Public Safety. 

d. The Director, Division of Public Welfare, shall be responsible for• 
all final determinations as to whether or not the fact of discrimi­
nation has been established and all final decisions as to the dis­
position of the complaint. 

e. Each county welfare board shall comply with the decision of the 
Director State Division of Public Welfare, on any complaint of 
discrimination, · including the imposition of disciplinary action as 
found necessary and reasonable in the case of .a staff member • 

• 5 Forms 

It is the responsibility of the county welfare board to reproduce 
sufficient quantities of the above-mentioned forms (i.e., WD-1, 
Obligation of Vendors Under The Civil Rights Act of 1964, WD·lB. 
A Statement Concerning Obligation of Personnel and Public Welfare 
Agencies Under the Civil Rights Act of 1964, WD-lC. A Statement 
Concerning Nondiscrimination in Programs of Public Assistance and 
Welfare Services) to meet its needs for continuing compliance with 
the requirements of this section. 

(Se~ 3800. Appendix I, Attachments #1, 1}2, 4ft3 • 
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A STATEMENT 
CONCERNING OBLIGATIONS OF VENDORS 
UNDER THE CIVIL RIGHTS ACT OF 1964 

3800 APPENDIX I 
Attachment #1 

WD-1 

For the purposes of this statement, the tenn "vendor" means an individual, agency, 
institution or organization in New Jersey participating in public welfare programs 
through contractual or other arrangements whereby care or services a~e provided to 
individuals for which payment is received directly from the public welfare agencies 
administering such programs. The public welfare programs concerned are those ad­
ministered by or under the supervision of the Division of Public Welfare. 

Under the provisions of the Civil Rights Act of 1964, no person seeking or receiv­
ing public assistance and welfare services shall be subjected to discrimination 
because of race, color or national origin. This protection against discrimination 
means that a vendor, as defined above, shall not on the ground of race, color or 
national origin: 

1. deny an individual seeking or receiving public assistance and welfare services 
any care or services normally provided by the vendor in the course of conduct­
ing his business or profession; 

2. provide such care or services to such individual in a different manner than they 
are normally provided to others; 

3. subject such individual to segregation or separate treatment in any matter re­
lated to his receipt of such care or services; 

4. restrict such individual in any way in the enjoyment of any advantage or privi­
lege enjoyed by others receiving such care or services; or 

s. treat such individual differently from others in detennining whether and to what 
extent he should receive such care and services. 

If, after due inquiry and opportunity to be heard, the Director, Division of Public 
Welfare, determines that a vendor is practicing discrimination on the ground of race, 
color or mational origin, the public welfare agencies will be directed to withhold 
further payments to such vendor until otherwise authorized. 
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3800 APPENDIX I 
Attachment #2 

WD-lB 

A STATEMENI' CONCERNING OBLIGATIONS OF PERSONNEL 
OF PUBLIC WELFARE AGENCIES 

UNDER THE CIVIL RIGHTS ACT OF 1964 

Under the provisions of Federal law (Civil Rights Act of 1964) no person seeking or 
receiving public assistance and welfare services shall be subjected to discrimination 
because of race, color or national origin. In New Jersey this law applies to any 
financial assistance and welfare services provided by or under the supervision of 
the Division of Public Welfare. 

This protection against discrimination means that a staff member of the Division of 
Public Welfare or of any agency under its cognizance, as listed above, shall not on 
the ~round of race, color or mational origin take or participate in any action to: 

1. deny an individual any aid, care or services provided under the programs; 

2. provide any aid, care or services to an individual which are different, or are 
provided in a different manner, from that provided to others under the programs; 

3. subject an individual to segregation or separate treatment in any matter related 
to his receipt of any aid, care or services provided under the programs; 

4. restrict an individual in any way in the enjoyment of any advantage or privilege 
enjoyed by others receiving aid, care or services provided under the programs; 

5. treat an individual differently from others in determining whether he satisfies 
any eligibility or other requirement or condition which individuals must meet 
in order to receive any aid, care or services provided under the programs; or 

6. deny any individual an opportunity to participate in the programs through the 
provision of services or otherwise, or afford him an opportunity to do so which 
is different from that afforded others under the programs (including the oppor­
tunity to participate in the program as an employee where the primary objective 
of the Federal financial assistance to the program is to provide employment, in­
cluding a program under which the employment is provided to reduce unemployment). 

If, after due inquiry and opportunity to be heard, the employing agency, with the 
concurrence of the Director, Division of Public Welfare, determines that a staff 
member has practiced discrimination on the ground of race, color or mational origin, 
such staff member shall be subject to dis.ciplinary action 
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A STATEMENT 

3800 APPENDIX I 
Attachment #3 

WD-lC 

CONCERNING NON-DISCRIMINATION IN PROGRAMS 
OF PUBLIC ASSISTANCE AND WELFARE SERVICES 

Under the provisions of Federal law (Civil Rights Act of 1964) no person seeking or 
receiving public assistance and welfare services shall be subjected to disrrimina­
tion because of race, color or national origin. In New Jersey this law applies to 
any financial assistance and welfare services provided by or under the supervision 
of the Division of Public Welfare. 

This protection against discrimination means that these agencies, directly or through 
arrangements with other organizations participating in the programs, shall not on the 
ground of race, color or national origin: 

1. deny an individual any aid, care or services provided under the programs; 

2. provide any aid, care or services to an individual which are different, or are 
provided in a different manner, from that provided to others under the programs; 

3. subject an individual to segregation or separate treatment in any matter re­
lated to his receipt of any aid, care or services provided under the programs; 

4. restrict an individual in any way in the enjoyment of any advantage or privilege 
enjoyed by others receiving aid, care or services provided under the programs; 

5. treat an individual differently from others in determining wheth~r he satisfies 
any eligibility or other requirements or condition which individuals must meet 
in order to receive any aid, care or services provided under the programs; or 

6. deny any individual an opportunity to participate in the programs through the 
provision of services or otherwise, or afford him an opportunity to do so which 
is different from that afforded others under the programs (including the oppor­
tunity to participate in the program as an employee where the primary objective 
of the Federal financial assistance to the program is to provide employment, in­
cluding a program under which the employment is provided to reduce unemploy­
ment). 

When any person seeking or receiving public assistance and welfare servicoc believes 
he has been subjected to discr1mi~ation because of his race, color or national ori­
gin, he may file a complaint concerning this. The -GC>mplaint should be in writing 
and describe the circumstances. It may be sent to the Director, Division of Public 
Welfare, P.O. Box 1627, Trenton, New Jersey; or to the Regional commissioner, Federal 
Department of Health, Education and Welfare, 26 Federal Plaza, New York, New York 
10007. 

When a complaint is received an investigation will be made of the circumstances. If 
it is found that there was discrimination on the ground of race, color or national 
origin, proper action will be taken to correct the situation . 
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COPY 

3800 APPENDIX II 

ADMINISTRATIVE OFFICE OF THE COURTS 

Edward B. McConnell 
Administrative Director 
F. Love 11 BiYJJy 
Consultant on Probation 

April 21 ·, 1967 

State House Annex 
Trenton 

New Jersey 

MEMORANDUM TO: Juvenile and Domestic Relations Court 
Judges and Chief Probation Officers 

RE: Payment of Support to Welfare Authorities 

The problem of coordinating payments under 
court orders for the support of dependents with public 
assistance grants to the same beneficiaries has been a 
thorny one. 

In theory, the court makes a support order 
based on the father's ability to pay and the welfare 
boards supplement this by a grant ~hich brings the two 
sources of income to the determined needs of the mother 
and children. 

In practice, however, the situation is compli­
cated by the fact that support payments under court orders 
are irregular both as to amount and frequency. If the 
public assistance authorities assume that the court­
ordered support will be forthcoming, the families often 
endure severe hardship. On the other hand, if the orig­
inal grant has to be constantly amended or supplemented, 
a major bookkeeping problem is created for the assistance 
office. 

