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2801. 

The Individual and Public Assistance 
Social Services - Public Assistance 

Social Services 

Social Services in Public Assistance, as Provided by County Welfare Boards 

Legislative Background 

The Public Helfare Amendments of 1962 (P.L.87-543) represented a major mile­
stone in the development and extension of social services as a basic func­
tion of public assistance programs. 

The concept of social services to individuals on public assistance is not 
new. The amendments of 1956 gave this concept specific meaning and the 
legislative base for its implementation, by declaring: 

"It is the purpose of this title •.• to promote the well-
being of the nation by encouraging the States to place greater 
emphasis on .helping to strengthen family life and helping needy 
families and individuals attain the maximum economic and personal 
independence of which they are capable." 

The 1962 amendments gave full endorsement to these objectives of strength­
ened family life and increased capacity for self-support and self-care, at 
the same time emphasizing services for the purpose of preventing or reduc­
ing dependency and.promoting social rehabilitation. They further emphasized 
the agency's responsibility to each dependent child in evaluating the home 
conditions u~der which the child lives, and the child's specific needs. 

The 1967 amendments give additional emphasis to services for self-support, 
employment, or training for employment, of parents in AFDC with necessary 
safeguards for the care of the children. 

They provide for a broader scope of services than those designated by the 
1962 amendments. They provide for the separation of functions of eliei­
bility determination and services. Such separation 'uill enable service 
staff, including para-professionals and supplemented by volunteers, to 
give full time to service activities; authorize the use of special units 
and auxiliary services, such as day care and homemaker services. 

With the separation of functions, the county agency has an opportunity to 
assign service staff in a way that will achieve maximum results for the 
service program, and will increase the availability of services to all who 
need them. This will be accomplished through the agency program and through 
coordination with other community azencies. 
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Part II .. The Individual and Public Assistance 
2800 Social Services - Publi~ Assistance 

2802. Program Purpose and Objectives 

.1 Program Purpose 

[ A primary purpose of the service amendments is to stimulate the develop­
ment and extension of services in the public assistance program, designed 
so as to help families· and individuals to attain and/ or maintain self­
sufficiency and to function as useful and productive members of the com­
munity, to the fullest of their capacities • 

. 2 Program Objectives 

a. Strenethening family life-this means sustaining and increasing the 
ability of parents to carry their parental responsibilities in the 
care, protection, and support of their children; and to sustain and 
increase the · capacities of children to carry their appropriate role 
in total family life, to the end that children may have a home life 
conducive to healthy physical, emotional Bnd social growth and develop­
ment. 

Strengthenin3 family 1 ife relates to the family as a unit and to the 
role that each member plays within the family. The role that parents 
play and their personal needs and interests are basic considerations 
in services to strengthen family life. 

Families have the rizht and the responsibility· to provide for adequate 
health care, education and vocational training for their children, and 
children have the right to look to their parents for such care. 

b. Self-support - this means the economic capacity to provide partially 
or fully an adequate standard of living for oneself and for dependent 
members of the family. The aim of services directed toward this ob­
jective is to assist the individual to maintain or develop his skills 
and capacities and to use them for stable employment that is finan­
cially and personally re~ardinc. In aid to families with dependent 
children this objective must be compatible with the maintenance of 
continuing parental care and protection or to provide ·for adequate child 
care in the absence of the parent. 

While self-support is not a major pro gram ~r-:mh::i.sis for. ~h~ 2.p:ed, ~ervices 
are provided to older people w~o cl ~:~=:;:;·._,. a~J •~~. u.:;.i? ~L~ ·to · yt:.~; .. ' ~ pc:.: Gons 
to assist them in preparing for e!nployment. 
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Part II The Individual and Public Assistance 
2000 Social Services - Public Assistance 

2802. Program Purpose and Objectives (Cont'd) 

.2 c. Self-care - this means the personal ability to meet any or all of the 

2803. 

nornal demands of every day lite without continuing help from others. 
The aim is to assist the individual to use his full capacities for 
his own care, and to maintain participation in family life and rela­
tionships within the connnunity. 

d. Rehabilitation - in the public assistance program rehabilitation is a 
broad concept concerned with overcomins personal and social handicaps, 
as well as physical or mental disabilities. The objective of rehabil­
itation services is to enable the individual to realize his optimum 
capacities for stable personal, social and family functioning, includ­
ing self-support and self-care; to arrest further loss of functioning 
and to further increase or develop his capacities. 1Jhen used in this 
sense, rehabilitation usually requires a range of services involving 
social, health, educational and vocational rehabilitation and the 
cooperation and collaboration of several professions and agencies. 

In the public assistance agency, social services are directed toward 
helping clients: (1) mobilize their interests and energies for re­
habilitation; (2) deal with personal or family problems that are 
barriers to rehabilitation; (3) arrange for and use medical care as 
may be indicated (e.g., physical restoration, psychiatric or other 
mental health services); and (4) when indicated, arrange for and use 
employment counselling, guidance, education or vocational training, 
training and demonstration in the use of needed auxiliary devices 
and placement services. 

For many persons rehabilitation for self-support may be a long-term 
objective with initial services directed towards immediate considera­
tions that must be dealt with as preliminary obstacles to an ultimate 
goal: e. g., mothers with children requiring care and supervision; 
teen-agers whose age, level of emotional maturity or lack of vocational 
preparation make immediate employment inadvisable or impossible; 
persons with multiple personal and family handicaps and low motivation. 

Background Information Concerning Social Services 

Because human problems cover a wide range of situations and needs and 
people differ in their capacity to use help, the agency must be prepared 
to make available a variety of services through both its mm facilities 
and those of other community resources. [For background information 
describing services commonly required, see Attachment A, filed immediately 
following sub-section 2809.] 
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2804. 

.1 

The Individ~al and Public Assistance 
Social Services - Public· Assistance 

Requirements for the Provision and :r.is,1ementation of Services 

Basic Requirements 

a. Social Services - each county welfare board is responsible for making 
available to applicant~ and _rec~pients, in accordance with their needs 
and problems, the full scope of agency services under all programs 
including MAA and Medical Assist·ance (Medicaid). 

b. The Service .Plan (See 2806.) - each county welfare board shall assure 
that a service plan be made: . 

l) in the ADC program - on all cases, and that it include a service 
plan for the fa:mily and an individualized plan for each child. 

2) in the adult programs · - on all cases., except for_ MAA and Medical 
Assistance only cases •. 

c ~ Services at rnt·ake ;_ available services shall be made known to 
applicants. 

"Intake" in this context covers the period from the date of application 
to final disposition. 
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The Individual and Public Assistance 
Social Services-· Public Assistance 

Requirements for the Provision and Implementation of Services (Cont'd) 

d. Coordination w:ith child welfare services - each county welfare 
board shall effect coordination between the program of Assistance 
for Dependent Children and the programs administered by the Bureau 
of Children's Services .[See 2807. and 2880.] • 

• 2 Special Requirements 

a. Community resources county and State agencies shall assume 
leadership in seeking assurance that community resources and ser­
vices needed by ADC children, in the interest of their health, 
education and general welfare, will be made available to them as 
to other children in the community. This principle. will apply 
whether the resources in question are public or voluntary; nation­
ally administered, Stc;ite administere or -supervised, or locally 
organized and maintained, and: 

1) when such services, presumably available, cannot be 
secured for a needy child, the worker shall be responsi­
ble for bringing this infonnation, through proper chan­
nels, to the agency: administration for such interagency 
e~plor.at:Lon as may be deemed appropriate;·· and 

2) when needed services are unavailable, or inadequate, in 
scope, variety, or quantity to meet the needs of ADC 
children, the agency must be prepared ·to make this situ­
ation known to local planning bodies anA to work closely 
with them, and to help establish such P.fanning groups in 
communities where they do not now exist, to the end thst 
the needed , services will be made available. 

Agency leadership shall be similarly assumed in connection with 
the . adult .programs, in furthering and securing the use of commu­

,. nity services to assist the individual client with his problem 
and to promote the general welfare. 

b. Maximum use -of related. agencies - in order to provide clients with 
services required by their individual needs, the county welfare 
b~ards should effect maximum utili~atioo of o.ther State and local 
public and voluntary agencies whose activities are similar or re­
lated to the public assistance programs. With respect to the fol­
lowing agencies, the providing of services shall be ,in the manner 
speC.ified by existing cooperative agreements- or opefating instruc­
tions: 

Bureau of Children's Services - Manual of Administration, 
Sections 2807. and 2883.; 
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The Individual and Public Assistance 
Social Services - Public Assistance 

Requirements for the Provision and Implementation of Services (Cont'd) 

b. 

[ 

Division of Employment Security - Hanual of Administration, 
Section 2830.; and 

New Jersey Rehabilitation CoIIIIlission - Manual of Administration 
Section 2870. 

c. Plans for the selective use and training of staff - in order to 
provide effective services, county welfare boards should plan, insofar 
as it is administratively feasible, to assign cases presentins service 
needs to staff members best qualified to provide such services, or 
should take steps necessary for the gradual development of such plan­
ning. This llill necessitate an all-out effort to recruit more pro­
fessionally trained staff at .both casework and supervisory levels; to 
provide in-service training in the methods and skills required for 

[ providinc social services, uith primary attention to such training 
for case supervisors; and to give more encouragement to st.aff to take 
advantage of the existing provisions for professional education in 
the Public Assistance Stat£ Development Prog=am, Ruling II, Part III. 

d.. Special methods in metropolitan areas - in order to deal constructively 
with problems resulting from social and economic factors present in 
heavily populated areas, the county welfare boards should employ 
special methods or arrangements whereby service needs can be identified 
and met. Although susceptible to use elsewhere, the following methods 
are of particular value in metropolitan areas: 

1) assignment of staff members to special tasks such as: 

a) location of deserting fathers in an attempt to effect their 
return and their assumption of support; 

b) establishine paternity and helping putative fathers to accept 
their responsibilities; 

c) making inquiry and evaluation of fraud or suspected fraud, in 
an effort to clarify and confirm the facts in the situation. 

2) special units for services to clients in nursing homes; 

3) special units for services to clients in boardin6 homes; 

4) casework demonstration projects with small case loads, with 
emphasis on preventative and rehabilitative services; 
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The Individual and Public Assistance 
Social Services - Public Assistance 

Requirements for the Provision and Implementation of Services (Cont'd) 

d. 5) interagency projects for promoting rehabilitation services 
for welfare clients; 

6) joint planning with local boards of education for adult 
classes for persons (including welfare clients) who are 
illiterate; 

7) multi-agency, community-based projects for re.sidents of public 
housing units, directed towards knowledge, methods, and skills 
in home management, child care, consumer education, and other 
aspects of home and community living; 

8) field instruction units for students of graduate schools of 
social work. 

e. Progress reports - will be made as requested by the Department of 
Health, Education, and Welfare. 

Guides to the Identification of Needs and Problems to be Served and the 
Services to be Provided 

In the schedule that follows there is presented for the various categories 
of assistance, a series of case classifications based on over-all major 
problem areas. Each such classification in turn delineates suggested 
services appropriate to the problem. 

This schedule will serve as a guide in the identification and matching 
of identified problems and services. Whenever the circumstances of a 
case present one or more of these problem situations, the county welfare 
board is obligated to plan for and offer the related social services. 
11he client may refuse such services unless they are mandatory by State 
law or federal regulation, such as protective services for children and 
evaluation for referral for WIN :r;,rogram. (See Attachment A page 2, 3.) 
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PROBLEMS AND RELATED SOCIAL SERVICES IN PUBLIC ASSISTANCE 

PART I - FAMILIES AND CHILDREN IN ADC 

Case Classification by Problem Scope of Services 
A. Unmarried parents and their children with specified problems 

Problems involving: 

1. children whose status under State Law is not 
clarified 

2. legal questions affecting rights of mother 
and child 

3. unmarried mothers with first child 

4. repeated out of wedlock children 

5. out of wedlock pregnancies 

6. conditions that foster illegitimacy 

7. relationship with father 

New Jersey Uiiparttient ,~f- ', .. · .. 
Institutions ~and Agenei.t?s'.~,'.· 

Transmittal 
Letter 1Flll 

Service to help such families and their children in: 

r 
L 

·1. securing needed medical services including pre­
natal, confinement and postnatal medical care 
for the mother and child 

2. planning· for the future of the mother and child 

3. learning about child care and training ·if child 
remains with the mother or planning in respect 
to placement elsewhere :· ., 

4. improving environmental conditions seriou·sly 
contributing to illegitimacy 

-S. securing legal advice regarding problems af­
fecting the rights of the moth~r and child 

6. using the services of sp_ecialized agency and 
community resources in respect: to serious­
problems or needs, e.g., the unmarried mother 
with her first child 

7. advising the availability of family planning 
services 

8. counseling father 
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B. Families disrupted by desertion or impending desertion 

Problems involving: Service to help such families and their children in: 

1. 

2. 

[ 
3. 

4. 

repeated desertions or desertion in past year 

interest in maintaining ties or reconciliation 
with absent parent 

remaining parent overburdened by dual responsi­
bility or family seriously affected by loss of 
the absent parent 

newly reconciled parents and other families 
with stresses threatening desertion 

5. families deserted by the mother 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 11111 

1. 

[ 
2. 

3. 

4. 

maintaining ties or effecting reconciliation 
with the d~serting parent 

coping with problems in recent desertion 

carrying out the dual responsibilities 
of remaining parent 

dealing with the serious problems of 
children resulting from loss of the parent 

5. dealing with stresses conducive to desertion 

6. obtaining a~d using specialized agency and com­
munity resources in respect to serious problems, 
e.g., marital conflicts of young couples, re­
peated desertions, adjustments of newly recon­
ciled parents, children's behavior problems or 
overburdening result"ing from loss of the parent 
and emotional disturbance of t~e remaining parent 
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S~ope of se}yices 

c. Families with adults or older youth with potentials for self-qupport 

Adults whose ase, physical condition and home respon­
sibilities indicate the possibility of immediate or 
potential self-support in whole or in part, e.g. 

1. father who is unemployed or has limited earnings 

2. disabled adult with employment skills or requiring 
vocational training and/or placement 

3. parent(s) or older children with employment skills 
or needing preparation or training to enter employ­

'·ment market 

4. mother w~rking full or part-time with problems 
in arranging satisfa~tory care for _children, (?r 
with multiple burdens from employment and .home­
making 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter iflll 

. . . . ·( 
Servic~ ... to help such indiv,~d.~als in: 

1. e'valuating their poteri:ttals ~~:r_ .#elf"".support 

2. secur~ng assessment of empl~~~ ~"i~ills and 
opportunities 

s. 
6. 

7. 

obtaining necessary medical se_,tvices 
' 

making use of appropriate cot¢1unity resources 
to · obtain· ·training opportuni.ties 

securing · and :maintaining ap,Propriate ·employment 

assisting working mothers in planning for and 
securing-,~pprop;riate child care 

r ,eHev~!lg, tpe,_µiµlti-burdens resulting from 
einpl_oymen_t . . . . _ 

s. referral to WIN p~ogram 
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D. Children in need of protection 

Children in present danger who are: Service to assist the parent and, when appropriate, 
the child in: 

1. neglected, abused, delinquent 

2. physically or emotionally deprived be.cause of 
disorganized family life and continuetl money 
mismanagement 

3. without supervision and guidance necessary 
for normal development 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter i;ll l 

1. improving home conditions including management of 
financial resources and assuming responsibility for 
care and guidance of their children 

2. using community resources 

3. arranging substitute care as needed for children 
who are seriously neglected and endangered by lack 
of parental care, until such time as the home con­
ditions are improved 

4. arranging, as needed, for the use of specialized 
agency and community resources in respect to serious 
problems or needs 

5. reducing conflict and stress within the family 
which may lead to neglect or abuse of children 

6. obtaining necessary health services 
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case Classification by Problem Scope of Services 

E. Children with special problems 

Problems involving: Service to assist the parent and, when appropriate, the 
child in: 

1. children who are ill, handicapped or in poor 
physical condition and without medical care or 
health protection, in need of special educational 
opportunities and guidance to make full use of 
their intellectual capacities, have emotional 
problems handicapping their social adjustment 
and development 

2. adolescent~ in need of opportunities and 
guidance to continue formal education 

3. out-of-school and out- of-work older 
teenagers in need of planning ·for continued 
formal education or for employment 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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1. securing and using medical resources, including 
clinical, psychological and psychiatric services 

2. securing and assisting in working out plans for 
day care of children, as appropriate 

3. securing and assisting in use of educational 
opportunities 

4. assisting older teenagers in evaluating their 
interests and potentials for self-support and 
in preparing for and obtaining self-support 

s •. using the services of specialized agencies 
and other community resources 

6. referral to WIN program and supportive services 
in cooperation with DES 
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F. Families with serious problems in family functioning 

Familief in· which the level of functioning or dis­
functioning seriously impairs family life and threatens 
the future of children, who are: 

1. 

2. 

3. 

4. 

without a place to live in, living 
in seriously overcrowded or squalid 
surroundingG or without home furnish­
ings sufficient to permit family life 

disorganized because of mother's ill­
ness, depression, ignorance, indiffer­
ence, lack of homemaking skills 

seriously disadvantaged by long-term 
dependency 

socially isolated or in conflict with 
community or under stress because of 
breakdown- or problem behavior of a 
parent 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 4/Hl 

Service to and in behalf of such families in: 

1. overcoming deficiencies in home manage­
ment and money management 

2. 

3. 

reducing conflict and stress disruptive 
of family life 

stimulating and supporting cooperative 
effort among family members in improv­
ing family life 

identifying need for medical services 
and using such services 

a dvis in~ of the availability of family 
planning services 
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G. Families with problems in money management 

Families in which mismanagement of available 
income consistently creates hardship for 
family members or ·others to whom the family 
is financially obligated, and who are: 

1. repeatedly-without money or food 
· because of inability to plan expenditures 
or due to immature, compulsive or 
um-iise spending , 

2. repeatedly pressured by accumulated 
. need-s or emergencies 

3. - threatened· with eviction or cut-off 
of utilities · due to indifference or 
inexperience in regard to financial 
obligations, or 

4. exploited in money matters because 
of illitera.cy, · physical or mental 
condition or s-erious behavior 
problem of parent 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 1J:l 11 

Service to and in behalf of such families in: 

1. providing help with family budgeting and 
purchasing 

2. meeting· financial obligations -and debt . 
management 

3. dealing with accumulated needs and 
emergencies 

4. prevent~ng immature, compulsive or unwise 
spending 

5. _preventing exp lo itat ion by others in 
respect to money payment, and 

~· •·. ,.· .r ·,_ 

6. using protective devices, as appropriate, 
for famiii~s with impaired capacity for 
money management due to physical or ~ental 
conditions 
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H. Families disrupted by absence of parent for reasons other than desertion 

Problems involving: 

1. families with parent absent from home because 
of estrangement, separation or divorce, incar­
ceration, in hospital or other institution 

2. families estranged within past year 

3. newly reconci.led parents and others with 
stresses conducive to estrangement 

4. cases with potentials for support from absent 
parents 

5. families indicating interest in maintaining 
ties or effecting reconciliation with absent 
parent 

6. remaining parent or older child overburdened by 
dual responsibility, or parent or children 
seriously affected by loss of absent parent 

7. families in which mother is absent from home 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 11111 

Service to and in behalf of such families in: 

1. maintainin4 ties or encouraging reconcilia­
tion with absent parent 

2. assistine with current problems related to 
estrangement, separation or divorce 

3. obtaining support from absent parent 

4. assisting with problems related to incar­
ceration or extended hospitalization 

5. assisting with the overburdening responsi­
bilities for remaining parent or older 
child 

6. assisting family during mother's absence 
from the home 
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PROBLEMS AND RELATED SOCIAL SERVICES IN PUBLIC ASSIST/J~CE 

PART II - OAA 2 DA 2 AB AND ADULTS IN ADC 

, · 
Case Classification by Problem~·· Scope of Services 

A. Aged and disabled individuals in need of protection 

Persons who because of physical or ment:ai li.initations 
are: 

1. .. unable to a.ct in their Ovm behalf 

2. se·riously 1 imi ted · in the . mana·gemen t of their 
affairs · 

3. neglected or exploited 

4. living in unsafe or hazardous co.rid it ions 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 11111 

Service to and in behalf of such persons in: 

1. enlisting participation of relatives, friends 
and other resources in needed planni~g •nd 
protection 

2. securing and maintaining safe living conditions 

3. improving personal, home and money ma~agement 

4. securing and usinB needed medical services and, 
when indicated, assisting in arranging for 
group care in medical or social care facilities 

5. securing legal services and protection, includ­
ing assistance to guardians and aid in the 
restoration of legal rights 
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B. Aged and disabled individuals requiring services to remain in or return to their mm· homes or comrilunities 

Persons with physical and mental conditions who: 

1. require special care at home to avoid unneces­
sary placement in institutions, or 

2. are able to return to own home or connnunity if 
special care is arranged and needed services 
are available 

' 
Service to and in behalf of such per~ns in: 

1. planning for needed adjustments and management 
in mm home 

2. planning for appropriate living arrangements 

3. enlisting inter.est and aid of relatives, friends 
and other resources 

4. securing needed medical services in own home 

5. securing institutional care as needed 

6. planning for return to own home or community 

C. Blind and other disabled individuals with potentials for . self-support in whole .or in part 

Disabled persons: 

1. whose condition indic~tes the possibility of 
innnediate self-support 

2. who have not had a previous evaluation of their 
~elf-support potential, or 

3. who have a good employment history and a strong 
desire for independence 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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Service to help such individuals in exploring interests 
and potentials for self-support and in: 

1. assisting with personal or family problems 
deterring self-support 

2. assessing of health condition, employment skills 
and employment potentials 

3. securing and using needed medical care 

4. when indicated, securing training opportunities 
and securing and maintaining appropriate employ­
ment aids essential to travel and employment 

Page Date 
9/70 

Renlaces Page 
Unoated 



Mmraal of Administration 
Division of Public Welfare 

PART II - Conti.nued 

2805. 
Page 11 

Case Classification by Problem Scope of Services 

D. Adults with potentials for self-care . 

Aged, sick, blind or disabled persons with any of the 
following specified problems related to physical or 
mental impairment: 

1. living quarters, furnishings or equipment 
unsuited to adult's physical or mental 
condition 

2. inability to perform household tasks or 
activities of daily living 

3. inability to obtain or use medical resources 

4. lack of mobility for maintenance of contacts 
with friends, relatives or for connnunity 
participation 

Service for such adults in: 

1. making needed adj~stments in living arrange­
ments ·and home management 

2. enlisting the interests and services of 
relatives and volunteer 

3. meeting . d_aily . needs of personal care 

4. securing and using medical resources 

5. providing opportunities for using and 
developing skills or special interests 

E. Adults who are isolate :! c,:- estranged from family 

Adults separated·. from relatives or living in isolated 
situations: 

1. without means of conununication or of maintain­
ing participation in community life 

2. with little or no contact with adult children 

3. with strained family relationships or lack of 
family participation in planning for and meeting 
the needs of the adult 

New Jersey Department of 
.Institutions and Agencies 

Tranmr,i. :-: ~~l 
Letter #111 

Service for such adults in: 

1. enlisting and maintaining interest of family 
members 

2. encouraging connnunication and visiting 

3. enlisting participation of family members 
in planning to meet current and predictable 
needs 
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-PART III - ALL CATEGORIES 

Services for All Applicants 

Serv.ices include: 

I. service plan 

2. short-term counselling and referral services, 
as may be indicated 

3. any of the services listed on preceding 
pages (1-11) appropriate to the needs 
of the applicant · 

New J~rsey Department of 
Institutions and Agencies 

Transmittal 
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The purpose is to provide: 

.1. early ·· identification and study of the 
potentials for: 

a. improved family and individual 
functioning, and 

b. reducing or eliminating dependency for 
new applicants at the earliest possJble 
opportunity 

2. immediate steps for bringing to bear on the 
situation the full resources of the agency 
and the community 
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Part II The Individual and Public Assistance 
2800 Social Services - Public Assistance 

The Service Plan 

The service plan is both a method and a process for ac9uiring and organiz­
ing information pertaining to the client's situati'on and needs. People may 
come to the public assistance agency for concrete services in addition to 
financial assistance, such as help in locating employment, need for more 
adequate housing, special services for children, etc • . They may have pro­
blems in various aspects of living. They may be harassed and their own 
resources depleted. They may have feelings of desperation, even though 
these are hidden by various kinds of behavior • 

• 1 Purpose of the Service Plan 

The service plan serves the following purposes: 

a. to identify immediate and long-term problems and evaluate the possibil-
ity of improvement through social services; 

b. to assess capacities and strengths for meeting problems; 

c. to secure pertinent social information; 

d. to formulate a service plan with clients that is helpful to them and 
is realistic in terms of their individual capacities and resources 
available • 

. 2 Setting and Process 

If the service plan is to serve _· its purpose, it is important that certain 
minimum conditions are present, .. such as: privacy, an atmosphere of conf i­
dentiali ty, and the freedom of worker · and client to communicate with each 
other. It is equally importan~-~ that -~his worker-ciient relationship be 
guided so as to generate a fe.eling of _trust and confidence whereby the 
worker may gain some understa~ding of '.: the client and his situation. Being 
interested in the client, conve.ying this interest by explaining the reasons 
for needing to understand and m~intaining this quality of interest through­
out the exploratory process will help to maintain a good relationship. In 
general, the worker will recognize the client's strengths, will appreciate 
his efforts to improve his situation and will support his self-esteem. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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The Individual and Public Assistance 
Social Services - Public Assistance 

Requirements for the Provision and Implementation of Services (Cont'd) 

d. 5) interagency projects for promoting rehabilitation ser­
vices for welfare clients; 

6) joint planning with local boards of education for adult 
classes for persons (including welfare clients) who are 
illiterate; 

7) multi-agency, community-based projects for residents of 
public housing units, directed towards knowledge, meth­
ods, and skills in home management, child care, consumer 
education, and other aspects of home and community liv-
ing; · 

8) field instruction units for students of graduate schools 
of social work. 

e. Progress reports - will be made as requested by the Department of 
Health, Education, and Welfare on the uses made of increased 
Federal funds. 

Guides to the Identification of Needs and Problems to be Served and the 
Services to be Provided 

In the schedule that follows there is presented for the various categories 
of assistance, a series of case classifications based on over-all major 
problem areas. Each such classification in turn delineates: 

the specific needs and problems of clients for which services 
must be provided, and 

the defined services appropriate thereto. 

This schedule will serve as a guide in the identification and matching of 
defined problems and services. Whenever the circumstances of a case pre­
sent one or more of these problem situations, the county welfare board is 
obligated to plan for and provide the related social services. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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FROBLEiJS AND RELATED SOCIAL SERVICES IN PUBLIC ASSISTANCE 

PART I - FAMILIES AND CHILDREN IN ADC 

______ c_a_s_e_C_l_a_s_s_i_f_i_c_e._.t_i_o_n_b_y'-P_r_o_b_l_e_m _______________ s_·c9pe of Defined ~ervices 

A. Unmarried parents and their children with specified· p~oblems 
Problems involving: 

1. children whose status under State Law is not 
clarified 

2. legal questions affecting rights of mother 
and child 

3. support from the absent parent not explored 

4. unmarried mothers with first child 

5. repeated out of wedlock children 

6. out of wedlock pregnancies 

7. conditions that foster illegitimacy 

[8• relationship with father 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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Service to help such families and their children in: 

1. securing needed medical services including prenatal, 
confinement and post-natal medical care for the 
mother and child 

2. planning for the future of the mother and child 

3. learning about child care and training if child 
remains with the mother or planning in respect 
to placement elsewhere 

4 . improving environmental conditions seriously con­
tributing to illegitimacy 

5. securing legal advice regarding problems effecting 
the rights of the mother and child 

6. using the services of specialized agency and com-

I : · 
L o. 

... muni ty resources in respect to serious problems or 
needs, e.g., the unmarried mother with her f:i:rst child 

establishing paternity and securing support 

counseling father 
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Scope of Defined Services 

B. Families disrupted by desertion or impending desertion 

Problems involving: Service to help such families and their children in: 

1. repeated desertions or desertion in past 
year 

2. interest in maintaining ties or rec.oncilia­
tion with absent parent 

3. support potentials from absent parent 

4. remain.ing parent overburdened by dual 
responsibility or family seriously 
affected by loss of the absent parent 

5. newly reconciled parents and other 
families with stresses threatening 
desertion 

6. families deserted by the mother 

1. maintaining ties or effecting reconciliation 
with the deserting parent 

2. obtaining support from the absent parent 

3. coping with problems in recent desertion 

4. carrying out the dual responsibilities 
of remaining parent 

5. dealing with the serious problems of 
children resulting from loss of the 
parent 

6. dealing with stresses conducive to desertion 

?. obtaining and using specialized agency and 
community resources in respect to serious 
problems, e. g., marital conflicts of young 
couples, repeated desertions, adjustments of 
newly reconciled parents, children's behavior 
problems or overburdening resulting from loss 
of the parent, and emotional disturbance of 
the remaining parent 
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Scope of Defined Services 

c. Families with adults or older youth with potentials for self-support 

Adults whose ase, physical condition and home respon­
sibilities indicate the possibility of immediate or 
potential self-support in whole or in part, e.g. 

; 1. father who is unemployed or has limited earnings 
f 

2. disabled adult with employment skills or requiring 
vocattonal training and/or placement 

3. parent(s) or older children with employment skills 
or needing preparation or training to enter employ­
ment market 

4. mother working full or part-time with problems 
in arranging satisfactory care for children, or 
with multiple burdens from employment and home­
making 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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Service to help such individuals in: 

1. 

2. 

3. 

L~ • 

s. 

I 
6. 

I 
L 

7. 

0 o. 

evaluating their potentials for self-support 

securing assessment of employment skills and 
opportunities 

obtaining necessary medical services 

making use of appropriate community resources 
to obtain training opportunities 

securing and maintaining appropriate employment 

assisting working mothers in planning for and 
securing appropriate child care 

relieving the multi-burdens resulting from 
employment 

referral to WIN program 
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D. Children in need of protection 

Children in present danger who are: Service to assist the parent and, when appropriate, 
the child in: 

1. neglected, abused, delinquent 

2. physically or emotionally deprived because of 
disorganized family life and continued money 
mismanagement 

3. without supervision and guidance necessary 
for normal development 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter #95 

1. improving home conditions including management of 
financial resources and assuming responsibility for 
care and guidance of their children 

2~ using community resources 

3. arranging substitute care as needed for children 
who are seriously neglected and endangered by lack 
of parental care, until such time as the home con­
ditions are improved 

4. arranging, as needed, for the use of specialized 
agency and community resources in respect to serious 
problems or needs 

5. reducing conflict and stress within the family 
which may lead to neglect or abuse of children 

6. obtaining necessary health services 
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case Classification by Problem Scope of Defined Services 

E. Children with special problems 

Problems involving: Service to assist the parent and, when appropriate, the 
child in: 

1. children who are ill, handicapped or in poor 
physical condition and without medical care or 
hea lth protection, in need of special educational 
opportunities and guidance to make full use of 
their intellectual capacities, have emotional 
problems handicapping their social adjustment 
and development 

2 . adolescents in need of opportunities and 
guidance to continue formal education 

3. out-of-school and out- of-work older 
teenagers in need of planning· for continued 
formal education or for employment 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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1. securing and using medical resources, including 
clinical, psychological and psychiatric services 

2. securing and assisting in working out plans for 
day care of children, as appropriate 

3. securing and assisting in use of educational 
opportunities 

4~ assisting older teenagers in evaluating their 
interests and potentials for self-support and 
in preparing for and obtaining self-support 

5. using the services of specialized agencies 
and other community resources 

6 . referral to WIN program and supportive services 
in cooperation with DES 

Page Date 
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Scope of Defined Services 

F . Families with serious problems in family functioning 

Families in which the level of functioning or dis­
functioning seriously impairs family life and threatens 
the future of children, who are : 

1. without a place to live in, living 
in seriously overcrowded or squalid 
surroundingD or without home furnish­
ings sufficient to permit family life 

2. disorganized because of mother's ill­
ness, depression, ignorance, indiffer­
ence, lack of homemaking skills 

3. seriously disadvantaged by long-term 
dependency 

4. socially isolated or in conflict with 
community or under stress because of 
breakdown or problem behavior of a 
parent 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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Service to and in behalf of such families in: 

1. overcoming deficiencies in home manage­
ment and money management 

2. 

3 . 

reducing conflict and stress disruptive 
of family life 

stimulating and supporting cooperative 
effort among family members in improv­
ing family life 

identifying need for medical services 
and using such services 

Page Date 
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Scope of Defined Services 

G. Families with problems in money management 

/ Families in which mismanagement of available 
income consistently creates hardship f~r 
family members or others to whom the family 
is financially obligated, and who are: 

1. repeatedly without money or food be­
cause of inability to plan expenditures 
or due to immature, compulsive or 
unwise spending 

2. repeatedly pressured by ac~umulated 
needs or emergencies 

J. threatened with eviction or cut-off 
of utilities due to indifference or 
inexperience in regard to financial 
obligations, or 

4. exploited ~n money matters because 
of illiter~cy, physical or mental 
condition pr serious behavior 
problem of parent 

I 

I 
/ 

Service to and in behalf of such families in: 

1. providing help with family budgeting and 
purchasing 

2. meeting financial obligations and debt 
rnana gemen t 

3. dealing with accumulated needs and 
emergencies 

4. preventing immature, compulsive or un­
wise spending 

5. preventing exploitation by others in re­
spect to money payment, and 

-- -- 6. · using protective devi ces, as appropriate, 
for families with impaired capacity for 
money management due to physical or mental 
conditions 
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The Service Plan (Cont'd) 

General Guides to the Use of the Service Plan Outline - within the frame­
work of the worker-client relationship, the worker initiates the service 
plan by obtaining pertinent facts, both objective and subjective, about 
the individual or family and his (their) situation and needs, and by 
assembling and interrelating these facts so as to highlight: 

a. the nature of the problem(s) and the specific factors that constitute 
the core of the difficulty as presented by client; 

b. the persons involved, their feelings and reactions with respect to 
the problem and their ability to cope with it; 

c. identification of other service needs . by worker. 

d. assessment with client of service needs. 

With this purpose in mind, the outlines should be used flexibly and with 
selectivity, in accordance with the nature of the specific problem. Only 

· those facts should be recorded that have rele·vance to the particular 
situation under study and that contribute to the worker's understanding 
of it. 

As the service plan is ~non-going process during service contacts, the 
worker assigned responsibility for the .provisional services, will review 
and evaluate change~ in the family or individual situation and the im­
plication of these changes for further case planning; or the worker may 
develop new insights with respect to the situation and the meaning it has 
for the persons involved. When such developments occur, a supplemental 
statement summarizing these changes and/or this new understanding, and 
properly up-dated, shall be added to the service plan. In any event, 
the service plan shall be reviewed and up-dated annually. , 
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Factors Appl~cable to ADC 

a. The outline provided in 2806.9 shall be used in making a service 
plan as required in ADC using those elements of the outline which are 
relevant to the _particuJ.ar case situation. Parts V, VII and VIII of 
the outline must be included in every study ref'lecting consideration 
of all relevant information required by the service plan out.line• 

b. In making an individualized study and service plan for each child 
the purpose should be to determine those children who are, or are 
likely to become, in need of protection (see 2805., Part I, D); and 
those with other specified needs or problems (see 2805., Part I, E). 

c. Criteria for use in the ~~a:iuation of inadequate care of children, 
and in the determination of an . appropriate plan of action, are pro­
vided in Attachment B, "Guides to the Determination of Problems and 
Strengths in Various Aspects of Family f;llld Conmunity Living". 

d. In making the service plan, and during subsequent period of contacts 
with family, current knowledge must be maintained as to the -home con­
ditions and needs ·of each dependent child~ Sources of such knowledge 
include: 

1) direct observation by the worker of the home and of the 
children; 

2) discussion with parents related to the age, health, and stage 
of development of each child and his particular needs; and 

3) discussion with relatives or others in the community who 
properly have knowledge and concern as to -conditions in the 
home and the well-being of the children with parent's consent. 
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.5 Factors Applicable to Adult Programs 

The outline provided in 2806.10 shall be used in making a service plan as 
required in the adult programs. The plan should account for those elements 
of the outline which are relevant to the particular case situation~ Parts 
VI and VII of the outline must be included • 

• 6 For "Guides to the Determination of Problems and Strengths in Various 
Aspects of Family and Community Living", see Attachment B • 

• 7 Recording of Services• it is anticipated that the service plan will, 
be incorporated in and become part of the on-going case record. As the 
services included in the plan are actually provided, these too shall be 
recorded, and as it becomes possible to evaluate the effects of these 
services in terms of the objectives originally established, such evalua­
tion shall be added • 

• 8 Termination of Services - when the need for service no longer exists, or 
when the client no longer requests certain services, the service shall be 
terminated and the action taken and the reason therefore shall be recorded • 

• 9 OUTLINE FOR THE SERVICE PI.AN IN ADC CASES 

I. Identifying information - case nnme and number; family composition 
listing individual members; their birthdates an relationship to 
the head of the household. 

II. Presenting problem that applicant or recipient brings to the agency; 
the major aspects of the problem as he sees it; how he feels about 
it, and additional problems as identified by the worker. 

III. Parental status identified in terms of: unmarried parent; impending 
desertion; absence of parent by desertion, death, divorce, separotion, 
incarceration, estrangement, or institutionalization; both parents 
in home - individualization of parents, family relationships, interests, 
attitucie toward children. 
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.9 OUTLINE FOR THE SERVICE PLAN IN ADC CASES (CONT ·•o~) 

IV. Socinl situation as it relates to absence of a parent in terms of: 

family stability; 

interest in maintaining family ties or reconciliation; 

r in cases of unmarried parent this would include -steps to 
L establish paternity; attitude toward father; effect of dual 

responsibility carried by remaining parent for care of the children. 

v. For each child 2 a brief statement as to: 

appearance, character istic behavior and other personality traits; 

relationship with parent(s) and with brothers and sisters; 

school attended and grade: attitude toward school, ~hether he 
attends regularly, is in the proper grade for his age, does 
acceptable work, has specia l abilities, or has any special problem 
in relation to school; 

for the adolescent attending school: his interest in continuing 
education and/or career planning; if he is out of school: his 
plans for employment or special training, or his outlook for the 
future; (2286.3) 

ability to get along with other children in school and in the 
neighborhood; for the adolescent: his involvement with friends, 
hobbies, and activities and interests outside the home; 

special notation on the child or adolescent who is, or is likely 
to become in need of protection, or who has any specific needs 
or .problems that require attention; 

health status: for those under treatment for physical or emotional · 
conditions, the nature of the illness or disability and how it -, 

[ affects the child 's functioning;·adequacy of medica l care; for those 
not receiving but apparently in need of medical care, including 
preventive and/or rehabilitative services: the child's attitude 
toward his condition; family's awareness of the health problem 
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tUTLINE FOR THE SERVICE PLAN IN ADC CASES (Cont'd.) 

V. participation in household tasks (age permitting), nature and 
extent of duties performed; 

employment outside the h6me: extent and nature of such employment; 

supervising and guidance' ~iceived from parent; 

[ abilities and pot~~t,ials that should be strengthened. 

VI. 

[ 

[ 

I 

L 

Family functioning - a brief statement, as to: 

home environment - ,general atmosphere of the home: tense and un­
friendly, relaxed and. pleasant, or otherwise, cultural background 

housing and housekeeping - adequacy as to: location, space and 
repairs; bathing, heating, laundry and similar facilities; basic 
housekeeping equipment and other furnishings; capacity for orderly 
management of home; 

money management - ability to budget expenditures; if there are 
debts, the circumstances under which they were contracted and plans 
for repayment; evidence of exploitation by others and possible 
reasons therefore (e.g., physical or mental condition of parent, 
illiteracy, etc.}; 

health of parent(s) - if under care for physical or mental health, 
the nature of the condition and how it affects the individual's 
functioning; adequacy of medical care if not under medical care, 
any evidence of need for such care; 

employment of mother - if employed - extent of work and plans for 
care of children during her absence; if not employed - interest in 
obtaining work; evaluation of potential for employment or training 
for employment; (See 2286.2) 

employment of father - if employed - evaluation of work history and 
earning potential; if unemployed - evaluation of employment potential, 
plan for employment; (See 2286.l; 2281.4 and .5) 

relatives and friends - as potential source of emotional and/or 
social support, and/or other services, availability to help in 
emergency situations or on an ongoing basis. 
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OUTLINE FOR THE SERVICE. PIAN IN ADC CASES {Cont'd. ) 

VII. 

VIII. 

Evaluation of family situation - based on the facts given above, 
the ways in which they are related to each other, the meaning they 
have for client and family, and their implications for treatment, 
s~arize briefly: 

[ the nature of the problem(s), its impact on cli~nt and family 
and what it means to them as evaluated by worker and client; 

what the client would like to do about the problem; evaluation 
of ~he strengths and capacities within the family for coping 
with it; 

services potentially available through relatives and other 
interested individuals; through the agency, and other community 
resour~es; 

c· assessment of need for short or long term services. 

Recommended plan - with respect to the family problems---not-ed-- above_., 
and in order of priority for action, enter: 

r 
L 

obJecti ves; services recommended ·and resources· that might be 
used; .and expectation as to client's understanding and readiness 
to accept and cooperate in the service plan, and 
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VIII. 

I. 

II. 

III. 

IV. 

OUTLINE FOR THE SERVICE PLAN IN ADC CAS.ES (CONT'D) 

for each child in the family ·, an individual statement as to: 

the objective sought; and the method to be used. 
-

l If the recommendation for a child or for the family is "no 
service for the present", client should be advised of the 
availability of services should need arise . 

OUTLINE FOR THE SERVICE PLAN IN ADULT PROGRAMS 

Identifying information - case name and number 

Presenting problem that applicant or recipient brings to the 
agency; the major aspects of the problem as he sees it; how he 
feels about it. 

Social situation: 

marital status; 

educational background·; · 

health status - if under care :for problems of physical or 
mental health, the nature of the illness or disability and 

[
how it affects the individual's functioning; adequacy of 
medical care if not receiving but in need of medical care, 
including preventive and/or rehabilitative services, the in­
dividual's attitude toward his condition; 

employment status: for client who is potentially employable, 
his work skills, interests and possibilities. 

Living arrangements - indicate whether living alone., in rooming 
or boarding facility, or other special arrangement; if living 
with family, list other family members and relationship to clienti 
and 

suitability in terms of specific needs and functional limita­
tions of the aged or hand.icapped person; adequacy as to: 
location in relation to transportation and shopping facilities, 
state of repairs, flights of stairs to be climbed, bathing, 
heating, laundry and similar facilities; basic housekeeping 
equipment and other furnishings; capacity for orderly manage­
ment; etc. 
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OUTLINE FOR THE SERVICE PLAN IN ADULT PROGRAMS (CONT'D,) 

IV. for the aged or handicapped person living alone, or in a res­
idential setting, or in a family group providing general care: 
opportunity for friendly communication, for participation in 

v. 

VI. 

L
- group activities, and for involvement in "living", need for 

other arrangements for client's protection; 

money management: ability to budget expenditur~s; if there are 
debts, the circumstances under which they were contracted and 
plans for repayment; evidence of exploitation by others and 
possible reasons therefore (e;·g. physical or mental condition, 
illiteracy, etc.); 

Family and social relationships - relatives and friends as 
potential source of emotional and/or social support; availa-

- bility for aid in emergencies. 

Interests and activities; community contacts. 

Evaluation - based on the facts given above, the ways in which 
they are related to each other, the meaning they have for client, 
and their implications for treatment, . summarize briefly: 

I- the .nature of the problem(s); how it affects the client and 
his pattern of living and what it means to him; - :., 

wha.t :the client would lite to do about the problem; evalua­
tion ·of. his strengths an.d cap~cittes . for coping with it; 

[ 
evaluation of need for protective services or services ~or 
self care; · . . .. , 

services potentially available through relatives and other 
. interested individuals; through. the agency and other community 
resources. 

VII. L- Recommended plan of treatment - with respect to the situations 
rtbted above, and in order of priority for action, enter: 

L treatment goals; services planned for achieving these goals 
and resources that might be used; and expectation as to 
client's understanding and readiness to accept and cooperate 
in the treatment plan. 
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PART III - ALL CATEGORIES 

Services at Intake for All Applicants (Application Process) 

Services at intake include: 

1. initial social study 

2. short-term counselling and referral services, 
as may be indicated* 

3. any of the "defined services·" listed on 
preceding_ pages (1-11) appropriate to the 
needs of the applicant 

The purpose is to provide: 

1 • . early identification and study of the 
potentials for: 

a. improved family and individual 
functioning, and 

b. reducing or eliminating dependency for 
new applicants at the earliest possible 
opportunity 

2. innnediate steps for bringing to bear on the 
situation the full resources of the agency 
and t~e community 

* Services to cases classified as "Inquiries" not to be included in -~laiming or reporting for "defined 
services 11 
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The Social Study 

The social study is part of the casework process and is developed through 
the worker-client relationship. People come to the public assistance 
agency for financial assistance and other concrete services, such as help 
in locating employment, need for more adequate housing, special services 
for children, etc. They have reality proble·ms in various aspects of li v­
ing. Their own efforts to find a solution for their difficulties have 
failed. They are harassed and :their own resources are depleted. They 
have feelings of desperation, even though these may be hidden by various 
kinds of behavior. Chances are they are in the midst of a crisis situa­
tion in which they are experiencing excessive pressure. Psychologically 
the person is saying to the worker (agency)~ 11 I have . an urgent need. I 
ask your help". · 

This coming together of client and caseworker around the client's problem 
constitutes the beginning of the casework process. It is at this point 
that the worker undertakes the social study. This is done through a 
process of exploration, and through this process a relationship between 
client and worker is established. 

Purpose of the Social Study is to determine the nature of the client's 
problem, to identify service needs, and to formulate a plan of treatment 
designed to enable the client to work towards the resolution of his prob­
lem. 

In this connection it should be remembered that a service should not be 
regarded as an end in itself but rather as a means toward achieving the 
desired goal. 

Setting and Process _- if the social study is to serve its purpose, it is 
important that agency and worker assure certain minimum conditions such 
as: privacy, an atmosphere of confidentiality, and the freedom of worker 
and client to communicate with each other. It is equally important that 
this worker-client relationship be guided so as to generate a feeling of 
trust and confidence whereby the worker may gain some understanding of the 
client and his situation. Being interested in the client, conveying this 
interest by explaining the reasons for needing to understand and maintain­
ing this quality of interest throughout the exploratory process will help 
to maintain a good working relationship. In general, the worker will rec­
ognize the client's strengths, will appreciate his efforts to improve his 
situation and will support his self-esteem. 
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General Guides to the Use of the Social Study Outline - within the frame­
work of the worker-client relationship, the worker initiates the social 
study by obtaining pertinent facts, both objective and subjective, about 
the individual or family under study and his (their) situation and needs, 
and by assembling and interrelating these facts so as to highlight: 

a. the nature of the problem and the specific factors that constitute 
the core of the difficulty as presented by client; 

b. the "defined" problems identified during the social study process; 
(see 2806., pgs. 1-12) 

c. the persons involved, their feelings and reactions with respect to 
· the problem and their ability to cope with it, in other words, to 
make such persons 11 come alive." 

With this purpose in mind, the social study outlines should be used flexibly 
and with selectivity, in accordance with the nature of the specific problem. 
Only those facts should be recorded that have relevance to the particular 
situation under study and that contribute to the worker's understanding of 
it. 

As the social study is an on-going process which continues throughout the 
worker-client relationship the worker will, at the time of eligibility re­
determination and at such other times as may be indicated, review and 
evaluate changes in the family or individual situation and the implication 
of these changes for further case planning; or the worker may develop new 
insights with respect to the situation and the meaning it has for the per­
sons involved. When such developments occur, a supplemental statement 
summarizing these changes and/or this new understanding, and properly up­
dated, shall be added to the original social study. This new material 
shall be recorded in accordance with appropriate headings taken from the 
social study outline including, when necessary, a revised evaluation and 
plan of treatment. 

Thus, through the social study it is possible to ascertain and clarify the 
facts of the situation as the worker understands it, as it is seen and felt 
by the client, and as it changes over a period of time. 
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Factors Applicable to ADC 

a. The outline provided in 2807.9 shall be used in making a social 
·study as required in ADC. The study should account for those elements 
of the outline which are relevant to the particular case situation, 
and in .receiving cases this may be done either by inclusion in the 
study or by reference to material already in the case record. Parts 
VII and VIII of the outline must be included in every study .reflect­
ing consideration of all relevant infonnation required by the social 
study outline. 

b. In making an individualized study and -social plan for each child 
the purpose should be to· determine those :ich±ldren ·who are, or are 
likely to become, in need of protection (see 2806., Part I, D); and 
thos~ wi~h ether specified needs or problems (see 2806., Part I, E). 

c • . Cri'teria for use in the evaluation of inadequate care of children, 
and· in the determination of an appropriate plan of action, are pro­
vided in Attachment B, "Guides to the Determination of Problems and 
Strengths in Various Aspects of Family and Community Living". 

d. In making the social study, and during the subsequent period of 
eligibility, current knowledge must be maintained as to the home con­
ditions and needs of each dependent child. Sou·rces of such knowledge 
include: 

1) direct observation by the worker of the home and of the 
children; 

2) discussion with parents related to the age and stage of 
development,- of eaeh child amd his partic.ula.r_.needs; · and 

3) discussion with relatives or others in the canmunity who 
properly have knowledge and concern as to conditions in the 
home and the well-being of the children. · 

Currency of ·knowledge will be enhanced by home visits made with at 
least the minimum of frequency required by Section 2612. of the Manual 
of Administration. 
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Factors Applicable to Adult Programs 

The outline provided in 2807.10 shall be used in malting a social study as 
required in the adult programs. The study should account for those 
elements of the outline ·t-1hich are relevant to the :particular case situation, 
and in receiving cases this may be done by inclusion in the study or by 
reference to material in the case record. Parts V and VI of the outline 
must be included in every study reflecting consideration of all relevant 
information required by the social study outline • 

• 6 For "Guides to the Determination of Problems and Strengths in Various 
Aspects of Family and Community Livingn, see Attachment B • 

• 7 Recording of Services - it is anticipated that the Social Study will, 
in one way or another, be incorporated in and became part of the on­
going case record. As the services included in the Recommended Pla.n 
of Treatment are actually provided, these too shall be recorded, and 
as it becomes possible to evaluate the effects of these services in 
terms of the objectives originally established, such evaluation shall 
be added • 

• 8 Terl'!llination of Services - when the need for service no longer exists, or 
1ihen, after careful consideration, it appears that a sufficient period of 
time has elapsed and that further continuation of service is of no avail, 
the service shall be terminated and the action tal~en and the reason there­
fore shall be recorded • 

• 9 OUTLil1E FOR THE SOCIAL STUDY OF ADC CASES 

I. Identifying information - case name and number; family composition 
listing individual members; their birthdates and relationship to 
the head of the household. 

II. Presenting :problem that applicant or recipient brings to the agency; 
the major aspects of the problem as he sees it; how he feels about 
it. 

Parental sta.tus identified in terms of: unmarried parent; desertion 
or impending desertion; absence of parent for other reasons (death, 
divorce, separation, incarceration, estrangement, or institutionali­
zation); or incapacitated parent; unemployment of parent (s); or · 
insufficient income of parents. 
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.9 OUTLINE FOR THE SOCIAL STUDY OF ADC CASES (CO!'J'TaD.) 

IV. Social situation as it re'iates to absence of a parent in terms of: 

v. 

family stability; 

interest in maintaining family ties or reconciliation; 

support (in cases· of· unmarried parent this would include steps to 
establish paternity as well as exploration of support); and 

effect of dual responsibility carried by remaining parent for care 
of the children. 

For each child, a brief statement as to: 

appearance, characteristic behavior and other personality traits; 

relationship with parent (s) and with brothers and sisters; 

school attended and grade: attitude toward school, whether he 
attends regularly, is in the proper grade · for his age, does 
acceptable work, has special abilities, or has any special problem 
in relation to school; 

for the adolescent attending school: his interest in continuing 
education and/or career planning; if he is out of school: his 
plans for employment or special training, or his outlook for the 
future; ( 2286. 3 ) 

ability to get along 1·1ith other children in school and in the 
neighborhood; for the adolescent: his involvement with friends, 
hobbies, and activities and interests outside the home; 

special notation on the child or adolescent who is, or is likely 
to become in need of protection, or who has any specific needs 
or problems that require attention; 

health status: for those under treatment for physical or emotional 
conditions, the nature of the illness or disability and how it 
affects the child's functioning; for those not receiving but 
apparently in need of medical care, including preventive and/or. 
rehabilitative services: the child's attitude toward his condition; 
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ion 1n no 
extent of duties performed; 

ng), nature and 

employment outside the home: extent and natui--e of such employment; 

supervising and guidance received from parent. 

VI. Family functioning - a bri°ef statement, as to: 

general atmosphere of the home: · · tense and unfriendly, rel~--ced 
and pleasant, or otherwise, cultural background; 

money management: ability to budget expenditures; if there are 
debts, the circumstances under which they were contracted and plans 
for repayment; evidence of exploitation by others and possible 
reasons therefore (e.g. physical or mental condition or parent, 
illiteracy, etc~); . 

housing and housekeeping - adequacy as to: location, space and 
repairs; bathing·, heating, laundry and similar facilities; basic 
housekeeping equipment and other furnishings; capacity for orderly 
management of home; 

health of parent (s); 'if under care for physical .or mental health, 
the nature of the condition and ho-w it affects . the individual's 
functioning; if not under medical care, any evidence of need for 
such care; 

employment of mother: if employed - extent of work and plans 
for care of children during her absence; if not employed - interest 
in obtaining work; evaluation of potential for employment or training 
for employment; (See 2286.2) 

employment of father: if employed - evaluation of ,;-mrk history and 
earning potential; if unemployed - evaluation of employment potential, 
plan for employment; (See 2286.1; 2281.4 and.5) 

relatives and friends as potential source of emotional and/or 
financial support., and/or other services. 
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• 9 OUTLINE FOR THE SOCIAL STUDY OF ADC CASES (CONT'D. ) 

VII. Evaluation of family situation - based on the facts given above, the 
ways in which they are related to each other, the meaning they have 
for client and family, and their implications for treatment, summarize 
briefly: 

[ 

the nature of the problem(s), how it manifests itself and ho,:,r it 
came about; its impact on client and family and what it means 
to them as evaluated by worker and client; 

what the client would like to do about the problem; evaluation 
of the strengths and capacities within the family for coping 
uith it; 

services potentially available through relatives and other in­
terested individuals; through the agency, and other community 
resources. 

for each child in the family, a brief summary of: 

the problems and needs identified under V above, the implications 
of these findings for the future of the child, and the abilities 
and potentialities of the child that should be protected and further 
strengthened. 

VIII.Recomr.a.ended plan - with respect to the faruily problem noted above, and 
in order of priority for action, enter: 

[ objectives; services recommended and resources that might be used; 
and expectation as to client's understanding and readiness to 
accept and cooperate in the treatment plan, and 
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Coordination between Public Assistance and Child Welfare Services 

Coordination between the programs of Assistance for Dependent Children ana 
child welfare services (as contemplated by Titles N and V of the Federal 
Social Security Act), so far as this concerns social services to families 
and children, is established by the Statement of Understanding and related 
materials set forth in Section 2880. · of the Division of Public We.lfare 
Manual of Administration. 

In support and supplementation of plan for providing social services, 
further coordination of the programs of public assistance and child wel­
fare services is -achieved by: 

a. the single organizational unit established in the Division of Public 
Welfare; 

b. joint program planning and policy development under direction of the 
chief executive officer of the single organizational unit; 

c. joint training sessions for staffs of the Bureaus of the Division of 
Public Welfare and the County Welfare Boards, under the leadership of 
staff consultants of these agencies; and 

d. joint community planning by the State agencies, and the county wel­
fare boards and district offices, for the purpose of identifying 
gaps in services and resources, establishing priorities of service, 
and giving leadership in regard to unmet needs. Such community plan­
ning also contemplates local participation with related community 
agencies and organizations through structur·ed activities. 
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Part II .The Individual and Public Assistance 
2800 .Soda1 ·serv.ices -- Public Assistance 

28C8. Accounting for and Recording of Social Services .Provided 

.1 Form PA-22 (continue, . use temporarily as administrative control over pro­
visions of services pending further revisions). 

Form PA-22, Record of Services· (See Appendix IV)• shall 
be prepared for all recipient cases in all programs, except MA, ~IAA and 
Cuban Refugee program. 

a. Purposes of F·orm PA-22 

Form PA-22 currently serves the following purposes: 

1) to provide a summary record and index of the provision of services 
for prescribed Federal reports and periodic audits by both the 
Division of Public Welfare and the Federal Government; 

2) to provide a summary record of social services activity for 
supervisory review and evaluation. 

b. Completion of Form PA-22· (For the· present, disregard in·structions on 
reverse side of form). 

l) Prepare a form for each public asslstance case as required above. 
Fill in the identifying information as to case name, case number, 
date of opening and, for ADC cases, the number of eligible 
children in the family. 

2) Enter . the date opposite (Service Plan) Completed. 
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The Individual and Public Assistance 
Social Services - Public Assistance 

Accounting for and Recording of Social Services Provided (Cont'd) 

b. 3) 

4) 

Leave "classification" and "reclassification" blank • 

For each case classified as having a social problem enter date 
(in column headed "Date Problem ldentifiedu) opposite the major 
problem area applicable in a given situation. (See Manual of 
Administration 2805. pgs. 1-12) · 

5) Problems will be identified during the service plan process 
initially and on a continuing basis. As they are so identified, 
enter date· af'ter the major problem area which is applicable. 

6) The caseworker will check (x) the month in which a service is 
provided. Each check mark must_ be supported by an appropriate 
entry in the case record giving the nature and purpose of the 
service. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 111 11 

Page Date 
9/70 

Replaces Page 
Dated 7/67 



Manual. or Administration 
Division of Public Welfare 

2808 .2-2809. ~ 

Part II The Individual ant Public Assistance 
_2_8_00 ___________ ~S~o~c~i~a=l~S~;e~r~v~1~·ces ~ Public Assistance 

2808 • 

• 2 

Accounting for and Reco~j.~ing of Social Services · Provided (Cont'd) 

Form PA-22b 

Form PA-22b, Record of Services for Applicants, (See Appendix IVA) 
sha.ll be prepared for applicant cases in all categorical programs. 

a. Purpose of Form PA-22b 

1) To provide a summary record and index of the provision of 
services at Intake. (280'5., page 12) 

2) To provide a summary record of the "objectives 11 of services 
provided which will supply in.formation needed .for statistical 
report. 

280'9. - f2__~~1on between Income Maintenance Secti_on _p_nd Seryice Section,? __ 

When a client tells a worker in the Income Ha.inten.ance Section of a nee d 
for services, tha.t worker is responsible for transmitting such a request 
to the Service Section. Similarly, when the service worker receives 
infor111ation from the recipient or other sources that indicate a possible 
change in eligibility or extent of need, the service worker is respon­
sible f or transmitting such information to the Income haintenance Section 
for evaluation and decision. The service worker should advise the client 
of this requirement. 

Effective and prompt communication between the Sections will be an 
important factor in achieving the objectives inherent in the separation 
of ~"'unctions of eligibility determination and services. 

Information to another Section should be in writing or by telephone, 
followe d by a written confir1uatior1. 

In addition to a specific request by or in.formation obtained from client s, 
comn:unication between the Sections shall be made for such situations as: 

1. changes in residence, size of family and living arrangements, 

2. observation by eligibility worker, of obvious need for service or 
crisis situation, 

or 
observation by service worker of changes affecting eligibility factors, 

J. information from a relative or community (other agency) affecting 
status of case. 
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The Individual and Public Assistance 
Social Servic·es - Public Assistance 

Accounting for and Recording _of Social Services Provided (Cont'd) 

b. 

,_ 
!_ 

3) Under "Classification," indicate whether a defined social 
problem(s) has or has not been identified and the date of 
such determination • . The terms, nclassification" and 11 Re-

4) 

' classification,~ as used here, refer only to the deter­
mination of whether or not a defined social problem(s) 
has been identified in a particular case. The reclassifi­
cation item will be used only when a particular case 
changes to or from a "defined social problem identified11 

classific.ation. Problems related to the determination 
of eligibility and provision of financial assistance are 
not to be considered defined social problems. 

For each case classified as having a defined social prob­
lem enter date (in column headed nDate Problem Identified') 
opposite the major problem area applicable in a given sit­
uation. (See Manual of Administration 2806. pgs. 1-12) 

5) Problems will be identified during the social study pro­
cess initially and on a continuing basis. As they are so 
identified, enter date after the major problem area which 
is applicable. If the problem area identified pertains to 
a case 't·1hich has not ·been classified as "defined social 
problem(s) identified," the status will be changed accord­
ingly. 

6) The caseworker will check (x) the month in which a service 
is provided. Each check mark must be supported by an ap­
propriate entry in the case record giving the nature and 
purpose of the service. The letters "DS" will be entered 
in the margin of the case record next to the description 
of the service(s) provided. No case should be reported 
as having received a defined service unless and until a 
social study has been completed for such case. 

7) Although a case may be claimed for purposes of Federal 
participation, when one service is provided during a 
quarter, all defined services provided during a particu­
lar quarter should be entered in order to serve the other 
purposes of the form. 

8) While the redetermination process includes a review of the 
social service needs of a case, with updating of the so­
cial study, such review is not automatically countable as 
a provision of defined services. If, in the course of re­
detennination, a problem is identified and a defined soc i al 
service is provided, this action will be recorded and 
counted on the PA-22 as indicated above. 
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The Individual and Public Assistance 
Social Services - Fublic Assistance 

Accounting for and Recording of Social Services Provided (Cont'd) 

Form PA-22b 

Form PA-22b, Record of Services for Applicants, (See Appendix IVA) shall be 
prepared for applicant cases in all categorical programs. 

a. Purpose of Form PA-22b 

1) To provide a summary record and index of the provision of 
services at Intake. 

[Services provided at Intake are countable for additional 
Federal participation provided the services given are of 
the nature described in Manual of Administration 2806., 
page 12 . Intake services include all such services pro­
vided to applicants during the application process whether 
provided by "Intake'' worker in office or by field worker. 

2) To provide a summary record of the "objectives" of ser­
vices provided which will supply information needed for 
statistical report . 
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B. Methods of Service (Cont'd) 

Attachment A 
[See Section 2804.] 

P·age 5 

5. a. 4) the services must be State-wide, or the need served must be 
recognized as a State-wide responsibility with assura~ce tor the 
progressive extension of the service to all areas of the State 
where there is demonstrated need; 

5) there is provision for supervisory review and reevaluation of 
· the need for and suitability of the service in each case. 

-- b. Specific complementary services include: 

1) Hcmemaker service - Homemaker service is a specialized service 
which complements the casework service of the agency for the purpose 
of maintaining, strengthening, improving and safeguarding the home 
when family life or family functioning is threatened. Homemaker 
service may be provided to current recipients of public assistance. 
The homemaker is not a domestic servant, nor a substitute for a 
registered or practical nurse. Homemaker service will be used in 
those situations in which the regular homemaker (usually tbe mother 
or mother person) is absent, ill, or unable to perform part or all 
of her usual duties because of other demands or lack of capacity, 
including lack of knowledge and skill. - Homemaker service may also 
be used to assist aged, chronically ill and disabled persons to re­
main in (?r return to their own homes through help in home management, 
shopping and personal service. (Personal service is defined as a 
service to the ill or disabled person, such _ as assistance with bath­
ing, dressing, ambulation and exercise, under medical supervision.) 
The homemaker may also assist the nurse, physical therapist, or fam­
ily member in helping the aged and the disabled family member to 
improve capacity for self-care and independent living. Conditions 
specified for this service are: 

a) the homemakers will not be us.ed to provide casework or other 
professional services but, in accordance with the agency casework 
plan, will assist in the c~re of children, aged or disabled 
persons, in the maintenance and daily management of the home and 
household routines, and, where indicated, in the training of 
family members in appropriate methods of home management and 
child care. The latter function will not be undertaken except 
with the cooperation and planning of the caseworker and other 
appropriate agency staff. 

Where neglect or abuse of children is ·suspected or known to be a 
problem, or where protective service for older persons is needed, 
the homemaker may be used to assist the family and the caseworker 
to explore and clarify the problem, thus assisting the agency in 
determining if the home situation could be improved, or whether 
the agency should consider alternative methods, care and protec­
tion. 
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B. Methods of Service (Cont'd} 

1) b) a homemaker may be available from the service operated 
by a ·county Welfare Board. 

When there is not a homemaker service operated by the County 
Welfare Board, or an appropriate homemaker is not available 
from such service, or a home-health aide is required, arrange­
ments for a homemaker or home-health aide should be made with 
a Community Homemaker Service Agency. 

c) the homemaker service operated by the County Welfare Board 
shall be supervised and directed by a Homemaker Service Super­
visor. (Casework Supervisor) 

d) in the service operated by the County Welfare Board, the 
homemaker will be recruited and employed as a staff member 
urider the Merit System, subject to a health examination. 
Homemakers will be selected on the basis of interviews with 
the Homemaker Service Supervisor, and serve a probationary 
period not to exceed 3 months. The County Welfare Board will 
provide initial and continuing training for the homemakers in 
accordance with the prescribed content of the State training 
plan. 

e) agency operated homemaker service will be available in 
some County Welfare Boards and extended progressively as need 
is demonstrated. Where homemaker service is not an agency 
operated service, funds for such ·service shall be included in 
the grant of the family or individual to purchase such service 
from the community operated homemaker agency. Each County 
Welfare Board will designate a Homemaker Service Coordinator 
(Casework Supervisor) to coordinate the activities, knowledge, 
training and use of Homemaker Service with casework staff and 
to act as liaison with the community operated Homemaker Ser­
vice Agencies. 

f) the nHandbook for Homemaker Service" gives in detail, 
background information, implementation, guidelines for operat­
ing a · service in a County Welfare Board as well as guidelines 
for the use of homemaker services from community agencies. 

2) Social group work services - this method utilizes the group as 
the medium through which the individual learns to cope with his 
problems, grows and develops his capacities for more adequate 
social and personal functioning. The specific condition for this 
service requires that: 

service~ be directed by professionally trained social group 
workers or by other social work staff with training and experi­
ence in the use of group work methods. 
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5. b. 3) Volunteer services - services are provided to individuals and 
groups by volunteers under the direction and supervision of paid 
professional staff to complement the service provided by paid 
agency staff. Volunteers p~rform a variety of specific activities 
as defined by the agency'. ~ The specific conditions are: 

a) distinction is maae· between the role and function of vol­
unteers and those of paid agency staff; 

b) volunteers function as agency staff and are supervised by 
the agency; 

c) there are plans for the recruitment and training of vol­
unteers. 

4) Foster family care for adults - is a service to adults in need 
of social care in a family setting. Foster families serve as an 
extension of agency resources and are assisted by the agency to 
provide the care and attention needed by individual adults. The 
specific conditions are: 

a) there are standards for the selection of such homes and the 
homes used are approved by the State agency in accordance with 
such standards; 

b) there is a plan for the recruitment and study of such homes; 

c) foster family care is used only when appropriate and desired 
by the individual adult, and with his participation in the 
selection of the home in which he will live; 

d) foster family homes are not used for persons requiring care 
in a medical or psychiatric facility, except for temporary 
periods pending arrangements for appropriate care. 

5) "Special Services" for self-ca:r:-e and for self-support - special 
services are often needed to help the person develop, improve, and/ 
or restore his capacities for self-care and self-support, The 
specific conditions are that: 

a) "special services" for self-care include training in per­
sonal care, home management, and development of skills; the 
technical skills used in providing these services are defined 
for the various classifications of personnel used: e.g., thera­
pists, teachers, group workers, caseworkers, etc.; "special 
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5. b. 5) a) ·· (Cont'd.) ~ervices" for self-support include vocational 
. -and employment counselling arid, if indicated, use of sheltered 

workshops to develop or test ability and readiness to under­
take employment, vocational counselling and training, job 
location and placement; the special skills used in providing 
these services · are defined for the various classifications cf 
personnel used, e.g., vocational and employment counsellors, 
job finders, teachers; 

b) above services should ordinarily be obtained from other 
public agencies, if clients are eligible · for same, in the 
manner and within the limitations prescribed by State policy. 
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TELEPHONE 

AREA CODE 609 

Circular Letter No o 224 

TO COUNTY WELFARE BOARDS 

August 15, 1966 

Subject: "Special Age-72 Benefits" (Interim Instructions) 
(Manual of Administration 2820.) 

Conditions of .. Eligibility 

ADDRESS REPLY TO: 
STATE OF NEW JERSEY 

BUREAU OF ASSISTANCE 

P . 0. BOX 1627 

TRENTON , NEW JERSEY 08625 

Public Law 89-368 establishes under section 228 of Title II of the Federal So­
cial Security Act a new program known as "Special Age .. i2 Benefits," effective 
October 1, 1966. This program covers individuals not otherwise eligible for 
OASDI who 

l. are 72 years of age or over; 
2. are residents of the United States; 
3. are citizens of, or aliens having five years continuous residence 

in, the United States; and 
4. are not concurrently receiving public assistance through OAA, AB, 

DA or ADC. 

An otherwise eligible individual attaining age 72 before 1968 will be en­
titled to Special Age-72 Benefits regardless of quarters of coverage. 

Amount of Benefits 

Special Age-72 Benefits provide $35 per month for each eligible individual. 
In case a husband and wife living together are both individually entitled, 
the husband's benefit is $35 and the wife's is $17.50 per month. 

The special benefit payment for any individual will be reduced by the amount 
of any governmental pension payment to which he is entitled, whether applied 
for or not. It will not be reduced by the amount of workmen's compensation 
payment or compensation payment by the Veterans Administration for service­
connected disability or death. 

When an individual is covered for Supplementary Medical Insurance, the monthly 
premium will be deducted from the Special Age-72 Benefit. In such case, the 
monthly cash benefit payment for the individual would be $32. In the case of 
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a husband and wife both covered for SMI, the total monthly cash benefit payment 
would be $46.50. 

Choice by Public Assistance Recipient 

As indicated above, an individual cannot receive both public assistance (OAA, 
AB, DA, ADC) and the Special Age-72 Benefit during the same month. However, 
if the monthly amount of the public assistance payment is less than the monthly 
amount of the special benefit, it max be advantageous for the individual(s) to 
request termination of public assis'tance in order to qualify for the special 
jenefits. In addition to the amount of assistance, consideration must also be 
given to other factors such as the loss of entitlement to those vendor payments 
for health care which are supplementary to the assistance payment. 

The purpose of the interim instructions 
of free choice by any public assistance 
plying for the Special Age-72 Benefit. 
tions, consideration should be given to 
tance who may be similarly advantaged.) 

which follow is to enable the exercise 
recipient who may be advantaged by ap­
(Although not subject to these ·instruc­
a choice by new applicants for assis-

Action by Social Security Administration 

The SSA is assuming responsibility for direct contact with 
pear potentially eligible for Special Age-72 Benefits, and 
no "buy-in" agreement for Supplementary Medical Insurance. 
this policy in New Jersey are as follows: 

individuals who ap­
for whom there is 
The results of. 

1. SSA will possibly be contacting some individuals who are receiving 
AB, DA .or ADC. Procedures of SSA are intended to reveal the pub­
lic assistance status and enable proper choice of continuing as­
sistance or receiving the special benefits. However, each CWB 
may identify such individuals for the purpose of intervie~, or 
filing a Form PA-20, or both. 

2. SSA is initially assuming that an OAA recipient would not be ad­
vantaged by applying for the Special Age-72 Benefits. Action by 
the CWB, as outlined below, is necessary to protect the interests 
of those OAA recipients for whom this assumption is not valid. 

3. SSA district offices will not have information as to individuals 
for whom OAA was terminated (for reasons other than death) and 
who were therefore removed from the "buy-in" group after May 31, 
1966. Action by the CWB, as outlined below, is necessary so 
that SSA will contact such indiv·iduals who may be eligible for 
the Special Age-72 Benefits. 
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Action by~ 

For the purposes indicated above, each CWB will take the fellowing actions: 

1. Identify from the OAA assistance register or payroll those re­
cipients whose monthly grants are less than $35 per month for 
an individual, or less than a total of $52.50 for a husband 
and wife. 

2. Eliminate all such individuals who are OASDI beneficiaries, 
and make separate listings of the remainder who (1) will 
attain age 72 on or before November 1, 1966, an<l (2) will 
attain age 72 after November 1, 1966 but on or before 
January 1, 1967. (Itt the case of a husband and wife living 
together, do not list either spouse unless both are indi­
vidually eligible for OAA.) 

3. Interview each CAA recipient on these listings to explain 
their entitlement to Special ~e-72 Benefits. It must be 
emphasized that _public assistance would be terminated, 
that they will not be eligible for CWB medical vendor pay­
ments except as they may qualify for MAA, and that the 
special benefits would be reduced by the amount of any 
governmental pension payments being received. 

4 . If an individual wishes to apply for the Special Age-72 
Benefits, and will attain age 72 before November 1, 1966, 
he.ve h im complete SSA Form 1555,"Statement of Person Ap­
plying for the Special Age-72 or over Monthly Benefit." 
(Forms available from the SSA district offices.) 

5. If an individual wishes to apply for the special benefits, 
and will attain age 72 after November 1, 1966 but on or 
before January 1, 1967, refer him to the SSA district of­
fice to make application. 

6. Submit to the appropriate SSA district office by September 
1, 1966 a listing of those persons who wish to receive the 
Special Age-72 Benefits and who will attain age 72 on or 
before November 1, 1966. T'ne following information is to 
be included.: 

a. name 
b. address 
c. birth date (if between 72 and 74, how verified) 
d. public assistance recipi ent ntnnber 
e. social security account and cl.aim numbers (if 
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widow, add name and social security account number, 
if available, of deceased spou3e) 

f. termination date of public assistance (show as 
November 1, 1966 and take action accordingly .) 

Attach to this listing tbe Forms 1555 for each individual 
listed. SSA advises that the first special benefit payments 
will b~ made on November 3, 1966. 

7. Submit to the appropriate SSA district office by September 1, 
1966 a similar but separate listing of those persons who wish 
to receive Special Age-72 Benefits and who will attain age 72 
after November 1, 1966 but on or before January 1, 1967. Show 
as the termination date of public assistance the first of the 
month following the month in which the individual will attain 
age 72, but take action only to suspend payment of assistance 
pending verification that Special Age-72 Benefits have been 
allowed. Attach to this listing a Form PA-20 for each indi-
vidual listed. · 

8.. Submit to the appropriate SSA district office a listing of. in­
dividuals whose OAA was terminated (for reason other than 
death) after May 31, 1966, including prospective terminations 
as of September 1, 1966. 

Liaison with SSA 

The above procedures were developed through conference with SSA representatives, 
and SSA district offices will .be prepared to afford cooperation as necessary to 
accomplish the required reporting. It can be anticipated that the district of­
fices may request opportunity to discuss this new benefits program ·with the CWB. 

Permanent Instructions 

Hanual material concerning Special Age-72 Benefits, with permanent instructions 
for case review and referral, is being developed. Pending issue, this Circular 
Letter should be filed as supplement to Manual of Administration; section 2820. 