One way in which the situation can be met is to 
have the probation departments forward support payments 
directly to the welfare agency under a waiver executed by 
the beneficiary. Under this plan the assistance grant 
can be made and maintained according to the determined 
needs of the family and the monies received under the 
court order are treated as a refund of assistance paid. 

There seems to be no legal barrier to the 
adoption of this system in New Jersey since an assignment 
can be made under N.J.S.A. 44:10-4 (a) authorizing the 
payment of collections of support orders directly from a 
probation department to a county welfare board. A sample 
form for such an assignment is attached herewith. 
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3800 App •. II continued 

-2-

You may be interested to know that the plan 
· outlined above is recommended by the BUreau of Family 
Services of the Welfare Administration, United States 
Department of Health, Education, and Welfare. Effective 
July 1, 1967, the Federal agency is requiring that the 
public assistance program guarantee regular payment of 
full budget allowances to beneficiary families without 
diminution based on a presumption that court-ordered 
support will be available. 

cc Assignment Judges 

New Jersey Department of 
Institutions and Agencies 

signed 
Edward B. McConnell 
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ADMINISTRATIVE OFFICE OF THE COURTS 

Edward B. McConnell 
Administrative Director 

April 9, 1968 

MEMORANDUM TO: Chief Probation Officers 

RE: Payment of Support to Welfare Authorities 
in Chancery Division Cases 

3800 Appendix II 
Att-achinent #1 

State House Annex 
Trenton 

New Jersey 

Will you please implement in Chancery Division alimony and support 

cases the same procedure that has been followed in Juvenile and Domestic 

Relations Court cases since my memorandum to you of April 21, 1967. 

For your information I am enclosing a copy of a memorandum that I am 

sending out today to all judges sitting in matrimonial matters in the 

Chancery Division. Your wholehearted cooperation in implementing this 

program will be appreciated. If you have any questions or problems, 

please advise Mr. Hopkins of this office. 

Enc. 

cc: Assignment Judges 
County Court Judges 

New Jersey Department of 
Institutions and Agencies 

S/ Edward B. McConnell 
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MANUAL OF AD MINISTRATION 

DIVISION OF PUBLIC WELFARE 

I , 
(NAME) 

AUTHORIZATION TO REMIT SUPPORT PAYMENTS TO 

COUNTY WELFARE BOARD 

OF 
(ADDRESS) 

PA-1 OF ( 7 /6 7 ) ( SU ) 

3800. APPENDIX I I 

ATTACHMENT #2 

IN CONSIDERATION OF RECEIVING ASSISTANCE FOR MYSELF AND MY CHILDREN IN ACCORDANCE WITH NEW JERSEY 

REVISED STATUTES, TITLE 44, CHAPTER 10, 4(A) DO HEREBY PROMISE TO REPAY THE COUNTY WELFARE BOARD, 

TO THE EXTENT OF ANY ASSISTANCE SO GRANTED, FROM THE S0URCE HEREINAFTER STATED, FOR THE PURPOSE 

OF REPAYMENT OF SUCH ASSISTANCE THE COUNTY PROBATION DEPARTMENT 15 HEREBY --------
AUTHORIZED TO PAY DIRECTLY TO THE ________ COUNTY WELFARE BOARD, DURING THE PERIOD I RECEIVE 

ASSISTANCE, ALL FUNDS WHICH ARE ANTICIPATED BY VIRTUE OF AN ORDER OF SUPPORT AGAINST 

ENTERED BY THE 
(NAME) (NAME OF COURT) 

I HAVE BEEN INFORMED BY ___________________ , A REPRESENTATIVE OF THE COUNTY WELFARE 

(NAME) 

BOARD, THAT BY SIGNING THIS AUTHORIZATION J WILL HEREAFTER RECEIVE ON A REGULAR BASIS, THE FULL 

AMOUNT OF PUBLIC ASSISTANCE TO WHICH I MY BE ENTITLED, WITHOUT ANY DEDUCTION OF THE AMOUNT WHICH 

THE COURT HAS ORDERED MY TO PAY TO THE PROBATION DEPARTMENT, I HAVE ------- ------
SIGNED THIS AUTHORIZATION RELYING ON SUCH INFORMATION. 

(WITNESS) 

(DATE) 

TO: PROBATION DEPARTMENT --------------

FROM: ___________ COUNTY WELFARE BOARD 

MAKE Tv/0 COPIES 

ORIGINAL: PROBATION DEPARTMENT 

CARBON: CASE RECORD 

NEW JERSEY DEPARTMENT OF 

INSTITUTIONS AND AGENCIES 

DIVISION OF PUBLIC WELFARE 

TRANSMITTAL 

LETTER #1 

(SIGNATURE OF CLIENT) 

(NAME OF CL I ENT) 

PROBATION 

DEPI\RTMENT NUMBER 

COUNTY WELFARE BOARD 

CAS E NUMBER 

PAGE DATE 
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STATEMENT OF _ POLICY AND PJWCEDURES 
ON 

COMPLAINTS, APPEALS AND FAIR HEARINGS 

Statement of Law 

Federal Law--Requirements of the Social Security Act include the following: 

.9~~~ )!S(l+)ssi~ta.nce al!.~ Medical Assistapce for the Aged--Ti tle I, section 
2 \a reads: 

"A State plan .•••• for old age assistance and medical assistance for 
the aged must • • . • . provide for granting an opportunity for a fair 
hearing before the State agency to any individual whose .claim for 
assistance under the plan is denied or is not acted upon with reason­
able promptness ..••• " 

~jd to Dep~pd~nt Children--Title IV, section 402 (a) (4) reais: 

"A State plan for aid and services to needy families with children 
must ..••. provide for granting an opportunity for a fair hearing 
before the State agency to any individual whose claim for aid to fami­
lies with dependent children is denied or is not acted upon with rea-
sonable promptness n 

Aid to the Blind--Title X, section 1002 (a) (4) reads: 

11 A State plan for aid to the blind must .••.. provide for granting an 
opportunity for a fair hearing before the State agency to an individ­
ual whose claim for aid to the blind is denied or is not acted upon 
with reasonable promptness .•.•• " 

Aid to the Permanently and Totall~s~pled--Title XIV, section 1402 (a) 
(4) reads: 

11 A State plan for aid to the permanently and totally disabled must ••.. 
provide for granting an opportunity for a fair hearing before the 
State agency to any individual whose claim for aid to the permanently 
and totally disabled is denied or is not acted upon with reasonable 
promptness .•..• " 

State Law--PrO'Visions of the New Jersey statutes include the following: 

Revised Statutes , Title 44, chapter 7, section 44:7-18 provided: 

" ..•.. where an application is not acted upon by the county welfare 
board within thirty days after the filing of the application, or the 
application is denied} or the grant is deemed inadequate, either by 

_ the State division or by the applicant, the State division may review 
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the case in its discretion or the applicant may appeal to the State 
division by filing a petition with the division setting forth the 
facts in full as to the necessity of such assistance. Whereupon a 
representative of the State division shall hold a fair hearing on 
the appeal , and if the appeal is sustained by the State division the 
payments of assistance in the amount determined by the State division 
must be paid by said county welfare board as herein provided." 