EFH:e 

Approved 
Irving J. Engelman, Director 
Division of Public Welfare 

Very truly yours, 

Chief 
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ittnte nf Nem Jersey 
DEPARTMENT OF INSTITUTIONS AND AGENCIES 

BUREAU OF ASSISTANCE 

ADDRESS REPLY TO: 
STATE OF NEW JERSEY 

BUREAU OF ASSISTANCE 

P . O . BOX I 627 
TRENTON 25, NEW JERSEY 

July 14, 1961 

To: County Welfare Directors 

Re: Social Security Amendments of 1961 (OASDI) [Man
0 

of Adm
0 

282O~] 

Attached is one copy of a pamphlet issued by the Social Security Adminis­
tration which sets forth the significant amendments affecting the OASDI 
programa Sufficient copies of this letter are being sent for distribu­
tion to staff. 

It is recommended that you arrange immediately to secure copies of tr~ 
pamphlet for your casework staff from the District Office serving your 
area. The current supply is ample, but it is anticipated that it may 
shortly be exhausted. 

It is important that staff become familiar with these changes as soon as 
possible since changes in benefit amounts will occur for many reci pients, 
and other amendments will render some recipients elj;gible for t he first 
timeo 

It is not anticipated that there will be conversion tables for any of the 
changes in benefitso You will observe that the changes will be made au­
tomatically for persons in classes described in item 3, and most of those 
in item 2. However, persons whose eligibility status or benefit amount 
may be affected by the amendments described in 1, 4 and 7, and certain 
widows who are also retired workers as shown in item 2, will need to be 
alerted to consult the appropriate District Office. 

Since the automatic increases in benefits are effective August 1, 1961 
and will appear on checks received about September 3, it will be necessary 
to complete a prompt review of need for adjustment in assistance grants 
prior to issuance at the end of September for all beneficiaries of OASDI 
whose payments are affectedo 





Social Security Amendments 1961 ( OASDI) 

In respect to the eligibility of retired men at age 62, the same principle 
set forth in Manual section 2$23 in respect to women will be applicable. 

The Bureau plans an early release of Manual sub-chapter 2820 revi sed to in­
cor porate both the 1960 and 1961 amendments. In the meantime, it is sug­
gested that this letter be filed in 2820 .. · 

Approved: 

Irving Engelman, Director 
Division of Welfare 

File in Manual of Administration 28200 

Very truly yours, 

.;--, J i.,j 'i .. ,~_,. .,..,. ; 

E: F. Hann~-"Jr:~ Chief 
Bureau of Assistance 
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&tatr nf Nrm Jrr.ary 
DEPARTMENT OF INSTITUTIONS AND AGENCIES 

BUREAU OF ASSISTANCE 

August 8, 1961 

TO: COUNTY WELFARE BOARDS 

RE: ADDITIONAL INFORMATION AND CONVERSION TABLES FOR INCREASES 
IN OASDI BENEFIT PAYMENTS [Man. of Adm. 2820.] 

ADDRESS REPLY TO: 
STATE OF NEW JERSEY 

BUREAU OF ASSISTANCE 

P. 0. BOX 1627 
TRENTON 25, NEW JERSEY 

In our letter of July 14, 1961 we advised you that there would not be Con­
version Tables for the increases in OASDI Benefit Payments. We have just 
received State letter No. 497 providing three tables, copies of which are 
attached. 

Portions of the State Letter which will be helpful to you are quoted below: 

"The 1961 amendments to the Social Security Act (1) increase the bene­
fits of some groups of current OASDI beneficiaries and (2) broaden 
eligibility for OASDI to new groups of individuals. Public assistance 
recipients will be affected by both sets of changes, and publie as­
sistance agencies should take prompt action to insure that all re­
cipients who are eligible for the broadened benefits obtain them 
without unnecessary delay. 

Increased Benefits for Current OASDI Beneficiaries 

These increases go into effect automatically with the August payment 
which will be received early in September. Beneficiaries need not 
apply for the increase. Two types of increase will occur: 

1. An increase in the minimum benefit from $33 to $40 a month 
for both old-age and disability benefits for: 

a. Ma.le worker only; 

b. Female worker only (first entitled after 65 or receiv­
ing disability benefit) 

c. A worker's sole survivor. 

2. An increase of 10% in the benefit of an aged widow, an aged 
widower or an aged parent of a worker. 

Either the 10% increase under item 2 or the increase to $40 under 
item le will always apply to cases in which the payment covers a 
single beneficiary. Where the payment covers more than one beneficiary 





-2-

increases will also occur when one of the beneficiaries is a widow or 
widower or only one parent survives. For cases falling under items l 
and 2 above, we are enclosing tables (Tables 1 and 2) to enable you to 
determine the amount of the benefit change. We cannot supply tables 
covering increases in benefits for payments which include more than one 
beneficiary. The amount of increase, if any, will have to be obtained 
in these cases directly from the recipient, or if this is not possible, 
from the BOAS! district office. 

Individuals Newly Eligible for Benefits in August 1961 

The insured status requirement has been reduced so that a worker will 
be insured if he has one quarter of coverage for each year elapsing 
after 1950 up to the year of death or attainment of retirement age, 
but in any event there must be a minimum of 6 quarters of coverage. 

A second group who become eligible are men aged 62 to 65 who accept 
benefits at a reduced rate. Widowers and dependent fathers may now 
qualify for unreduced benefits at age 62. 

Public assistance agencies should plan to screen their caseJ_oads at 
once to identify those who should be referred to the B0ASI district 
office under the broadened eligibility rule of "1 quarter in 4" of 
coverage described above. The screening should be planned so as to 
identify the following groups: 

1. Recipients who have had some work history in covered employ­
ment who may never have been referred to BOASI. 

2. Survivors (widows, widowers, and children) of deceased indi­
viduals with some work history in covered employment who may 
never have been referred to B0ASI. 

3. Recipients ( workers or survivors of workers) who have some 
work history and were previously found ineligible by BOASI 
because of insufficient quarters of coverage. 

Referral to B0ASI of public assistance recipients coming within these 
groups will also reach those who became newly eligible under the pro­
visions ot the 1960 amendments which, you recall, liberalized the in­
sured statue requirement to l out of 3 quarters of coverage. To date 
the number qualifying under the "l quarter in 3" provision has fallen 
far short of the original estimates. In addition, we call to your 
attention that this group may lose retroactive benefits for some months 
if claims are not filed by October 1961.11 

As provided in our letter of July 14, 1961, adjustments in assistance pay­
ments for which you have information as to the amount of increase in 0ASDI 
benefits (i.e. those for which Tables are provided) should be made on checks 
released to clients at the end of September. 





In respect to these g to those persons for whom it will be necessary to 
obtain specific information as to the amount of benefit increase, either 
from the client or from OASDI District Offices, we have been advised that 
the Federal Bureau will expect the adjustment of assistance grants not ·later 
than in the November payment. 

In consideration ot the time that may elapse before all adjustments can be 
computed, a notice should be given to the clients through a "stuffer" in­
cluded with the assistance checks mailed at the end of August reading as 
follows: 

0 IMPORTANT NOTICE 

''Recent amendments to the Federal Social Security Act mean that some 
persons will be getting a larger 8.IOOunt of money from social se­
curity, and that other persons will now be able to get social se­
curity pa~ents it they make an application for them$ 

"If you or any member of your household receives an increase in the 
amount of social security, or receives a new award of social se­
curity, or files an application for social security for the first 
time, or files a reapplication for social security after a previous 
rejection, it is your dut:y to report such facts imnediatel.y to the 
county welfare board. This may be done by informing your caseworker 
or by 'Writing or telephoning to this office. 

"IF YOU DO NOT DO THIS PRCMPTLY, IT MAY ~T YOUR ELI­
GIBILITY FOR FUR111ER ASSISTANCE AND MAY MAKE YOU SUBJECT 
TO O'J.'HER PENALTlES." 

It is recommended that this letter be tiled temporarily as a pa.rt ot Manual 
sub-chapter 2820. 

EFH-MEC 

Approved 
Irving Engelman, Director 
Division of Welfare 

Very truly yours, 

E. F • Hann, Jre • Chief 
Bureau of Assistance 
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Social Security Amendments of 1961 

TABLES FOR INCREASED BENEFITS 

Table 1.-Widow aged 62 or over, widower aged 65 
01' over, parent aged 62 or over. 

Previous I Increased j Amount !I Previous l I Increased I Amount 
benefit benefit of increase II benefit I benefit ! of increase 

I ,, I I 
I 

$33000 $40.00 $7 .oo I $5.3 • .30 I $58.60 i $5.30 
33.so 40.00 6.20 54.00 I 59.40 

I 
5.40 

34.50 40.00 5.50 I 54.80 I 60.30 5.50 

61.10 
i 5.60 35.30 40.00 4.70 I sst\50 ! I 36.00 40.oo 4.oo I 56 • .30 i 61.90 5$60 

36.80 40.50 3.70 I 57.00 i 62,..70 I 5.70 
l 

37.50 41.30 
I 

.3 . so 57.so 63.60 5080 
38.30 42.10 3.80 58.50 64.40 5.90 
39.00 42.90 I 3.90 59 • .30 65 .20 5o90 

39.80 43.so J 4.00 60.00 66.oo 6.00 

I 40.50 44.60 4.10 60.80 66,,90 6?10 
41.30 45.40 4.10 61.50 67.70 i 6020 

42.00 46.20 4.20 62.30 68.50 1 6.20 
42.80 47.10 4.30 i 63.00 69.30 I 6.30 
43.50 47.90 4.40 63.so 70.20 6.40 

44.30 48.70 4.40 64.50 71.00 6.50 
45.00 49.50 4.50 65.30 71.80 6.50 
45.so 50.40 4.60 66.oo 72.60 6.60 

46.50 I 51.20 4.70 I 
66.80 73.50 6.70 

47 • .30 I 52.00 4.70 67.50 74.30 6.80 
48.00 52.80 4.80 ! 68.30 75.10 6.80 ,I 

48.80 53.70 4,.90 
I 

69.00 75.90 6.90 
49.50 54.50 5.00 69.80 76.80 7.00 
50.30 55.30 5.00 70.50 77.60 7.10 

51.00 I 56.10 5.10 

I 

71.30 78.AO 7.10 
51.80 57.00 5.20 72.00 79.20 7,, 20 
52.50 / 57.80 5.30 72.80 so.10 7.30 
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Social Security Amendments of 1961 

TABLES FOR INCREASED BENEFITS 

Table 1. (Continued)--Widow aged 62 or over, widower aged 65 
or over, parent aged 62 or over--Continued 

I p I rn ed Amount ~ Prevto· us In ed ; Amount 
benefit benefit of .&..Ul.i,L ·oa.o~ U~UQ.1.it · benen.'t or increase 

$73.50 $80.90 $7.40 ; $84.80 $93.30 $8.50 
I 74.30 81.70 7.40 85.50 94.10 8.60 

I 
75.00 82.50 7.50 86.30 94.90 8.60 

75.80 83.40 7.60 I 87.00 95.70 8.70 
76.50 84.20 7.70 87.80 96.60 a.so 

I 77.30 8;.oo 7.70 88.50 97.40 8.90 

I 78.00 85.80 7.so 89.30 98.20 8090 
' 78.80 86.70 7.90 90.00 99.00 9.00 

79.50 EY/.50 8.00 90.80 99.90 9.10 

80.30 88.30 8.00 91.50 100.70 9o20 
81.00 89.10 s.10 92 • .30 101.50 9~20 
81080 90.00 8.20 93.00 102.30 9o30 

82.50 90.so 8.30 93.80 103.20 9.40 
83 • .30 

I 
91.60 s.30 94.50 104.00 9.50 

84.00 92.40 s.40 95.30 104.so 9.50 
! 



-3-

Social Security Amendments of 1961 

TABLES FOR INCREASED BENEFITS 

Tab~ 2.--Minimum Benefit for Male Worker Only, Female Worker Only 
(First Entitled After Age 65 or Receiving Disability 
Benefit), or One Child Only. 

l Previous I Increased Amount i 

benefit benefit. of increase 

33.00 40.00 7.00 
33.80 40.00 6.20 
34.00 l 40.00 6.00 

I 34.50 40.00 5.50 
35.00 40.00 5.00 
35.30 40.00 4.70 

36.00 40.00 4.00 
36.80 40.00 3.20 
37.00 40.00 3.00 

37 • .50 40.00 2.50 
38.00 40.00 2.00 
38.30 40.00 1.70 

39.00 40.00 1.00 
39.80 

I 
40.00 020 

J i 
I ) I 



.J 

Manual of Administration 
Bureau of Assistance ADC Insert 

Part II The Individual and Public Assistance 

New Jersey Department of 
Institutions & Agencies 

Intentionally Deleted 

Transmittal 
Letter #7 

Page Date 
. 1/60 



Manual of Admini strati on 
Bureau of Assistance ADC Inserts 

2820-2821 

Part II 

2820. 

The Individual and Public Assistance 
Social Services - Old Age, Survivors and Disability Insurance 

OLD AGF., SURVIVffiS, AND DISABILITY INSURANCE 
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2820. [ RETIREMENT, SURVIVORS, AND DISABILITY INSURANCE 

This sub-chapter is applicable in ADC. 

See 2828., ADC Insert, for methods of establishing entitlement of an il­
[ legitimate child to RSDI benefits; see 2829., ADC Insert, for special 

procedures in requesting the name and address of the employer of a de­
serting parent. 
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2820. [ RETIRENENT, SURVIVORS AND DISABILITY INSURANCE 

2821. 

[ Retirement, Survivors and Disability Insurance (RSDI) is a Federal 
program administered by the Social Security Administration (SSA) which 
provides protection to workers and their families ·against loss or 

[ stoppage of earnings resulting from retirement at age 62 or older, death 
and disability. The possibility of entitlemetit ·of Social Security 
Benef:i.ts must be explored with every applicant and recipient . 

In practical effect, substantially all uorkers and self-employed per­
sons, . including military servicemen, are -now protected by Social 
Security coverage or are under another governmental retirement system 

[ (Civil Service or Railroad Retirement). 

Since Social .Security benefits are an available resource, a recipient 
or applicant who -has potential eligibility for such benefits, even at a 
"reduced" r _ate, shall be e1rpected to apply for , them. The only exception 
is in 2G22. (Special "Age-72" benefits). 

A copy of the Social Security Handbook is available in every CWB office 
for t,nore detailed information. 

[ Persons Entitled to RSDI Benefits 

An individual may receive benefits oh the . basis o·f his mm wage record, 
the wage record of his spouse (living or deceased), the wage record of 
a deceased child, or, in the , case of minor children, the waee record of 
parents (living or deceased). 

In adult cases tl1e complete wor!c history of the client and spouse .· 
should be obtained, including the work history of a deceased spous~, 
and of a deceased son or daughter who contributed to the client's 
support • 

. . 1 Retired insured wage earner or _ s·elf-employed person, aged 62 or over~ 
(Individuals retiring before age 65 will have a lifetime reduction in 
their benefit on a sliding scale according to point of application- be­
tween 62 and 95 years.) 

.2 Disabled insured workers, under aee 65 who have had at least 5 years 
covered employment during the 10 years before the beginning date of 

[ disability and who are fully insured, and uhose disability is expected 
to last for at le~st 12 months or is expected to result in death. 

a. Payment;:$ are no longer limited to persons with "permanent" dis­
abilities, i.e. one which was expected to continue for a long 
indefinite period. Even if recovery and return to work is ex­
pected~ eligibil~ty may exist if disability is . severe9 
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2821. [ Persons Entitled to RSDI Benefits (continued) 

.2 b. "Disability" is defined as a degree of impairment which makes 
the individual unable to do any substantial work for which he 
is qualified by a3e, •experience and education. 

c. Eligibility does not e~dst until an individual has been disabled 
for 6 full calendar months. 

d. On Form PA-8, Record of Action, the Medical Revieu Team will 
[ request that the CWB assist the client in applying for RSDI 

benefits· if. and when appropriate. 

e. It is now possible to change to disability benefits if an in­
dividual ~ilio is receiving a reduced retirement benefit becomes 
disabled before reaching 65 and -disability monthly benefit would 
be larger than current retirement benefit • 

• 3 Blind insured workers under age 65 when 

a. they became blind before aee 24 and have social security credit 
for 1-1/2 years of work in the 3 years before blindness, or 

b. they became blind before age 31, and have social security 
credits for half of the· time after 21 and before blindness, or 

c. they are 55 years of age or older, have credit for 5 years of 
work in the 10 year period before blindness, are not enr;aged in 
substantial gainful uorlt, and they are unable to perform work 
comparable to the work they did before they became blind • 

• 4 Young workers under age 31 uhen 

a. they became disabled before age 31, and have social security 
credits for half of the time after age 21 and before becoming 
disabled, or 

b. they became disabled before aee 24, and have social security 
credits for 1-1/2 years of ·work in the 3 years before becoming 
disabled • 

• 5 The wife (in some cases a divorced wife) of a retired or disabled insured 
worker if she is age 62 or over, or regardless of age if entitled child 
is in her care. (Wives claiming benefits between 62 and 65 who do not 
have an eli3ible child present will have a lifetime reduction of benefits 
on a sliding scale.) 
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The Individual and Public Assistance 
[ Social Services - Retirement, Survivors and Di sability Insurance 

[ Persons Entitled to RSDI Benefits (continued) 

The husband of a retired or disabled woman worker entitled to benefit, 
provided he is 62 or older and was dependent upon his wife at the time 
she became eligible for benefits or became disabled. 

The widow of an insured worker if she is age 60 or older, or regardless 
of age when entitled child is in her care. (Widows claiming benefits 
between 62 and 65 receive the full amount regardless of age.) 

The widower of an insured woman worker provided he is 62 or older, and 
was dependent upon his wife at the time she became eligible for benefits 
or died • 

The children of an individual receiving retirement or disability benefits 
or who dies insured provided 

a. dependent child is under 18; or between 18 and 22, and a full­
time student 

b. dependent child who became severely disabled before reaching 
age 18 • 

• 10 Others 

2822. 

a. Parents (aged 62 or over) of a deceased insured worker, who 
were dependent ·on the worker at the time of his death, regard­
less of whether there are other eligible survivors 

b. Certain other persons are eligible for benefits under specific 
circumstances. These may be determined by referring to the 
Social Security Handbook. 

Special Age-72 Benefits 

Under certain conditions persons aged 72 or over who have heretofore 
had few quarter-year periods or social security coverage are now 
eligible for cash benefits 

.1 Social Security Coverage Requirements 

People aged 72 before 1968 can qualify for payments under the new provi­
sion without any social security coverage. Beginning in 1968, a person 
must have a minimum of three quarters of coverage for each year from 
1966 to the year he becomes 72 in order to qualify for benefits. 
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I 

Year 

1966 
1967 
1968 
1969 
1970 
1971 
1972 

The Individual and Public Assistance 
Social Services - Retirement_, Survivors and Di_~ability In_s_u_r_a_n_c_e ____ _ 

Special ,Age-72 .Benefits (contin~~d) 

(continued) 

Quarters of Social Security Coverage Required for . •. . 
Men (at age 72) Women (at age 72) 

New Transitional or Regu-- New 
Regula·r Provision Provision lar Provisi.on Provision 

8 None 5 - 6: None 
9 None 6 None 

10 3 7 3 
11 6 8 6 
12 9 9 ';'( 

13 12 10 
14 -;•~ ' . ~-

* Becomes ineffective, since . it would require as many quarters of 
coverage as the regular insured status provisions . 

. 2 Conditions pf Eligibility 

This program covers individuals not otherwise eligible for RSDI who 

a. are 72 years of age or over; 

b. are residents of the United States; 

c. are citizens of, or aliens permanently admitted to United States 
having five years continuous residence in, the United States; 
and 

d. are not concurrently receiving a money payment through OAA, AB, 
DA, or ADC; however, medical vendor payments made in behalf of 
ari individual will not affect this benefit • 

• 3 Amo.unt of Benefit 

[ a. Special Age--72 Benefits provide $58.00 per month for each eligi­
ble individual. . In case a husband and wife living together are 
both individually entitled, the husband's benefit is $58 . 00 and 
the wife's is $29.00. 
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The Individual and Public Assistance 
Social Services · - Retirement, Survivors and Dis ability Insurance 

Special Age"72 Benefit-2_ (continued) 

b. When an individual is covered for Supplementary Medical Insur­
ance, the monthly premium will be deducted from the Special 

.. Age-72 Benef.it. In such case, the. monthly cash benefit payment 
for the individual would be $52. 20. In the case of husband 
and wife both covered for SMI, the total monthly benefit l-.rould 
be $75~40. · However, if the individual is a Medicaid recipient 

. and on the State Buy In, he will receive his full bene f it 
amount. 

c. The special benefit payment for any individual will be reduced 
by the amount of any governmental pension payment to which he 
is entitled, whether applied for or not. It will not be reduced 
by the amount of workman's compensation payment or compensation 
payment by the Veteran's Administration for service-connected 
disability or death. 

d. · Such benefit will not be paid retroactively • 

. 4 Choice by Public Assistance .Clients 

As indicated in .2 above, an individual cannot r eceive both a money pay­
ment from public assistance and the Special Age-72 Benefit during the same 
month. However, public assistance applicants and recipients should be 
permitted free choice of program • 

• 5 Identification and Referral Procedures 

a. Individuals should be referred to apply for the benefits when 
they meet the following conditions: 

1) they must be kno-vm to CWB as applicants or recipients after 
September 1, 1966; 

2) they must be 72 years of age or within 90 days of that age 
at time of referral; and 

3) the "Special Age-72 Benefits" must be advantageous to them. 

b. CWB will transmit to the Social Security Administration an indi­
vidual · record for each applicant or recipient specified in .Sa. 
A Form SSA-1610 will · be provided for dispcisition information on 
each,t referral. 

c. CWBs will 

1) establish a method to identify: 

a) recipients who upon reaching age 72 would find it advan­
tageous to apply for the "Special Age- 72 Benefits"; 
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2822. 

.5 

2823. 

2824. 

§~cial Age-72 Benefits (continued) 

c. 1) b) applicants for public assistance who ~1ould find the 
"Special Age-72 Benefits" mo:re advantageous than publ i c 
assistance; and 

c) Special A3e-72 social security be:ie f iciaries who apply 
and are approved for publ i c assistance. 

2) complete the SSA Form-1610 for each public assistance recipi­
ent or app=oval applicant so iden t i fied and 

3) fon1ard the completed SSA-1610 to t he app:.·opriate Soc::.al 
Security office. 

d. The Social Security district office will 

1) for each public assistance recipient or applicant reported, 
accept an applicat i on for "Special f_ge- 72 Benefits" or 
d iscontinue "Spec i al Ar,e-72 Benefits" and notify the local 
01B of the r esults. 

2) not ify CUB of the self-applicat i on for "Special Aee- 72 
Benefits" by any per son identified a s a public assistance 
recipient. 

Suspen~_~on of Benefits 

The lau provides that a beneficiar y, whether a uage ea-rne::- or sel f -
.[ employed , may ea:-n as much as $1.680 a year without a:.1y suspension of 

benefits. Hou eve::-, no matter how muc:1 is e~rned in a year , a beneficiary 
can drau his monthly benefi t payment for any r.1onth in which he neither 

[ earns wages of more than $140 nor renders· substantial services i:1 self­
employment. 

All beneficiaries aee 72 or over may drau benefits resardless of the 
amount of their current earni n0s. 

Trial Work .Period for Disability Benefits 

Since 1960 the law has pr ovided a trial worl': per i od of S months as an 
incentive for beneficia::-ies uho return to uor::: al tbough not me<iically 
recovered. However, uhen a beneficiary whose re-covery :i. s con templated 
returns to worl: , i t may be an indication of possible medical recovery 
justifying an investi~ation of -:-?hether or not he has i n fact recovered 
before he has worl::ed fo r the established 9 months' trial period. 
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28250 Procedures for. Filing Clain!s and Securir~ Informatlon 

'I'he following prcccdures are to be observed by CWB in respect to clients • 

• 1 Form SSA-1610 [For sample form see 2800 Appendix] 

I- :Form SSA-1610, Social Security - Public Assistance Age.ncy Information 
_ Request and Report, printed and distributed by the Social Security 

Administration, is available from the State Division. 

: 
L 

a. As a general rule, the Social Security Administration will not 
honor oral requests for benefit information or other material 
in file. All requests will be made by using the subject form. 
The form SSA-1610 should be uoed only after all other sources 
of information have been explored and it has been .determined 
that the required information is not available from these other 
sources. It should be remembered that beneficiaries who have 
a suffix T. or M. after their social security number are not 
receiving cash benefits from the Social Security Administration 
but are covered by the Nedicare program. Gregt _reliance will 
be put on the use of the BENDEX system. The proper use of the 
BENDEX will reduce considerably the number of i.niormation r€:­
quests sent to the Social Security Administration district 
offices and must be examined prior to the sending of the form. 
Social Security Administration district offices have been in­
structed to return fo:rm SSA-1610 which should have been handled 
by BENDEX. They will return the request with the comment to 
obtain the information from BENDEX. 

b. There will be occasions when the county welfare boards will not 
be able to match BENDEX data received from Social Security 
against its own records and will not be able to resolve the 
discrepancy. In these situations, county welfare boards are 
justified in seeking the help of the Social Security Admini­
stration district offices in a manner that has been previously 
arranged by the district manager and the county welfare board 
director. Instructions for proper completion of form SSA-1610 
by welfare personnel is contained on the reverse of the third 
part of the snap out form. This provides a convenient and 
handy reference and is printed lightly so that entries which 
are made in items nine and ten will show over the printed in­
structions on the welfare board's copy of the form. 

c. The blanket request for benefit data has been removeµ from the 
form SSA-1610. It has now been replaced with check blocks which 
will be used to show definitely what the welfare board is re­
questing. Supplemental or unusual requests are made in items 
nine or ten. The Social Security Administration district office 
,rlll respond to the welfare department's request in section four 
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c. ( continued) ' ·· · 
as it pertains to the primary claimant ~amed ~n i~em three. If 
similar ·dat·a is required •'for "'o't'her ftmiiy :members, the names of 
these individual.s will be lis_te<:} . in. ... item ten and block "D" will 
be ch_ ecked in it:e~ four • . ! . : . . . . , ·. . 

: ij 

d. · Item five of the fotrii "SSA~'i'610'' Is 'to "be u~ed by Puhl ic 
Assistance Agencies to .. report c~~-r_ig_es in the status of an indi-

.- · vidual which _may_ aff~c.t· _t;h,e_ paym·~n't . of special age 72 . benefits 
or to respond to, )1 Soc._ial :·security A~ministration request for 
confirmation of publ.ic a~rsi.st,ance status • . It is very. important 
that county ·welfare ··boards _be ·ai_ert ·t .o~_reporting this informa-

. tion voluntarily· to the So~icil S:e~~ri:t:y_ Administration to avoid 
erroneou~ ~ayments being made to ·t~e beneficiary. 

e. Item seven of "the · form' SSA-1610 is for: use of the Soc~al 
:security Admini'.s·t~·at:io~. to ,.r:e'q~e~ t wel'far~ status information 
for age 72· cas~s. If a full' rep:ort beyond . that contained in 
item 5 is necessary, th_e ' r ·eqile~t will b.e. outlined in item 9 of 

· · the form. 

f. rt ·.: is very· important th{i"t the ;i.nstructioils . regarding the use of 
the form -' SSA-1610 ·be followed · st'ric.tJy. injudicious use will 
result ·ih processing delays ·and aiso .in · fo~dequate information 
being: supplied. · 

g. Form SSA-1610 will be completed in t~iplicate and two :copies 
· -maileci ·to the appropriate '.District Of fic·e qf the Social Security 
·Ad~inistration, the third .copy .. being retai~ed on file .until 
return of one c·opy by the iHstri~t ,OfficEf with the status re­
port. 

h. •Form :ssA-1"610 is not to b~ given · to ,. th~ '. individual to take to a 
District Office except in •rai:i~ · instances .. when it appears that 
:immediate filing of application is ' riecess~ry because of a 
possible loss of retroactive benefits. :Full retroactive bene-

. fits on a disability claim c·a·n .·be paicl only if the application 
fs filed rtbt later than 18 'mbnths · after the onset of a·isabil ity. 

·In an RSDI claim a person' may be entitled to benefits retro­
actively for as many as ·12 months before the month in which his 
application was filed. He is entitled to benefits beginning 

-~ 'with the first month · in the retroactive pe.riod in which he met 
all -the requirements for entitlement to benefits except for the 
filintof · an appl{cation ' 
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2825. Procedures for Filing Claims and Securing Information (continued) 

.2 Selection for Referral for Benefi t 

Form SSA-1610 will be used 

[ a. As a "lead" referral for RSD I to determine entitlement when an 

[ 

[ 

applicant for or recipient of public assistance is within three 
months of age 65. 

b. As a referral for application for benefits by a woman and/or a 
disabled individual under appropriate sections of the Social 
Security Act. 

c. As an inquiry to secure information as to RSDI benefit status 
where such information is not available from the recipient, 
or on the BENDEX. 

d. As an inquiry form to secure or verify SSA account or claim 
numbers. 

e. As a correction form, to clarify information in SSA files about 
a recipient • 

• 3 District Office Procedures 

[ 

a. Pending claims 

When the Form SSA-1610 referral is in respect to an application 
for benefits or benefit status information, the District Office 
will, if the claim is pending, acknowledge receipt of the refer­
ral by returning one copy, retaining the second copy for comple­
tion when the claim is adjudicated. 

New Applications 

If the District Office has no record of a prior claim or recent 
inquiry , the referral will initiate processing a claim. If the 
client is obviously ineligible for bertefits, the District 
Office will fill in the necessary information on the SSA-1610 
and return both copies to the CWB. If the client appears to be 
entitled to RSDI benefits, the District Office will develop the 
claim, and send a copy of the request form to CWB that a claim 
is being developed. When the case is adjudicated by the 
District Office, the original request form will be completed 
and returned to CWB. 
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2825. Procedures for Filing Claims and Securing Information (continued) 

.3 

2826. 

c. Client Fa iling to Fil e 

If the client is apparently entitled and does not file a claim, 
the District Office will return both copies of SSA-1610 to the 
CWB with a full statement of .why a claim has not been filed. 
In such cases the caseworker shall interview the client to 
ascertain why he failed to keep the appointment, interpret the 
provisions and possible benefits, and assist him if necessary, 
in filing his application. Continued refusal to apply for 
benefits renders an individual ineligible for assistance. 

d. Follow-ups and Re-referrals 

In cases where the District Office has not sent a "status report" 
[ to CWB within 60 days for regular Retirement or Survivors cases 

or within 120 days for Disability Benefit cases, a follow-up 
referral may be sent by resubmitting one copy of the form with 
sufficient information to identify the original request. 

There is also the possibility that cases previously adjudicated 
as not eligible, may subsequently be · determined as insured, 

Release of Information by Welfare Boards 

When the Social Security Administration requests information to assist 
in determining an applicant's eligibility for any benefits, the CWB is 
authorized to release such information from its records in accord with 
the pr inciples stated in 2930. 

a. Social data 

When social data is requested, such data may be provided to 
[ RSDI in summary form. 

b. Medical information 

When requested, exact copies of reports, .abstracts of hospital 
or clinic records, etc. shall be provided since this information 
will be used by professional medical personnel in determining 
disability status for disability benefits. 
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The Individu~l and Publ ic Assistance 
[ Social Services - Retirement, Sur vivors and Disability Insurance 

Lump-Sum Death Benefits 

A lump-sum death payment may be made on the social se~u~it y account of 
a worker who dies either fully or currently insured. The lump-sum 
payment may be as much as three times the worker's primary insurance 
amount, but in no case can it be more than $255 • 

Application for the lump-sum death payment must be filed within the 2 
year period ending ordinarily with the second anniversary of the insured 
person's death. This filing period may be extended under specified 
conditions • 

[ For additional information and procedures in respect to RSDI Lump-sum 
Death Benefits see 2580. 
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Entitlement of Illeaitimate Child 

[ An illegitimate child may be · entitled to RSDI benefits based on the 
earnings record of the natural mother or natural father subject to the 
following conditions and proofs • 

• 1 Benefits Based upon Earnings Record of Mother 

In New Jersey an illegitimate child has the requisite status for enti­
[ tlement to RSDI benefits based upon the earnings record of the mother 

without meeting any special requirements beyond proof of the relation­
ship • 

• 2 Benefits Based Upon Earnings Record of Father 

[ In New Jersey an illegitimate child may be entitled to RSDI benefits 
based upon the earnings record of the natural father under the follow­
ing circumstances: 

a, when the wage earner is the nat ural father and marries the 
mother so that the child is thereby legitimated; or 

b. when the wage earner has acknowledged in writing that the 
child is his son or daughter; or 

c. when the wage earner has beeri determined to be the father 
under the provisions of Revised St atutes, Title 9, chapters 16 
or 17; or 

d. when the wage earner has been ordered to contribute to the 
support of the child on the basis of a determination that such 
child is his son or daughter; or 

e. when there is satisfactory evidence of paternity and the 
natural father was living with or contributing to the support of 
the child • 

• 3 Time Requirements Affecting Evidence of Entitlement 

a. To provide acceptable proof supporting a child's entitlement 
to benefits the circumstances specified in 2828.2 c. or d. must 
have occurred. 

1) not less than one year before the time the father became 
entitled to Retirement benefits or attained age 65, whichever 
is earlier; or 

2) before the beginning of the father's most recent period of 
disability on which his claim for disability benefits is 
based; or 
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[ 

Entitlement of Illegitimate Child (Cont'd) 

a. 3) before the natural father's death • 

b. To provide acceptable proof supporting a child's entitlement 
to benefits under the circumstances specified in 2828.2 e,, there 
must be satisfactory evidence of paternity, and the fact that t he 
father was living with the child or contributing to the child's 
support must be established as of the time 

1) the natural father became entitled to Retirement 
benefits or attained age 65, whichever is earlier; or 

2) the natural father's most recent period of disability 
began; or 

3) the natural father died • 

• 4 Other Conditions Affecting Evidence of Entitlement 

a. An acknowledgment in wciting (see 2828.2 b.) need not be in 
any special form, but must identify the child in question and 
further identify such child as the son or daughter of the wage 
earner. Examples of an acceptable written statement are an i n­
come tax return, a serviceman's application for allotment, a 
will, an application for insurance, or a letter. The written 
statement should be signed by the wage earner, but an unsigned 
statement may have value if there is evidence that it was pre­
pared by the wage earner. 

b. An adjudication of paternity or an order of support (see 
2828.2 c. or d.) must identify the child in question and furthe r 
identify such child as the son or daughter of the wage earner. 
The amount directed to be paid for the support of the child, or 
whether support payments are actually made is immaterial. 

c. Although a written acknowledgment, an adjudication of pater­
n i ty, or an order of support may not satisfy the time requirements 
specified in 2828.3 a., any of such may be considered evidence of 
paternity (see 2828.2 e.) if the wage earner was living with the 
child or contributing to the child's support as of the times 
specified in 2828.3 b. 
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2829. Disclosure of Whereabouts of Deserting Parents (ADC Only) 

The Internal Revenue Service is authorized and directed to release from 
its records, information as to the most recent address of a parent. In 
all cases, this information must be requested by the Division of Public 
Welfare • 

• 1 Conditions Affecting Request for Information 

Requests for the information specified above will be honored only when 
the following conditions are met: 

a. all sources reasonably available to CWB in attempting to locate the 
deserting parent have been used without success; 

b. there is an outstanding court order for support on which payment is 
not being made or a petition for such an order has been filed; and 

c. the child is being provided assistance under the ADC program • 

• 2 Internal Revenue Service Procedur es 

a. Internal Revenue Service will clear the State's inquiries every 
fourth week of the calendar year. 

b. IRS information will be current for inquiries processed shortly after 
April 15 of each year, then progressively build up to a 12 month time 
lag. 

c. IRS replies will give the home address of the deserting parent at the 
time last income tax was filed • 

• 3 CWB Procedure 

a. CWB is to complete in duplicate, Form PA-21B (2800 Appendix III c.) 
[ b. The social security number of the deserting parent must be included. 

If not available, it will be necessary to query the Social Security 
Administration on Form PA-21A (2800, Appendix III-B) to obtain it. 

c. One copy of completed Form PA~21B is to be mailed to the Bureau of 
Business Services on a daily basis • 

• 4 Request to Social Security Administration 

Requests from Public Assistance Agency, ~(]_Epl..Y, (Form PA-21A) will be 
completed in triplicate with the original and one copy mailed to the 

[ Social Security Administration, Bureau of Data Processing, Baltimore, 
Maryland, Zip Code 21235, under the following special conditions: 

a. when there is no outstanding court order or petition for such order 
filed; 

b. ·when CWB is unable to locate the individual at the address provided 
by IRS. 
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2829. Disclosure of Whereabouts of De~er ting Parents 

The Social Security Administr ation is authorized and directed to re­
lease from its records information as to the most recent address of a 
parent and/or the address of the -most recent employer appearing in such 
records. In all cases this information must be requested by a county 
welfare board, or by a court of competent jurisdiction through a county 
welfare board • 

• 1 Conditions Affecting Request for Informa~ion 

Requests for the information specified above will be honored only when 
the county welfare board certifies that the following conditions are 
met: 

a. The parent is under court order to support. and maintain his or 
her child or children; 

b. the child or children are applicants for or recipients of pub­
lic assistance; 

c. the child or children are in dest i tute or necessitous circum­
stances; 

d. the request is fo r the purpose of obtaining support for the 
child or children and the information will be used only for 
that purpose; and 

e. the county welfare board has without success attempted to 
locate the parent through all other reasonably available 
sources • 

• 2 Procedure 

[ 

a. A request for information from the Social Security Administra­
tion should not be made until the deserting parent has been 
missing at least 8 months, and only when the county welfare 
board has not rece i ved reliable inf ormation (not indirect re­
ports or rumors) f r om other sources concerning the deserting 
parent's whereabouts at any time during the last 8 months. 

b. The request must provide sufficient infor mation to identify 
the proper Social Security Administration number and 
contain the required certification that the conditions out­
lined in 2829.1 are met. 
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2829e Disclosure of Whereabouts of Desertin~ Parents (Cont'd) 
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c • . The request will be completed in triplicate, with the original 

d. 

··and one copy mailed to the Soc•ial •Security ·Administration, 
Bureau of Data Processing, Baltimore, Maryland, Zip Code 21235. 
(Requests · shall be made on Form PA-21, Request from Public 
Assistance Agency, supplies of which may be purchased from the 
Bureau of State Use Industries through normal procedure.) 

A certified .cgoy of the . court order must accompany each 
reguest. Unless there is evidence to the contrary, it will 

· be assumed that the order .is ·currently in full force and 
· ·effect. , ·. 

: :- : ·· 
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The Individual and Public Assistance 
Social Servies - Division of Employment Security 

DIVISION OF EMPLOYMENT SECURITY 

The Division of Employment Security within the State Department of Labor 
and Industry is responsible for the administration of the Unemployment 
Insurance and Temporary Disability Benefits programs, and for the opera­
tion of the State Employment Service. 

The Division maintains 36 local offices and provides itinerant services at 
necessary points, which vary from time to time with economic conditions, on 
specified days or during specified seasons of the year. Assistance agencies 
can obtain copies of a published list of the local and itinerant offices 
from the Division of Employment Security, 28 West State Street, Trenton 8, 
New Jersey. 

Unemployment Insurance and Temporary Disability Benefits 

Rligibility for Benefits; Applications 

It is essential that CWB staffs familiarize themselves with the general 
rules of eligibility for receipt of Unemployment Insurance and Temporary 
Disability Benefits, payment provisions and duration of weekly peyments 
for persons who have been engaged in "covered" employment. 

Claims for Unemployment Insurance Benefits are filed at the appropriate 
local office of the State Employment Service. 

Temporary Disability Benefits are provided under two plans. Some employ­
ers operate a Private Plan covered by private insurance companies. other 
employers participa,te in the public or State Plan for Temporary Disability 
Benefits. 

Claims under a Private Plan are normally file<.1 with the person's employer. 

Claims for Temporary Disabili~y Benefits under State Plan are filed with 
the Disability Insurance Service, Division of Employment Security, 20 
West Front Street, Trenton 10, New Jersey. The local Employment Offices 
do not administer nor have acy- records relating to the Temporary Dis­
ability Benefits program. 

Forms for filing claims under the State Temporary Disability Benefits pro­
gram may be obtained from employers, physicians, Unions, and the local 
Employment Offices. 
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Unemployment Insurance and Temporary Disability Benefits (Cont'd) 

Eligibility for Assistance in Relation to Benefits 

a. Refusal to Apply ·for Benefits 

A person who appears to be eligible for either Unemployment Insurance 
or Temporary Disability Benefits and who refuses or neglects to apply 
for such benefits is ineligible to receive assistance. 

b, Assistance Pending Receipt of Benefits; Continued Assistance 

In the determination of eligibility for assistance, or continued 
assistance, Unemployment Insurance and Temporary Disability Benefits 

_ shall be considered as a resource in accordance with the provisions 
•- of Chapter 400 of the Budget Manual • 

• 3 Verification of Status of Claim 

a. Unemployment Insurance 

1) Information Available from Client 

A claimant for Unemployment Insurance Benefits receives an 
"Applicant Identification Card" (Form NJES 506) indicating that 
he has filed a claim for benefits and the date of the claim. 
This card also shows the successive dates the claimant must 
report to the local office. 

As soon as possible thereafter, if he has the required minimum 
earnings and weeks of employment during the base period, he will 
receive Form BC-3, "Notice to Claimant of Benefit Determination," 
which indicates the number of weeks and amount of benefits to 
which he may be entitled if he meets all eligibility requirements. 
If he does not have minimum base period .requirements, he will 
receive Form BC-5, "Notice to Claimant of Invalid Claim for Un­
employment Benefits." 

If the claimant to whom Form BC-3 has been issued is found ineli­
gible or disqualified, he is given Form BC-26B, "Notice to Claim­
ant of Nonmonetary Determination," showing the duration of the 
ineligibility or disqualification. 
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The Individual and Public · Assistance 
Social Services - Division of Employment Security 

Unemployment Insurance and Temporary .Disability Benefits (Contd.) 

a. 1) (Contd.) 

If the ,person does not possess Form BC-5 or Form BC-26B and if Le 
has not exhausted his benefits for the current benefit year, it 
should be assumed that he is receiving, or is entitled to receive 
Unemployment Insurance benefits; or that the potential pcWment of 
benefits has been delayed · because the claim is pending further 
investigation. 

It should be possible for the agency to secure from the client 
all the necessary information about his eligibility for and 
receipt of unemployment insurance qenefi ts. 

2) Inquiry fo Local Office, New . Jersey State Employment Service 

In those instances however when a client cannot provide the in­
formation and fails in his efforts to secure it himself, or when 
there is reason to believe that the client is furnishing inaccur­
ate or incomplete information, the agency may address an inquiry 
in writing to the appropriate local office of the New Jersey 
State Employment Service . Requests must be limited to specific 
information relating to the client 1 s eligibility for benefits or 
the status of his claim. Routine requests for such information 
shall not be ma.de • 

. No requests shall be addressed directly to the State Office of the 
Division of Employment Security regarding Unemployment Insurance 
benefits . 

b. Tempora:ry Disability Benefits 

Unlike claimants for Unemployment Insurance benefits, persons who have 
filed for Temporary Disability are not provided with proof of appli­
cation for benefits . 

1) Inquire First of Client 

It is the responsibility ·qf the client to notify the agency of the 
status of his claim for beriefl. ts . The agency shall inquire from 
him .whether he is covered under Private Plan or State Plan. If 
the client has not notified the agency of action on his claim and 
it is time to issue a second assistance payment, the agency shall 
make further inquiry of him before releasing the payment, nnd shall 
take steps appropriate to the si ~~uation; i.e., make di rect inquiry 
as in 2), below, adjust pa;yment, etc. 
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• The Inditidu~l a·hd Public AssistanGe 
Social Services-· Division of Employment Security 

Unemployment Insurance ano. Temporary Disability Benefits (Contd.) 

b. ~) Direct Inquiry on Private Plan and State Plan 

If the client has not received payment, or notice of ineligibility 
for benefits, a direct inquiry in writing shall be sent to the 
employer if the claim has been filed under Private Plan, or, if 
under State Plan, to the Superintendent-,. Disability Insurance 
Service, Division of Employment Security,· 20 West Front Street, 
Trenton 10, N.J., 9or.cerning the status of the claim. In such 
instances assistance shall be continued until receipt of a reply, 
and further action taken upon receipt of a reply, appropriate 
to the nature of the reply. 

Inquiries shall not be mad·e on a routine basis, and no inquiries 
concerning Temporary Disability Benefits are to be sent to the 
local offices of the Employment Service. 

State Employment Service 

Types of Service· Available 

a. Employment Information and Registration Service 

The local offices of the State Employment Service have information 
about many- local job opportunities. In addition, the local offices 
"know of many job openipgs throughout ;the State and even in other 
nearby States. While not all employers registe_r job openings with 
the New Jersey State Employment Service, the available jobs cover a 
wide variety of occupations, including professional, skilled, semi­
skilled .and unskilled labor, clerical, sales and service occupations. 

b. Placement Service 

An important two-fold function of the New Jersey ·state Employment 
Service is to help unempioyed persons who r~gister for work to find a 
job suitable to their training and exper:teride, and at the same time to 
help employers to fill job openings by referring persons who appear 
to meet the qualifications of specific jobs·. Spe·cial attention is 
given to assist older workers· to' locate suitable . employment. Infor­
mation secured from registrants in an employment interview is kept on 
file, . As job openings are received for which an individual appears 
qualified, h~ is notified where to apply for the job. 
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The Individual and Public Assistance 
Social Services - Division of Employment Security 

State Employment Ser vie e ( Contd. ) 

c. Employment Counselling and Testing Service 

An additional service offered by the New Jersey State Employment 
Service is that of counselling with persons and testing for occupa­
tional skills of persons with disabilities or other problems which 
affec-t employability . Many persons are helped through this special 
service to secure full time or limited employment which they can do 
in spite of handicapping conditions • 

• 2 Assistance Policy on Registration for Employment 

a. General Policy 

An important principle of public assistance is to encourage and assist 
all needy persons to become as self-sufficient as possible within the 
limits of their physical and mental capacities . The CWB shall be­
come familiar with and make full use of the s.e:rvices offered by the 
New Jersey State Employment Service in helping assistance clients 
who are able to work to find suitable employment. 

b. Policy in Old Age Assistance 

Persons applying for or already receiving OAA who are able-bodied or 
who express an interest in securing employment, should be encouraged 
to register with the appropriate local office of the New Jersey state 
Employment Service. While job opportunities for this age group may 
be limit,ed, the Employment Service will make a special effort to 

. place qlder persons by counselling with them and by encouraging em­
ployers to give them an opportunity to demonstrate their value on a 
Joo. However, failure to register for employment shall not be a bar 
to the receipt of OAA by otherwise eligible persons. 

An OAA client who is registered for employment does not automatically 
become ineligible for assistance by reason of such registration or by 
reason of securing employment, and may continue to receive assistance 
in accordance with need, unless and until his earnings (together with 
any other resources) . are sufficient to meet need or he becomes ineli­
gible for some reason unrelated to need. 
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State Employment Service (Contd.) 

.2 c. Policy in Disability Assistance 

1) Bureau Recommendation 

When, in the opinion of the Medical Service Section of the Bureau, 
an applicant for or recipient of DA has sufficient physical and 
mental capacity to seek employment, the GWB will be directed to 
refer such client to the appropriate office of the New Jersey 
State Employment Service for counselling and placement. 

2) Referral Procedure 

The Ci.,IB will prepare duplicate copies of Form NJES-570, Agency 
Introduction Card. [Obtain stock supply from Employment Office. ] 

One card will be given to the ~lient; the other will be mailed to 
the appropriate Employment Office together with specified data 
from the medical record. This data will enable the Employment 
Office to conduct an employment counselling interview with the 
client, and in most instances to evaluate his capac~ty for work 
without further medical examination. 

3) Procedure Following Interview . 

Following the interview, the Employm~nt Office will . advise CWB 
whether or not it has accepted a _registration for employment from 
the client. In some instances the Employment Office may also 

. senq a copy of its evaluation of tiic{ c'lient Is . capac:i. ty for work. 
·Arw such evaluation report :shall hf ~nc1uded with ··material sub­

·.mitted 'to the, Medical s .er.vice.~S~~tion .at . any isub$equent review 
. . . ' . -· ,'. . . : \ 

of . the case by the Bureau •. 

4) . Refusal of Client to Accept _;Referral or Employment 

When a DA client (applicant or ;recipient) refuses to act on the 
referral recommendation or to accept a job offered to him 
foll~ving registration, the facts in the case shall be reported 
back to the Medical Service Section for further consideration 
under the "refusal policy. 11 [ See 2234. 6. ] 
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State Employment Service (Contd.) 

c. 5) Effect of Employment on Continuing Eligibility 

A DA client who is registered for employment does not automati­
cally become ineligible for assistance by reason of securing 
employment. He- may continue to receive assistance, in accordance 
with need, until there has been a specific determination by the 
Medical Service Section that he is no longer permanently and 
totally disabled, or unless and until his earnings ( together with 
aey other resources) are sufficient to meet -need, or he becomes 
ineligible for some reason unrelated to need. (See 2235.5 for 
policy on Employment-] 

. 3 Re gistration Procedure 

a. Register at Local Office 

A person registers for employment by going in person to the local 
office of the New Jersey State Employment Service covering the area 
in which he lives. 

b. Validity Period of Applications for Work 

Applications for work are maintained active for a period of 60 days 
but it is advisable for the person to inquire about possible job 
openings at frequent intervals, and he should report to the local 
office whenever called at the time indicated. If the person has not 
secured work by the end-~of the 60 days he must renew his registration. 

c. Unemployment Insurance Claimants Automatic ally Registered 

Persons who have filed claim for Unemployment Insurance benefits 
are automatically registered for employment. Registration for these 
persons is continued by the New Jersey State Employment Service 
until the person secures employment or 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 for him to renew regis­
tration for employment in order to continue to receive referrals 
for job openings for which he may be qualified. 
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Verification of Registration 

a. Verification Available from Client 

The person who registers for employment is given a card (Form NJES -
506) showing the date of his registration. The agency mey ask the 
client to show this card as verification that he has registered for 
employment. 

b. Inquiry to Local Office of New Jersey State Employment Service 

In those instances when a client cannot provide information about 
referral to jobs, or when there is reason to believe that the client 
is furnishing inaccurate or incomplete information, the agency may 
address an inquiry in writing to the appropriate local office of the 
New Jersey State Froployment Service. Requests must be limited to 
specific information regarding referrals for employment. The New 
Jersey State Employment Service is not in a position to answer ques­
tions about the client's possibility of securing employment, nor will 
that agenC"'f furnish data about wages, etc. 

Routine inquiries for information regarding registration and referral 
for employment shall not be made. 
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2830. DIVISION OF EfvIPLOYMENr SECURITY 

2836. Temporary Extended Unemployment Compensation (TEC) 

.1 Federal and State Legislation 

Legislation has been passed at both Federal and State levels to provide 
for extension of Unemployment Compensation to claimants who, since 
June 30, 1960, have exhausted or who .. will exhaust the regular benefits 
for which they are eligible. This is a temporary program which termi­
nates June 30, 1962. 

The following information should be made available to persons in 
assistance households who may be eligible, or who tnquire about TEC. 
A helpful leaflet may be secured from the Employment Service offices • 

• 2 Qualifications for TEC 

A person may be eligible for TEC if he meets the following conditions: 

a. He is unemployed. 

b. He had previously established eligibility for unemployment 
compensation and, after June 30, 1960, he exhausted those benefits. 

c. He does not have available benefit rights under aey State or 
any other federal unemployment compensation law~ 

d. He complies with the requirements of the Employment Service office 
for registration and reporting. 

e" He is able and available for work. 

f. He is ma.king an active search for work. 

g. He is not disqualified from receiving benefits for acy reason • 

• 3 Exhaustion of Benefits 

Generally, an individual has exhausted his unemployment insurance benefits 
when he has received the maximum amount of benefits allowable to him in 
his benefit year, or when his benefit year expires before he has tlrawn all 
his benefits. 

TED will pay extended benefits to eligible claimants who exhausted their 
benefits between June 30, 1960 and April 8, 1961, and to those whose bene­
fits become exhausted prior to April 1, 1962. Benefits may be paid for any 
week of unemployment, which begins on or before June 30, 1962, provided 
an initial claim was filed before April 1, 1962. 
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Temporary Extended Unemployment·' Compensation (TEC) (Contd.) 

Filing Claim' f<;>;r: : TEC . . ,. 

Generally, a TEC claim is filed in the same manner -and in the same ·1ocal 
office as the individual's regular unemployment insurance claimo 

Local Employment Service offices will -start taking claims on Monc:\w, 
April 10, 1961. These offices will be open evenings for the first three 
weeks of oper?,tion of the new program. TF.C claims ji.11 be taken only 
at night during this period, and claimants should,- if possible, call to 
file their claims on the evening of their regular reporting day. 

Claimants will lose no benefit ·rights by waiting to report -on their 
regular reporting day during ·the first week of operati;ons. During that 
week, regardless of the day of filing, credit will be given for all 
periods of unemployment beginning on April 8. TED benefits cannot be 
paid for any periods of unemployment before this date. On TEC claims 
the serving of a waiting week is not requiredo 

If the individual last exhausted his benefits in ·some other state and that 
state has a TEC program, he may file interstate claims for addit ional 
benefits at the Employment -Service office -nearest -his residence. 

15 :Amount of Payments Under TEC 

An eligible individual may receive 50 percent of the total benefit amount 
on the exhausted claim • 

• 6 Appeal Rights 

Under the TEC program, ·the individual has the same rights of appeal as 
under the State unemployment compensation law. Appeals are made through 
the local Employment SerVice ·-office or directly to the Appeal Tribunal, 
Di vision of Employment Security, Trenton 25, New Jersey. 
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2840. VETTBAJ."\JS AmITNIS'rRATION (T~:MPCRARY) 

This sub-c~apter is applicable in ADC. 
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VETERANS ADMINISTRATION 

The Veterans Administration operates the Federal program of benefit pay­
ments and health and welfare services to veterans, to certain of their 
dependents, and to their survivors under certain conditions. To be elig­
ible for these benefits and services the veteran, serving in either ·war or 
peacetime service, must have been released with other than a dishonorable 
discharge. 

Effect of Eligil:•ility for Veterans Benefits on Eligibility for Public 
Assistance 

Veterans benefits are a resource for an increasing number of public assist­
ance clients, and shall be carefully explored in the process of determining 
need. 

In the case of a person who is a veteran (or a dependent or survivor of a 
veteran) and presumptively eligible for any form of veterans benefits, com­
pensation or pension, it shall be required as a condit:Lon of eligibility 
for public assistance that application for such benefits, etc. be made and 
fully processed as a resource. 

Information Concerning Eligibility for Benefits and Services 

The details of all benefits and services are clearly outlined in a Fact 
Sheet IS-1, entitled "Federal Benefits for Veterans and Dependents" issued 
January 1962 by the Veterans Administration. 

Sufficient copies of the VA Fact Sheet have been provided to the CWB to 
enable each case work supervisor to have one as a resource for his gr oup of 
caseworkers. 

The Fact Sheet may be consulted whenever there is some indication that a 
member of a public assistance family may be eligible for benefits or serv­
ices, or that a person already receiving benefits is in need of a service 
which he may be able to receive through the Veterans Administration. 

The New Jersey Division of Veterans Services, Departmett of Conservation 
and Economic Development, maintains service Stations which provide State­
wide coverage. Persons seeking information or wishing to file for Veterans 
benefits or services may be referred to the nearest service Station for 
advice and help. 

The county welfare boards also receive each month a publication of the Di­
vision of Veterans Services which provides information about changes in the 
law, interpretation and advice to Veterans on various aspects of the Veter­
ans Administration operations, and activities of interest to New Jersey's 
veterans. 
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2850. SOCIAL SJffiVICE EXCHANGE 

Applies in ADC • 
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PRELIMINARY STATEMENT. 

At present, numerous confidential exchanges called either ·social service 
exchanges or central indexes .are- serving the various health and welfare 
agencies of New Jersey. 

While it is re-cognized that the applicant and/or recipient is the primary 
source of information, the confidential exchange is also recognized by 
the Bureau of Assistance as a comm.unity resource which may be utilized 
by the CWB to supplement or. clarify the infonnation received from the 
individual or to provide other cooperating agencies with pertinent in­
formation. 

Definition of Social Service Ex:change 

The social service exchange or central index is that community resource 
which maintains a confidential regi(try or index of social case records 
of member agencies. It enables agencie~ to exchange information and to 
develop cooperative servi~es. 

Purpose of Social Service Exchange 

Since its inception during the 1$'70's, the social service exchange has 
had as its general purpose service to other social agencies in order 

. that they might coordinate their social work resources more effectively, 
and also avoid confusion and duplication of service in working with a 
particular individual and/or his family unit. 

These purposes are realized through the maintenance of a central file in 
which are registered the names, addresses, and certain other identifying 
information of individuals and/or families known to social agencies that 
are members of the exchange. One .of the chief functions of the exchange 
is to report the presence or absence of a case record to an inquiring 
member agency. · 

Standards for Social Service Exchange 

Determination of Value to An Agency 

Before becoming a member of a social service exchange, an agency deter­
mines whether the exchange will be useful to it. 

An exchange, to be useful to an agency, must: 

a. Operate under the standards of efficiency, ethics, and the like 
established by the Association of Social Service Exchanges of New 
Jersey; 

b. Operate at least throughout the county; and 

c. Have the majority of significant health and welfare agencies as 
actively participating members. 
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Responsibilities of Member A,e:encies 

As soon as an agency becomes a member agency of a social ·service exchange, 
it enters into a relationship in which it must assume definite responsi­
bilities • 

. 1 Written Statement of Policy and Procedure 

It is the responsibility of ari agency to develop, put in writing, and 
· use policy and procedure relative to the exchange. Such policy and pro­

cedure shall specify: 

a. The type of case i~ -ex.pacts to register; 

b. When it will regist~r a case; 
. ' 

c. The general plan ·or follow-up, re-registration, cancellation, 
and protection of information; and 

d. The policy toward inter-:-agency relationships • 

• 2 _General Responsibilities of an Agency 

2855. 

.1 

It is the resppnsibility of an agency to~ 

a. Take an active interest in the policy and management of the 
exchange; · 

b. · Register consisten~ly and promptly in accordance with the policy 
and procedure established by the .agency; 

c. Give as· complete information as required;- · 

d. Respect the confidentiality of information secured from other 
agencies; 

e. Insure that staff' members ·underst·and the function of the exchange, 
and the policy and procedure of the agency on the use of the ~change ~ 

_Procedure on ~Use of Social .Service Exchange 

When a CWB becomes a member of a. social service exchange, the following 
procedures shal.l be est.ablished. 

Selecting Cases for Registration 

The agency shall be selective in registering cases with the exchange to 
the extent of registering only those cases for which an application form 
has been prepared. 
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Timing Registrations 

Cases shall be registered at the point that an investigation is under­
taken • 

• 3 Providing Additional Data 

The agency shall have a plan for providing the exchange with additional 
identifying information on currently registered cases. Data on change 
of address are especially important • 

• 4 Re-registering Active Cases 

Active cases shall be re-registered for continuous notificati.on service 
in accordance with the plan provided by a particular exchange, Generally 
a definite period of time, .ijuch as two years., must be considered in 
re-registering cases • 

• 5 Cancelling Registrations 

The fact that a case has been inactive any given number of years should 
not be the sole basis for cancellati.on. Dates shall be considered in 
relation to the content of the record. 

Cancellation of useless registrations is essential to both the exchange 
and the agency because it prevents the expensive accumulation of un­
necessary exchange records and because it saves time in replying to in­
qu1ries on which no significant information is available. 

Case records should be reviewed for cancellation on receipt of a request 
from another agency for information and at the point of closing. 

Cases which have been registered with an exchange shall be cancelled when: 

a. Case records have been destroyed or otherwise have become un­
available; 

b. The agency record does not contain sufficient data to be of 
value ·to another agency • 

• 6 Filing Social Service Clearance or Notification Slips 

Social service clearance and/or notification slips returned to the agency 
from the exchange shall be filed in each case record • 

• 7 Record of Registrations 

The agency shall keep a record of the number of registrations as a basis 
for auditing and approving bills submitted by the exchange. 
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The Individual and Public Assistance 
Social Services - Social Service Exchange 

Securing Information from Other Agencies 

It is expected that the CWB will contact the agencies registered on a 
case when it is considered that the infonnation may be directly related 
to its responsibility for the case. 

The CWB shall clearly indicate what it wants to know about the case 
registered by another agency, and why the information is important. This 
makes it possible for the agency contacted to select pertinent informa­
tion. It · also helps agencies to interpret and clarify t h,eir respective 
functions. 

Method for Follow-Up of Registration 

These methods are used to follow-up registrations: 

a. Telephone communication. This method may be used when essential 
information is needed at once. 

b. Written requests for in.formation. Thi3' method is preferable 
because the request and reply become· part . of the case t-.ecord. 

c. Inter-_agency confere_nce. This may be the best method when 
extensive cooperative planning between agencies is required. 

Reporting to Inguirine Agencies 

The agency shaii operate ,d.thin certain specifications on the release 
of confidential information to inquiring agencies. [See 2930, Safe­
guarding Information.) 1 
Passing on Information 

It is accepted practice that no agency _passes on information received 
from another agency to a third agency. It is assumed that member 
agencies of :the social service exchanges used by public assistance 
agencies will follow this practice. 

1 
- Until issued see Ruling No. 20 
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2870. NEW JERSEY REHABILITATION cm~1ISSION 

The policy and procedures of this sub-chapter apply in ADC. 
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2870. NEW JERSEY REHABILITATION COMMISSION 

2871. 

2872. 

To promote effective inter-agency cooperation the Division of Public 
Welfare and the Rehabilitation Commission formulated an "Aereement of 
Cooperation" and a "Supplementary Statement to the Agreement of 
Cooperation." 

The Agreement of Cooperation 

The Agreement of Cooperation states: "It shall be the joint and common 
purpose of the two agencies to work together to improve and coordinate 
the services within the function of each agency to the end that all 
needy, disabled and handicapp~d residents of the State shall be afforded 
the opportunity to reach the highest possible level of self~dependence 
through the cure, correction or amelioration of their disabling condi• 

[ tion." It agrees to the points set forth to achieve this purpose and 
gives general understanding of both agencies' functions, including the 
client's right of Appeal and Fair Hearing. See 2800 Appendix V for a 
copy of the Agreement of Cooperation. 

Supplementary Statement to the Agreement of Cooperation 

The Supplementary Statement which has been incorporated in the Manual 
of Ad~inistration as 2800 Appendix V-A gives the detailed policy and 
procedure agreed upon for joint service when categorical assistance 
clients require such service. 
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[ BUREAU OF CHILDREN'S SERVICES 

Administrative Structure 

The Bureau of Children's Services is an administrative unit within the 
Division of Public Welfare, State Department of . Institutions and Agencies, 
and operates from a central administrative office in .- Trenton. Child Wel-

[ fare services are available through eighteen district offices strategi­
cally locat·ed throughout the State. 

Services and Programs 

The statutory authority establishing the Bureau of Children's Services, 
providing for its functions and responsibilities, and outlining the poli­
cies and standards within which these are to be carried out, is contained 
in Title 30, Chapter 4C of the Revised Statutes~ The effect of statutory 

[ provisions is that any problem of any child whose we~fare is endangered 
may be brought to the attention of BCS by any interested agency or person 
including the child himself. 

Services are available to any child under 21 without any durational resi­
dence requirement so long as the child is in Ne,;.; Je·rsey when the services 
are initiated. Services may also be provided on behalf of an unborn child 
when the prospective mother is in New Jersey. 

Social Services to Children in Their Own Hom.es (Care Program) 

Casework services are offered in relation to behavior problems, emotional 
adjustment, inter-family relationships, neglect, abuse or exploitation. 

These services include the use of appropriate community resources. The 
primary objective of child welfare services is to strengthen family life 
and to pro~ote the well-being of children through services t ·o help parents 
carry out their responsibilities as far as possible. When this objective 
cannot be accomplished because of the illness, inadequacy or loss of the 
parent or person having custody of the child, and the welfare of the child 
is endangered, BCS has authority to arrange for placement of the child. 
Placement may be made with the consent of the parent, or person responsible 
for the child, or it may be made as a result of court authority. 
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§ervices and Procrams (Cont'd) 

Foster Family Care 

Foster home placement is a fundamental service offered by the agency. 
Whenever the circumstances of a child are such that his needs. cannot be 
adequately met in his o~m home, the BCS may effect his placement in a 
foster home or in an . appropriate institution if such care is deemed essen­
tial for him. 

The BCS has the responsibility for approval of all foster homes in accor­
dance with established standards • 

. • 3 Guardianship 

This program is desig~ed to afford protection for a child by transferring 
full control over the child's person· and property to the BCS. Guardian­
ship can only be effected by an order of commitment entered by the Juve­
nile and Domestic Relations Court. 

l-Upon commitment to Guardianship, the BCS becomes responsible for the main­
tenance and support of the child when placenent , is _made in a foster home 
or appropriate institution. 

When a child no longer needs the aBency's services (and in ariy event, 
uhen he reaches age 21) he may be discharced from Guardianship by the BCS 
without further court action. D·ischarge is usually made to some adult who 
is willinB and able to provide a suitable home, . but if the child is old 
enough and sufficiently mature and stable for such independence, he may 
be discharBed without placing responsibility upon an adult. 

\}henever the situation is such that the child will receive proper care and 
protectj.on, ncs may return him to his . own family prior to discharge from 
Guardianship for a period of supervised adjustment. When it appears that 
.the plan meets the child's needs discharge is made to the parent or other 
relative with whom the child lives • 

• 4 Protective Services 

BCS offers protective services on behalf of children who are neglected, 
abused, abandoned, exploited, or cruelly treated. The core of the pro­
gram, which is geared to keepinc the child in his own home if at all possi­
ble, is social service to the parents, recognizing that parental neglect 
may be a symptom of emotional disturbance, unhappiness, or deprivation on 
the part of the parent. Its focus is preventive, rehabilitative and non­
punitive and is geared to alleviating the causative factors. Its purpose 
is to safeguard the welfare of the child. 
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. 4 (Cont'd) 
Legal authority enables BCS to investigate oral as well as written com­
plaints. If a family refuses to permit an investigation of a complaint 

[ _ of mistreatment or neglect of children, or impedes this investigation, or 
refuses to a3ree to service when the investigation reveals that help is 
needed by a child or children, the BCS can seek a court order authorizing 
the agency to continue in the situation despite the family's opposition • 

.[ 
.5 Adoptions 

The BCS is an "approved ar;ency" within the terms of the New Jersey Adop­
tion La-r. Consequently, permanent planning for children committed to 
Guardianship may result in adoption placement. In addition, BCS offers 

[ 
service to New Jersey residents who are interested in interstate and inter­
country adoptions. 

The BCS is approved to act, upon assienment by the courts, to perform 
certain investiBatory and supervisory functions in connection with adop­
tion proceedings in situations where · the child has been placed in the 

[ home without approved adoption agency sponsorship. 

The BCS is responsible for approvin~ all agencies, both in and out of 
New Jersey, wishing to place children for adoption in New Jersey; and 
for establishing standards on the basis of which such approvals are given . 

• 6 Services to Unmarried Mothers 

BCS is authorized to offer service on behalf of an unborn child of an un­
wed prospective mother. Service includes consultation, counseling, refer­
ral to other appropriate resources, and expenditure of funds for board, 
lodging, clo.thing, medical, dental anq. hospital care • 

• 7 Parole Supervision 

The BCS has parole supervision duties for children under age 14 released 

[ 
from the State Home for Boys, the State Home for Girls and New Jersey 
Training School at Skillman. In consultation with the Division of Correc­
tion and Parole, BCS also accepts for supervision certain children between 
ages 14 and 16 • 

• 8 Services on Behalf of Out of State Agencies 

At the request of out of State agencies (both public and private), the BCS 
provides a visiting, investigating and reporting service concerned with 
children not under supervision of BCS. Since family needs frequently cross 
state lines, there is mutual cooperation among the agencies so that adequate 
social plans can be made for children and families needing service. 
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.9 Runaway Children 

A runaway child is a child under age 18 who, ·without the consent of his 
parents, guardian or other person acting in loco parentis, or agency 
responsible for his care and custody, leaves his home or other place of 
abode in New Jersey and goes to another state . 

The BCS administers Federal funds available through the U.S. Children's 
Bureau to defray the cost of returnine a runaway child to New Jersey 
and/or temporary maintenance in the other state under certain conditions. 
The funds are available to · ·other public and private agencies, c.ourts, 
probation departments, State and local law enforcement agencies, and the 
Bureau of Parole. 

[ 
.10 Horl~men' s Compensation Awards 

When a Horkmen' s Compensation a~-,a:-d is to be made to a minor child who 
has no adequate guardian, the State Department of Labor and Industry, 
through the Horkmen's Compensation Division, may empower the BCS to 
receive and administer these funds on behalf of the child. However, 
there is no transfer of the child's personal guardianship to the State, 
and the ncs has no responsibility for supervision of the child beyond 
determining the current maintenance needs which must be paid fror.1 the 
award . 

. 11 Inspections 

BCS has the responsibility to inspect annually all private sectarian and 
nonsectarian institutions•for dependent, neglected, predelinquent, and 
emotionally disturbed children and all public children's shelters. It 
may also inspect and consult with selected out of State institutions • 

. 12 WIN Program 

BCS has responsibility for planning for adequate child care for the chil­l dren of parent(s) who are referred to the WIN program. 

I Child care ·is provided directly by the agency; is purchased from indepen-

L dent day care centers; or is provided in agency day care centers, day care 
homes or through in-home care . 
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General Principles 

a .• 

[ 

[ 

c. 

[ 

e. 

[ 

Family situations affecting the care and protection of children are 
varied and comple,c, calling for the fullest possible agency coopera­
tion for their solution. Pre-referral consultation, case conferences, 
and frequent exchan3es of information are essential for effective 
service and coordination of services within the functions of each 
agency. Adherence to the principle of confidentiality does not pre­
clude the sharine of information between BCS and CWB. 

The CWB shall first use its own resources in an endeavor to alleviate 
those social problems affecting the family and children. This may 
include counseling toward the end that the assistance recipient will 
make a voluntary ~Pr>lication to BCS for specialized services. 

Except in urgent situations, CWB shall initiate requests for service 
from BCS throu3h case conference or case discussion prior to any 
action leading to formal application for services to be provided by 
BCS. The purpose of such preliminary contact will be to review in­
forraation available to the respective agencies in order to determine 
the most effective action to be tal~en, including referral to other 
community agencies. 

Following such case conference or case discussion, the public assist­
ance agency will determine whether a request for service from BCS 
should be initiated. 

In an emergent situation, where the welfare of the child is believed 
to be endangered, prompt referral shall be made by CWB with a follow­
up summary provided to BCS as soon as possible. Such summary shall 
include the reason for refer ral and pertinent information lmo,;m to 
CWB. 

BCS ,;-,ill promptly 'investigate all cor.iplaints of neglect or abuse. 

W 1en a request for service from the BCS is made by CWB, BCS ,;-,ill be 
responsible for the entire folloi:·1-up activity, including protective 
services where the circumstances indicate a need for such service. 
Such responsibility shall continue until BCS advises the public 
assistance agency in writine that a problem requiring BCS service 
does not exist or no longer exists, or until the court in a protec­
tive service action has ruled that such service by BCS is not war­
ranted. 
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f. Each agency will designate a supervisory person(s) to act as liaison 
for referrals between the agencies to assure that referrals are ap­
propriate and to expedite the exchange of information and case con­
sultation. 

g. Wh~n a disagreement or misunderstanding regarding a policy or pro­
cedure between BCS and a CWB cannot be r -eso 1 ved by consul tat ion 
between the two agencies through supervisory liaison, the problem 
shall be referred to the administrative staff of CWB ·and the District 
Office of BCS. If the matter cannot be resolved at this level then 
it ~hall be referred to the Division of Public Welfare . 

h. BCS may accept for supervision children who ' are living with unrelated 
persons (or related persons other than parent or parent person as 
defined for ADC) and may make maintenance payments to these persons 
as foster parents if it is in the best interests of the children to 
remain · in such homes. 

When BCS knows of a needy ·child who is living with a relative who may 
be eligible to receive· ADC, a referral shall be made to CWB. The CWB 
will make a determination~£ eligibility of the family for assistance 
under that program. If the application is denied, the CWB shall 
notify BCS of the reason. 

The principle of presumptive eligibility or the simplified method of 
application requires that when immediate rieed is apparent, the state­
ments of the applicant, if otherwise credible, are to be accepted as 
sufficient basis for the issuance of an initial grant of assistance 
and for continuing grants of assistance until found ineligible. Any 
requirement for the submission of additional evidence by the applicant 
to support his statements prior to the issuance of a grant of assist­
ance, if there is no demonstrable reason for doubting the validity of 
his statements, is incompatible with this principle. 

There may be instances in which the relationship of the child to the 
parent or parent person cannot ~e established during the validation 
period of three months follqwing _the granting of assistance on the 
basis of presumptive eligibility or those cases within the Quality 
Control sample in C\-JB' s using the simplified method of application. 
Such cases may be referred back to BCS for consideration of the home 
as a foster home. However, such a referral to BCS shall not be made 
unless the array of sources for verification of relationship set forth 
in 2280.3 and 2200 Appendix I have been considered by CWB. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 1foll 9 

Page Date 
9/71 

Replaces Page 
Dated 8/64 



Manual ·of Administration 
Division of Public Welfare 

2883 .1- 2833 .2 

Part II 
2800 

2883. 

The Individual and Public Assistance 
Social Services - Bureau of Children's Services 

Re-1.atianships Between the Bureau of Children's Services District Offices 
and the County Welfare Board,s (Cont'd) 

.1 h. (Cont.) 
When BCS has information which will be helpful in the verification 
of relationship, such ·information . should be made available to CWB. 

When a disagreement occurs between the two agencies concerning the 
relationship of the child as it affects his eligibility for ADC, 
procedure found in g. above shall be followed • . · 

i . BCS will, at the request of the ~TB, offer the following services: 

1) Consultation on child welfare problems on a planned basis for 
children who are under the supervision of the public assistance 
agency. 

2) Specialized casework services to children who will continue to 
[ receive financial assistance from CWB. Since such service will 

be focused on strengthening the family unit, it will be given 
only in situations where both agencies r.mtually agree that such 
specialized casework services are necessary so that the children 
ma_l, so far as practical, remain in their own homes • 

• 2 Emergency Placement by County Uelfare Board 

a. [when because of an emergency situation CWB must arrange for placement 
of a child, every effort shall be made to place with a relative who, 
if need exists, will be eligible t .o receive ADC payments on behalf 
of the child, provided that such placement will assure adequate ca~e 
and protection for the child. (This will include situations where 
the parent(s) has been convicted of improper parental care, and the 
Court concurs in a temporary placement under ADC by the county welfare 
board.) 

b. When the only plan which can be made promptly is placement with a 

[ 

relative or nonrelative not eligible to receive ADC payments e2ccept 
as a temporary payee, then CWB must report its action in writing to 
Bes within twenty-four hours as required by law (R.S. 30:4C-24). 

1)[ In respect to situations in b. above, the lmi calls for placement 
~n a foster home approved by BCS . It is recognized that in 
emergency situations this is not always feasible . Therefore, 
homes used for emergency placements shall be considered to have 
the approval of BCS for a period not to exceed 30 days. 
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.2 b. 1) (Cont'd) 
In addition, BCS will, upon request, evaluate a potential foster 
home located by a public assistance agency. If satisfactory to 
BCS, the home wil 1 be approved for s b:: months and wil 1 then be a 
placement resource for the public assistance agency in subsequent 
emergency situation~. At the end of each six month period BCS 
will reevaluate the home at the request of the public assistance 
agency precedent to renewing approval. 