Inte~tati~n 

fe~eral Interpr~~-~at~pE--'Ihe Welfare Administration, Bureau of Family Ser­
vices has promul0ated* the following general interpretation of the pro:­
visions of the Federal Act: 

" The claimant's freedom to request a hearing , whenever he believes 
that proper consideration has not been given to all the circumstances 
surrounding his claim, is a fundamental right and is not to be limited 
or interfered with in any vray. It is essential that the claimant be 
given a reasonable period in which to appeal an agency action. A re­
quest for a hearinG is defined as any clear expression (oral or writ­
ten , by a letter or on special forms) by the claimant (or person act­
ing for him; such as his legal representative, relative or friend) to 
the eff ect that he wants an opportunity to present his case to a high­
er authority. Agency action or failure to act ) which gives rise to a 
right to a heaxing~ includes : agency decisions regarding eligi bility 
for assistance , whether on initial determination or subsequent deter­
mination; agency decisions regar ding amount of assistance (including 
a change in payments), whether money payments or vendor payments; 
agency decisions relating to the manner or form of payment, (e. g ., a 
decision to make a restricted payment, or a protective payment , even 
though made in accordance with State policy , and even though no Fede­
ral financial participation is claimed) and conditions of payment, 
including work requirements; denial of' opportunity to make application 
or reapplication for assistance ; undue delay in reaching a decision on 
eligibility or in making a payment; refusal to consider a request for 
or undue delay in making an adjustment in payment; and suspension or 
discontinuance of assistance in whole or in part . The claimant may 
question t he agency's interpretation of t he law , and t he reasonable­
ness and equitableness of the policies promulgated under the law, if 
he is aggrieved by their application to his situation. 

"Effective complaint and adjustment procedures ) by means of which cor­
rective action may be easily requested and readily obtained without 
need for hearing ) are important . The locaJ. office may amend or re­
verse its decision at any time, but after a hearing has been reque~ted, 
local adjustment procedures cannot be allowed to interfere in any way 
with the hearing process. 

* Handbook of Public Assistance Administration ., section 6000 :, 7 /9/65 
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'.'Only the claimant can withdraw his request for a hearing. In such 
case u a written withdrawal will be obtained an0 a report of the cir­
cumstances leading to it will be made to the State agency by the local 
agency or 9erson receiving the withdrawal. 

nsince · under the Federal act anc.1. the State plan, every aggrieved claim­
ant is entitled to the opportunity for a hearinc; r the agency may not 
deny or dismiss a request for a hearing except where it has been aban 
doned by the claimant. A request for a hearing may be considered 
abandoned if neither the claimant nor his representative aonears at 
the time and place agreed m_)on for the hearing, and if r within a 
reasonable time after the mailing o·f an inquiry as to whether he wishes 
any further action taken on his request for a hearinq 1 no reply is 
received by either the local or State agency. 11 

State Inten,retation--The Department of Institutions and Agencies recognizep 
and adopts the above Federal internretation as to the extent to which the 
right of fair hearing should be available, and finds t,1at the provisions of 
State law authori ze the promulgation by the Department of rules , regulatior:s 
and procedures sufficient to satisfy the requirements of the Federal Act 
and the citec interpretation thereof. 

Definitions 

For purposes of this statement of policv and orocedure, the following terms 
shall be understood as here defined ~ 

aoolic~t 

reciuient 

client 

comnlaint 

a.opeal 

New Jersey Department of 
Institutions and Agencies 

a person apnlyinq for assistance for himself or on 
behalf of a child or children. 

a oerson receiving assistance . 

a _oerson who is, or is seeking the onportunity to be­
come, an anplicant or recipient , including : an aonli­
cant who is a~aiting t.½e agency i s <lecision , a recipiertt 
whose assistance payment has been suspended or withheld, 
or a person still considering himself entitlen to as­
sistance although his annlication has been denied or 
withdrawn or his 6ayment discontinued. 

any clear expression, oral or written, by any person, 
to the effect that he is dissatisfied with the action 
or lack of action on t..~e part of the agency in the 
handling of any client, with the orocedure applied in 
such handling, or with the decisions or results thereof. 

a combined com~laint and request for fair hearing made 
by a client or his authorized r eoresentative. 
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request for 
fair hearing 

fair hearing 

local office 

Right to Fair Hearing 

any clear expression (oral or written, by letter or 
otherwise ) by a client or his authorized reoresenta­
tive, to the effect that he wishes to go beyond the 
usual procedure· for an.justing complaints 1 and that he 
wishes an opnortunity to nresent his case to the ulti­
mate State authority i n the administrative organiza­
tion; the specific wording of such a request is imma­
terial. 

an orderly, readily available proceeding 0efore an im­
partial official of the Department of Institutions 
and Agencies, in which a dissatisfied client or his 
authorized representative may present his case with 
the help of witnesses to show why action or inaction 
in his case should be corrected by the Department. 

the office of the county welfare board. 

It is declared to be the right of -... very client to request a fair hearing , and 
to be afforded the onnortunity for such a hearing, in the manner established in 
these regulations. 

Notification of Right to Fair Hearing 

A statement in simple language informing the applicant of his right of ap~eal 
and fair hearing, shall be included on or annexed to the official form of appli­
cation for assistance and each applicant shall receive an authentic copy of his 
executed application fom , with attachments if any, to be retained in his own 
possession. This procedure shall constitute the mandatory and effective method 
by which evecy client is inforri.ed in writing of his right to a f air hearing on 
any action or failure to act by the agency with respect to his situation. 

A9art from the official notification of right of fair hearing thus appearing on 
or annexed to the application form , it is desired that every applicant should, 
at the time of fir s t contact with t he local office or agent thereof, receive a 
copy of the statement "Your Right to a Fair Hearing. 11 (See 3800. Appenflix III, 
Attach.'11Emt #1.) 

A copy of the statement "Your Right to a Fair Hearing 11 shall be furnished to any 
client at any time upon his request; should be furnished to any client at the 
tiIT\e of any adverse action on his claim . and r.lav be furnished to any client or 
any other person at any time. 

~omplaints and Adjustment Procedure 

Comolaints and other requests for review of action taken on ap?lications and 
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grants will not be considered appeals unless and until there is a request for a 
fair he aring. (See 1'Definitions. " ) 

Prompt and courteous attention will be given to all such complaints and requests 
for review, whether they are directed to the local office, or to the State Divi­
sion of Public Welfare. All complaints received by mail shall be acknowledged 
promptly, and suitable review and adjustment steps shall be promn.tly initiated& 
Oral complaints shall be incorporated in the case record and thereafte r handled 
in the same manner as written complaints. 

Loca l efforts to effect an adjustment may be made through further field contacts , 
office interviews with the supervisor, consultation with the aopro.~riate Sta te 
Field Representative, affording the complainant an onportunity to a9pear before 
the Welfare Board, etc. 

After all steps have been taken for local ad justment, the client (and the com­
plainant, if other than the client) shall be notified of the decision made as to 
the complaint. If the client is still dissatisfied with the decision he shall 
be advised again of the right to apoeal and request a fair hearing and how he 
may so proceed. 

Procedure for Initiating Fair Hearings 

An appeal making request for a fair hearing should be in writing and s hould be 
a rl1resse to the State Division of Public Helfare or to the Department of Insti­
tutions an< Agencies . However, ap~eals clearly making reques t s for fair hearing 
when expressed orally shall be reduced to a written record , and such appeals , 
when made to the local office, shall be promptly transmitte r!. to the State Divi­
sion of Public Helfare. 

No special form of statement or manner of expression is required as long as it 
sets forth the position of the client, including the reasons for the appeal . The 
local office shall, when requested, assist the client in preparing the appeal in 
order to expedite the proceedings. 

Upon receint of any appeal r the Director of Public r,:el fare ':.vill n a.ke a record 
thereof and promptl y initiate arrangements for the conduct of a fair hearing. 
The Director of Public i1Jelfare will send an acknowledgement of the appeal to the 
client, along with a copy of the statement entitled '1Hm a Fair Hearing is Con­
ducted' (PA- 708) (Attachment #2). 

Time Limitations on Hearinq Appeals 

If the anpeal relates to an agency action or lack of action that occurred more 
than three months prior to the date of the ary~eal, and unless extraordinary and 
extenuating circumstances warrant an extension of time, the person shall be con­
sidered ineligible for a fair hearing. The client, in such circumstances , shall 
be advised of his entitlement to make reannlication to the County Welfare Board 
for assistance or request reconsideration of whatever is involved in his corn-

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter #1 

Page Date 

7/71 



Assistance to .Families · of the vJorkincr Poor 
Manual of Administration 
Division of Public t'!elfare 

Complaints, Appeals and Fair Hearings (Cont'd) 

3800 APPENDIX III 
Page 6 

plainL He shall also be informed of his subsequent right to appeal for a fair 
hearing, within three months, if he is dissatisfied with the action or lack of 
action that results from his reapp lication or reconsideration request. 

Disposition of Appeals Through Withdrawal or Abandonment 

The filing of an appeal shall not of itself p~eclude continued effort to accow~ 
plish corrective action or interpretation by the State Division of Public Hel­
fare and/or local office through informal ad justment ryrocedures as described 
above. The local office, or the Bureau of Medical Affairs in appropriate cases, 
may amend or reverse its decision at any time before a hearing e or the client 
may have his dissatisfaction clarified through explanation or inter;:,retation at 
any time before a hearing. It shall be the oolicy to accomplish disposition of 
complaints through direct informal and personal relationship with the client 
wherever possible. However, every client has a right to a fair hearing if he 
desires it; avid once he has made a clear r equest for such a hearing ., the dis­
position of his appeal through the hearing process shall continue to be available 
to him, and the hearing shall not be delayed or cancelled, without his consent . 
solely by · reason of informal adjustment nrocedures meanwhile initiated. 

If as the result of satisfactory adjustment or for any other reason, the client 
desires that a he aring shall ;:>e discontinued or cancelled , his request to that 
effect shall Qe obtained in writing. A reguest for a hearing will be considered 
abandoned if neither the client nor his r epresentative appears at the time and 
clace established for the hearing and if : within ten days after the mailing of 
an inquiry by the State Di vision of Public r,re lfare as to whether he wishes any 
further action taken on his request for a hearing, no reply is received. 

Time : Place and Notice of Fair Hearing 

The fair hearing shall be held at a time, date an<l place reasonably convenient 
for the client and other essential parties, but in any event, within thirty days 
of the receipt of the appeal. The hearing may be postponed at t:he request of 
the client ; or with his ass ent ; for a period not exceeding thirty days. The 
local office concerned will make such arrangements as are proper and necessary 
to enable the client to attena the hearing 1vit.hout expense of transportation. 

The State Di vision of Public 1-Telf are will give all partie s concerned at least one 
week 1 s not ice in writing of the time, date and place to appe a r for the hearing. 

Hearing Officer 

All fair hearings will be conducted by ~.irection of the Commiss~ner ofinstitutions 
and Agencies who may designate the Director of Public tvelfare and/or his 
representative to conduct the hearing. The hearing officer will not have been 
involved, in any way, with the action being appealed. 

The term 11hearing officer ··i refers to the person (s) · conducting the hearing. 
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Only those persons ~-,ill be admitted to the hearing whose testiMony and presence 
are ne cessary to a full and fair determination, but the c l ient May exercise a 
right to be assisted in hi s _oresentation by a relative or friend, or to be 
legally represented by a lawyer of his choosing. The hearing officer will employ 
all reasonable and avai lable means to secure attendance of nersons who may assist 
the client in the presentation of his case. However , funds will not be made 
available either through the county welfare board or the State Division of Public 
We lfare for legal f ees or other expense incident to preparing -for or attending 
the hearinq. 

Accessibility of Records 

The client and/or his lega.l reorescmtative will be given onportunity , upon 
request, to examine, prior to hearing and/or at the hearing , all documents and 
records, or parts thL~reof , ,.rhich are used as evidence at the hearings. Such 
material sha.11 be ~ade available, upon requestf nrior to the he aring but not 
prior to notification by this Division c f t.he date a hearing is scheduled. In 
addition , the iJelfare Board~at its discretion, may P1ake such material available 
for the nurnose o f facil itating ad justment on an informal basis of the matters 
in question; following acknowledqement by this Division of request for hearing. 
Such review does not accord a right to examine client ' s entire file. 

Conduct of Fair Hearin~ 

The fair hearing shall in all respects be informal and conducted in an a t mos ­
~here conducive to the full development of facts , hut shall be subject to the 
requirements of due process. Formal rules of evidence will not be applied and 
an effort will be made to conduct the hearing in such manner that all parties 
will feel free and able to p resent all relevant aspects of the situation. All 
parties will be give n ooportunity to offer evidence and to question witnesses. 

At the beginning of the l1earing the client ill be given the op~ortuni ty of 
making a statement of the situation as he sees it. ' he hearing officer .will then 
state the point(s) a t issue, subject to aP'lendment or correction by the client or 
any of the other na r ties concerned . 

The hearing wil l be concernea only with such facts as are r elevant to the 
point(s) at i ssue ; but the circuP'lstances may he considered both as they existed 
at the time of request for hearing and at the time o f hearing. If it develops 
that the real issue differs f rom that on which the request fo r hearing was 
base _, then the hearing will not abate· but the real point(s) at issue will be 
considered , subject to adjournment as may be necessary for nroner development of 
the ne\•1 ouestions presented. 

When the hearing involves ~edical issues, a medic a l assessment other than that of 
the person or persons involved in making the original decision may be obtained 
and made a part of the record if the hearing officer or the appellant consider~ 
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At any time during the oroceejings the hearing officer, at his discretion 7 may 
declare an adjournment or adjournments. The total of all adjournments sha~l not 
exceed forty days r unless a greater extension of time is requested by the client 
and approved by the hearing off icer. 

Report of Hearing and Official Record 

An official report will be prepared by the hearing officer summarizing who 
appeared and what transnired at the hearing and his evaluation of testimony and 
comments on conflictinq statements. A copy of such report will be incorporated 
in or attached to each copy of decision when rendered and forwarded to the 
parties concerned. Such re9ort of the hearing, and all papers, requests, or 
exhibits filed in the proceediWJr and the decision as rendered , will constitute 
the official and complete record of · the fair hearinq . 

An official anrJ. complete record of each fair hearing will be maintained in the 
files of the State office for at least one year after the date decision is 
rendered. During this one year period ., an appellant or his legal representative 
may review, upon appointment ; all or any oart of the official and complete 
record of his fair hearing. 

Decision on Fair Hearing 

A Decision based on the evidence produced at the hearinq will be rendered in 
writing with reasonable promptnesso 'Ihe official standard for reasonable 
promptness will be within sixty days of the date of the recei~t of the appeal 
unless delay in the proceedings has bee.n occasioned by ( 1) failure of the client 
to appear at a scheculed hearing, or (2) request of the client for excessive 
adjournment. The Decision will represent the determination of a Decisional 
Panel consisting of the Hearing Officer 1 the Director of Public \'Jelfare or his 
designated alternate, and the Commissioner of Institutions and Agencies or his 
desianated alternate. The Decision shall be mandatory and binding upon all 
oarties concerned , but i s subject to appeal to the Suoerior Court ; Appellate 
Division. 

Every Decision shall be so written as to set forth in su~.mary form the material 
issue or issues in question, the ~rincipal .and relevant facts developed at the 
hearing, the pertinent provisions in law a.nd in agency policy, and the reasons 
upon which the Decision is based. A Decision ·requiring action by the local 
agency may apply either prospectively with r egard to future action by the 
agency or retroactively to the date an incorrect 3.ction was taken. If the 
Decision results from mutuul agreement of the parties at the hearing, it shall 
be so stated. 

Copies of the Decision will be forwarded simultaneously to the client p his legal 
representative ; if any , and to the local office responsible for carr ying out the 
Decision~ The copy to the client shall be accompanied by notice of his right to 
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inspect the official and complete record at any reasonable time ; and of his 
right to judicial review. 

The State Division of Public Helfare will arrange publication of suI!1Itlary 
editions of all Decisions , edited by deletions to insure confidentiality, which 
will be forwarded to each county welfare board and will be available for 
inspection at the welfare board, upon request by the oublic. 