2) The report to BCS of all placements of children in homes other 
than with relatives eligible to receive /..DC payments, shall be 

I_ in writing, and shall contain pertinent facts leading to the 
I placement to include: 

a) the name, sex, race and age of the child; 

b) the reasons for the placement; 

c) name and address and relationship to child, if any, of the 
individual caring for the child; 

d} brief description. of the present placement and any special 
problem which will require immediate attention; 

e) the name and address of parent(s) or parent person(s) pre­
viously responsible for the child; 

f) whether the plan is temporary (less than two months) or 
that a lone term plan must be made . 

c. In any case where placement described above may extend beyond t·uo 
months or a permanent plan for the child is needed, CWB shall apply 
for service from BCS or arrange for an interested person to file an 
application. Plannins for the continuing care of the child will be 
carried out by CWB service uor!ter until responsibility is accepted by 
BCS. 

1) 

[ 

If following evaluation of t'1e child's requirements and of the 
temporary foster home, BCS approves the ho□e, the placement may 
continue pending acceptance of responsibility by BCS. If BCS 
cannot approve the home, that agency will aid the public assist­
ance acency in securing a more adequate placement. 
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.2 c. 2) Whether the child continues in his own ho:ne or a temporary place-
ment has been made by CWB, BCS will accept financial responsi­
bility for the child's maintenance not later than two months fol-

[ lowing the month in which the request for service was filed, 
iiliether or not BCS has been able to arrange for a permanent place­
ment. The CWB will have authority to provide assistance for the 
child's maintenance until notified of acceptance of financial 
responoibility by BCS, or for two months subsequent to the month 
in which the request for service was filed, whichever is earlier. 

a) An instance may arise wher-e placement of a child who is a 
recipient of public assistance is made without the knowledge 
of the public assistance aiency and a request for service is 
subsequently made to BCS. If the placement is mutually 
acceptable to both aeencies at least for a temporary period, 

[ ci:n will have authority to continue assistance as provided 
in the precedine paragraph. 

[ d. Temporary Placement in Institution for Shelter Ca~e 

When in an emergency situation a public ass::stance agency cannot 
[ effect a placement as contemplated by paragrap~s a. ·and b., the child 

may be placed i n an institution for teaporary shelter care. 

2) 

3) 

The superintendent or other chief executive officer of the insti­
tution shall be designated temporary payee. (See 22C5.4) 

The initial period of such placement shall not exceed thirty 
days. When it appears that the only available plan for an ADC 
child is through foster home placement by BCS, a prompt referral 

[ shal 1 be made to BCS by CWB. 

BCS will give priority of consideration to such a referral in an 
effort to effect an adequate foster home placement within the 
thirty-day period following placement in institutional shelter 
care. 

4) If BCS determines that adequate foster home placement cannot be 
made within the initial thirty-day period, a written request shall 
be made to CWB to continue the child in institutional care, with 
payment through ADC for a continued period not to exceed thirty 
days. Concurrently, a copy of this request shall be sent to the 

[ institution. The CWB will then be authorized to continue ADC for 
institutional shelter care up to a maximum of sixty days from the 
initiation of the institutional placement~ 
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.2 d. 5) If during the sixty-day period an alternate plan develops whereby 
care of a child may be continued through ADC, the referral to BCS 
will be withdrawn. 

6) [In the absence of an alternate plan, BCS will accept supervisory 
and financial responsibility for the child not later than sixty 
days following the initial placement of the child in institutional 
shelter care, whether or not BCS has been able to arrange for a 
permanent placement. 

7) As an aid to CWB, BCS will mak~ available a list of approved 
private child care institutions in New Jersey which will accept 
placements of children for temporary care when no other plan is 
immediately feasible • 

• 3 [ Guardianship (s·ee 2955. - Petition for Guardianship) 

a. When a petition for Gua~dianship has been initiated for a child who 
is a recipient of public assistance, BCS will accept financial respon­
sibility for the child as of the date of the Order of Commitment pro­
vided the child is in placement outside the home. However, when the 
child has been placed in a temporary fost•er home by CWB, the CWB will 
have authority to continue assistance until notified of acceptance of 
responsibility by BCS, or for two months subsequent to the month in 

. which the petition for Guardianship was filed, whichever is earlier. 

If the child remains in his o,m home (with parent~) or parent person(s)) 
CWB will continue to provide financial assistance. 

b .. In the event that such a petition for Guardianship has been filed, 
problems of responsibility for providing continuing assistance to the 
child over an extended period pending final disposition on the 
petition by the court can be avoided by the petitioner making appli­
cation for an Interlocutory Order of Commitment. · This procedure is 
also recommended where BCS needs to ·assume immediate responsibility 
for and custody of the child (2955.4) when the welfare of the child 
is endangered and immediate placement outside the home is essential. 

c. There will be situations when in the best interest of a child BCS 
wishes to return the child to his family . When the family is re-

[ ceiving public assistance, or may need public assistance if the child 
is returned, BCS, through the liaison supervisor shall consult with 
the CWB prior to affecting. return. The objective of the discussion 
shall be to decide: 
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.3 c. 1) whether the child should be returned; 

2) whether any form of public assistance will be required ~nd avail­
able for the support of the child; and 

3) if to be returned, whether it will be necessary for BCS to con-
tinue the child under its supervision for a period of adjustment. 

[ 
If such a need is indicated, the role of the respective service 
workers shall be clarified. 

If return is effected, ncs will normally continue its relation­
ship with the child for only one or two months, but this may be 

[ extended upon request of cr,rn showing need for continuation of 
such service • 

• 4 Parole Supervision by BCS 

.s 

There will also be situations in which a child is paroled to BCS from a 
correctional institution. If such child is to return to his family who 
are recipients of public assistance, or there appears to be eli3ibility 
for public assistance, there shall be consultation uith the public assist­
ance aeency prior to return of the child. In this situation, however, 
BCS must retain responsibility for supervision of the child until termina­
tion of the parole period. There shall be periodic inter-agency consulta­
tion on such cases, and prompt notification on major changes such as case 
closing for lack of eligibility for public assistance, decision to remove 
paroled child from the home, discharze from parole, etc. 

WIN Program (Work Incentive) 

a. CWB' s participating in the l: IU program refer appropriate ADC recipi­
ents to the Division of Employment Security (DES) of the New Jersey 
Department · of Labor and Industry so that they may receive training 
and become gainfully er:iployed. Before the parent can be referred to 
DES, it is necessary for an adequate child care plan to be formulated 
for the children. (Circular Letters 547 and 677) 

b. BCS has responsibility for planning for adequate child care. This is 
a specialized service; child care is purchased from independent day 
care centers or is provided in the a3ency's day care centers, day care 
homes or through in-home care. 

c. Services, other than Day Care, required by the ADC family remain the 
responsibility of the CWB. 
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Requests to Return Unattciched Child to New Jersey 

a. An "unattached child" shall be understood t o refer to any person under 
age 21 who is preGently in another state and unaccompanied by a natu­
ral or adoptive parent or spouse. 

b . Requests from public and private agencies in other states to return 
an unattached child to Hew Jersey relate to 

1) children who may be reunited with a parent(s) or other relatives 
now residing in New Jersey, 

2) children whose parents or others with who□ they left this State 
are no longer available to care for them, 

3) children born in another state who are without parents or others 
to care for them, and for whom plans are being considered for 
care in New ·Jersey. 

c. The general policy shall be that BCS will be primarily responsible 
for developin3 and carrying out the plan for the return of a child to 
New Jersey unless the child is a member of an ADC recipient family. 

1) Normally such requests from out of State agencies are directed 
[ to BCS . · However, in the event that CHB receives such a request 

for a child who is not a member of an ADC recipient family, ClJB 
shall transmit the original inquiry together with a statement of 

[ any available information to the BCS, Central Office. 

2) When during its investigation BCS finds evidence that return of 
· the child to a parent or relative may involve application for 
public assistance, then BCS will consult with the appropriate 
public a·ssistance agency recai:-ding the plan and eligibility for 
assistance. 

3) In some cases BCS may find the child has a relative in New Jersey 
who is unable to care for the child, or whom BCS cannot recommend 
as a suitable person. If, however, BCS believes that .it is a 
eood social plan to have the child live near 'the relative, request 
for service ~ay be accepted from the relative after the child 
returns to New Jersey from the out of Stat·e asency, or from the 
child himself and a foster home placement arranged . 
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d . [The CWB shall be responsible for plannine for the return of a child 
who is a member of an ADC recipient family . 

1) Request Received by BCS (Central or District Office) 

[ lfuen ncs routes to CWB a request initially received by BCS, CWB 
shall take prompt action to evaluate the situati9n. If it is 
determined that the child should return to his family, CWB shall 
negotiate directly with the teferrin3 out of State agency, giving 
assurance that the child will be eligible to receive ADC as soon 
as returned, and asking for details of travel plans . 

Appropriate adjustment of the ADC grant shal l coincide with the 
[ date of return. It will be expected · that the out of state agency 

will provide the cost of transportation. 

[ If CWB determines that it is not a r;ood social plan for the child 
to return to the .PJ)C family, a summary of the reasons for the 
decision tocether with copies of the correspondence shall be for­
uarded to the Division for referral to BCS. 

2) CUB Receives Request 

When CWB receives the request from out of State regarding return 
of a child who is a member of an ADC recipient family, CWB shall 
promptly investigate the situation and follow the same procedures 
as in 1) above. 

3) Division Receives Request 

In the event that the State Division receives a request to return 
a child, and it can be determined from Division files or by tele­
phone clearance with a CWB that the child is a member of an ADC 
recipient family, the Division will acknowledge the request and 
route the correspondence to CUB for processing as in a. above. 

All other requests will be referred directly to BCS . 

4) Hunicipal Director Receives Request 

[ The municipal welfare departoents will route all such requests to 
the State Division for disposition. 
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• 7 [ Request to Return Runaway ADC Child 

n 
• (J 

a. In the event that CWB receives a request to return a runaway who is 
an ADC recipient child, the:::- e shall be prompt investigation to deter­
mine the suitability of a plan to retur n the child to his own home. 
If the plan is deemed suitable CWB will complete arrangements for 
return with the out of State aeency. 

b . If return of the child to the ADC home is not considered a good social 
plan, CHB shall arrange an alternate plan (e. c ., placement with a 
relative or temporary foster home) following the same policy and pro­
cedure provided in 28C3. 2 for a child beinc removed from an ADC home. 

c. In relation to return of a child under situat ions described i n a. and 
b. above, CWB shall assume that the out of State agency will pay 
transportation costs. In the event that the out of State agency 
refuses to pay such cost, CWB may apply to the District Office of 

[ BCS for Federal f unds. If approved, the check for the estimated cost 
of transportation will be issued by BCS to the payee agreed upon as 
part of the plan for the return. 

d. Any such request received initially by CHB for a child who is not a 
member of an ADC recipient family shall be referred to BCS in the 

[ same manner as for an "unattached child" in .6 above. 

[ Referrals Between BCS and CUB 

a. When either agency is referring an adult or child(ren) lmo"t-m to them 
for a program or service of the other agency, the referral will be 
made by telephone or personal consultation in accord with the prin­
ciples stated in 2383.1 c. and f. 

b. Certain special procedures aTe provided in 2115 . for referral of a 
child for DA by BCS. 

c. Where a simple referral is to be made of a pe=son not previously 
known to Cvrn, and uho is not eligible or does not wish to apply for 
ADC, Form PA-14, Inte~-aeency Referral, shall be completed in dupli­
cate. One copy will be given to the person to present to BCS, the 
second t-1ill be filed swith the record of the inquiry. In such refer­
rals CUB should check "No" after "r .. eply Requested." 
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• 8 c. (Cont 'd) 
[ Similarly, when referral by BCS results from an inquiry in a District 

uffice of BCS, and it is obvious that the individual is seeking cate­
gorical assistance, BCS will complete Form PA-14, Inter-Agency Referral, 
for the individual to present to CWB. In such referrals BCS will 
normally check "No" after "Reply Requested .~• 
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Use of Pre-referral Consultation and Case Conferences 

a. The CWB shall use this service freely and fully in regard to 
any problem concerned with the care and protection of children 
which arises in course of processing an application for ADC, in .an 
active ADC case, or for persons who request help with problems in­
volving children even though no a.PPlication for ADC is registered. 

b. Nonnally a telephone call to the appropriate District Office 
to discuss the situation briefly and where indicated to make an 
appointment for the client, will suffice. In many instances :ecs 
will be able to advise of sources of help through private agencies 
in the community. 

c. In more serious situations the policy outlined in 2883. b. and 
c. shall be observed. 

d. Where a simple referral is to be made of a person not previously 
known to CWB, and who is not eligible or does not wish to apply for 
ADC, Form PA-14, Inter-agency Referral, shall be canpleted in dupli­
cate. One copy will be given to the person to present to BCS, the 
second will be filed With the record of the inquiry. In such re­
ferrals CWB should check "No" after "Reply Requested." 

.2 Care Program 

In general there will be two classes of cases in which referral for Care 
may be a;pl)ropriate: (1) when upon evaluation of the "family life" factor 
it is determined that the home is not providing adequate care and pro­
tection for the child, (see 2282., and 2633.), and (2) where due to an 
emergency situation in the home it is necessary to make a new plan for 
the child, (see 2884.3 below) • 

• 3 Emergency Foster-home Placements 

a. The procedures in 2883. e. and f. shall be observed. 

b. If the placement is expected to be for less than two months due 
to the temporary absence from the home of the parent or parent person, 
the provisions of 2285. and 2551. regarding a temporary payee shaU 
apply. When the temporary nature of the placement has been reported 
(as required by law) the BCS will assume that no action need be 
taken to plan for supervision of the child. 
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2884. Procedures for CWB (Cont'd.) 

.3 c. In any case where the placement will or may extend beyond two 
_ months action shall be initiated toward filing an application for 

Care. 

d. The rwcrt to BCS of all placements of children in homes other 
than with relatives eligible to receive ADC payments, shall be by 
letter, and shall contain a brief S'UlDmary of the facts leading to 
the placement to include: 

1) The name, sex, race and age of the child. 

2) Name and address and relationship to child, if any, of 
the individual. caring for the child. 

3) Brief description of the present placement and any special 
problem which will require immediate attention. · 

4) The name and address of parent(s) or parent person(s) 
previously responsible for the child, and his (their) relation­
ship to him. 

5) Present whereabouts of such parent(s) or parent person(s). 

6) The reasons for the pla.cement~ 

7) Whether the plan is temporary (less than two months) or 
that a long term plan must be made • 

. 4 Petition for Guardianship 

Refer to 2955. 

2885. 

.l 

Requests to Return Unattached Child to New Jersey 

Introduction 

a. An "unattached child" shall be understood to refer to any person 
under age 21 who is presently in another state and una.ccompanied by 
a natural or adoptive parent or spouse. 
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The Individual and Public Assistance 
Social Services - Bureau of Children's Services 

Requests to Return Unattached Child to New Jersey (Cont'd.) 

b. Requests from public and :private agencies in other states to 
return an unattached child to New Jersey relate to 

1) children who may be reunited with a parent(s) or other 
relatives now residing in New Jersey, 

2) children whose parents or others with whom they left this 
State are no longer available to care for them, 

3) children born in another state who are without parents or 
others to care for them, and for whom plans are being consider­
ed for care in New Jersey • 

• 2 BCS Has Primary Responsibility 

a. The general policy shall be that BCS will be primarily respon­
sible for developing and carryins out the plan for the return of a 
child to New Jersey unless the child is a member of an ADC recipient 
family. 

b. Normally such requests from out-of-State agencies are directed 
to the BCS (in accord with instructions in the American Public 
Welfare Directory). However, in the event that CWB receives such 
a request for a child who is not a member of an ADC recipient 
family, CWB shall transmit the original inquiry together with a 
summary statement of any available information to the Division of 
Inter-Agency Services, Bureau of Children's Services, P.O. Box 510, 
Trenton, N. J. 08625. C'WB is not expected to make any 'investigation 
of the facts, nor to enter into correspondence or other negotiations 
with individuals or agencies out-of-State prior to the referral to 
BCS. 

c. Refer to 2883. m. for processing procedures • 

• 3 When Child is Member of ADC Family 

a. Request _Received by BCS (Central or District Office) 

When the BCS routes to CWB a request initially received by BCS and 
determined to be for a child who is a member of an ADC. family, CWB 
shall take prompt action to evaluate the situation. If it is de­
termined that the child should return to his family CWB shall nego­
tiate directly with the referring out-of-State agency, giving 
assurance that the child will be eligible to receive ADC as soon as 
returned, and asking for details of travel plans. 
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The Individual and Public Assistance 
Social Services - Bureau of .Children's Services 

Requests to Return Unattached ChUd to New Jersey (Cont'd) 

a. (Cont'd) Appropriate adjustuent of the ADC grant shall coincide with 

[ 
the date of return, and in accordance ,;,ith 2520. ADC Insert. It will 
be expected that the out-of•State agency uill provide the cost of 
transportation. 

If CvJB determines that it is not a good social plan for the child 
to return to the ADC family, -;-;urmnary of the reasons for the deci­
sion to3ether with copies of the correspondence shall be forwarded 
to the Division for referral to BCS . 

b. CWB Receives Request 

When CWB receives the request from out-of-State regarding return of 
a child who is a member of an ADC recipient family, CWB shall promptly 
investigate the situation and follow the same procedures as in a. 
above. 

c. Division Receives Request 

In the event that the State Division receives a request to return a 
child, and it can be determined from Division files or by telephone 
clearance with a CWB that the child is a member of an ADC recipient 
family, the Division will acknowledge the request and route the cor­
respondence to CWB for processine as in a . above. 

All other requests will be referred directly to BCS. 

d. Hunicipal Director Receives Request 

The municipal welfare departments have been instructed to route all 
such requests to the State Division for disposition. 

Request to Ret~rn Runauay ADC Child 

a. In the event that CWB receives a request to return a runaway who is 
an ADC recipient child, there shall be pronpt investieation to de­
termine the suitability of a plan to return the child to his own 
home. If the plan is deemed suitable CWB will complete arrangements 
for return uith the out-of~State agency. 
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2886. 

2887. 

Request to Return Runaway ADC Child ~Cont'~·l. 

b. If return of the child to the ADC home is not considered a good 
social J?lan, CWB shall arrange an alterna.te J?lan (e.g., J?lacement 
with a relative or temporary foster home) following the same policy 
and procedure provided in 2883. e. for a child being removed from 
an ADC home. 

c. In relation to return of a child under situations described in 
a. and b. above CWB shall assume that the out-of-State agency will 
pay transportation costs. In the event that the out-of-Sta.te 
agency refuses to pay such cost CWB may apply to the District Office 
of BCS for Federal funds. BCS will require completion of their Form 
BCS 25-13, and a social history summary. If approved, the check for 
the estimated cost of transportation will be issued by the Division 
of Finance of BCS to the payee agreed upon as part of the plan for 
the return. 

d. Any such request received initially by CWB for a child who is 
~ a member of an ADC recipient family shall be referred to BCS 
in the same manner as for an "unattached child." 

[Refer to 2882.9 for details on Runaway Children] 

Referrals by BCS to CWB 

a. When BCS is referring an adult or child knmm to them through 
a program or service of that agency the referral will be made by 
telephone or personal consultation in accord with the principles 
stated in the Statement of Understanding. 

b. Certain special procedures are provided in 2115. and 2235.3 c. 
for referral of a child under Care or Guardianship to apply for DA. 

c. When referral by BCS results from a simple inquiry in a District 
Office of BCS, and it is obvious that the individual is seeking 
categorical assistance, BCS 'Will complete Form PA-14, Inter-Agency 
Referral, for the individual to present to CWB. In such referrals 
BCS will norm.ally check "No" after "Reply Requested. 11 
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.1 

The Individual and Public Assistance 
Social Se.rvices-Municipal Welfare Departments (General Assistance) 

MUNICIPAL WELFARE DEPARTMENTS (GENERAL ASSISTANCE) 

Administrative Structure 

In New Jersey the administration of General Assistance is a municipal 
responsibility. The term "municipality" includes city, borough, town­
ship, town and village. It is the legal responsibility of the municipal 
governing body to appoint a local assistance board, which in turn is 
responsible for appointing a director of welfare to be its chief execu­
tive officer in the administration of General Assistance. · 

The State Division of Public Welfare, Department of Institutions and 
Agencies, is the State agency responsible for the supervision of the 
General Assistance program, and for the administration of State Aid to 
municipalities for public assistance. 

The law provides for State Aid, under certain conditions, to reimburse a 
municipality for 75% of assistance expenditures. Municipalities receiv­
ing State Aid assume the obligation to administer General Assistance in 
accordance with the regulations and standards issued by the State Divi­
sion of Public Welfare • 

• 2 "Need" Only Eligibility Requirement in General Ass is tance 

Economic need is the only eligibility requirement for General Assistance. 
According to law every needy person residing in this State, who is not 
otherwise provided for under the laws of the State, is entitled to 
receive General Assistance • 

• 3 The Factor of Legal Settlement 

In addition to Title 44, Chapter 8 of the Revised Statutes, General 
Public Assistance Act, the administration of General Assistance is sub­
ject to Title 44, Chapter BA, Legal Settlement Law, in respect to deter­
mination of financial responsibility for each assistance case. A person's 
eligibility for General Assistance, if he is in need, is not conditioned 
on his having "legal settlement" in New Jersey or in any municipality 
thereof. "Legal settlement" is determined for two purposes: 

a. To establish whether the municipality where the client is living is 
ultimately responsible for the cost of the assistance paid to him, 
or whether another municipality is to be billed by the municipality 
serving the client; or 
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The Individual and Public Assistance 
Social Services-Municipal Welfare Departments (General Assistance) 

MUNICIPAL WELFARE. DEPARTI~iliNTS (GENERAL ASSISTANCE) (Cont'd) 

Responsibility of Municipal Director of Welfare 

The municipal director of welfare has the responsibility of exploring 
the applicant's resources and possible means of support. This includes 
inquiry into whether the applicant may be eligible or potentially eli­
gible for a form of categorical assistance. Such cases will be promptly 
referred to CWB for immediate financial assistance, if required • 

• 5 Methods for Providing General Assistance 

The local assistance board with the approval of the governing body is 
permitted to determine the method by which General Assistance shall be 
provided. Various methods are currently used by ·municipalities - cash, 
in the form of check, payable to the client for his total needs; a com­
bination of cash payment to client, and vendor payments for certain items; 
or, voucher payments (relief . orders) ti:> both clients and· vendors • 

• 6 Standards for General Assistance 

The standards established by the State Division in State-aided municLpal­
ities, and which are also issued to non-State-aided municipalities are not 
identical with the standards in the Categorical Assistance Budget Manual. 
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2891. 

.1 

,-·-

Referral by County Wellare Board to Nunicipal Welfare Department 

When to Refer for General Assistance 

It is the responsibility of CWB staff to inform categorical assistance 
clients and members of their immediate families of the availability of 
General Assistance and ,-1here and how to apply, in the follm'ling situations: 

a. During an initial interview, the person does not file an application 
because it appears that he cannot qualify for categorical assistance, 
but he states he is in economic need; 

b. An application for categorical assistance ·was filed and it has been 
determined that the applicant is not eligible, but he appears to be in 
need and is not currently receiving General Assistance; 

c. A recipient becomes ineligible for continued categorical assistance for 
some technical reason even though he continues to be in need. However, 
a recipient who becomes ineligible for categorical assistance because 
of refusal to comply ·with a program require11ent is not eligible for 
General Assistance and should not be referred to a municipal welfare 
department • 

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 categorical assistance, and are not includable in the 
client's assistance budget • 

• 2 Method of Referral 

a. Direct referrals to municipal welfare departments shall be made by use 
of Form PA-14-, Interagency Referral. A sample copy of Form PA-14 appears 
as 2700 Appendix V. The form is available on order from the Bureau of 
State Use. 

b. If the person(s) being referred is ·an applicant for or recipient of 
categorical assistance, or a member of such a client's immediate family, 
prepare Form PA-11~ in triplicate. One copy shall be given to the client 
or person to present to the municipal welfare official in the municipality 
where he is currently living; one copy shaD_ be mailed directly to the 
municipal welfare official; the third copy shall be retained for CWB 
files and follow-up control as necessary. 

[Consult Directory of local agencies issued. by State Division to identify 
appropriate municipal welfare department or other official responsible 
for welfare.] 
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~eferral by County Helfare Board to .!~_i~ipal Welfare . Department (Cont'd. ) 

.2 c. When the· _person wishing to apply for General Assistance is other than 
an applicant, recipient, or member of the immediate family, CWB shall 
instruct the person ho,;,r and where to apply for General Assistance, but 
shall not make formal referral by use of Form.- PA-14. (See 2111.1 and 
2113.1 f. for policy.) 

2892. 

2893. 

Responsibility of Municipal Welfare De,Pa:rtment Receiving Referral 

The municipal welfare department will complete the "tear sheet" portion 
of the PA-14 as appropriate to the situation and return it to CUB. 

Review by State Division of Public Welfare 

If C1'1B is in disagreement with the disposition of an application for 
General Assistance by a person referred directly to a municipal welfare 
department, and the issues are not resolved by conference between the 
agencies concerned at the local level, a written statement of the relevant 
facts may be submitted to the Division for revie"\'1 and consideration. 

2894-. Referrals to County llelfare Board from 1'-iunicipal Welfare Departments 

.1 Method of Referral 

When municipal welfare department make ref errals of clients to the county 
welfare board to apply for categorical assistance, Form PA-14 will be 
used • 

• 2 Responsibility of County llellare Board Receiving Referral 

a. Upon receipt of a referral, CWB shall complete the 11tear sheet" 
portion of the PA-111. as appropriate to the situation and return it 
to the referring municipal welfare department within ti;-Jo weeks 
(10 working days), whether or not an application for categorical 
assistance has been filed. 

L b. 1>1hen the referral results in an appli cation, CUB shall, as prom1:'~ly 
as possible, notify the municipal welfare department of the disposition 
of the application according to the provisions of 2912, Notice to 
Interested Agency. 
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DIRE.CTORY OF DISTRICT OFFICES-. ·-0?_2LD. AGE , SURVIVORS~ . AliD DISABILITY INSURANCi!: 

ATLANTIC COUNTY 
All 

BERGEli COUNTY 
Carlstadt 
East Rutherford 
Garfield 
Hasbrouck Heights 
Lodi 
Lyndhurst 
North Arlington 
Rutherford 
Wallington 
Wood-Iliclge 

Allendale 
East Paterson 
Fair Lawn 
Franklin Lakes 
Glen Rock 
Hohokus 
Mahwah 
Hidland Park 
Oakland 
Ramsey 
Ridgewood 
Saddle River 
Walcwick 
W:1ckoff 

SERVICING OFFICE 

Atlantic City 

Passaic 

Paterson 

Hackensack All Others 

BURLINGTON COUNTY 
Green Bel.Ilk Atlantic City 
Lo,;,1er Bank 
New Gretna 

Beverly 
Birmingham 
Bridgeboro 
Bro,;ms Hills 
Burlington 
Chatsworth 
Columbus 
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DIRECTORY OF DISTRICT OFFICSS OF OLD ~GE, SURVIVOl:s.S, ·· AND DISABILITY INSURANCE 

SEitVICING OFFICE 

3Dr.LINGTON COUNTY (continued) 
Cookstoun Bristol, Pa. 
Delanco 
Edgewater Park 
Evansville 
Florence 
Fort !)ix 
Hainesport 
Hartford 
JobstO'tm 
Julius town 
Levittown (Willingboro) 
Lumberton 
Hasonville 
Medford 
J:lount Holly 
New Lisbon 
Pemberton 
n.ancocas 
r iverside 
r-.oebling 
s.:iithville 
Vincentown 
Hhitesbog 
Wrightstown 

Bordentown 
Crosswicks 
Fieldsboro 

All Others 

CAHDEN COUNTY 
All 

Trenton 

Camden 

Camden 

CAPE 1.1.AY COUNTY 
All Atlantic City 

CU11BERLAND COUNTY 
All Bridgeton 
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DIRECTORY· OF -DIS.TRICT OFFICES OF OLD .. AGE , SURVIVORS', AND DISABILITY INSURANCE 

SERVICiliG OFFICE 

ESSEX COUNTY 
East Orange East Orange 
Livingston 
Orange 
West Orange 

Irvington Irvington 
I1apleuood 
Hilburn 
Newark (Zip Code 07106) 
Short Hills 
South Orange 

N~uk N~uk 
Belleville 
Nutley 

All Others Bloomfield 

GLOUCESTER COUNTY 
All Camden 

HUDSON COUNTY 
All Jersey City 

HUNTERDON COUNTY 
Baptistown 
Flemin3ton 
Frenchtown 
Lambertville 
Ringoes 
Rosemont 
Sand Brook 
Sergeantsville 
Stockton 
Three Bridges 
Treasure Island 

Trenton 

All Others 

1'.IERCEB COUNTY 
All 

Easton, Pa. 

Trenton 
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DIRECTORY OF DISTRICT OFFICES OF· OLD AGE, SURVIVOP .. S, AND DISABILITY INSURANCE 

MIDDLESEX COUNTY 
Avenel 
Barber 
Carteret 
Cliffwood Beach 
Colonia 
Fords 
Hopelawn 
Iselin 
Keasbey 
Lawrence Harbor 
Parlin 
Perth Amboy 
Fort Reading 
Sayreville 
Se,;rnren 
South Amboy 
Woodbridge 

All Others 

MONMOUTH COUNTY 
Belford 
Cliffwood 
Hazlet 
Keansburg 
Keyport 
Leonardo 
Matawan 
Middletown 
Morganville 
New Monmouth 
Port Monmouth 
Union Beach 
Wickatunk 

All Others 

MORRIS COUNTY 
All 

SERVICING OFFICE 

Perth Amboy 

New Brunswick 

Perth Amboy 

Asbury Park 

Morristown 
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PASSAIC COUNTY 
Clifton 
Great Norch 
Passaic 

All Others 

SAL~Ji COU1'J"TY 
All 

SOMERSET COUNTY 
North Plainfield 
Watchung 

Basking Ridge 
Bedminster 
Bernardsville 
Far Hills 
Gladstone 
Lyons 
Peapack 

All Others 

SUSSEX COUNTY 
All 

UNION COUNTY 
All 

WARREN COUNTY 
All 

SER VICING OFFICE 

Passaic 

Paterson 

Bridgeton 

Elizabeth 

Morristown 

New Brunswick 

Morristown 

Elizabeth 

Easton, Pa. 
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TO: 

District Manager 

REQUEST FOR FEDERAL OLD-AGE AND SURVIVORS INSURANCE 

AND FOR NONMEDICAL DISABILITY INFORMATION 
Date 

FROM: 

Social Security Administration 

The individual(s) shown (or representative payee) is unable to produce a copy of an award certificate or dis­
allowance letter from the Social Security Administration with reference to an application for benefits under Title II 
of the Social Security Act, as amended. 

It is requested that information available from your records, regarding the entitlement of the individuals listed, be 
furnished this office. The information requested is required for use in determining our claimant's eligibility. The 
information will be used only for the purpose stated and will not be disclosed to any other organization or individual, 
except in accordance with regulations or instructions of the Social Security Administration or as provided in the 
administration of the approved State Public Assistance plan. 

(Signature and Title) 

1. D Request for benefit information 2. D This Agency has in its files authorization from 
the claimant to obtain OASDI information. 
Please furnish quarters of coverage information. 

3. Wage Earner: Name 
Address 

Social Security Account No. 

4. Wage Earner's Birthdate Date of Death 

5. If the wage earner's account number if unknown, complete items A. through E . 

A. Place of Birth ·1 B. Sex I C. Race 

D. Father's Name E. Mother's Maiden Name 

6. CLAIMANT'S Name, Address, and Relationship to the wage earner. 

7. Give the wage earner's work during the last 12 months or prior period if wor k unreported. (If he worked for 
himself, write "Self-employed.") 

Work B egan Work Ended 
Name and Address of Employer 

- ----------------------------------,--M- on_t_h-1-Y- e-ar __ ,_M_ o_n_t_h_ , __ Y_e_a;r_ 

8. Did the wage earner serve in the Armed Forces of the United States after September 7, 1939? .. 

If yes, give approximate dates ------------------------------

9. Did the wage earner work in the railroad industry after 1936? 

10. If the requested information relates to a disability benefit 

□ 
Yes 

□ 
Yes 

□ 
No 

□ 
No 

give the date the disability began. - ---------------------------------

11. If this request is a follow-up or resubmittal, check the appropriate block and show the date of the prior request: 
D Follow-up D Resubmittal Date ________________ _ 

New Jersey Department of Institutions & Agencies, Division of Public Welfare, Bureau of Assistance 
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D'EPARTMENT ,OF 

HEAL TH, EDUC~Tl9N, AND WELFARE -
SOCIAL SECURITY ADMINISTRATION 

BUREAU OF OLD-AGE AND SURVIVORS INSURANCE 

Date: 
Re: 

7 

L _J 

The records of the Social Security Administration disclose the following: 

1. D Monthly Benefits Awarded 

_Name of Claimant Type of Date of Month of Monthly Lump 
Benefit Birth Entitlement Benefit Sum 

' . 

. 

, 

2. D No Application Filed 

3. D Application in Process of Development 

4. D Application Disallowed (See Below) Date 

5. D Wage Earner Not Insured 

Remarks 

Initial 
~ayment 

'. 

. . 

District Manager . 

First Check 
Due (Est.) 



' Mamlal of Administration Form PA-21 (Rev. 7/67) (SU) 

Division of Public Wtlfare 2800 Appendix III 
New Jersey Department of Institutions and Agencies, Division of Public Welfare 

REQUEST FROM PUBLIC ASSISTANCE AGENCY 
(OAA, DA, AB AND MAA PROGRAMS) 

~OCIAL SECURITY ADMINISTRATION 
.Jureau of Data Processing and Accounts 
Baltimore, Maryland, 21235 

JOB CODE 

I certify that a court order has been issued against the person identified herein to provide for the support and maintenance 
of his child or children, who are in destitute circumstances and ar,e aprplicants for or recipients of benefits payable under 
Title I, X, XIV, or XIX of the Social Security Act or under a State or local public assistance program. Enclosed is a cer­
tified copy of the order. Please furnish the person's most recent address or the address of the latest employer who reported 
wages for him. We have attempted without success to locate the person from all sources reasonably available. This infor­
mation is being requested and will be used only for the purpose of obtaining the support and maintenance ordered by the 
Court. 

NAME OF AGENCY SIGNATURE OF REQUESTER 

ADDRESS OF AGENCY TITLE 

PLEASE CHECK: 

CHILD IS APPLICANT FOR ASSISTANCE UNDER O GRANT-IN-AID PROGRAM 0 OTHER PROGRAMS 

SOCIAL SECURITY RECORDS ARE CONFIDENTIAL. UNDER THE LAW, PERSONS USING THE REQUESTED INFORMATION 
FOR PURPOSES OTHER THAN OBTAINING SUPPORT AND MAINTENANCE CAN BE PROSECUTED. 

REQUESTER: Please complete it'ems 1 through 8 below: 

1. NAME OF PERSON 2. SOCIAL SECURITY ACCOUNT NUMBER 

3. DATE OF BIRTH (Month, day, year) 4. PLACE OF BIRTH 

FATHER'S NAME 6. MOTHER' S MAIDEN NAME 

7. LAST KNOWN HOME ADDRESS 8. NAME AND ADDRESS OF LAST KNOWN EMPLOYER 

DATE OF RESIDENCE DAT E EMPLOYED 

SOCIAL SECURITY ADMINISTRATION REPORT 

ADDRESS (If AN holder is claimant) 

EIN MB & UNIT NO. NAME AND ADDRESS OF EMPLOYER 

EST. No. LAST QUARTER 

EIN IVIB & UNIT NO. NAME AND ADDRESS OF EMPLOYER 

CLERK NO. \ DATE 

Enter Name and Address of Requesting Agency 

r 

Department of Institutions 
d Agencies 

L 

Transmittal 
Letter l/:81 

7 

Page Da.te 
10/67 

J 

Replaces Page 
Dated 5/67 
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Manual of Administration 
Bureau of Assistance 2800 APPENDIX III-A 

INSTRUCTIONS FOR COMPLETION OF FORM PA-21 "REQUEST FCR NAME AND ADDRESS OF EMPLOYER 
IN ADC CASE" 

Item 1 - Show full name of the deserting parent. Use separate forms for each if more 
than one deserting parent is involved in a single ADC caseo 

Item 2 - Provide social security number of the deserting parent about whom informa­
tion is requested. 

Item 3 - Give date of birth of the deserting parent, specifying the month, day and 
year. 

Item 4 - Give place of birth, specifying city, county and State. If born out of 
U6S~A• give country and place of birth. 

It~m 5 - ~nter full name of the father of the deserting parent. This is particularly 
essential when social security account number is not ascertainable or there 
is uncertainty about the accuracy of the account number giveno 

Item 6 - Enter the maiden name of the mother of the deserting parent. This is essen­
tial for same reasons given for item 5. 

Item 7 - Show full information about last known address, gi.ving house number, street, 
city and State, or the specifics about a rural addresso :Fnter date of such 
addresso 

Social Security Administration Report - This part of the report will be completed . 
by BOASI9 The abbreviated headings, EIN, MB. & UNIT NO., EST.NO. AND LAST 
QTR. are for BOASI identification use in the process of tracing the informa­
tion on the last employer. The section, Name and Address of Employer, will 
be filled in by BOASI. There are two such sections since, in some instances, 
the deserting parent has more than one employer8 BOASI will use the section 
on Remarks to supply corrected or additional information, eog•, correct 
social security number or correct full name of the deserting parent. 