The State Division of Public Welfare will take such steps as may be necessary 
to assure that the Decision has been carried out. Corrective or remedial 
measures ordered by a hearing Decision, which by their nature are capable of 
being so implemented,T will be implemented by the welfare board within a thirty 
a ay period after receipt of the Decision. The Director of the State Division 
of Public Welfare will be assured by designated Divisional staff unit(s) that 
the Decision has been implemented within the required time period. 
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If you are a person seeki ng or receiving assistance and you are dissatisfied with 
any action or lack of action by the county welfare board, you have a right to ask 
for a fair hearing. 

Some of the reasons why people request fair hea:r ings are: (1) agency delays in ac­
cepting or reaching decisions on assistance applications; (2) a person believes 
that the amount of assistance he receives is incorrect or is not sufficient to meet 
his needs; (3) a person believes that a suspension of his assistance is not reason­
able; (4} a person thinks that he is eligible for assistance and should r eceive it 
although his application has been denied or his assistance payment has been discon­
tinued ; and (5) a person is dissatisfied because his assistance is being given to 
someone else to control or spend for him. 

It is important for you to remember that a fair hearing must be requested within a 
reasonable time. Usually a fair hearing request must be made within ninety days of 
the action or lack of action about which you are dissatisfied . 

If i is reasonably possible, the county welfare board is expected to complete action 
withi thirty days on applications for Assistance for the Blind , Assistance for De­
pendent Children, Medical Assistance for the Aged, and Old Age Assistance, and within 
sixty days in Disability Assistance. If you are an applicant f or assistance under 
any of these programs except Disability Assistance, you are entitled to receive 
notice on or before the end of thirty days of the final action taken on your applica­
tion or be given an explanation if a further delay is unavoidable. If you are an 
applicant for Disability Assistance, you are entitled to the same notice or explana­
tion on or before the end of sixty days. 

A fai r hearing is only one of the ways or methods used to review complaints. Uhen 
the fair hearing method is used, t he Commissioner of Institutions and Agencies or 
his representative reviews the complaint . If you request a fair hearing, arrange­
ments are made for a suitable time and place for holding the hearing. You and other 
persons, including your witnesses or r epresentatives , if any, and representatives of 
the county and state assistance agencies, participate in the hearing to provide in­
formation and answer questions needed to reach a decision. The fair hearing decision 
is binding on all parties concerned but may be appealed to the New Jersey Superior 
Court, Appellate Division. 

You can request a fair hearing by ·writing or calling your county welfare board or 
by addressing a request to the Department of Institutions and Agencies , Division of 
Public Welfare , P . O. Bo 1627, Trenton, New Jersey 03625. 

You do not have to request a fair hearing in order to receive prompt consideration 
and revieu of your complaint by the county welfare board or by the State Division 
of Public Welfare. The county welfare board and the State Division of Public Wel­
fare are required to promptly revi ew any requests you make t o them for an informal 
review of your complaint and to do everything possible with·n the laws and regula­
tions to adjust your complaint in a simple and informal manner without requiring 
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that you file a fair hearing request and participate in a more formal hearing. All 
you have to do to get prompt attention and an informal review of a complaint is to 
ask for it at the county welfare board either by letter or verbally or you can wTite 
directly to the State Division of Public Welfare , Box 1627, Trenton, New Jersey 
08625. 

You, as a person seeking or receiving assistance, have a free choice to request 
either (1) an inforreal review of your complaint by the county welfare board or State 
Public Welfare Division or (2) a formal review by the Commissioner of Institutions 
and Agencies or his representative in a fair hearing. If you choose to ask for an 
informal review of your complaint by the county welfare board or the State Division 
of Public Welfare and the result of the review should be unsatisfactory, you still 
have the right to then request a fair hearing. 
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You, as a client either seeking or receiving assistance, have said that you are 
not satisfied with what has been done for you by the county welfare board. In 
that case the New Jersey Law says you have a right to a fair hearing so that your 
complaint can be considered. This information is being given to you so that you 
will know what will take place at the hearing; and then ·you can be prepared to 
tell your story at the hearing ·in the best ~Y• 

1. The hearing will be held by a pers·on representing the State Commissioner of 
Institutions and Agencies who has the authority to decide what is right and 
fair for you and see that it is done. 

2. If you feel you need help in order to tell your story in the best way, you 
may have someone to advise you o"r to speak for you at the hearing. This per­
son may be a lawyer, a relative, or a friend. 

3. When the hearing starts you will be asked to say what your complaint is and 
what you think should be done. This may be discussed by the other persons 
who are there, and then the person holding the hearing will say just what 
will be considered at the rest of 'the hearing. You will have a right to 
correct this if you think it does not clearly state your complaint. It is 
important that you understand what this is , because it is the only thing 
that the person holding the hearing will let anyone talk about. 

4. It may be that some things have changed between the time you first made your 
complaint and the day the hearing is held. The person holding the hearing 
will want to know what these changes are, because they may be important in 
deciding what is right and fair. 

5. If there are other persons who know something that will help you tell your 
story, you may have them come to the hearing as witnesses for you. The county 
welfare board will help you as much as they can in getting those persons to 
come to the hearing. 

6. Only persons who have something to do with your complaint will be allowed to 
come to the hearing. Whatever is said there will be confidential, so you need 
not be afraid to say anything you believe will help tell the true story. 

7. You and your witnesses may be asked questions by the person holding the hear­
ing or by other persons there. Also you will be allowed to ask questions of 
any other persons who may speak. If there are any papers read at the hearing 
or given to the person holding the hearing, you will be allowed to read them 
yourself or have s0meone read them to you. 
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8. For some reason it may be necessary for the person holding the hearini to ad­
journ or postpone it. This does not mean that the hearing is finished but 
only that it will be continued on some later day. You may ash: for the hearing 
to be adjourned or postponed until a later day if you think it vill help you 
tell your story in a better way. 

9. If you should change your mind about a fair hearinr, just write to the county 
welfare board and tell them so. If you do not do this you will be expected to 
come to the hearing. If you are sick or if for some other reason you cannot -
come on the day when the hearing is to be held, let the county welfare board 
know so that it can be put off until some later day. If the other persons who 
are called to the hearing should come, and you do not come without giving any 
excuse, it will be thought you are not interested in having your complaint 
heard. 

10. When the hearing is finished, the person who has been holding it will say so. 
That person will then decide what is right and fair in your case, and within 
thirty days, you will be told in writing what is going to be done. 

11. Remember that the person uho is holdin3 the hearing is interested in every 
true thing that will help decide what should be done for you. There is no 
special way you should say anything and there are no special rules you will 
have to know as long as you are orderly and helpful. The p-erson who is hold­
ing the hearing will try to · help you in every way. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 4H 

Page Da.te 

7/71 



Assistance to Families of the Working Poor 
Nanual of Administration 
Division of Public Welf&re 

3900. 

3910. 

3920. 
.1 
.2 
.3 
.4 
.5 

3921. 
3922. 
3923. 
3924. 

3930. 
.1 
.2 
.3 
.4 
.5 
.6 
.7 
.8 

3940. 
3941. 
3942. 

.1 

.2 
3943. 

.1 

.2 

.3 
3944. 

.1 

.2 

.3 
3945. 

.1 

.2 

T A B L E O F C O N T E N T S 

Social Services 

General Responsibilities 

The Service Plan 

CHAPTZR 3900 

SOCIAL SERVICES 

Purpose of the Service Plan 
General Guides to the Use of the Service Plan Outline 
Use and Review 
Recording of Services 
Termination of Services 
Outline of the Service Plan 
Social Service Objectives 
Functions of the Social Service Staff 
Communication Between Income Maintenance Section and 

Service Section 

Examples of Social Services that can be Provided 
Initial Services 
Services re: Employment 
Services re: Adequate Living Conditions 
Services to l1aintain or Supplement Family Functioning 
Protective Services for Children 
Child Welfare Services 
Services for Blind 
Community Centered Services 

Collateral Resources -- Other Agencies 
Division of Employment Security 
State Employment Service 
Types of Service Available 
Verification of Registration 
Municipal Welfare Departments (GA) 
Administrative Structure 
Eligibility Requirement in General Assistance 
Standards for General Assistance 
Referral by CWB to Municipal Welfare Department 
When to Refer for General Assistance 
Method of Referral 
Review by State Division of Public Welfare 
Referrals to CWB from Municipal Jelfare Departments 
Nethod of Referral 
Responsibility of CHB Receiving Referral 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter Ill 

Page Date 
7 /71 

3900. -3910. 

3900. -3910. 

3920. -3920.3 
3920. -3920.3 
3920. -3920.3 
3920. -3920.3 
3920.4-3921. 
3920.4-3921. 
3920.4-3921. 
3921. -3923. 
3921. -3923. 

3924. -3930.3 

3924. -3930.3 
3924. -3930.3 
3924. -3930.3 
3924. -3930.3 
3930. 4·-3930. 5 
3930.4-3930.5 
3930.5-3930.8 
3920.5-3930.8 
3930.5-3930.8 

3940. -3942.1 
3940. -3942.1 
3940. -3942.1 
3940. -3942.1 
3942.2-3943.3 
3942.2-3943.3 
3942.2-3943.3 
3942.2-3943.3 
3942.2-3943.3 
3944.1-3944.3 
3944.1-3944.3 
3944.1-3944.3 
3944.1-3944.3 
3945.1-3945.2 
3945.1-3945.2 
3945.1-3945.2 



Assistance to Families of the Working -Poor 
Manual of Administration 

3900. - 3910. 

Division of Public Welfare 

3900 

3900. 

3910. 

Social Services 

SOCIAL SERVICES 

GENERAL RESPONSIBILITIES 

Social Security Amendments provide for the separation of functions of in­
come maintenance and services. With the separation of functions, agencies 
now have the opportunity to assign staff in a way that will increase the 
availability of services to all who need them. 

Social services are those activities which the agency provides to enable 
an individual, a family, or a group of individuals to attain the maximum 
economic and personal independence of which they are capable. 

a. The services provided must be made known to the community at large and 
directly to applicants r recipients , and fonner and potential recipi ­
ents. 

b. Services are to be based on the individual's need and interest for 
help with his problemsr respecting his rights of freedom of choice in 
accepting such services except in referral for employment or .training, 
and where conditions may require protective services. 
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3 9 20. THE SERVICE PLAN 

The Service Plan is both a method and process for acquiring and organiz­
ing information pertaining to the client's situations and needs. Such 
plan shall be developed ~ithin 90 days of the date of eligibility for 
each active case • 

. 1 Purpose of the Service Plan 

a. To identify immediate and long-term problems and evaluate the possi-
bility of improvement through social services. 

b. To assess capacities and strengths for meeting problems. 

c. To secure pertinent social information. 

d. To formulate a program of services that is helpful and realistic. 

e. To collect data for research and statistical purposes . 

. 2 General Guides to the Use of the Service Plan Outline 

The Social Service staff member in conjunction with the client should 
emphasize the following: 

a. The nature of the problem (s) and the reasons behind the problem (s). 

b. The persons involved, their feelings, reactions , and ability to cope 
with the problem. 

c. Assessment with client of service needs • 

. 3 Use and Review 

a. The outline should be used flexibly and with selectivity. Only those 
facts should be recorded that have relevance to the particular situa­
tion under study and that contribute to the worker's understanding of 
it. 

b. The service plan is an on-going process and when pertinent changes 
occur, a supplemental statement shall be added to the service plan. 
In any event, the service plan shall be reviewed and updated annually. 
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3924. Communication between Income Maintenance Section and Service Sections 

3930. 

.1 

When either section is in receipt of information pertinent to the opera­
tion of the other section , the information shall be transmitted promptly 
in · writing. 

EXAMPLES OF SOCIAL SERVICES THAT CAN BE PROVIDED 
( 

Initial Services 

a. Providing information regarding services. 

b. Making preliminary study of all persons requesting service 

c. Providing short-·term service. 

d. Refer to Income Maintenance Section or other agency when indicated • 

• 2 Services that will help members of families toward self-sufficiency and/ 
or training and employment that leads to stability of employment. 

a. Assess with client strengths, limitations, handicaps , needs , goals, 
in the following areas: health, social · and emotional functioning, edu­
cational, vocational. 

b. Identify current potential for 'employment. 

c. Provide service with respect to problems limiting employment. 

a. Make appropriate referral, employer or employment service, rehabili­
tation, vocational education, or other training, community services, 
etc. 

e. If needed , determine with family best plan for dependents, locate or 
develop facility or service needed, re-assess plan for individuals as 
changes are needed • 

. 3 Services to enable families to obtain adequate living conditions. 

a. Help family consider needed changes. 

b.· Provide help and support to the family to improve housing conditions, 
needed household items, or furniture ·. 

c~ Provide help, support, or training 'in improvement . and maintaining 
home. 
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3930. EXAMPLES OF SOCIAL SERVIO:S '!'HAT :_ CAN BE PROVIDED (Contd) 

.4 Services to maintain or supplement family functioning. 

.s 

a. Services to relieve stress and provide supports when there is fa.mily 
disruption due to absence of a family member, disablement , behavior 
disorders, drug problem, alcoholism, and death. 

1) Casework and counseling guidance 

2) Referral for legal, medical, mental health, spiritual services. 

3) Home services. 

4) Services through peer associations, volunte.ers, group activities, 
recreation, and other organizations. 

5) Day Care 

b. · Services to help_ family living. 

1) Family planning and family life education. 

2) Assisting family members to unde.rstand _ their roles, needs, and 
capacities. 

3) Guidance in child care and _ rearing •. 

4) Guidance and training in homemaking and household management. 

-5) .Consumer . education and money management. 

4 ' ' ' 

c. Services to develop potential 

1) Services to .as;,sist children to obtain educ.ation and training in 
accordance with their capacities. 

2) Services to other family members to provide opportunities for 
conti~~ing education and training. 

~ro-toctive Sexvices for Children 

a. . Assessing strengths and limitation with fa!Il~ly to determine what is 
needed in order to insure adequate car~ , ~nd -~afety • . 

1) Identification as to needs , deficienci~s, and de$ires to improve 
~ . 

conditions~ 
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3920. THE SERVICE PLAN (Contd) 

.4 Recording of Services 

The service plan will become part of the on-going case record and as ser­
vices are actually provided , these too, shall be recorded as well as those 
services that were not provided • 

. s Termination of Services 

3921. 

When the need for service no longer exists, or when the family no longer 
wants certain services, the service shall be terminated and the action 
taken with the reasons for it recorded. 

Outline of the Service Plan 

It is suggested that CWB's use the following outline for the Service Plan. 

I. Identifying information - case name and number. 

II. Presenting problem that applicant or recipient bring to the agency. 

III. Social situation. 

a. Educational background. 

b. Health status. 

c. Employment status - work skills , interests and possibilities. 

1) Record Employment Security registration number .. 

IV • . Living arrangements. 

a. Indicate other family members and relationship to recipients. 

b. Suitability and adequacy of living arrangements. 

c. The ability of the. :family in terms of money management. 

V. Family and social relationships - relatives and' friends as 
potential resources. 
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3921. outline of the Service Plan (Contd) 

3922. 

.1 

.2 

.3 

.4 

3923. 

. 1 

.2 

• 3 

.4 

VI . :cvalua.ti. 011 

a. Nature• ,of the . problem (s) , how it affects the child or adult. 

b. What the family would like to do about the problem and whether 
or not they have the ability to resolve the problem. 

c. Evaluation of need for protective services. 

d. Services that might be available through relatives, agency, or 
other community resources. 

VII. Recommended Plan of Resolving Problem (s) • 

a. Goals; · services for achieving these goa.ls and resources that 
shall be used. 

b. Expectations as to the family's readiness and ability to work 
towards the goals. 