Addresses on Form - Fill in address of the appropriate BOASI District Office in the 
address block in upper left hand side of the formo Upon completion of the 
form fold so that request can be sent in a window envelope. Insert name 
and address of the county welfare board in the address block in lower left 
hand earner so the BOASI may upon entering its inforrration, fold and return 
ih .a wibdow envelope. 

Title and Date - Enter the title of the staff member who is to sign the form and 
enter the date on which the Form is completed. 

Signature - The staff member reponsible for making the request shall sign full name 
in ink. 

New Jersey Department of 
Institutions & Agencies 

Transmittal 
Letter #15 

Page Date 
8/60 
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Manual of l:..dministration 
PA-21A (7/G7) (SU) 

2800 Appendix III-B 

New Jersey Department of Institutions and Agencies, Division of Public Welfare 

REQUEST FROM PUBLIC ASSISTANCE AGENCY 
(ADC PROGRAM ONLY) 

SOCIAL SECURITY ADMINISTRATION 
BUREAU OF DATA PROCESSING AND 

ACCOUNTS 
BALTIMORE, MARYLAND 21235 

A child of the individual identified herein 
whose whereabouts are unknown is eligible 
for aid to families with dependent children. 
Please furnish the address of the latest em­
ployer who reported wages for him, if earn­
ings have been reported for a period after 
the date shown in item 7 as the date of the 
last known address. This information is not 
otherwise available and is necessary for use 
in the administration of Title IV of the So­
cial Security Act. Such information will not 
be disclosed except for this purpose. 

Signature of Requesting Individual 

(Title) (Date) 

(Name and address of agency to which information will 
be sent) 

Transmittal Letter #81 

1. -------------- --------------------- -----------
(Name of Parent) 

2. ----------------------------------------------
(Social Security Account Number) 

3. ----------------------------------------------
(Date of Birth) Month Day Year 

4. ----------------------------------------------
(Place of Birth) City County State 

5. ----------------------------------------------
(Father's Name) 

6. ----------------------------------------------
(Mother's Maiden Name) 

7. ---------------------------- - -----------------
(Last Known Address and Date of Same) 

Social Security Administration Report 

EIN M.B. & Unit No. 

Est. No. Last Qtr. 

Name and Address of Employer 

EIN M.B. & Unit No. 

Name and Address of Employer 

Remarks: 

Clerk No. -------------------- Date ___________ _ 

Page Date 10/67 
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2800 APPENDIX III-C 

REQUEST TO THE U.S. INTERNAL REVENUE SERVICE FOR 
INFORMATION CONCERNING DESERTING ADC PARENTS 

TO: Bureau of Business Services,· Division of Public Welfare 

FROM: _________ CWB 

We have used without success all sources reasonably available to us in attempting 
to locate the deserting, noncontributing parent. This parent is currently under 
court order to contribute, or a petition has been filed for an order for support 
of his or her child or children. This parent's child or children are receiving 
assistance under the ADC program. 

(1-3) Agency Code _Q_ 2_ _!_ (4-12) Social Security 
Account Number ________ _ 
of Deserting Parent 

(13-15) Project Code Number j_ _!_ .1.. (16-18) CWB No. _Q_ __ 

(19-23) Case No. ____ _ 

Name of Deserting Parent __________ _ 
Last Name First Name MI 

Name of Recipient 
Last Name First Name MI 

Date __________ _ Signature ________________ _ 

New Jersey Department of Institutions and Agencies - Division of Public Welfare 

T·ransmittal 
Letter 1fal01 

Page Date 
6/69 



PA-21B (Reverse) 

INSTRUCTIONS 

Form PA-21B is to be used by the county welfare. boards to secure the assistance of 
the U.S. Internal Revenue Service in locating deserting ADC parents. This form will 
be used only: (1) when all reasonable efforts to locate the deserting parents have 
failed; (2) when there is an outstanding court order for support on which payment 
is not being made, or a petition for such an order has been filed; and (3) when the 
child or children are receiving Assistance for Dependent Children. For a discussion 
of the policy relating to this procedure, see Manual of Administration 2829. 

Two copies of this form are needed. One copy is to be mailed daily to the Bureau of 
Business Services. The other copy is to be used as a tickler which will be set two 
months from the date of mailing. When the information is received from the State 
Bureau regarding the deserting parent, the tickler copy of Form PA-21B and the in­
formation shall be filed in the case record. 

( 1- 3) Agency Code: The code number assigned to New Jersey is pre-printed on the 
form. 

( 4-12) Social Security Account Number: Enter the social security account number 
of the deserting parent. 

(13-15) Project Code: 

(16-18) CWB No: 

CWB Numbers 
001 Atlantic 
002 Bergen 
003 Burlington 
004 Camden 
005 Cape May 
006 Cumberland 
007 Essex 

(19-23) Case Number: 

The project code assigned by IRS is pre-printed on the form. 

008 Gloucester 015 Ocean 
009 Hudson 016 Passaic 
010 Hunterdon 017 Salem 
011 Mercer 018 Somerset 
012 l1iddlesex 019 Sussex 
013 l1onmouth 020 Union 
014 Horris 021 Warren 

Enter the number assigned to the case. Omit county and pro­
gram designation. Precede the number by zeros, if necessary, 
to complete 5 digit number. For example!~ 1 !!. would be 
entered as Q l 11 !!_. 

The County Welfare Board Director or his duly authorized representative will sign 
and date the form before it is mailed to the Bureau of Business Services. 



! 

MANUAL OF ADMINISTRATION 
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2800 APPENDIX IV 
RECORD OF CLASSIFICATION AND SERVICES FOR RECIPIENT CASES FORM PA-22 (REv. 11/68) 

TRANSMITTAL LETTER #95 
PAGE DATE 1/69 REPLACES PAGE DATED 10/67 

Case Name Case Number (s) _ _ 

Date Case Opened --------------- - ------------
Classification: Defined Social Problem(s) Identified? □ Yes (Date) □ No (Date) 

Number of Eligible Children in Family _____ ____ 

Social Study Completed (Date) Reclassification: Defined Social Problem(s) Identified? □ Yes (Date) □ No (Date) 
----------------

Date Case Closed - --------------------------- Reclassification: Defined Social Problem(s) Identified? □ Yes (Date) □ No (Date) 

Date Fiscal Year Defined Social Services Provided (Check Month) 
MAJOR PROBLEM AREAS Problem ··--

Identified July A ug Sept Oct Novi Dec Jan Feb Mar Apr May June 

I ·-------
A. Families and Children in ADC 

Unmarried Parents and Their Children with Specified Problems 
·- -- -- -- -------

Families Disrupted by Desertion or Impending Desertion 

Families with Adults or Older Youths with Potentials for Self-Support 
I 

---1--~ 
Children in Need of Protection 

Children with Special Problems 

Families with Serious Problems in Family Functioning 

Families with Problems in Money Management I -
Families Disrupted by Absence of Parent for Reasons other than Desertion 

'----· -
B. OAA, DA, AB, MAA, and ADULTS in ADC 

I Aged and Disabled Individuals in Need of Protection 
! 

Aged and Disabled Individuals Requirir.g Services to Remain in or 

! Return to Their Own omes or Communities 
i 

Blind and Other Disabled Individuals with Potentials for Self-Support in I 

Whole or in Part : I 
. . 

Adults with Potentials for Self-Care ! I I 
Adults Who Are Isolated or Estranged from Family i 

! 
C. Social Study 

I Social Study (Chec•k Month study is completed) I I 

I I I I i 
I I I 

j Caseworker's Name (INSTRUCTIONS ON REVERSE SIDE) 

CP New Jersey Department of Institutions and Agencies, Division of Public Welfare 



FORM PA-22 (REV. 11 /68) 

RECORD OF CLASSIFICATION AND SERVICES FOR RECIPIENT CASES 

INSTRUCTIONS 

1. Prepare a form for each public assistance case in accordance with Manual of Administration 2809. Fill in the iden­
tifying information as to case name, case number, date of opening and, for ADC cases, the number of eligible chil­
dren in the family. 

2. Enter the date opposite "Social Study Completed." Completion of a social study may be counted as the provision 
of a defined social service AND ENTERED UNDER ITEM C. Soc IAL STUDY. 

3. Under "Classification," indicate whether a defined soda I problem(s) has or has not been identified and the date of 
such determination. The terms, "Classification" and "Re classification," as used here, refer only to the determination 
of whether or not a defined social problem(s) has been identified in a particular case. The reclassification item will 
be used only when a particular case changes to or from a "defined social problem identified" classification. Prob­
lems related to the determination of eligibility and providing of financial assistance are not to be considered defined 
social problems. 

4. For each case classified as having a defined social problem, enter date (in column headed "Date Problem Identified") 
opposite the major problem area applicable in a given situation. (See Manual of Administration 2806. Pgs. 1-12). 

5. Problems will be identified during the social study process initially and on a continuing basis. AB they are so iden­
tified, enter date after the major problem area which is applicable. If the problem area identified pertains to a case 
which has not been classified as "defined social problem(s) identified," the status will be changed accordingly. 

6. The caseworker will check (x) the month in which a service is provided. Each check mark must be supported by 
an appropriate entry in the case record giving the nature and purpose of the service. The letters "DS" will be 
entered in the margin of the case record next to the description of the service(s) provided. No recipient case 
should be reported as having rKeived a defined service unless and until a soc,ial study has been completed for 
such case. 

7. Although a case may be claimecl for purposes of Federal participation when one service is provided during a 
quarter, all defined services provided during a particular quarter should be entered in order to serve the other 
purposes of the form. 

8. While the redetermination process includes a review of the social service needs of a case, with updating of the 
social study, such review is not automatically countable as a provision of defined services. If, in the course of the 
redetermination, a problem is identified and a defiined social service is provided, this action will be recorded and 

,counted on the PA-22 as indicated above. 



2800 APPEND IX IV-A 
FORM PA-22B {REV. 11/68) 

MANUAL OF ADMINISTRATION 
DIVISION OF PUBLIC WELFARE 

RECORD OF SERVICES FOR APPLICANT CASES (INTAKE)TRANSMITTAL LETTER #95 
PAGE DATE i/69 REPLACES PAGE DATED 10/67 

Case Name Case Number(s) 
Last First M.I. 

Date of Application Date of Disposition 

Number of Eligible Children in Family (ADC Only) Disposition Action (Circle One): 

Approved Denied Withdrawn Dismissed 

SERVICE ACTIVITY Fiscal Year Services Provided (Check Month) 
July Aug Sept Oct Nov Dec Jan Feb Mar Apr May June 

A. Services Provided 
1. Referral 

2. Short Term Service 

3. Other Defined Service 

B. Objective of Service Provided 
1. Educi'ltional or Vocational Training 

2. Health Care 

3. Improved Financial Functioning 

4. Maintaining Family Life & Improving Family Functioning 

5. Maintaining or Improving Social Relationships, and 
Participation in Community Life 

---
6. Maintaining Home 

7. Proi'eotion of Children 

8. Protective Service for Adults 

9. Returning Persons to Home or Community From 
Institutional Care 

0. Self-Care Services 

x. Self-Support Services 

Y. Other 
-- --

Caseworker's Name (INSTRUCTIONS ON REVERSE SIDE) 

CP New Jersey Department of Institutions & Agencies, Division of Public Welfare , 



RECORD OF SERVICES FOR APPLICANT CASES (INTAKE) 

INSTRUCTIONS 

FORM PA-22B (REV. 11/68) 

1. Prepare a form for each applicant case in accordance with Manual of Administration 2803.?.c and 
2809.2. Fill in identifying information in heading. 

2. Whenever a service is provided during the application process, enter a check (x) under Section A in 

the month in which the service is provided on the line which identifies the appropriate area of service. 

3. Under Section B enter a check (x) opposite the appropriate objective(s) toward which the service is 
directed. A particular service may have more than one objective. For example, a referral may have 
both health and self-support objectives. Similarly, several services may be provided with only one 

objective, such as protection of children. 

4. Each check mark entered under Section A will be supported by an appropriate entry in the case record. 
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PURPOSE 

AGREEMENT OF COOPERATION 
between 

The ··New Jersey Rehabilitation Commission, 
Department of Labor and Industry 

and 
The Division of Public Welfare, 

Department of Institutions and Agencies 

It shall be the joint and common purpose of the two agencies to work together to im­
prove and coordinate the services within the function of each agency to the end that 
all needy, disabled and handi.capped residents of the State shall be afforded the op­
portunity to reach the highest possible level of self-dependence through the cure, 
correction or a~elioration of their disabling conditions. 

In order to achieve this common purpose the New Jersey Rehabilitation Commission and 
the Division of Public Welfare agree to: 

1. Clearly identify the specific responsibilities of each agency 
in respect to providing to eligible persons maintenance costs, 

[ social and related services, so that there is at all times 
a mutual understanding in planning for the utilization of ser­
vices for the individual clients, and in order that there shall 
be no duplication of the assistance, goods or services to be 
provided. 

2. Mutually recognize and give full consideration to the standards 
established by each agency for the determination of economic 
need of clients, and each agency to make copies of such standards 
available to the other. 

3. Jointly develop procedures for inter-agency referral and follow-up 
of clients applying for assistance or services. 

4. Provide for the initial and continuing exchange of information per­
tinent to the planning for and progress of an individual client, 
through written reports, exchaage of case record material, in­
cluding all medical reports, and joint case conferences between 
agency staffs (i.e. appropriate public welfare agency and district 
office of Commission.) 

5. Develop and carry out plans for joint staff training to equip 
staff with knowledge and increased understanding of the functions, 
policy and procedures of the two agencies in achieving the common 
goal of rehabilitation of disabled , rteedy persons. 

.New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter 4fa123 

Page Date 
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Replaces Page 
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6. Protect the rights of the individual clients and the mutual 
interest of the respective agencies by adherence to the prin­
ciple of confidentiality of information by: 

a~ Securing the written consent of the client prior to 
the release of any information for publication, and 

b. Review and approval by both agencies of any publicity 
releases, involving identification of clients known 
to both agencies, or the funct .ions and operations of 
the other agency in relation to identified clients, 
prior to release for publication. 

7. Advise and confer with each other wh£n contemplated or accom­
plished changes in the policy, procedure or laws governing the 
respective programs have direct or indirect bearing on the pro-· 
vision of assistance or services to disabled needy persons, or 
on the eligibility of persons for the services of either agency. 

8. The designation by each agency of one or more State staff 
member(s) who shall be responsible for maintaining a close 
working relationship between the two agencies; who shall have 
responsibility for the continuing review and evaluation of the 
effectiveness of the operation o1 tbla cocperative agreement. 

AGENCY FUNCTIONS - GENERAL UNDERSTANDING 

Rehabilitation Commission 

By law the Rehabilitation Commission is responsible for pro"1iding vocational rehab­
ilitatio.n services to any physically or mentally handicapped . individual, excepting 

tblind persons under the care of the State Commission for the Blind and Visually 
I~paired, the deaf persons under the care of the Marie H. Katzenbach School for the 
Deaf, and persons who, .in the judgment of the Comcission, are not feasible for 
vocat.:iorial rehabilitation services. The law defines a ''handicapped individual" as 

" •••• any individual who is under a physical or mental disability 
which constitutes a substantial handicap _to employment, but which 
is of such a nature that vocational rehabilitation services may 
reasonably be expected to render him fit to engage in a gainful 
occupation, including a gainful occupation which is more consistent 
with his capacities and abilities." 

"'Handicapped individual' also means any individual who has a physical 
or mental disability which constitutes a substantial handicap to em­
ployment for whom vocational rehabilitation services are necessary 
for purposes of the determination of a rehabilitation potential." 

New Jersey Department of 
Institutions and Agencies 

Tra11smittal 
Letter 11123 

Page Date 
6 /72 

Replaces Page 
Dated 7/67 
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" •••• employment in the competitive market; practice of a profession; 
self-employment, homemaking; farm or family work (including work for 
which payment is in kind rather than in cash); sheltered employment; 
and home industries or other gainful homebound work." 

The law authorizes the Commission "To cooperate with and utilize the services of 
the State agency or agencies administering the State's Public Assistance program ••• 
and other public and private agencies providing services related to vocational 
rehabilitation. • •••• " 

The Commission is responsible for determination of the eligibility of persons for 
vocational rehabilitation and of the nature and scope of the rehabilitation ser­
vices to be provided; and such responsibility will not be delegated to any other 
agency or individual not of the Commissioner's staff. 

Division of Public Welfare 

he Division of Public Welfare has been designated as the Departmental unit charged 
with the administrative supervision of the several public assistance programs, in­
cluding Old Age Assistance, Disability Ass:i.stance, Medical Assistance for the Aged, 
ssistance for the Blind, Assistance for Dependent Children, Assistance to Families 

of the vJorking Poor, Cuban Refugee Assistance, General Assistance, and other public 
ssistance programs and services related thereto, the varied programs referred to 

collectively as Child Welfare Services and the varied services provided by the 
Commission for the Blind and Visually Impaired for the blind and near blind persons. 

The Division of Public Welfa~e is responsible for seeing that the State, county 
and municipal units which administer the several programs , provide assistance and 
service with respect to related problems to all eligible persons on an equitable 
basis. Implic it in these responsibilities is a duty to assist persons to obtain 
services not within the scope of the public welfare agency p~ograms from other 
resources and facilities available to the community. 

The Division of Public Welfare, through its administering units, is responsible for 
the determination of the elie;ibility of persons for public assistance and welfare 
services; and such responsibility will not be delegated to any other agency or in­
dividual not of the staffs of the Division of Welfare or its administering units. 

CLIENTS RIGHT OF APPEAL AND HEAR ING 

Rehabilitation Commission 

By law any individual applying for or receiving vocational rehabilitation services 
who is aggrieved by any action or inaction of the Commission is entitled to a hear­
ing by the Commission in accordance with regulations established by the Commission. 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
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The laws governing Old Age Assistance, ... Disability Assistance, Assistance for the 
Blind, Assistance for Dependent Childr'cri, Medical Asslstance for the Aged and 
Assistance to Families of the .Working Poor, provide that · any applicant for or 
recipient of assistance who is 9issatisfied with the decision made by or the 
inaction of the administering agepcy ha·s the right of appeal and fair hearing. 
Spec'ific regulations . have been established to carry out . the Department's re-
sponsibility in this area. · · · · 

In General Assistance, State regulations charge the local assistance boards with 
responsibility for review and action on wrfttencomplaints submitted to them by 
dis$atisfied appiicants and recipients • 

. . . . . . . . . . . . . . . . . . .. . " .................. . 
The New Jersey Rehabilitation Commission and the Division of Public Welfare, 
Department of Institutions and Agencies, having revised this agreement and the 
necessary supplementary instructions covering operati.onal details of policy and 
procedure filed as part of the original agreement executed June 1956, and such 
revision having been mutually ag,:eed upon and approved, are filed as part of this 
agreement. 

It is further agreed by the New Jersey Rehabilitation Commission and the Division 
of Public Weifare, Department of Institutions and Agencies, that this cooperative 
agreement and any jointly developed or mutually agreed upon written instructions 
on specific policy and procedure, are subj ect to joint review for revision or 
amendment upon the request of either agency. 

Date: February 15, 1972 

March 15, 1972 

New Jersey Department of 
Institutions and Agencies 

S/ Arthur J. Sinclair 
Arthur J. Sinclair 
Director, Rehabilitation Commission 
New .Jersey Department of Labor and· 

Industry· 

S/ Irving J. Engelman 
Irving J. Engelman 
Director, Division· of Public Welfare 
New Jersey Department of Institutions 
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Supplementary Statement to Agreement of Cooperation Between 
New Jersey Rehabilitation Commission and the Division of Public Welfare 

~LE OF CON'fENTS 

Introduction 

Definition of Terms 

Provisions to Assure No Duplication of Assistance and Services 

Determination of Economic Need 

Allocation of Responsibility for Costs 

Responsibility for Costs (Other than Medical) 

Responsibility for Medical Care Costs 

Referral Procedures 

Public Assistance Referrals to Commission 

Interpretation to Client 
Method to Referral (Form PA-13) 
Where to Refer 
Source of Referral to Commission by Program 

General Assistance 
Programs of Bureau of Children's Services 
Disability Assistance 
Assistance for Dependent Children 
Old Age Assistance 

Acknowledgement of Referrals by Commission; Application 

Commission Referrals to Public Welfare Agencies 

Acknowledgement of Referrals by Public Welfare Agencies 

Follow-up and Exchange of Information 

Agency Relationships Following Referral to Commission 

Counselor-Agency Consultation 

Notification and Reports 

Comrnission to Public Welfare Agency 
Welfare Agency to Commission 
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Supplementary Statement 
to 

AGREEMENT OF COOPERATION 
between 

The New Jersey Rehabilitation Commission, 
Department of Labor and Industry 

and 
The Division of Public Welfare, 

Department of Institutions and Agencies 

INTRODUCTION 

The common objective of vocational rehabilitation and public welfare is to help dis­
abled clients to reach the highest possible level of self-help and economic indepen­
dence# By working together, public welfare and rehabilitation agencies can increase 
their effectiveness in serving clients . 

The effectiveness of inter--agency cooperation depends largely on the people Hho do 
the agencies' work . To work together constructively they must know each other, must 
have general knowledge of the basic functions of the respective agencies, and must 
have instructions regarding the policy and procedures agreed upon by the several 
agencies to correlate assistance 2nd services. 

This statement sets forth the operational detail of policy and procedure necessary 
to provide effective joint service to needy disabled clients in fulfillment of the 
terms of the Agreement of Cooperation, and shall be mandatory upon the several 
aeencies. 

DEFINITION OF TERMS 

As used in this Statement the following terms shall be understood to mean: 

[ 

Commission - The New Jersey Rehabilitation Commission 

Counselor - A Rehabilitation Counselor of the Commission 

Public Welfare Agency - County Welfare Boards, District Offices of 
the Bureau of Children's Services, dunicipal Welfare Departments 

Staff llember - Any official representative of a public welfare agency 
who has knowledge of the client and direct or indirect responsibility 
for the case; e . g ... , caseworker, supervisor, deputy director or welfare 
director in any county welfare boa~d, district office of the Bureau of 
Children's Services, or rnuaicipal uelfare department. 

Public Assistance - Old Age Assistance (OAA), Disability Assistance (DA), 
Medical Assistance for the Aged (HAA), Assistance for the Blind (AB), 
Assistance for Dependent Children (ADC), Assistance to Families of the 
Working Poor (AFWP), Cuban Refugee Assistance (CRA), and General Assist­
·ance (GA) .. 

New Jersey Department of 
Institutions and Agencies 
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Scpp1er:ientary Statement to Agree!nent of Cooperatio,n (Cont'd) 

Client - A general term referring to an applicant fo r or recip ient of 
economic assistance or services from a public welfare agency or the 
,, . . 
v Om...'n1S s ion 

Ao PROVISIONS TO ASSURE NO DUPLICATION OF ASSISTANCE Af-ID SERVICES 

In order to assure that there shall be no duplication of funds, goods or services 
in providing for the maintenance and medical care needs of public welfare clients 
who are accepted for rehabilitation services by the Commission, it shall be under­
stood that: 

r 
' ! ..... 

1. Dete~mination of Economic Need 

Eligibility for public welfare assistance or services in respect 
to economic need will be determined by the standards provided in 

· the -Financial As.sistance Manual of the Division of Public Welfare 
for applicants for and recipients of Old Age Assistance, Disability 
Assistance, Assistance for Dependent Children, Assistance for the 
Blind, Medical Assistance for the Aged, Assistance to Fa□ilies of 
. t he vJorl:ing Poor, and Cuban J.efur;ee Assistance; by regulations of 
the Bureau of Children's Services in the Protective Services, 
GuardiansM.p or Care prog~ams, and by Municipal Aid Regulations 
of the Division of Public Welfare for applicants for and recipi­
ents of General Assistance. 

Determination that an i ndividual, ,;Jho is accepted for reha.0ilita­
tion services by the Co mmission, is eligible to have the costs 
of such ser;,,ric~s defrayed by the Cor.1mission shall be based on 
Part III, Chapter 1, Section 5 (A), 11 Economic Need"of the Mat.ual, 
"Policies and Procedures - N~,;,1 Jer3ey D.ehabilitation Commissi0n." 

~o Allocation of Responsibility for Costs 

The allocation of responsibility for costs as between the Commis­
sion and the public welfare agency sl-iall be based on the follow­
ing general principles: 

Public welfare will provide funds for basic essentials 
of living to persons Hho qualify under State standards 
as defined by the Department of Institutions and Agencie 3 , 
and the Rehabilitation Commis3ion will provide, through 
their own agency or cooperative agreement wi th other 
agencies, for all other costs essential to the rehabilita­
tion plan of individuals under Ste.te rehabilitation policies. 

It is necessary, however, to partic~larize responsibility in relation 
to certain specific situations and condition~. 
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A. Welfare Client Continues to Live in Customary Shelter Arrangement 

When a welfare c lient continues to live in his customary shelter 
arrangement (i.e., own or rented home, with relatives, or in a 
boarding home arrangement) while receiving rehabilitation services 
from the Commission, responsibility for costs shall be as follows: 

1) The public welfare agency shall provide . for all items 
of maintenance (basic requirements) for which the client 
is eligible by a2ency standards, and any authorized 
special service needs (FAM 410) not directly resulting 
from the costs of rehabilitation services. 

2) When a client must leave his home to go to treatment 
or training facilities, medical or vocational examina­
tions, counseling interviews, etc., the Commission 
shall be responsible for any transportation costs and 
any other special requirements that arise because of 
the nature of the rehabilitation program for the par­
ticular client (e.g., restaurant meals while attending 
school or training center). 

B. Client Placed in Institutional Facility by Commission 

When , as part of the rehabilitation program, the Commission 
arranges for the client to be an inpatient or resident trainee 
in a medical or special rehabilitation facility for treatment 
and/or training, 

1) The Commission shall be responsible, whether through 
its own services or through cooperative arrangements 
with other a6encies, for all costs of client's board, 
care, medical services and training, an'1 any neces­
sary transporta tion costs to the facility upon admis­
sion and from the facility upon discharge. 

2) The public we lfare a gency shall provide for personal 
incidentals, c l othing , and any other authorized 
special service needs (FAM lfl0) for which the client 
is eligible under Agency regulations while living 
away from his customary home for a temporary period. 

C. Mutual Determination of Responsibility Necessary 

In respect to the situations described in A and B, the in­
dividual responsibilities of the two agencies concerned 
must be mutually determined in each case because of the 
variety of arrangements which will occur. Clients may 
have special needs in certain circumstances in which 
agency responsibility must be specifica lly determined• 
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C. Mutual Detennination of Responsibil ity Necessary (Cont'd) 

A written statement covering the determination of re­
sponsibility for all basic and special needs shall be 
prepared by each agency and filed in the case record. 

Any changes in the plan of responsibility should be 
promptly reported to and discussed with the other agency 
or agencies concerned. 

4. RESPONSIBILITY FOR MEDICAL CARE COSTS 

a.-. ·Diagnosis and Physical Restoration 

The Commission shall be responsible for all costs related 
to medical and vocational evaluation incident to deter­
mination of eligibility for vocational rehabilitation, 
and all indicated physical restorative measures includ­
ing medical treatment, prosthetics, appliances, etc., in 
accordance with regulations of the Commission .. 

It is understood that in dischar ging such responsibility 
the Commission will rely on and take into account the 
extent to which such costs m2y be indemnified by the 
Medicaid program or other health insurance programs for 
which the individual has eligibility. 

b. Temporary and Acute Illness or Condition 

When, subsequent to acceptance for rehabilitation services, 
a client becomes ill or develops a condition requiring 
medical care in addition to the services necessary to the 
rehabilitation program, the Commission shall evaluate the 
effect of the illness on client's rehabilitation program. 
If the Commission decides that the illness or condition is 
transitory and that the program may be continued, then re­
sponsibility for the additional medical care shall be as­
sumed as follows: 

1) When the public welfare agency is making allowances 
for any maintenance needs, then the costs of the 
temporary illness or condition shall be met in 
accordance with such client's eligibility under 
the Medicaid program, 
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[ 2) When the Hunicipal Welfare Department is making 
allowances for maintenance needs through the General 
Assistance program, then the costs of the temporary 
illness or condition may be met by that agency. 

3) If the client requires· such care for more than 30 
days the Commission shal l reevaluate the situation 
and decide whether 

a) The client should continue in active status 
on the rehabil itation program or 

b) The program should be temporarily suspended 
and the public welfare agency requested to 
assume total responsibility during conval­
escence of the client, or 

c) The rehabilitation nervices should be ter­
minated and the case closed. 

c. Mutual De.te .• p.:iination of R~sponsibilit:( Necessary 

The agencies concern~d should confer as frequently as necessary 
and commit to writing the plan of respective responsibility for 
medical care costs both initially and when need for additional 
costs ari.se. 

B. REFERRAL PROCEDURES 

1) Public Welfare Referrals to Commission 

a. Interpretation to Client 

Whenever it appears to a public welfa e agency that a client 
may be eligible for r ehabilitation services and that referral 
should be made, the plan shall be discussed with the client 
prior to referral. He shall be informed in eeneral terms of 
the oppor tunit j_es offered through the Commission. 

The public welfare agency has a responsibility to help the 
client understand and react positively to referral, and to 
assist him as necessary in follow ... up arrangements. Careful 
preparation of the client is of major importance in relation 
to his motivation to do something constructive about his prob­
lem. It is particularly important when the client is seriously 
disabled on has become discouraged after a long period of in­
capacitation. 
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The client shall be given the Commission's information 
pamphlet(s) as part of his preparation for the referral. 
Welfare agencies shall obtain a stock supply of these 
pamphlets from the Commission. 

b. Method of neferral (Form PA-13) 

All referrals of public uelfare clients to the Commission 
shall be made by use of Form PA-13 - Referral for Rehabilita­
tion Services, accompanied by completed Form SR-5, Application 
for Vocational Rehabilitation. 

The PA-13 form is available on order f~om the Bureau of State 
Use. The SR-5 form is available from the local offices of the 
Commission. 

Samples of both forms are attached. 

c. Where to Refe~ 

Form PAwl3 shall be sent to the District Office of the Commission 
serving the area in which the client lives. (See Directory 
attached.) 

d,. Source of Referrals to Ccnmission by Progr am 

In Reneral, the public uelfare agency currently providing assist­
ance or services will be responsible for referrals to the Co w.mis­
sion. It is necessary, however, to specifically allocate respon­
sibility to cover situat i ons uh2re the client is known concurrently 
to more than one public welfare agency~ The following procedures 
shall be observed: 

1) General Assistance 

The municipal welfare departments i:-15.11 be responsible 
for r eferral of disabled GA clients to the Commission 
for consideration of eligibility for rehabilitation 
.ser vices unless the clier-t has been or is being re­
ferred to the county welfare board to apply for assist­
ance. 

2) Programs of the Bureau of Children's Services 

Jeu Jersey Department of 
Institutions and Agencies 

The Bureau of Children's Services will refer to the 
Commission, disabled child~en who are under protec­
tive services, cc:.re or guardianship programs and who 
may be eligible for services from the Commission. 
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[ 

Referral to the Commi. ssion shall be made :-egardless 
of uhether the child has been known to the Crippled 
Children's Program, which may have r.1ade an earlier 
referral, in order that the Rehabilitation Commission 
will have current information regarding the status of 
the case with the Bureau of Children's Services and 
access to existing records. 

3) Disability Assistance 

a) The county welfare boards shall be =espon­
sible for referral of appropriate applicants 
for or recipients of Disability Assistance 
regardless of whether DA is granted, denied 
or the application uithdra,;,m. 

b) In any case in which an appli.cant being 
referred to the Commission is one who had 
been refe r red to a county welfare board for 
DA by another public welfare agency, the 
county welfare board shall transmit a copy 
of Form PA-13 to such agency as notice of 
the referral to the Commiss .:on . 

c) E:rplanation cf Sounty Welfare Board Procedur e 

In DA applicat i ons the county welfare board 
must (in add ition to establishing need, resi­
dence, etc.) submit to the Division of Public 
Tielfare, Bureau of Medical Affairs, medical 
and social information for determination that 
the applicant is permanently and totally dis­
abled. The Bureau of Medical Affairs makes 
this determi nation, makes recommendat i ons re­
garding medical car e, social problems, and for 
referrals to the Rehabilitation Commission and 
other community resources. 

The find ·.nes and recommendations of the Bureau 
of Hedical Af fairs must be received by the 
county ·welfare board before official action is 
taken to erant or deny DA (except for situation 
described in e . below). 
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There. may be an occ3.sional case in which the 
county welfare board questions the advisability 
of referTal for rehabilitation services when 
recommended by the Bureau of Medical Affairs. 
Hhen this occurs the welfare board will consult 
the Bureau of Medical Affairs prior to refer­
ral. Conversely, if this Bureau has not recom­
mended referral for rehabilitation services for 
a client, the county welfare board may itself 
decide that referral is in order on the basis 
of staff opinion . 

d) Cases Reviewed by Bureau of Medical Affairs 

In making referrals to the Commission the 
county welfare board shall indicate on Form 
PA-13 under MAJOR DISABILITY whether the case 
has been "approved" or "disapproved" by the 
Bureau of Medical Affairs. 

e) Cases Not Reviewed by Bureau of Hedical Affairs 

There will be some persons applying for DA whom 
the county welfare board wishes to refer for 
consideration for rehabilitation services ·whose 
applications have not been submitted to t he 
Bureau of Medical Affairs. Such referrals will 
be limited to applications which are withdrawn, 
or in ·which it has been determined that the 
client is ineligible for reasons other than the 
disability factor (e.g., not in economic need, 
etc.) prior to submission of the record to the 
State Bureau. 

In any such case the county welfare board shall 
note on the reverse of Form PA-13 that the dis­
ability factor has not been evaluated by t he 
Bureau of Hedical Affairs, and the reason for 
the withdrawal or denial of the application. 

4) Ass i stance for Dependent Children 

New Jersey Department of 
Institutions and Agencies 

a) The county welfare bo4rds will be responsible 
for referral of incapacitated parent(s) 
(father and/or mother). 
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If the parent is already receiving any type of 
Federal Disabil i ty Benefits , Disability Assistance, 
or Bl ind Assistance, this is considered conclus ive 
evidence that "incapacity" exists. In all othe:­
applications in ·t;-.1hich eligibility for ADC is based 
on the incapacity of a parent, the county welfare 
board is required to submit medical and social in­
~ormation to the Bureau of lfudical Affairs for 
determination that the parent is incapacitated. 
The same procedures are followed as in Disability 
Assistance .. 

b} The county welfare boards will consider for referral 
a disabled child who may be el igible for services 
from the Commission. Eligibility for rehabilitation 
services should be considered on the basis of avail­
able medical evidence and plans made in advance for 
early referral in order to avoid unnecessary delay 
and assure continuity of service. 

5) Old Age Assistance 

The county welfare boards wi:!.l refer to the Commission cert 2. in 
CAA, or l-L.--'\A clients who appear to have potentiality for rehab­
ilitation, or uho have previously been l~nolm to the Commission 
and need further service, or who it is believed should be 
~ecommended for service. 

2 . Acknowledgement of Refe:r rals by Coni.mis~ion; Application 

Upon receipt of Form PA-13 the Com:nission will complete the acknowledgment 
section, detach and return it to the referrin~ a3ency. 

[ The District Supervisor or his designee shall have the referral recorded 
and an application will be secured fro:a the r eferred person by mail or 
home visit. Upon failure of the client to return a mailed application 
within the time specified the counselor l7ill inform the appropriate public 

[ welfare staff member and request fol loH-up, !:eepinc the referral in pend­
ing status. 

3. Com:.11ission Refer rals to Pu.:,lic Wclfe.re Af~encies 

There will be instances in which disabled persons will apply to the Com ... 
mission direct, or be referred by agencies or institutions other than 
publ ic welfare agencies, a;.1d appear to be in need of public assistance 
or welfare services. 
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Re~errals by the Commission to public welfare agencies shall 
be ma~e by use of Form PA-14, Inter-Agency Referral. (See 
sample attached . Available on order from the Bureau of State 
Use) 

b . Referrals to County Welfare Boards 

If the person appears to be in need of funds for maintenance for 
himself and/or his dependents and appears to be eligible for a 
form of public assistance administered by the CvJB there shall be 
a referral for the appropriate public assistance program. The 
person shall be instructed how to apply to the appropriate aeency. 

c. Referral for General Assistance 

If the person appears to be in need of funds for maintenance for 
himself and/or spouse (no minor children at home) and there does 
not appear to be any possibility whatever of elieibility for any 
forr.i of financial assistance from the CWB, he shall be instructed 
how to apply to a munici.pal welfare department for General Assist­
ance . 

d. Referral for Child W2lfare Services 

In the event that the person applyinz to the Commission appears 
to be in need of welfare services for minor children in his or 
her care, but does not appear to be eligible for Assistance for 

[ Dependent Children or Assistance to Families of the Workinr; Poor, 
referral shall be made to the appropriate District Office of the 
Bureau of Children's Services by use of the PA- 14. 

4. Ackno,·1ledg,ment of Referrals by Public Uelfare A::;encies 

Upon receipt of Form PA-14 from the Commission, the public welfare 
agency shall note whether the client plans to come to the office or 
Hhethex a plan should be made to visit him at home. 

If the client does not conm.unicate with the A3ency by the indicated 
date, the tear sheet po~tion of Form PA-14 shall be completed as appro­
priate and returned to the District Office of the Commission which sent 
the referral . 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter :/fl23 

Paee Date 
6 /72 

Replaces Page 
Dated 7/67 



Manual of Administration 
Division of Public Welfare 

'2GOO APPEJ.\1D IX V-A 
Page 11 

Supplementary Statement to Agreement of Cooperation (Cont'd) 

If the client is to be seen at home, the tear sheet shall not be com­
pleted until .after the ·interview. 

If there is insufficient space to record the necessary explanation of 
status of application, the reverse of tear sheet may be used. 