Social Service Objectives 

Strengthening Family Life - means sustaining arid increasing the ability 
of parents and children to carry out their respective roles so that home 
life may be more conducive to physical well-being, emotional health, and 
social development. 

Self Support - the services directed toward assisting the individual to 
provide .an adequate ·standard of living ·for the family. 

Self care - this means the services directed to ·an, individual to achieve 
the personal ability to meet the nonnal demands of everyday life. 

Rehabilitation - services to overcome personal and social handicaps, as 
well as physical or mental disabilities. 

Functions of the Social Service ·staff 

Identify with the family ·major problems and unmet needs • 

Determine how services can be best provided either through the social ser­
vice staff, or other community agencies. 

Assist the client to take an active part in securing needed services • 

Initiate and assist in ·planning and developing resources that are needed 
to meet client needs. 
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3930. EXAMPLES OF SOCIAL SERVICES THAT CAN BE PROVIDED (Contd) 

.s 2) Making clear the nature of the problem and what is unsafe , 
unacceptable to community, and must be changed or improved 
(lack of supervision, abandonment, abuse, neglect, exploita­
tion, incapacity, .or isolation). 

3) Provide service that will help develop or restore capacity. 

4) Provide support-for example: aide, worker, home service 
worker, guardian, or referral for placement. 

b. Deal with stress if placement must be made. 

c. Referral for legal action when necessary. 

d. Services to restore or re-establish home or assist in the adjust­
ment for the return of a child to his home • 

• 6 Child Welfare Services 

a. General - Specialized child welfare services, such as adoption, 
foster care, parole supervision of youths under 16, day care, 
protection to children, planning for unmarried parents, group 
care, counseling, are functions of the Bureau of Children's 
Services, and where indicated referral to BCS should take place. 

b. Cooperation with Juvenile Courts. 

1) Cooperate with BCS in initiating referrals to juvenile courts 
as needed for protective services, dependency and, neglect, 
parental abuse. 

2) Accept referrals from courts. 

~7 Services for Blind 

a. Referral of all blind persons to the Commission for the Blind 
and Visually Impaired • 

• 8 Community Centered Services. 

a. Make efforts to identify and become known to representatives of 
the community. 

b. Develop channels for effective communication. 

c. Take leadership or assist in development of neighborhood or 
community projects and .programs for improvement. 
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194--0 • COLLATEAAL RESOURCES - OTHER AGENCIES · 

3941. 

3942 • 

. 1 

Division.of EmP.l?zroent Secur ity 

The Division of Employment Security within the State Department -:J f 
labor and Industry is responsible for the administration of t he Unemploy­
ment Insurance and Temporary Disability Benefi ts programs , and for the 
-:,:peration of the State :Employment Service. 

Agencies can obtain copies of a published list of the local and itinerant 
offices from the Division of Employment security, 8 ·East · Hanover Street, 
Trent:m, New Jersey • . 

State Employment Service 

Types of Service Available 

a. Employment Information and Regist ~ation · service 

The local offices of the State Empl~yment Service have information 
about many local job opportunities. 

b~ Placement Service 

An important two-fold function of the New Jersey State Employment 
Service is to help unemployed persons who register for work t o find 
a job suitable to their training and experience, and at the same 
time t'.) help emp.loyers t'J fill j'Jb ::>penings by referring persons 
whJ appear t J meet the qualificati0ns 0f specific jobs. 

c. Employment Counseling and Testing Services . 

An additional service offered by the New Jersey State Elapl::>yment 
Service is that of counseling with :persons and testing for 0ccupa­
tional skills of persons with disabilities or other pr8blems which 
affect employability. 

d. Unempl'.Jyment Insurance Claimants AutJmatically Registere.d 

Pers0ns whJ have filed claim f0 r Unemployment Insurance Benefits a r e 
aut:>matically registered for employment. RegistratiJn ·f or these 
persons is continued by the New Jer sey St ate Employment Service 

·, until the person secures empbyment :)r until the end ·of the benefit 
payment period. If the person has not secured employment by the end 
of his benefit payment period , it is necessary f Jr him to r enew 
rP.gistration for empl:)yment in order to c~mtinue t:> receive referrals 
for j '.)b openings for which he ma.y be qualified. 
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3942. State .E?zl.E_l.9.yment · service (Ca,ntd.) 

.2 Verification of Registration 

3943, 

. 1 

a. Verification Available from Recipient(s) 

The recipient ( s) wh0 registers f '.) r employment is (; i ven a card 
(Form NJES 5o6) showing the date '.)f his registration. The agency 

·shall ask the reciipient(s) t'.) show this card as verification that 
he has registered f:::>r employment and record the number ther e -:)f. 

Muni..£.ipal Welfa :::·e Departments ( General Assistance) 

Administrative Structure 

In New Jersey the administrati:::m 'Jf General Assistance is a municipal 
responsibility. The term "municipality 11 includes city, b'Jr '.) u&h, town­
ship, town and village. It is the legal resp:msibi'li ty of the municipal 
governing b:>dy t o appoint a local assistance board , which in tu~tn is 
resp:msible for app::> inting a direct·::>r of welfare t::, be its chief 
executive officer in the administrati:,n of General Assistance. 

The State Divisi'.)n :Jf Public Welfare, Department of Instituti:,ns and 
Agencies , is the State agency resp·::msible f:Jr the supervisi:::m :) f the 
General Assistance Pr'.)gram, and f:>r the administration :Jf State Aidt'.) 
municipalities f ::, public assistance . 

• 2 Eli eibility Requirement in General Assistance 

Accor ding t~ law every needy pers'.)n residing in this State, who is nJt 
otherwise prJvided f'.)r under the laws :Jf the State , is entitled t8 
receive Gener al Assistance. · 

The father's kn:,wing refusal t:> C'.)mply with the requirements '.)f any 
:::>ther assistan ce :prog1,am 'Jf this State shall render the family ineligible 

. f8r General Assistance. As t :) other family members wh'J knowingly r efuse 
t:J comply vri th the requirements :Jf any :>ther assistance pr ogram '.)f this 
State, such individual shall be rendered ineligible f -J r General Assis ­
tance . 

. 3 Standards f'.)r General Assistance 

The standard s established by the State Division in State-aided munici ­
palities, and which are als'J issued t :J non-State-aided municipalities 
ar e n:Jt identical with the standards in the FAM. 
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3944 Referral by County Welfare Board to Municipal Welfare Department • 
. 1 'When to Refer f''J r General Assistance 

It is the responsibility of CWB staff :tJ inform families of the avail­
ability of' Gener al Assistance and where and how to apply in the follow­
ing situations: 

a. Dµring an initial interview, the applicants do not file an applica­
tion because it appears that they cannot qualify for assistance 
administered through the CWB, but they state they are in economic 
need; 

b. An application f::,r such assistance was filed and it has been deter­
mined that the applicants are not eligible 7 but appear to be in 
need and a:.·e n::>t currently receiving General Assistance; 

c. A recipient becomes ineligible f::,r continued assistance for some 
technical reas::>n even_though he continues to· be in need. 
Exceptbn · (See 3943.2) 

_d_ Members of an applicant's or recipient's immediate family lack 
resources to meet their share of expenses in the household and are 
not themselves eligible for categor ical assistance, and are not 
incJ_udable in the fami..ly' s assistance payment . 

• 2 Meth'.)d ~f Referral 

a. Direct r eferrals to municipal welfar e departments shall be made by 
use '.)f F'.)rm PA-14, Interagency Refe r ral. 

b. F'.)rm PA-14 shall be prepared in triplicate. One c'.)py shall be given 
to the client '.) ::'.' pers'.)n t::> present to t he municipal welfare official 
in the municipaJ_i ty where he is cu:;_--rently living; ::>ne col)y shall be 
mailed directly t8 the municipal welfare :>fficial; the third copy 
shall be retained by CWB files and f'.)llow-up control as necessary . 