C. FOLLOW- UP AND EXCHANGE OF INFORMATION 

Introductory Statement 

When an individual is a client of two er mo!'e agencies, the staff members who 
work with him must work together . Unless they know each other's plans, their 
individual efforts may be wasted or they may even 'wor4~ at cross purposes. 
There must be free sharing of _·, information and joint plannine to spare the client 
unnecessary repetition, to reduce .duplication of age·ncy work , and to prevent un­
ne~essary expenditures of agency funds and time in securing data already avail­
able i14 Agency records. There must be prompt and ·consistent follow-up by the 
agencies throughout the rehabilitation per iod to foster and maintain the client's 
confidence in the program and in himself; and to prevent further aggravation of 
his disabilities. 

L Agency Relationships follo --;i£f'1-&E~.!!fl}_,to_ Commission 

A • .. General E,cplanation 

Follovring reg:!.stration and acknowledgment of a referral from a 
public welfar e agency on PA-13 and assignment to a Rehabilit•a­
tion Counselor, the Commission's workins relationship will be 
with the agency which is c;urrently providing assistance or ser­
vices to the client. The Counselor will, of course, wish to 
consult any agency which has known the client and has informa­
tion which will be pertinent to the application for rehabilita­
tion services. 

However, there will be frequent instances in which the client 
is receiving assistance or services from one agency while his 
application is pending determination of eligibility for another 
assistance program. For example: 

A recipient of General Assistance has been referred to 
the county welfare board for Disability Assistance, 
which in turn r efers tne client to the Commission sub­
sequent to evaluation by the Bureau of Medical Affairs 
but prior to granting Disability Assistance because 
other aspects of eligibility have not been fully deter­
mined. 
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In this situation the Counselor will need to work with and 
secure information from both the municipal welfare department 
and the county welfare board because it may be assumed that 
the client will shortly receive Disability Assistance. 

On the other hand, if an applicant for Disability Assistance 
has been determined to be ineligible, but is nevertheless re­
ferred by t he county welfare board for consideration of eligi­
bility for rehabilitntion services , the referral Form PA-13 
will indicate any other agency from which the client is re­
ceiving assistance or service , or to which he has been referred 
to apply for assistance or aervices . In such instance the 
Counselor will initially need t o confer with the county welfare 
board which will have cur rent medical and social information. 
However, the continuing relationship for planning, for corre­
lating assistance and services will be with the assisting 
agency (i.e. , municipal welfare department or Bureau of 
Children's Services). 

b. Counselor-Agency Consultation 

1) Initial 

Following assignment, the Counselor llill promptly telephone or 
write to the appropriate public welfare agency or agencies, 
and will, insofar as pr actical, arrange for consultation with 
a staff member prior to his initial interview with the client. 
In all cases the Counselor shall ascertain whethe:- the med i cal 
inf°mation on file with the public ·welfare agency(s) is ade­
quate for the purpose of determini ng the client's eligibil i ty 
for rehabilitation services prior to requiring r e-examination. 

Consultation with the Agency Staff Member will cover: 

a) The client's social situation. 

b) His attitude towar d his disability and the refer ral 
for r ehabilitation services. 

c) Review of pertinent medical and social i nformation in 
the case record and r equest for copies of selected 
repor ts . 

d ) Clear understanding of the responsibility each is to 
carry if the client is accepted for r ehabilitation. 
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[ The Counselor and staff member lvill wish to consider whether 
a joint interview ,-Jith the client in the office or home is 
indicated or advisable either initially or at a later date . 
A three-way interview may give the discouraged or timid client 
t he . support he needs to take a constructive step from depend­
ency tmvard rehabilitation . It provides an opportunity to 
clarify for the client the functions of the two agencies in 
helping him and what his responsibility will be in relation 
to each . 

2) Follow-up 

[ The Counselor and staff member will consult each other freely 
and as frequently as necessary throughout the period of joint 
service to the client to assure that the most effective 
methods are being used, for continuous mutual evaluation of 
the client ' s progrecs and for consideration of change of plan 
when indicated. 

c . Notification and Reports 

There shall be free access to the information on file with the 
Commission and the public 1:-Jelfare agencies upon the request of 
either . The mininum requirements for formal notification and 
reporting are es follows : 

1) Commission to Public UP.lfare Agency 

The Commission shall notify the appropriate welfare agency(s) 
of: 

a) Receipt of referral (by returning tear sheet on 
Form PA-13) 

b) Decision regarding acceptance or rejection of 
the client for services, change of case status 
and progress reports on active cases as follm,1s: 

Accepted Cases 

In accepted cases the notification shall include: 

New Jersey Department of 
Institutions and Agencies 

1) The beginning date of responsibility for services. 

2) The specific items of maintenance, medical and 
other service costs for uhich the Commission 
accepts responsibility. 

3) A brief statement of the plan for treatment and/or 
training for the client; and the approximate length 
of time necessary to complete the plan. 
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In rejected cases the notification shall 

1) explain the basis ror rejection; 
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2) recommend other available sources of service 
which might be -used to help the client with 
his problem; and 

3) include a~y medical f i ndings or recommendations 
pertinent to the client's continuin3 medical 
(including psychiatric) caTe. 

Notification on rejected cases shall be sent to the Agency 
currently providine assistance or services, and to any agency 
with iiliich there is a pending ripplication for assistance or 
servi ces, and to the Agency which initiated the ~eferral if 
not referred by either of the aforefilentioned. 

Upon r eceipt of notification of rejection of an applicant 
for vocational rehab i litation se:.vices, should any of the 
aforementioned agencies have pertinent information to fur­
ther suppor t the applicant's claim of eligi.bil ity for such 
ser vices, that agency representative should immediately 
confer u ith the appropria te r epr esentative of the Commission. 

Case Closing~ 

Any change in case status including: 

1) cases closed uithout completion of program, and 
summary statement of the easons therefor; and 

2) cases closed at completion of p~ogram and evalu­
ation of the client 's adjustment, and specific 
data on job placement, etc. 

(In accoI"d with the Commission's policy the case will not 
be closed follo\•:ring job placement for at least 30 days.) 

In open (currently active) cases the Commission shal l 
fonrard to the acency providing assistance, two copies 
of a progress ~eport, at not less than six-month 
intervals, coverin~ 
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1) · How the rehabilitation program is progressing. 

2) Any program modifications which have been necessary. 

3) An estimate of approximate date of .completion of program. 

4) Request for consultation with agency personnel for joint 
evaluation and further planning as indicated. 

Job Pla~ement Report 

When a job placement is made by the Commission or obtained by 
the client, there shall be prompt notice to the public welfare 
agency giving 

1) .place of employment, type of work, waees or rate of pay, 
part-time or full-time employment, date of first pay, if 
l~nown:,. and 

2) an opinion as to client's •probable adjustment and ability 
to continue in that job . 

(When a job placement is made by t he Commission or obtained by the 
client, the Bureau of Medical Affairs will then determine medical 
eli3ibility for continued financial assistance. The Bureau will 
evaluate uhether the etr.ployment is a "useful occupation" and whe­
ther the recipient is capable of "substantially gainful employment" 
in accordance with the cr iteria set forth in the Manual of Adrainis­
tt:ation. Hhen a recipient has been determined capable of unlimited 
employment, public assistance payment may continue for one month 
beyond the month in which such determination is made .) 

c) In respect to DA and .ADC "incapacity" cases there may be 
occasions where the welfare board will need to secure a special 
progress report to submit to the Bureau of I1edical Affairs at the 
time the record is submitted for · reevaluation of eligibility. The 
Bureau requires current information (i.e., within three months). 
If the last written six months' progress report from the Commission 
is ·dated more than three months prior to the "review date" set by 
the Bureau, the county staff member should confer with the counselor 
by telephone to ascertain Hhether there has been any significant 
progress or change in the situation. 

Where there has been significant chan3e, a neu report will be 
requested from the Commission . Otherwise, the county staff member 
will send a copy of the last six months' progress report with nota-

. tion of current contact with the Counselor, to the Bureau of Medical 
Affairs. 
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Throughout the period that the two agencies are jointly 
working with the client the public welfare agency shall 
keep the Commission informed by written notice of 

a) rec:eipt of referral from Commission (by returning 
tear sheet on Form PA-14) ; and 

b) decision on eligibility for public assistance or 
services when determination is made subsequent to 
return of tear sheet on Form PA-14, changes in case 
status, and reports on active cases as follows: 

Approved Applications (Assi.::tance Granted)_ 

The date assist3nce payment or services stc1.rted 
or will begin and the amount of any such payment .. 

Rejected Applicatio~s 

In rejected (denied) applications the notification should 
include 

1) the specific rear,on(s) for the client's ineligibility 
for public assistance or services; and 

2) whether the client has been referred to another public 
or private agency . 

Cha:ige.s in C48e Status 

Any change in the status of an active case including 

1) nus pens ion of payments or services and reasons therefor; and 

2) closing of case and reasons therefor, and referral to 
a~other public or private agency, if any .. 

0nen (Active) Cases 

Shall keep the Commiss:Lon informed of 

1) any change in pol icy , procedure or allowances which 
affect the case, 

2) any significant change in client's social situation 
which affects the rehabilitation plan. 
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The State offices of the Rehabilitation Connnission and the Division of Public 
Welfare, have appointed liaison representatives who will have responsibility for 
continuing review and evaluation of the effectiveness of the joint policy and pro­
cedure, for recommending changes to State agency executives, and for working out 
problems referred by local agencies. 

In the event that there is a disagreement beh1een a District office of the Commis• 
sion and a public welfare agency regarding policy, procedure, or a case decision, 
the problem shall be referred to the respective State offices. 

Likewise, when a local agency finds need for clarification of policy or procedure, 
or throu3h experience observes that a prescribed procedure is not practical or ef­
fective, or can suggest an improved way of working together, t !1e matter shall be 
reported to the respective State office for consideration by the liaison represen­
tatives. 

E. PROGRAM FOR JOINT ORmNTATION AND STAFF TRAINING 

Purpose 

Activities shall be specifically planned to bring together at both the State and 
local level, the staff of the Rehabilitation Commission and of the several public 
welfare a3encies for the purpose of increasing the understanding of the functions, 
goals and methods of the agencies in working together effectively to achieve the 
rehabilitation of disabled needy persons. 

Content 

The focus of such activities shall be on the basic philosophy and concept of using 
the services of public agencies to protect, conserve and develop human resources 
by recognizing the potential capacity of all individuals however handicapped. 

Specific help should be given on effective methods of joint planning by staff and 
of worl~ing with handicapped persons. It is recommended that medical and medical­
social worl-: personnel be called on to provide staff with some insight into the 
effect of disease and disability on personality, the attitudes and reactions which 
may be considered normal in these persons, and how to help such a client focus on 
his residual strengths rather than on his incapacities. 

Opportunity should be provided for staff to learn about the services available in 
related fields such as, employment counseling, homemaker service, public health 
services, psychology, and the various State affiliates of national health groups, 
etc. 
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Except in its initial sessions the time devoted to joint staff training should not 
be used to instruct staff on specifics of the inter-agency procedures already pro­
vided in written form. Responsibility for instruction in this area should rest 
with the individual agencies. Questions and problems arising in local agencies 
should be referred to the respective state agencies, which, when necessary or ad­
visable, will refer them to the appointed liaison representatives for discussion 
and recommended action. 

Responsibility for Planning 

Responsibility for planning joint orientation and training activities shall be 
delegated to the training staff of the Rehabilitation Commission, · the Chief Train­
ing Officer of the Division of Public Welfare, the appropriate training staff of 
the Bureaus concerned within the Division of Public Welfare, and any other appropri­
ate agency. 

In addition, upon a local ·· 1evel; supervisory representatives of the agencies may 
arrange. for joint training sessions subject to the approval - of the respective 
agency executives or Training Supervisors. 

Uew Jersey Department of 
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Mamial of Administration CON F IDEN TI AL 2800 APPENDIX VA 
Division of Public Welfare NEW JERSEY REHABILITATION COMMISSION 

APPLICATION FOR VOCATIONAL REHABILITATION 

J AGENCY OFFICE• COUNSELOR• 
CODE 29 OFFICE LOCATION CODE CODE 

~ . 
NOTE: This form may be submitted by the disabled person applying, or by a parent, guardian, individual or an agency. 

INFORMATION PROVIDED WILL BE CONSIDERED CONFIDENTIAL. 

Any individual dissatisfied with any decision by the .agency is entitled to a hearing upon written request to the 
District Supervisor. 

Pursuant to· Title VI of the Civil Rights Act of 1964, no person in the United States will be excluded from par-
. ticipation in, be denied the benefits of, or be subjected to discrimination under the Vocational Rehabilitation 
Program of the State of New Jersey on the grounds of race, color or national origin. 

PLEASE PRINT CLEARLY 
PERSONAL HISTORY 

*LAST NAME •FIRST NAME •MIDDLE INITIAL •soclAL SECURITY NUMBER OF APPLICANT 

ADDRESS-NUMBER ANO STREET •AGE I DATE OF BIRTH I •(1) QMALE 

( 2) 0 FEMALE 

CITY COUNTY • ZIP CODE 
Marital* (1) O MARRIED (4)Q SEPARATED 

Status (2)0 WIDOWED (S)Q NEVER MARRIED 
TELEPHONE NO. I •NO. OF DEPENDENTS •HIGHEST GRADE OF *COUNTY CODE 

(3) 0 DIVORCED (Y)Q NOT AVAILABLE SCHOOL COMPLETED 

Have you ever before applied to this agency? □ Yes □ No If so, when? 

Where? 

l~What is your disability? 

DO NOT WRITE ON THIS LINE - FOR N.J. REHABILITATION COMMISSION USE ONLY I •DISABILl~Y CODE 

Are you physically able to come to this office? □Yes Does your disability interfere with your working? OYes 

□No □No 

CHECK ONE OF THE FOLLOWING ONLY IF YOU HAVE EVER APPLIED FOR SOCIAL SECURITY DISABILITY INSURANCE 

* ( 1) D You are now receiving Social Security Disability Benefits (3) D Your application for benefits is still being considered 

(2) D Your application for benefits was denied (4) OYou don't know how your applicationstandsatthistime 
(5) D You once received Social Security Disability Benefits that have now stopped 

*PLEASE CHECK IF (1) □DISABLED CHILD OR (2) □DISABLED WIDOW/WIDOWER AND ENTER THE SOCIAL SECURITY 
NUMBER AND NAME UNDER WHICH YOU ARE CLAIMING SOCIAL SECURITY DISABILITY INSURANCE BENEFITS. 

*WAGE EARNER'S NAME- LAST FIRST MIDDLE INITIAL •SOCIAL SECURITY NUMBER 

REFERRED BY: *REFERRAL 
DATE 

I 
CODE 

•SIG NAT URE OF APPLICANT, GUARDIAN OR REFERRING AGENT I DATE SIGNED 

Who may the counselor contact, If necessary, for assistance in providing service to this applicant? 
NAME AGE RELATIONSHIP 

i ,□ DRESS 
'..._,/ 

HOME TELEPHONE NO. I BUSINESS TELEPHONE NO. 

Transmittal Letter 123 Page Date 5/72 Replaces Page DatR-1/67 
ED, 9-69 



SURVEY INTERVIEW 
TO BE COMPLETED BY NEW JERSEY REHABILITATION STAFF ONLY 

DISABILITY INFORMATION: 

How incurred: Date began _______ Origin----------------------------

Other physical defects:----~-----------------------------------

Appl iances: (include, kind, date fitted, purchaser, and manufacturer) _____________________ _ 

PREVIOUS MEDICAL TREATMENT 

HOSPITAL, CLINIC, DOCTOR ADDRESS CONDITIONS TREATED DATES 

EDUCATION 

NAME OF LAST SCHOOL ATTENDED (GRADE OR HIGH SCHOOL OR COLLEGE) MAJOR COURSES OF STUDY OR TRAINING 

EMPLOYMENT EXPERIENCE 

EMPLOYER JOB FROM TO REASON LEFT SALARY 

., 

MEMBERS OF THE HOUSEHOLD 

NAME AGE RELATIONSHIP INCOME 

COMMENTS 

Based upon application, survey and other information on hand at this time, applicant appears to have a physical or mental 
di sabi I ity which, as noted above, is a handicap to employment. I recommend further diagnosis and evaluation. 

_______________ Date 
Counselor's Signature-----------------
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CONFIDENTIAL 

NEW JERSEY REHABILITATION COMMISSION 

APPLICATION FOR VOCATIONAL REHABILITATION 

NOTE - This form may be submitted by the disabled person applying 
for service or by an individual or agency reporting the case. 
Information provided will be considered confidential by the 
Commission. Any individual dissatisfied with any action or 
disaction of the agency is entitled to a hearing upon written 
request to the District Supervisor. 

Personal History (Please Print) 

Name: Telephone: ------------------------- -------
Address: City: County: ------------------ ------- -----(If rural area, give directions as to how to locate) 

Sex: ____ Age: ____ Single: ____ Married: ____ Other: ___ _ 

Education (Last grade attended:) -------------------------
Have you ever applied to this agency before? If so, when? ----- --------

Where? ----------
Social Security Number -----
What is your disability? -----------------------------

Are you physically able to come to this off'ice? Yes ( ) ----- ---- No ( ) 

Does your disability interfere with your working? Yes ( ) ----- ---- No ( ) 

If not working, how long not employed? 

This application must be signed and dated by the applicant or responsible guardian. 

If referred by another individual or agency: 

(Name of Person) 

(Address) 

(Agency) 

SR-5 (Rev. 9-66) 
New Jersey Department of 
Institutions and Agencies 

(Applicant's Signature) 

(Date) 

(Reverse Side May be Used for Further Explanation) 
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Page Date 7/67 
F orm PA-14 (ReV. 4/67) (SU) 

Date: _________________ _ 

INTER - AGENCY REFERRAL 

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

FROM: ----------------------- __ 
Mr . D; 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 covered) 

□ 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) 

□ 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.) 

(REPLYING AGENCY COMPLETES FORM BELOW THIS LINE. IF AP PLICATION HAS BEEN F ILIW BUT DISPOSITION IS NOT KNOWN, 
REPLY RE PRESENT STATUS AND REPORT FINAL DISPOSITION LATER.) 

To ------------------------------------------------------------------- Date _______________ Your Case No. ___________ (if assigned) 

From ---- -----·-- Case No. _________ (if assigned) 

Re: Mr. O ; Mrs. □ ; Miss □ -----------------·------------ ------------------- --------

Application: 
□ Client did not contact agency. 
□ 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 Agency Representative) 

New J ersey Departmen t of Institutions & Agen cies, Division of Public Welfare 
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NEW JERSEY REF.ABILITATION COMMISSION OFFICE~ 

ATLANTIC CITY DISTRICT 

New Jersey Rehabilitation Commission 
1601 Atlantic Avenue, 6th Floor 
Atlantic City, New Jersey 08401 
609-345-5965 
(Atlantic, Cape Hay) 

New Jersey Rehabilitation Commission 
12 North Pearl Street 
Bridgeton, New Jersey 08302 
609-451-9093 
(Cumberland, Salem) 

CAMDEN DISTRICT 

New Jersey Rehabilitation Commission 
411 Broadway, First Floor 
Camden, New Jersey 08103 
609-966-2393 and 609-964-0088 
(Camden) 

New Jersey Rehabilitation Commission 
673 High Street 
Burlington, New Jer sey 08016 
609-387-0264 
(Burlington) 

N~w Jersey Rehabilitation Commission 
79 Cooper Street 
'Woodbury, New Jersey 08096 
609-848-5300 
(Gloucester) 

HACKENSACK DISTRICT 

New Jersey Rehabilitation Commission 
10 Banta Place 
Hackensack, New Jersey 07601 
(Bergen) 
201-487-7 890 

New Jersey Rehabilitation Commission 
895 Bergen Avenue 
Jersey City, New Jersey 07306 
(Hudson) 
201-653-2350 
201-653-2309 

New Jersey Department of 
Institutions and Agencies 
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NEW BRUNSWICK D !STRICT 

New Jersey Rehabilitation Commission 
63 Morris Street 
New Brunswic!~, New Jersey 08901 
201-545-8120 
(Middlesex) 

New Jersey Rehabilitation Commission 
1173 East Grand Street 
Elizabeth, New Jersey 07203 
201-351-5434 
(Union) 

New Jersey Rehabilitation Commission 
1 East High Street 
Somerville, New Jersey 08876 
201-526-0550 
(Somerset) 

NEWARK DISTRICT 

New Jersey Rehabilitation Commission 
80 Mulberry Street, 2nd Floor 
Newark, New Jersey 07102 
(Essex - Newark) 
201-648-3367 
201-648-3445 
201-648-3493 

Nell Jersey Rehabilitation Commission 
17-19 North Harrison Street 
East Orange, New Jersey 07017 
(Suburban Essex) 
201-648-2882-83 

PATERSON DISTRICT 

New Jersey Rehabilitation Commission 
370 Broadway 
Paterson, New Jersey 07501 
201-271-3050 
(Passaic County - Passaic, Paterson, Clifton) 

New Jersey Rehabilitation Commission 
750 Hamburg Turnpike 
Pompton Lakes, New Jersey 07442 
201-835-8902 
(Passaic) 

New Jersey Department of 
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PATERSON DISTRICT .. (Cont'd) 

New Jersey Rehabilitation Commission 
3 Schuyler Place 
Morristown, New Jersey 07960 
(Morris County) 
201-539-3660 

New Jersey Rehabilitation Commission 
108 High Street 
Hackettstown, New Jersey 07840 
201-852-4110 
(Sussex and Warren) 

TRENTON DISTRICT 

New Jersey Rehabilitation Commission 
150 East State Street 
Trenton, New Jersey 08625 
609-292-2940 
(Mercer, Hunterdon) 

New Jersey Rehabilitation Commission 
Eisner Building 
54 Broad Street 
Red Bank, New Jersey 07701 
201-342-4700 
(Honmouth County) 

New Jersey Rehabilitation Commission 
616 Washington Street 
Toms River, New Jersey 08753 
201-244-2020 
(Ocean County) 

WORKHEN'S . COMPENSATION-REHAB. _UNIT 

Workmen's Compensation-Rehabilitation 
Room 1203, Labor & Industry Building 
John Fitch Plaza 
Trenton, New Jersey 08625 
609-292-2043 
(South Jersey) 

Workmen's Compensation-Rehabilitation 
Room 218, 1100 Raymond Boulevard 
Newark, New Jersey 07102 
201-648-2367 
(North Jersey) 
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T A B L E 0 F C O N T E N T S 

CHAPTER 2900 . , . 

OTHER RESPONSIBILITIES 

Notice of County Welfare Board Decision . 
Legal Requirements 
Interpretation 

Notice to Client 
Approved Applications 
Denials (Dispositions other than approvals er withdrawals) 
Adjustment in Grant 
Withdrawals 
Dismissals 
Other Notification 
Transmittal of Notification 
Continuation of Assistance at an Unreduced Level 

Notice to Interested Agency 
No Application Filed 
Approved Applications 
Applications · Denied, Dismissed; or Withdrawn 
Applications for Persons Found Mentally Incompetent 

Complaints, Fair Hearings, and Judicial Appeals 

Safeguarding Information 

Federal Policy 

State Policy and Procedures 

Basic Principles 
Information Considered Confidential 
Disclosure of Information on Individuals 
Release of Lists of Names and Addresses 

Release of . Information for Purposes Other Than the 
Administration of Public Assistance 

Material Sent to Applicants or Recipients of Public 
Assistance 

.1 Enclosures 

.2 Other Material 

.3 Information Regarding Office of Economic Opportunity 

2936. Disclosure of Records or Information for Formal 
Proceedings 
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.1 
.2 
,.3 
.4 
.5 

2953. 
.1 
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TABLE 0 F C O N T E N T S 

CHA?TER 2900 

OTHER RESPONSIBILITIES 

Release of Information for Statistical Purposes 

Responsibility of the County Welfare Board Director 

Legal Procedures 

Fraudulent Receipt of Assistance 
Introduction 
Fraud as Defined by State Law 
Criteria for Identifying Cases of Possible Fraud 
County Welfare Board Responsibility; Administrative Plan 
Referral to Law Enforcement Authorities 
Reports on Cases Involving Fraudulent Receipt of Assistance 
Recovery of Assistance Paid 

Filiation Proceedings 
Effect on Eligibility for ADC 
Courts Having Jurisdiction 
Parties to the Action 
Procedure 
Person or Agency to Receive Payment of Order 

Desertion 
Statutory Provisions 
Definition and Interpretation 
Objectives and Responsibilities Related to Desertion 
Procedures in Cases of Desertion 
Optional Administrative Plan 
State Division Coordinator 

Support Orders 
Legal Provisions 
Noncompliance with Orders 
Persons or Agency to Receive Payment of Order 
Services of Counsel 

Petition for Guardianship 
Court Having Jurisdiction 
Conditions Justifying Filing of Petition 
Presentation of Evidence 
Application for Interlocutory Order 
Services of Counsel 

Report of Criminal Offenses to Law Enforcement Authorities 
Introduction 
Nature of Offenses Which Must be Reported 
Procedures 
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CHAPTER 2900 

OTHER AGENCY RESPONSIBILITIES 

Federal Assistance Program for Cuban Refugees 2980. -2981.1 2980. 

2981 . 
.1 
.2 
.3 

Determination of Eligibility 
Definition of a Cuban Refugee 
Cuban Entering the United States 
Registration 

2980. -2981.1 
2980. -2981.l 

with .Affidavit of Support2931.2-2901.3 
2981 .2-2981 .3 

a. Initial Clearance of Re3istration 2981.2-2981.3 

.4 
b. Request for Registration of Unregistered 
Resettlement 
a. By Approved Agency 
b. Self-Resettled 

Family Member2981.3 p.2 
2981 .3-2981.4 
2981. 3-2961.4 
2981. 4 

.5 

.6 

.7 

.8 
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.10 

29G2. 
. 1 

'} . '-
.3 

2933. 
. . 1 
.2 

2984. 

. c. Moved from Place of Previous Resettlement 
Eligibility of Family Unit 
Status of Head of Household Determines Eligibility of 

Family 
Cuban Refugee who Becomes U.S. Citizen Ineligible 
Special Eligibility Factors 
a. Eligibility of Child Placed with Non-Relative 
b. Eligibility of Unaccompanied Child Aged 19 
Request for Social Information about Cuban Refugee 
·rtelatives in Florida 

Heed 

Granting Assistance 
Initial Grant of Assistance 
Continuing Assistance 

. Medical Care 

Related Services 
Referral on Delayed Clearance 
Refucees not Eligible for Federal Program , 

Transition Allowance 

2985. , Records and Forms 
.1 Registration of Application by aJB 
.2 Registration Card PA-9 
.3 Recording 
.4 Disposition of Case Records 
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TABLE 0 F C O N T E N T S 

CHAPTER 2900 

OTHER AGENCY RESPONSIBILITIES 

Financing and Accounting 
Financing the Program 
Accounting and Control 

Special Services for Children 
Definition of Unaccompanied Child 
Referral to Sponsoring Agencies 
Referral to the Bureau of Children's Services 

Cuban Refu3ee Enlistees in Armed Forces - Eligibility for 
Q Allotments 

Explanation 
Conditions for Allotment Eligibility 
Allotments as a Resource 
Red Cross Responsibility 

Nondiscrimination in Public Assistance Proerams 

Federal Policy 

State Policy and ~egulations 
Extent of Prohibited Discriminatory Practices 

Procedures Affectine the Division of Public Welfare 
Notification to Vendors 
Special Procedures in Regard to Licensed Nursing Home 
Facilities 

Procedures Affecting County Uelfare Boards 
Notification to Vendors 
Assurance of Compliance by Vendors 
Information to Staff 
Information to Applicants and Recipients 
Complaint Procedure 
Forms 
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2910. 

other Responsibilities - Notice of County Welfare Board Decision 

NarICF. OF COUNTY WF.LFARE BOARD DECISION 

This sub-chapter applies in ADC. 
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1-
• 2 

2911. 

The Individual and Public Assistance 
other Responsibilities - Notice of Coun~GY Welfare Board Decision 

NOTICE OF COUNTY WELFARE BOARD DECISION 

Legal Requirements 

The law requires that the county welfare board shall notify the 
applicant promptly of any decision in writing • 

Interpretation 

For administrative purposes this means that each applicant and recipient 
(except, however., any individual who has died or who cannot be located) 
shall receive written notice of every agency decision which relates to 
his ~li_g_ibility., or the diE.E..OEJ.~i~n of his ap12._~is2~i~, or a change in 
the amount of his assistance payment. 

The term "agency decision" includes any decision made by executive author­
ity of the director of welfare, as well as 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, any applicant -v;rho voluntarily ilithdraws his application 
shall receive written confirmation that his reg_u_est for withdrawal has 
been officially recognized by the agency. 

Notice to Client 

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

Since agency decisions vary with the type of situation under consideration, 
additional explanatory information as listed below shall be provided as a 
minimum. [See 2900 Appendix I for suggested form letters.] 

.1 Approved Applications 

a. Initial Payment 

Notification to an applicant whose eligibility has been determined 
and to whom initial payment is being issued shall include the 
following: 

1) A statement of the agency's determinations as to eligibility and 
amount of assistance, 
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The Individual and Public Assistance 
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Notice to Client (Contd . ) 

a . 2) An explanation of the amount of assistance, the manner of pay­
ment , and the period for which the payment(s) is (are) planned to 
meet the individual I s requirements ; 

3) A statement that 

a) Changes in the individual's finances or other circumstances 
will require a reconsideration of his eligibility, and that 

b) His assistance may be .affected accordingly; 

4) A statement that the individual will receive notification of 
aey decision affecting his future eligibility or amount of 
assistance . 

b. Initial Payment Def erred 

Notification to an applicant who -is determined to be eligible but for 
whom initial payment is not to be issued until a later date shall 
include the follow:i.ng: 

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

2) An 8Xplanation 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 ir.dividual 1 s finances or other circumstances 
will require a reconsideration of his eligibility, and that 

b) His assistance may be affected accordingly; 

4) A statement that the individual will receive notification of 
any decision affecting rj_s future eligibility or amount of 
assistance . 
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The Individual and Public Assistance 
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Notice to Clien~ (Cont'd) 

.1 b. Initial Payment Deferred 

Notification to an appli.cant who is determined to be eligible but 
. for ,.whom initial payment is not to . be issued until a later date shall 
include the follo~ing: 

1) 

2) 

3) 

A statement of the agency's determination as to eligibility; 

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; 

A statement that 
' 

a) changes in the individual's finances or other circumstances 
will require a reconsideration of his eligibility, and that 

b) his assistance may be affected accordingly; 

4) A statement that the individual will receive advance notifica­
tion of at least 15 calendar ~ays of any decision affecting his 
future eligibility or amo~nt of assistance. 

c. Change in County Residence 

Notification to a recipient whose application has been approved fol­
lowing change of customary p_lace of abode from another county shall 
include: 

1) a statement that the individual has been found to be a resident 
of this county for purposes of assistance; and 

2) therefore, future determinati9ns of eligibility and future pay­
ments of assistance will be ma9-e by this county welfare board 
rather than by the welfare board of the county of previous 
residence. 
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2911 . Notice to Client (Cont'd) 

. 2 [ Denials (Disposition other than approvals or withdrawals) 

[ 

Notification is not necessary when death occurs before the application 
process is completed. Notification to an individual whose application 
has been denied for any reason other than death shall include the fol­
lowing: 

[ 
a. a statement of the explicit reason for ineligibility; 

b. enclosure of a copy of the document entitled "Your Right to a Fair 
Hearing and Continued Assistance"; and 

c. advice concerning the individual's right to reapply whenever he 
believes that his circumstances have changed in such a way that 
the stated reasons fo r ineligibility no longer exist • 

. 3 Adjustments in Grant 

a. Increases in Amount of Assistance Payment 

Notification to a recipient whose grant has been or is being in­
creased, whether for a specified or indefinite period, shall include 
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. 
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_P~a-r_t_I_I ____________________ T~h~ Individual ~Ed Public Assistance 
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2911. Notice to Client (Cont'd) 

.3 b. Notice of Intention to Reduce Amount of Regular Assistance Paymen~ 

l 

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

1) Timely notice, in fact and confirmed. in writing, and in no case 
mailed less than 15 calendar days before the date on which the 
individual would otheruise reasonably expect to receive the next 
regular payment, setting forth the specific reason(s) for the 
decision to reduce the amount of such regular payments in ac­
cordance with the requirements of 2911. and stating the proposed 
effective date of reduction which shall be not less than 15 
calendar days from the date of mailing of the notice. 

2) Enclosure with such notice of a copy of the document entitled 
''Your Right to a Fair Hearing and Continued Assistance". 

3) A statement advising him that he has the right to request .a 
Fair Hearing before the State Division of Public Uelfare. 

4) A statement that he may have the right to continued assistance at 
an unreduced level if he requests a Fair Hearing within 15 calen­
dar days of the, mailing date of the notice of reduction, and there 
is presented an issue of fact or judgment. 

5) A statement that he will be assisted by the local agency in the 
making of a request for Fair Hearing to the -State Division of 
Public Helfare. 

6) A statement that he has the right · to have a conference at the 
local agency, whether or not he requests a Fair Hearing, and that 
at such conference he may appear by himself, with a friend or 
spokesman, or be represented by counsel. He must also be advised 
that such a conference is not a prere-quisite to or substit;ute for 
a Fair Hearing and that it will not delay the scheduling 6f a 
Fair Hearing. 

7) A statement that he may, when the issue presented is one of agency 
policy, be entitled to request to be heard in a group Fair Hear­
ing with other similarly situated recipients. 
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2911 . Notice to Client (Cont'd) 

. 3 c. Terminations 

1) Notice of °Intention to Terminate Amount of Regular Assistance 
Payment 

Recipients of assistance are entitled, prior to termination 
(including suspension or any other totd cessation of payment) of 
any regular amount of assistance (i.e. any grant of assistance 
which is not 1 imited· in time) to be afforded: 

a) Timely notice, in fact and confirmed in writing, and in no case 
mailed less than 15 calendar days before the date on which the 
individual would otherwise reasonably expect to receive· the 
next regular payment, setting forth the specific reason(s) for 
the decision to terminate _the amount of such regular payments 
in accordance with the requirements of 2911., and stating the 
proposed effective date of termination which shall be not less 
than 15 calendar days ~rom the day of mailing of the notice. 

b) Enclosure with such notice of a copy of the document entitled 
"Your Right to a Fair Hearing and Continued Assistance. 

c) A statement advising him that he · has the right to request a 
Fair Hearing before the State Divisiori of Public Welfare. 

d) A stat~ment that he may have the right to continued assistance 
at an·· unr·educed level if he requests a Fair Hearing within 15 
calendar -days of the mailing date of the notice of termination, 
and there is presented an issue of fact .or judgment. 

e) A statement that he will be assisted by the lo6al agency in 
the making of a request for Fair Hearing to the State Division 
of Public Welfare. 

f) A statement ·that he has the right to have a conference at the 
local agency, whether or not he requests a Fair Hearing, and 
that at such conference he may appear by himself, with a 
friend or spokesman, or be represented by counsel. He must 
also be advised that such a conference is not prerequisite to 
or substitute for a Fair Hearing :•and th~t it will not delay 
the scheduling of a Fair Hearing. 

g) A statement that he may, when the issue is one of agency 
policy, be entitled to request to be heard in a group Fair 
Hearing with other similarly situated recipients. 
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The Individual and Public Assis.tagse 
Other Responsibilities - Notice of County Welfare Board Decision 

Notice to Client (Cont'd) 

Withdrawals 

While withdrawal by an applicant does not require a Board decision, the 
agency should officially recognize the applicant's action through written 
notification. Such a notification shall include: 

a. A statement that the applicant's decision to withdraw his application 
has been recognized and recorded by the agency and that no further 
action is being taken on his application; and 

b. A statement that the applicant has the right to reapply at any time 
he believes that he is eligible • 

• 5 Dismissals 

Notification of disposition of the application is not required for an 
applicant in a single pers,on c.ase .who h~s died.. With regard to ·persons 
who cannot be located, notification shall be sent to the person's last 
kno~m address. · 

.6 Other Notification 

[ 

The above instructions relate only to those written notifications which 
are intended to make known to the applicant or recipient a conclusive 
agency decision concerning his eligibility, the disposition of his ap­
plication, or the amount ·of his assistance payment. It is recognized 
that it frequently becomes necessary, in the process of arriving at a 
conclusive agency decision,for the director of welfare to make admini­
strative decisions which are tentative, alternative, or prospective in 
character, and to communicate such decisions to the client. Examples 
are: 

a. a letter to an applicant or recipient requesting his decision on a 
stated issue, and indicating how a pending agency decision will be 
or may be affected by his decision; 

b. a letter to an applicant or recipient informing him that a certain 
recommendation for decision~ be presented to the Board at a 
stated meeting, and affording him opportunity to show cause why 
such recommendations are unwarranted or to take action which would 
warrant a change in the recommendation; 

c. any notification of the character referred to in 2103.3 in respect 
to reason for delay in prompt disposition as it relates to 2103.2(c) 
and (d) entitles an applicant to request a Fair Hearing. 
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.8 

The Individual and Public Assistance 
Other Responsibilities - Notice . of County Welfare Board Decision 

Notice to Client (Cont'd) 

Transmittal of Notification 

a. Written notification of applicati_on approved for initial payment 
shall be sent not later than the date of issue of the appropriate 
checks and may accompany such checks. 

b. Notification of upward adjustments in grants, or approvals of con­
tinuance 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. 

c. Hritten confirmation of withdrawn applications shall be transmitted 
within five working days of the applicant's request for withdrawal. 

Continuation of Assistance at an Unreduced Level .. 