. 3 Review by State Division of Public Welfare 

If CWB is in disagreement with the cisp'.)sition '.)fan applicati8n f'.)r 
General Assistance by a person refe r;red directly t:::> a municipal welfare 
department, and the issues are n-Jt res'.)lved by c:::>nference between the 
agencies c:::>nce~ned at the l:::>cal level, a written statement ::,f the rele­
vant facts may be submitted t'J the .Division for review and appropriate 
action. 
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3945 • 

. 1 

Referrals to County Welf a r e Board from Municipa_l Welfare Departments 

Method of Referr al 

When a municipal welfare depar tment r efer s a pers:m to the county welfare 
b:iard for assistance, Form PA--14 will be used . 

• 2 Resp::msibili ty of County Welfare Board Receiving Referral 

a. v-fuen the referral results in an ap:plicati:m, CWB shall, as promptly 
as pc:>ssible , n·:itif y the municipal welfare department of the dispo­
sition of the application. 
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DISMISSALS 
Notice to client 

DISPOSITION OF APPLICATION 
Agency controls 
Executive authority 
Notification of 

Promptness 
Welfare Board 
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DISPOSAL OF ASSETS 

DUPLICATION OF ASSISTANCE 

ELIGIBILITY 
Determination of continuing 
Establishing 
Factors 
Review (Supervisory) 
Unit (Definition) 

EMPLOYMENT 
Div. of Employment Security 
State Employment Service 
Refusal of 
Verification of registration 

EMPLOYMENT AND TRAINING 
Children 
Father 
Mother 

EVIDENCE, SOURCES OF 

FA IR HEARINGS 
(See 3800 Appendix III) 

FILES 
(See Case Records and Files) 

New Jersey Department of 
Institutions and Agencies 

SEC_TION 
3240. 

3031. 3 

3600. 
3140. 
3220. 
3144. 
3110.6 

3941. 
3942. 
3250.1 
3942.2 

3250.3 
3250.1 
3250.2 

3200. 

3031.Sb 

3700. 

Transmittal 
Letter 112 

FINANCIAL NEED 
Determination of (See FAM) 

FORMS 
(See 3700 Appendix) 

FRAUD 
Identifying possibilities of 
Legal procedures 
Recovery procedure 
Referrals of 
Reports on 

GENERAL ASSISTANCE 
Eligibility requirements 
Ref err al for 

GRANTS 
(See Payments) 

HOUSING 
Services 
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INITIAL PAYHENT 
Issuance 
Notice 

INQUIRIES 

INTAKE 

INTER-AGENCY REFERRAL FORM 
(See 3700. Appendix VI) 

LAW 
Adherence to 

LEGAL PROVISIONS 
Fraud 
Initial payments 
Nondiscri□ination in P.A. 
Notice of c~rn decision 
Report of criminal offenses 
Requirements of eligibility 
Support Orders 

LEGALLY RESPONSIBLE REIATIVES 
Contacts with 
Reevaluation of 

HANUAL INFORHATION 

MATERNITY HOHES 

MOTHER, EHPLOYMENT OF 
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3525. 
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3130.2 

3031.4 
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3520.1 
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3352. 

3230. 
3233.1 
3623.1 

3020. 

3410.3 

3250.2 
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MULTIPLE SCLEROSIS SOCIETY 

MUNICIPAL WELFARE DEPARTMENT 
Referral to 

NEED, DETERl1INATION OF 
(See FAM) 

NOND IS CR I!UNATION 
Feder al policy 
Procedures affecting CWB 
State policy 

(See Appendix 3300 
Attachments 1, 2, and 3) 

NOTICE - AGENCY DECISIONS 

To clients 
Approved application 
Adjustment in grants 
Closincs 
Continuances 
Denials 
Dismissals 
Increase of payments 
Other 
Reductions 
Termination of assistance 
Transmittals 
F ithdrawals 

NOTICES 
Interested agencies 
Vendors 
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I N D E 1~ 

OFFICE OF ECONOMIC OPPORTUNITY 
Information regarding 

ORGANIZATION, AD MIN IS TRA TIVE 

PARENT 
Definition of 
Employment and training of 

Legally responsible 
Judicially excused 

PAYEE 

PAYHENTS 
Authorization of 
Board action for 
Burial expense 
Deferred 
Definitions 
Director's authority 
Forras for 
Funeral expense 
Initial 
Issuance of 
Legal provisions 
Suspended 
To community resources 

PENDING APPLICATION 
Assignment of 

PROGRAH 
Purpose and intent 

PROMPTNESS 

PROTECTIVE SERVICES 
Children 
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3836.3 

3030. 

3110.5 
3250.1 
3250.2 
3230.2b 
3235. 
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3500. 
3524. 
3526. 
3540. 
3522. 
3510.1 
3520.2 
3523. 
3540. 
3521. 
3525. 
3520.1 
3530. 
3410.l 

3134. 

3000. 

3122. 

3930.5 

Transmittal 
Letter 1fa2 

REAPPLICATION 
Right to 

RECORDINGS 
Case record 
Inquiries 
Narratives 
Service plan 

RECORDS AND FILES 
Release of information 
Retention 
Transfer to other county 

REDETERMINATIONS, ELIGIBILITY 
Process of 
Requirements 
Specials 
'Ihree months 

REFERRALS 

SECTION 

3811. 2b 

3142. 
3132.2 
3712. b 
3920.4 

3700. 
3833. 
3716. 
3223.d 

3610. 
3612. 
3611. 
3611. 2 
3611.1 

CWB to Municipal Welfare Dept. 3944. 
Municipal to CWB 3945. 
Other agencies 3930. 
To other CWB (transfer) 3223. 

REFUSAL 
of father to register with DES 3250. 

REGISTRATION 
Application 
Definition 
Inquiries 
Verification (N.J.S.E.) 

REIMBURSEMENT 

RELATIVES 
Capacity to support 
Contact with 
Judicially excused 
Legally responsible 
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REPAYr1ENT 
Assets, disposal of 
Assistance received 
General statement 
Legal requi rement 

RESIDENCE 
County, State (definition) 
County responsibility 

in transfer 
Recipients who leave N. J. 
Return to state of origin 

RIGHT TO APPLY 

SAFEGUARD ING INFORMATION 
Basic principles 
Release of i nformation 
State policy and procedures 

SERVICE PIAN, THE 
Outline 

SOCIAL SEIWICES 
Collateral resources 

(Other agencies) 
Cor,ununication ·uith 

Incorae l1aintenance Section 
E:~amples of services 
General responsibilities 
Objectives 
Service plan 
Staff fuilctions 

SOURCES OF Il1FORHATION 
Applicant or recipient 

(primary source) 
Collateral resources 
Community resources 

SECTION 
3240. 
3241. 
3242.1 
3241.1 
3240.1 

3220. 

3223. 
3224. 
3222. 

3031.1 

3330. 
3832. 
3D33. 
3C31. 

3920. 
3921. 

3900. 

3940. 

3924. 
3930. 
3910. 
3922. 
39 20 . 
3923. 

3031. 2 

3S40. 
3400. 

STATE EMPLOYMENT SERVICE 

STATISTICAL INFORMATION 

SUPERVISORY REVIEW 
AND APPROVAL 

SUPPORT 
Capacity of LRR 

SUPPORT ORDERS 
Inability to comply with 
Irregular payment of 
Legal provisions of 
Nonpayment of 
Payment of 
Services (legal) 

SUSPENDED GRANT 

TEMPORARY ABSENCE 
From hor.ie 
From State 

TERMINATION OF ASSISTANCE 
Notice 

TRAINING AND EMPLOYMENT 
Children 
Father 
Hother 

TRANSFER 
County cases 

(See Residence, Change) 
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SECTION 
3811. 9 

VENDOR 
Notice re: 
Payments 

nondiscrimination 3863.1 
3510.lb 

VERIFICATIONS 
(See Eligibility Factors) 
Employment recistration 

VISUALLY IMPAIRED 

HITFIDRAWALS 

HORI~ 
(See Employment and Training) 
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