Upon receipt of a timely request for Fair Hearing, the State Agency 
shall direct the local agency to continue payment of financial or 
medical assistance at an unreduced level unless it determines that 
the issue is one of State Agency policy, and not one of fact or judg­
ment relating to the individual case - including a question of whether 
the State Agency rules and regulations were correctly applied. In 
all cases the State Agency will promptly notify the complainant and 
the local agency of its determination whether financial or medical 
assistance will remain unreduced. 
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The Individual and Public Assistance 
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Notice to Interested Agency 

In any case initially referred by, or known to be receiving assistance 
or service from a public health or welfare agency, notice of disposition 
of the case shall be sent to such agency in the following manner . 

• 1 No Application Filed 

If after thorough interpretation of the categorical assistance program 
for which the person was referred, he definitely states he does not 
wish to apply, notice of such fact shall be sent to the interested 
agency . 

. 2 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. Whenever the application is one in which the 
permanent and total disability factor has been reviewed, the interested 
agency shall also be advised of any recommendations of the Medical 
Review Team for medical care or social change for the client as given 
on Form PA-8 • 

• 4 Applications for Persons Found Mentally Incompetent 

In cases where the applicant has been determined to be incompetent to 
handle his assistance payment, and arrangements for payment through a 
legal guardian or authorized custodian (see 2560.) must be completed 
prior to initial payment, notice of the situation shall be sent to any 
agency currently providing maintenance assistance. Further notice 
shall be sent at the time of the first payment. 
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2920. COMPLAINTS, FAIR HEARINGS, AND JUDICIAL APPEALS 

The provisions of this section apply in ADC. 
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2920. COMPLAINTS, FAm HEARINGS AND JUDICIAL APPEALS 

A statement of general policy and procedure on complaints, fair hearings 
and judicial appeals, which is binding on the Division of Public Welfare 
and all county welfare boards, is set forth in Appendix VI to this chap­
ter (Complaints, Fair Hearings and Judicial Appeals, with attachments). 
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2930. 

2931. 

2932. 

29 33. 

SAFEGUARD ING INFORMJ TION 

Federa.l Policy 

The Federal Social Security Act requires tha t a St ate must provide safe­
guards which restrict the use or disclosure of i nformation concerning 
applicants and recipients t o purposes directly connected with the admin­
is t~ation of public assistance. 

St ate Policy and Procedures 

A statement of genera l policy and procedure on safeguarding information 
uhich is binding on a ll members, of'ficers or employees of any county 
welfare board has been prepared by the Division of Public Welfare. Copi es 
of this statement have been transmitted to t hose public authorities and 
agencies which routinely have custody of or access to confidential records 
or lists of persons applying for or receiving public assistance and wel­
f are services. 

Basic Principles 

No member, officer or employee of the county welfare board shall produce 
or disclose any conf i dential information to any unauthorized person, ex­
cept as authorized below • 

• 1 Information Considered Confidential 

a. Names and addresses, i ncluding lists; 

b. Information contained in application, reports of investigation, 
reports of medical examinations, correspondence, and other records 
concerning the condition or circumstances of any person from whom, 
or about whom i nformation is obtained, and including all such infor­
mation whether or not i t is recorded; 

c, Records of evaluation of such informa tion • 

• 2 Disclosure of Informa tion on Individuals 

The director of the county welfare board is authorized to release, subject 
t o the consent of the indivi dual concerned , r e levant and necessary i nf or­
mation in such manner as the director may prescribe in the following c i r­
cumstances: 

a. for clearances on applications and cases wi th social service agencies, 
banks, Bureau of Vi t a l 3 tatistics, insurance companies, etc.; 

b. to procure a service or benefit for the cl i ent; 
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2933 • Basic Principles (Cont 'd) 

• 2 c. for audit purposes; 

2934. 

d . to authorized staff of the Division of Public Helfare and Department 
of Institutions and Agencies; and 

e. whenever the client waives confidentiality, but only to the extent 
authorized by the waiver. 

P~e lease of Lis ts of Names or Addresses 

The furnishing of any list of names or addr esses or both, for purposes 
not directly involved in t he administration of the lawful duties of the 
welfare board, directly or indirectly, is specifically prohibited; but 
th is shall not preclude furnishing information by list or otherwise to 
municipal departments of public welfare, or other municipal, State or 
Federal . agencies lawfolJ.y charged with the administration of public wel­
fare functions or services, for the purposes of such administration only , 
and therefore restricted to the area or class served by such agency. 

Re lease of Information for Purposes Other Than the Administration of 
Public Assistance 

.1 The release of any confidential information or records available to the 
county welfare board or testimony as to confidential matters by any mem­
ber of its staff i n connect ion with any proceeding, including any judicial 
or quasi-judicial proceeding, for purposes not directly connected with the 
administration of pub He assistance shall be accomplished in the follo·wing 
manner. 

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

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 shal l 
be given to the Division of Public Welfare. 

d. Upon being called to testify or produce agency records before a ju­
dicial officer under ~-,hose authority the subpoena has been issued, 
the officer or empl o~ree of the county uelfare board personally or 
through counsel as provided, shall make a statement substantially as 
follows: 
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2934. 

. 1 

2935. 

.1 

Release of Infonnation fo1: Purposes Other Than the Administration of 
Public Assistance (Cor.t 1 d) 

d. "Under the terms of the Federal Social Security Act, information 
concerning applicants and recipients of assistance must be re­
stricted to purposes directly connectecl with the administration 
of assistance. The authorities of the Federal Government have 
advised that this includes a requireraent of non-disclosure of 
such information ~n response to subpoena. If a disclosure is 
made of this info-rmation either by personal testimony or by pro­
duction of records, this is considered non-conformance with Federal 
requirements antl may subject the State to loss of Federal financ ial 
participation in the assistance program. ;; 

In no instance is it intende<l that any officex or employee of the agency 
shall place himself in contempt of court through refusal to follow the 
orders of a court. Ho,\1ever, the above action shall be taken in all in­
stances, and a report of the results .shall be en-tered in the case record 
and forwarded immediat e l y to the Division of Public . Welfare. 

Material Sent to Applicants or Recipients of Publ:c Assistance 

Enclosures 

Al l material, including that enclosed in envelopes containing checks, 
must be directly related t o the administration of the public assistance 
pr ogram and must not have political implications. 

a. This material shall contain only the names of persons connected with 
the administration of the program and these persons shall not be 
identified other than in their official capacity with the State or 
local agency. 

b. Material having no direct connection wi th the operation of public 
assistance, such as 11holiday" greetings, public service announce­
ments, e.g., voting information , alien registration notices, etc., 
shall not be sent to applicants and recipients of public assistance • 

• 2 Other Material 

Mailing of material directly related to the health and welfare of recipi­
ents is permitted. This would include, but is not limited to such an­
nouncements as tuberculosis examinations, availability of surplus foods 
and consumer protection information. 
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2936. 

2937. 

2938. 

.1 

• 2 

The Individual and Public Assistance 
Other Responsibilitiep - Safeguarding Infonnation 

!'laterial Sen.t to_~.E.P]Jc?gj:_~_,_or Recipients of ~blic Assistance (Cont'd) 

Information Regarding Office of Economic Oppo~tunity 

Notices, whether enclosed i~ envelopes containing checks or directly 
mailed to the recipient, which provide infor111aUon regarding Office of 
Economic Opportunity projects to families having individuals who might 
qualify for participation in Job Corp projects are interpreted as being 
directly related to the administration of public assistance. Such 
notices, must not, however, carry the implication that eligibility for 
public assistance is in any ·way dependent upon participation in the OEO 
programs. 

Disclosure of Records or Information for Formal Proceedings 

Necessary pertinent information and records shell be released, as neces­
sary, in the -course of any fair hearing or i n the course of any other 
formal proceeding provided· for in Titles 30 and 44-, New Jersey Statutes 
Annotated, and in the Fede~al Social Security Act. 

)lelease of Information for . Statistical Purpos~§_ 

Any statistical data or other information not relating to or not identi­
fied with any particular person may be releaseo. 

Responsibility of the County Welfare Board Dire_ctor 

It is the responsibility of the county welfare board director to ensure 
that the regulations of t his section will be observed by all members of 
his staff • 

The county welfare boarcl director must also t.2.ke adequate measures to 
assure himself that any cooperating agency or person to whom information 
is made available a.s author:i.zed herein, will preserve the confidentic!l 
character of the information and will restrict its use to the legit imate 
purposes for which it is made available. 
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2950. LEGAL PROCEDURES 

This sub-chapter is designed to provide official policy for legal 
procedures in which the county welfare board is directly involved; 
and to provide information concerning other legal procedures which 
it is important for CWB staff to understand as a basis for clear 
working relationships with certain other agencies and public officials . 

Sections dealing with specific areas of legal action will be issued 
as developed. There will be no significance to the order of such 
sections o 
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Introduction 

. The development of :policy . and procedure gov~:cning the public· assistance 
programs is based on the :p:t~emise that )?ersons applying for and receiving 
assistance have the same human strengths and weaknesses t hat are frnmd '. in 
the gener al popuJ.ation, and that p·eople are essentiaJ.ly honest o It is • 
recognized.} however., tr.Lat there are persons of whom this cannot be said., 
and tr...at some of these may be seeking ·or receiving publi<?_ assistance. 

To P:i."Otect tl~.e assistance agency· -and the · public it is essential to exer ... 
cise appropriate cont1~01s against t he op:portuni ty to commit fraud. At 
the same time clearly defined policy and procedures ate essential to . 
assure protection of the i' i ghts of a person who might otherwise be accused 
of e, fraudulent act without basis in fact, or without d:ue consideration 
a.nd careful evaluation of all the circumstances. 

Basic to our legal system is t he principle that a person is not deemed ~ 
guilty of an offense until a.dequ.ate evidence has been obt_a;i.ned to prove 
euiltli It follows, therefore, tha.t in any receiving case, · except as 
-pro.videcl in the following paragraph, assistance should be continued to 
an otherwise eligible yerson1 even · thougQ1 there is ree.son .!?_ suspect that 
fraua_ has b een cOI11.t.11ittedj while the facts are under review 1Jy t he agency 
or the law enforcement authority c, Federal financial participation may'be 
claimed for payments in which assistance has been obtained through fraud 
provided it can be dcmo:nstrated that the county welfare board took prompt 
action upon dis-covery -of the possibility of fraud in acco:t dance with t:q.e 
conditions provide ct •"in · 2602 "2. · · 

In many such situations, resolution of the question of :possible fraud 
necessarily requires tbe coopera~ion of the recipient to protect his own 
interest; therefore, if the recipient fails or refuses to cooperate in : 
the investigation, this would be grounds for s1rnpending assistance pending 

· resolution of the issue of possible fraud. In respect to an application 
for assistance, if during the investigation substantial evidence of fraud 
appears, this shall be de~ed to affect eligibility, and disposition of 
the ap~lication shall be deferred pending resolution of the issue of 
rossible fraud • 

• 2 Fraud a.s Defined by Sta~e Law 

The sections of the New Jersey statutes defining fraudulent receipt of · 
assistance are as follows : 
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2951. 

.2 

Fraudulent Receipt of Assistanc~ (Cont'd.) 

(Cont'd.) 

Title 2A, Chapter 111 of the Revised Statutes (as amended by Chapter 76 
Public Laws of 1962) provides: 

"2A:lll-2. Any person who, knowi.ngly or designedly, by r.1eons of any 
false statement ma.de orally or in writing, or by means of concealing 

.or ,failing to disclose a material fact which it is his duty to reveal, 
obtains for himself or for a.ny other person from any agency of the 
state or from any county or municipality, or from any agency of such 
county or municipality or from any private or charitable or ganization 
or association of any kind, under pretense that he is poor and needy 
or out of em~loyment, any money, property or other thing of value, 
is guilty of a misdemeanor. 

"2A:lll-3. Any per son who, by false representations with respect to 
ability to pay the usual and reasonable cost of medical or surgicaJ. 
treatment, or by concealing or failing to dis·close a material fa.ct 
which it is "his duty to reveal, a.ecures for himself or for any other 
person such medical or surgical treatment from any state, county, 
municipal or charitable hospital or institution, free or at reduced 
rates, or who by false representation as to income or other finan­
cial resources, or by concealing or failing to disclose .a material 
fact which it is his duty to reveal, obtains for himself or for any 
other person from any agency of the state or from any county or mun­
icipality, or any agency of such county or municipality, financial 
or other assistance in any form, is guilty of a misdemeanor." 

Title 1~4, Chapter 7 of the Revised Statutes provides: 

"44:7-32. Any person who, by means of a false statement or false 
representation, or by impersonation or other fraudulent device, 
obtains or attempts t o obtain, or aids or abets, any person to obtain 
funds under this chapter to which he is not entitled, or a larger 
amount of assistance than ·that to which he is justly entitled, or 
payment of any forf eited installment grant; or knowingly aids or abets 
in buying, or in any way disposing of, the property of an applicant 
without the consent of the county welfare board, shall be gµ.ilty of 
a misdemeanor and punished accordingly. If such person be himself 
an applicant or recipient of old age assistance [or of dis~bility 
assistance or of assistance for dependent children]i his application 
may be denied or his grant withdrawn, and future grants denied at 
the discretion of the board." 
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2951. FrauduJ..ent Receipt of Assi. s..,!:§:_ice iCont I d o) 

Criteria. for Identifying Cases of Possi'ble Fraud 

The pm·port of those statutory proYisions is that fraud coi1s ists of 
obtaining or attempting to obtain payments of assistance to which an 
individual is not enti tled by me&ns of ·,;illful misrepresentation or by 
intentioEa.l concea]_'llent of a material :fact " Ther e ar e three: basic ele-
1.a.ents that must- be established: 

a. ~1he misrepresentation or concealinent must have been deliberate 
and done knowingly .. Fraud does uot ex:i.st if the misrel)resentation 
or concealment is the result of an unintent:ional act ; a misunder ..,. 
standing or mente,l incompetency . Distinction must ·a1s0 be made 
between inte!1t to defraud by t he indb.ridual and omission, neglect 
or error by the agen~y's representatives in securing and recording 
information. · 

·b o The misrepresentation or concealment must have been undertaken 
for the eXJ)x·ess purpose of receiving or ·· obtaining benefit from or 
attempting to receive or obtai.n benefit from a l)ayment of assistance 
to which the individual was not entitled, 

c, If the misrepresentation or concealment, or attempt t o misrep­
resent or conceal a material fact, had been lrnavm to the county 
welfare board, assistance would not have been gra.i1ted er would have 
been granted in a lesser ara.onnt. 

The evidence to establish these points must be factual and capable of 
being demonstrated in a court of law through the testimony of witnesses 
or by docU1nentary evidence .. Since fraud is subject to criminal action, 

· it must be proved beyond a reasonable a.oubt • 

• h County Welfare Board Responsibility; Administrative Plan 

a. Limit ations of Responsibility 

The role of the county welfaxe board is limited to responsibility 
for determining whether there is basis in fact for believing that 
fraud, as defined by the criminal statutes, may have been committed 
so that referral to the county :prosecutor or other proper law en­
forcement official. for legal action is justified. 'The action taken 
by the law enforcement official following referral de cennines what 
further legal action shall be :pursued. Whether f r aud has actually 
occurred is a question for the court o 
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2951 • Fraudulent Receipt of Assistance (Cont'd.) 

• 4 b. Alternate Administrative Plans for Investigation 

All administrative planning should be kept in balance, so that pro­
cedures to be employed when there is reason to suspect the possibil­
ity of fraud are consistent with legal rights of the individual(s) 
concerned, and do not outweigh overall administrative effort directed 
toward accomplishment of program objectives. 

Each CWB shall develop an operational method to carry out its respon­
sibility which is best suited to its administrative structure and to 
local conditions and resources. There must be clear allocation of 
duties and functions in the total process of investigation, reporting, 
evaluation, decision to refer, etc. 

In res:pect to the function of investigation CWB may select one or a 
combination of the following plans: 

1) Cooperative Arrangements with Other County Agencies 

CWB may arrange for special investigation of cases of suspected 
fraud by another appropriate agency or official such as office 
of the county adjustor, the :probation department or the office 
of the county prosecutor, without cost to CWB. 

2) Special Staff Investigator 

CWB may appoint to staff a "special investigator(s)" whose duty 
will be to give special attention to case situations involving 
suspicion of fraud (and other related situations requiring 
speciaJ. investigating skills), to prepare the necessary reports, 
and to function in a liaison capaGity for the director and wel­
fare board to the law enforcement author;ities. Such "special 
investigato1·( s )" will have no law enforc€TQ.ent authority, and not 
engage in activity ·which is properly the responsibility of the 
caseworker. 

[Refer to Ruling No . 11, Part I for classification of position, 
job description, etc.] 

3) Casework Staff Function 

CWB may elect to have casework staff carry the responsibility for 
the necessary special investigation in instances of suspected 
fraud, relying upon consultation with CWB counsel for the tech­
nical aspects of establishing adequate evidence on which to base 
a decision. 
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Fraudulent Receipt of Assistance (Cont 1d.") 

.4 b. 3) (Cont ' d.) 

Whatever administrative plan is adopted, there will be instances. 
where discussion should be . arrangecl wit;h welfare board counsel 
and/or _the coupty prosecutort s office as to the nature a'nd con-
duct of the investigation. . 

0/,JB shall file wi t .h the State J~ure~:u a detailed desc.ription of its 
administrati v_~ _plan; · and shall advise the Bure~u of any subsequent 
proposed ch~ng·e :.in the. P..~ah _b~_f?re it becomes. effective • 

• 5 Referral to Law Enforcerr~nt Authorities 

When the investigation of any case of suspected fraud is completed, the 
director of the CWB, in consultation with counsel as required, shall be 
responsible for determining whether the matter should be referred to the 
county prosecutor or other proper law enforcement official . As far as 
possible any such referral should be initiated by conference, followed 
by a written statement as may be requested • 

• 6 Reports on Cases Involving Fraudulent Receipt of Assistance 

In every case where the CWB initiates an investigation based upon a 
belief that fraud, as defined by the criminal statutes , has been 
committed, an initial report shall be forwarded to the Bureau of Assist­
ance. This report should identify the case and set forth a summary of 
the information which provoked the investigation. When the investiga­
tion is completed, and a determination made as to the further action 
required, a supplementary report shall be sent to the Bureau summarizing 
the results of investigation and the action to be taken. If the investi­
gation is initiated and completed within a reasonable period of timej 
the initial and supplementary reports may be combined. If the matter 
is presented for official action by the welfare board, an entry in the 
minutes giving the findings and decision will serve as the supplementary 
or combined reporto 

When a referral is made to the county prosecutor or other law enforcement 
official, a report shall be sent to the Bureau of the resulting actiono 
If a decision is made not to prosecute, the report should set forth the 
reasons if they are known. or can be determined. If prosecution is under­
taken, the report should set forth all available information on the 
results of the trial and the nature of sentence if a conviction is entered. 
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2951. Fraudulent Receipt o! Assistance (Cont'd.) 

Recovery of Assistance Paid 

In ·every fraud case, in addition to any criminal prosecution, recovery 
should be sought of the assistance illegally obtained. The threat of 
prosecution should not be used as a means of effecting recovery; nor 
~hould the fact of a recovery affect the CWB decision concerning proper 
referral to the prosecutor. However, any recovery, or plan for recovery, 
·should be reported to the prosecutor whenever such a referral has been 
ma.de. 

The provisions of the preceding paragraph are not intended to limit the 
responsibility and obligation of the CWB to seek recovery, through volun-: 
tary agreement or civil action, of i'unds improperly received by a client 
under circumstances other than fra~d. 
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2952. Filiation Proceedings 

'. ' 

Title 9, Chapter 17 of the Revised Statutes as amended by Public Laws of 
1962 authorizes the coµnty welfar~ boards to initiate proceedings to 
establish paternity ·arid. reSpo'nsibilii;y fqr s-qP1?ort of a child born, or 
likely to be born, out ·of ·wed.lock when such chilq. 'is, or likely to become, 
a recip~ent of A~si-s~ance for De;p.endent Children. 

(This -authority does not obviate the ~se of the provis~ons of Title 9, 
Chapter 16 of the , Revised Statutes 'under whic.h the mother of the child 
can bring action and file a complaint in her own name to 'establish pater­
nity and res~o~sibility fo~ support.) 

: .1 · :Effect ori Eligibility for ADq_ 

- · Title 9, Chapter 17 (R .S • . 9 :17 ~-2) specifically pr9vides '' .• .. t hat the 
initiation of proceedings under this Chapter shall in no wise be deemed 
a condi~ion precedent nor a deterrant _to the granting of assistance or 
relief under · ·any law of this State to ·persons otherwise .. eligible there-

-· for • " - · · · · •. · · · 

[See 2287. f'or basic· :policy . on ·:·eligi.bili ~y] 

;2 · .-:courts ·Having .Jurisdiction· · 

Such proceedings shall preferrably b~ .initiated . in .. the . county · juv~nile 
and domestic relations court/but· may be initiatecf in a municipal court 
in accordance ~th local ~ractice . 

• 3 Parties to the Action 

a. · A complaint · un~er Ti tie 9, _ · Ch~pter 17 s·hould. be filed in the name 
or' the CWB· by the director or ot:her ·duly authorized representative. 
The complaint will normally be filed against the re:puted father as 
identified by the mother. 

b. There may be cases where the mother refuses, or claims inability, 
to reveal the id.entity of the reputed father. In such cases a com.­
plaint may be filed naming the defendant as follows: "John Doe, 
reputed father of (name of child) , said name John Doe being 
fictitious". Such a complaint must be accompanied by an Affidavit of 
Inquiry made by the CWB director or other duly authorized representa­
tive, stating the mother's refusal or inability to identify the re-· ' 
puted father, and that other diligent inquiry has failed to reveal the 
identit.y. The court can then hold an examination of the mother and 
may compel disclosure of the name of the reputed father. 
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Th~ Ind5..v:1.dual and Public Assistance 
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Filiation Proceedings (Cont 1 d. ) 

Procedure 

a. Nono.al procedure contemplates that after the complaint is filed, 
and an examination held as required for disclosure of identity of the 
reputed father, a warrant will issue against the reputed father so 
that when he is personally served he may be subject to the jurisdic­
tion of the court . '!his is followed by a hearing where testimony is 
given by the parties, on the basis of which the court decides the 
issue of paternity. 

b. If the court decides that the person charged is the father, an 
Order of Filiation is made which also specifies the support to be 
paid by the father for the maintenance of the child, and " ..•• the 
sum to be paid for the sustenance of the mother during confinement . " 
(R.S. 9:17-12) 

c . There will be cases where the reputed father admits paternity and 
agrees that he will not contest the entry of an Order of Filiation. 
Such action C8..L~ be encouraged by C"tT.B interview with the reputed father 
before initiation of filiation proceedtngs. In such cases, with the 
cooperation of the court, the procedure may be simplified in that the 
issue of paternity and responsibility for support can be adjudicated 
without issuance of a warrant or formal hearing • 

. 5 Person or Agency to Receive Payment of Order 

See 2320.7 for basic policy in respect to support orders. 

Since the average period of continuing eligibility for .ADC is relatively 
short it is recommended that Orders for Support be made payable to CWB 
only when no other arrangement is feasible or acceptable to the court . 
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2953. Desertion ·[Effectiv~ _·. July 1, 1962) 

.1 Statutory Provisions 

In accordance with existing statutes, desertion -not only ~rovides· a basis 
of eligibility for assistance for dependent children, but also subjects 
. the deserter. to · legal action for enforcement of , ·civil and criminal lia­
bilities. 

a ~ Eligibility for ADC : 

By definition in R.s. 44:10-1 a "dependent child" is one "deprived of 
parental support or ·care by reason of •a•• continued absence from the 
home~ •.• of· -a parent". ·The term "continued absence from the home" 
includes desertion as outlined · by administrati_ve regulation. 
(See 2281.2) ·· 

b. Legal Actions 

In addition to providing the offended _spouse with grounds for divorce 
. or ·legal ·separation, severaJ. actions ·may be taken against the deserter 

to enforce the obligation to support or to impose penalties for the 
renunciation of .familial duties. 

1) Civil Actions 

.(a) Available to municipaJ. welfare directors only: 

R. S. 44·: 1-14 3 - complaint to enforce support in the juvenile 
and domestic relations court. 

(b) Available to county welfare directors only: 

R.S. 44:7-19 - under which when there is failure to comply 
with the order of the director certification may be made to 

· the county court or the · juvenile and domestic relations court. 

(c) Available to both municipal and county welfa:i:•e directors 
· · and . other persons: 

N .J .s. 2A:·4-18 - complaint to enforce support in the juvenile 
domestic relations court. 

'·· 
N. J ._S • 2A: 4- 30 .1 et seq. -- support proceedings may be brought 
against a deserter located in another state under the Unifonn 
Reciprocal Support ·Act. · -, 

[See 2900 Appendix II for text of Act) 
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2953. Desertion (Cont'd.) 

.1 b. 2) Criminal Actions 

(a) Available to municipal welfare directors only: 

R.S. 44:1-147 - canplaint may be brought to punish a deserter 
as a "disorderly person". 

(b) Available to both municipal end county welfare directors 
and other persons: 

N.J.S. 2A:170-4 - complaint may be brought by any person 
having knowledge of the facts to punish as a "disorderly 
person" an individual who "leaves or threatens to leave his 
family t .o become a public charge". 

N.J.S. 2A:100-l - complaint may be made against a "husband or 
father who deserts and wilfully neglects to provide for and 
maintain his wife and .minor .child or children". 

N.J.S . 2A:100-2 et seq. - complaint may be made against a 
"husband '\.Tho deserts or wilfully neglects or refuses to pro­
vide for the support and maintenance of his wife, in destitute 
or necessitous circumstances, or against a parent who similar­
ly offends against" his or her "minor child or children". In 
this action the court may order support in lieu of fine or 
. imprisomnent. 

,2 Definition and Interpretation 

The term "desertion" is uniformly used to denote a wilfu.l abandonment of 
a duty in violation of a legaJ. or moral obligation . In the sense of the 
domestic relation, "desertion" is the act by which a person quits the 
society of the spouse or children, or either of them, and renounces duties 
owed to them.. 

Desertion is often considered only in te:nns of failure to provide support 
and maintenance, and legal processes are primarily directed toward en­
forcement of this duty. Although non-support is of particular signifi­
cance in the administration of public assis t ance, desertion must properly 
be viewed as a failure to perform other duties owed to the family members 
so that they are deprived of care as well as support. 
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2953. Desertion (Cont'd.) 

The basic effect of' desertion · is the disruption of the family; the results 
are social and financ~a.+ depen4~l)cy. ~:refore, . :the -primary goal in 

· ,servirig deserted families ·should.: be to effect · reconciliation, and action 
to ·locate : the absent parent should.be undertaken with this objective. It 

. is ... reaJJze~ that in cert~n cases the causes of. the d_.esertion, and the 
· -length of .absence, will limit the likelihood of reconciliation . In such 

~i~atio~s eff.o~ts tq induce resumpt~on of financ~al support can reduce 
·th? need-f9r 'piblic -~ssistarice, provide a possible means for subsequent 
renewal° of parent-child relationships, and have a deterrent effect through 
~iscou~aging future de$ertiops by impressing on _tbe deserter the need for 
him . or her to maintain ·responsibility._ . . 

,Sin~e ~esertion is . a .-matte:i:: of public conce;;-n~ as . expressed in the statu­
to:cy provisions cited. above, ·the ·processes . :f'or location of and treating 
with the deserter involve close cooperation between .the public assistance 
and la'tf enforcement agencies. This requires an under~tanding of respec­
tive functions and responsibilities,and -a ·mutual ·appreciation of objec-
tives. · · · 

a. functions· and Responsibilities of the Public Assistance Agency 

1) Determining eligibility for assistance, and developing evidence 
that there has been a desertion in fact. 

2) Developing a.nd recording information which can be used in 
locati·ng · the deserter and .effecting_ .. reconciliation_ or resumption 
of s.upp9rt. This ··.includes the reasons for the desertion, the time 
and plac.e it occurred,· any contacts with the fami~y . or friends 
since the desertion, indications of possible whereabouts, d.atG~ and 
place of last kno'W!l employment for purpose of OASDI clearance, etc. 
3) Notifying the county pros~cutor when the initial assistance 
pa~ent is issued (See 2281.2c) . . 

. . . 

4) · Initiating, or assisting the -recipient to initiate, proper 
· civil or criminal action as the circumstances indicate. 

5) When legal action has been started, providing the law enforce­
ment agency with relevant info:r:mation concerning the deserter 
whenever it becomes available. This will include a reporting of 

· any reconcil.iation effected, .or any arrangement made for support 
· by the desert~r either voluntarily or by order of the county 

director;. ! - • · 
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. 3 a. 6) Counselling With the family concerning possible reconciliation, 
and advising the law enforcement agency of this potential when it 
may affect any pending legal. action. 

7) Cooperating with other states and jurisdictions, on a recipro­
cal basis, in the location and interview of deserting _parents. 

b. Functions and Responsibilities of the Law Enforcement Agency 

1) Determining what action, if any, should be taken in response 
to the notices filed by the ,µblic assistance agency. 

2) Detennining whether there has been a criminal desertion in 
accordance with state law. 

3) Issuing and serving proper legal process f'or apprehension of 
the deserter. · 

4) Locating and returning the deserter when criminal prosecution 
is the determined course of action. 

5) Issuing and enforcing ord,ers of support • 

. 4 Procedures in Cases of Desertion 

Considering the increasing incidence of desertion, and the variety of cir­
cumstances which may affect the initial desertion and continuing absence, 
action toward location should be emphasized in those situations ~ilich 
promise the greater likelihood of effective results. The information 
available in each case shall be anaJ.yzed and ·a decision recorded as to the 
priority and plan of action. 

Effectiveness in handling desertion cases will increase as experience is 
gained through efforts at location an(i consequent reconciliation of re­
sumption of support. In order to make use of this experience, a recording 
shall be made in the case record of the actions taken and results achieved. 

As a means of attaining the basic objectives, and with due consideration 
of the analysis of individual cases, t he following procedure shall be 
observed: 

a. When the absent person is a reputed father, action shall be taken 
to establish :pa.terni ty in accordance with 2287 &"'ld 2952. If paternity 
is adjudged the father is subject to the same legal actions as the 
father of a child born in wedlock ., 
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b. Whenever the deserter's whereabouts is known or becomes knovnl', and 
there are no factors which would ~egate the possibility of reconcili­
ation or voluntary assumption of financial support, attempts should 
be .made to accanplish this through case work processes. This may be 
undertaken by. the CWB .in Ne.w Jersey or through cooperating agencies 
in other Stat~s . ap.d. j:uri-sdicti.ons • · 

c. If reconciliation or voluntary assumption of support cannot be 
accomplished, but the deserter's whereabouts is known, civil action 
should be taken in the juvenile ~nd domestic .. relations court to se­
cure an order of support. This would include action under the Uniform 
Reciprocal Support Act. 

d. · If .the use of case work processes and civil action proves ineffec­
tive in .sec1.1ring support frcm the deserter, -a criminal complaint of 
desertion or non~support .should be made . . 

e. Civil and criminal actions may be initiated by the recipient 
( parent or parent person} . or· the ¢aunty 1-telfare board·. 

f. lnquiries le_ading to information concerning the whereabouts of 
the deE?erter s'.Q,all be made part of _each visit with the recipient, and 
shall also be directed to collateral contacts whenever feasible. Full 
use should be made of the process for securing infonnation from OASDI 
records (See 2829). Any information received should be forwarded to 
the proper law enforcement agency whenever civil or criminal proceed­
ings have bee.~ .initiated. 

g. Action to effect reconciliation or . secure suwort is directly re­
lated to the administration of assistance, and there is no violation 
of confidentiality if record information is shared with agencies and 
authorities cooperating ip ;th.is activity • 

. 5 Optional Administrative Plan . 

Each CWB shall develop an operational method to carry out .its responsibil­
ities which is best suited .to its administrative structure and to local 
condi tion_s and resources. There must be clear aJ.location of duties and 
functions in the total process of investigation, reporting, evaluation, 
decision to initiate legaJ. action, etc. 
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. 5 ( Cont ' d. ) 

The case worker will be responsible for obtaining and reporting informa­
tion relevant to the desertion as an incident of .case supervision, and for 
efforts to effect reconciliation .and volµntary assumption of support when 
f'easibl'e , through case work proces·ses. , When location 9f .1 the deserter in­
volves supp1ementa1 activity, the CWB may select orie of the following 
plans; or a combination thereof: 

a. Cooperativ·e Arrangement with Other County Agencies 

CWB may arrange for special investigation of cases of desertion by 
another appropriate agency or official. such as office of the county 
adjuster, the probation depar~ent or the office of county prosecutor, 

· without cost to CWB. 

b. CWB may appoint to staff a "special investigator(s)" whose duty 
will be to give special attention to case situations involving deser­
tion (and other related situations requiring special investigating 
skills), to prepare the necessary reports, and to function in a liai­
son capacity for the director and welfare board to the law enforcement 
authorities. Such rrspecial investigator(s)" will have no law enforce­
ment authority. 

[Refer to Ruling No. 11, Part I for classification of position, job 
description, etc.]! 

CWB shaJ.l file with the State Bureau a detailed description of its admin­
istrative plan; and shall advise the Bureau of any subsequent proposed 
change in the plan before it becomes effective . 

• 6 State Bureau Coordinator 

A Bureau staff member will be designated to coordin~te and supervise 
activities of the county welfare boards related to cases of desertion . 
These functions will include: 

a. Reviewing records and reports to evaluate compliance with and 
effectiveness of policies and procedures. 

b. Disseminating infonnation on methods and practices for location 
of deserters. 

1 Until included in Ruling No. 11 consult Bureau of Assistance 
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c. Conferring lr.ith appropriate CWB personnel on individual case sit­
uations. 

d. Providing consultation on the development and continuity of re­
lationships with law enforcement agencies. 

e. Processing inter-state inquiries and reports referred to the. 
Bureau. 

f. Preparing periodic summaries of state-wide activities and accom­
plishments, and disseminating such information ta county welfare 
boards when appropriate. 

g. Assisting in the collection, maintenance and interpretation of 
records and statistics required for the conduct of the program. 
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2954. Sup:port Orders 

The provisions of this section apply in .ADC. 

The following additional points must be kept in mi nd in respect to .ADC: 

a. The presence of a step-parent in the home does not relieve either 
naturaJ. parent of duty to support a child. 

b . An Order to Support can· not be placed upon a re:PUted father of a 
child born out-of-wedlock either by the director of welfare or by 
the court until paternity has been judicially established . 

[See 2287. and 2952.] 
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2954. Support Orders 

.1 Lugul Provisions 

a. By law, (R.S. 44:7-19) the county director of welfare is author• 
ized, after due investigation, to order a legally responsible relative 
to pay toward the suppo~t of an applicant for or recipient of assist­
ance. (The Attorney General has ruled that although R.S. 44:7-19 pro­
vides for ameliorating or excusing the obligation of a child (but not 
of a spouse) when there was failure by the parent to support during 
the child's minority, the responsibility for making such o. determin­
ation rests with the court itself and is not within the discretion of 
the director of welfare or of the welfare board). [See 2265.) 

b. The law directs that u:pon failure of such relative to comply with 
the order, the director shall so certify in writing to the county 
court or to the court of juvenile and domestic relations of this 
county; whereupon such court may, after hearing, "order and adjudge 
the able relatives or other persons responsible for the support of 
such applicant to pay such sum or to d~iver to the court or to the 
director of welfare such other pledge o.;r guaranty as the circumstances 
may require in the discretion of the court for each such applicant." 

c. R.S. 44:7-19 further provides that "The county welfare ·board mo.y 
al.so bring appropriate action in any court of competent jurisdiction 
to recover any sum of money due for assistance given a..l'ly person under 
this chapter against such person or ~ainst any other persons charge­
able by law for the su:pport of such person 11 

• 

d. Where the relative from whom support is sought is a resident of 
another state o.nd CWB is unsuccessful in securing information end/or 
voluntary contributions, conmensurate with the evaluated capacity to 
support, either by direct correspondence or through an appropriate 
public assistance agency, the procedures provided in the Uniform Re­
ciprocal Enforcement of Support Act, Revised Statutes 2A:4-30.1 to 
30.23 sho11 be followed. See 2900 Appendix II for text of this Agt. 

e. There are additional statutes under which orders of support may 
be imposed by a municipal director of welfare, or by a court. 
See R.S. 44:1-140 and 141; 44:1-143 and 144; R.S. 9:16 and 9:17. 

f. "Revision of the Rules Governing the Courts of the State of New 
Jersey", promulgated under the authority of the Chief Justice as of 
August 17, 1953, provides in Rule 6:5-4, subsection (a), as follows: 
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.1 j. "In an action for support brought by a.n assistance agency any 
support that may be directed to be paid shaJ.l, as near as 
practicable, conform to the standards of assistance established 
by or for the plaintiff -~ _ency" • 

• 2 Non-compliance with Orders 

0,. Non-payment 

When there is substantial evidence that a relative is failing to 
c~ply with the order . or" the director of welfare·, the director shall 
follow the legal procedure as provided in .1 b., above. where there 
is failure to comply with the order of a court, the c-ircumsto.nces 
shall be promptly reported to th~ probation department if the relative 
was place~ _on probation, or to ·ybe court which placed .the order. 

b. Irregular or Insu_fficient Payment 

· Where there is substantial evidence that a relative under order of the 
director or of a court, is ~~ng irregular payments, or payments in 
an amount ·1ess than ordered, the same procedures shall apply as in a., 
above. 

c. Inability_ to .Canply·. with Order 

1) Where ' there is evidence that a relative is not able or no 
longer able to comply w1·th the order of the director, there shall 
be prompt reevaJ.uation of capacity to sup:por.t, and the order shall 
be voided or the amount adjusted a.s appropriate. 

2) Where such, situation is found to -exist in respect to a rela­
tive u~der _court order to support, the terms of .the order cannot 

. · be changed except by amendment by the court i tsel-f after review. 
A review by the court for this purpose can be initiated as 
follows: 

a) Basically the· d~·fend:ant relative is responsible for 
bringing to the attention of the court any circumstances which 
make it impossible for him to comply with the terms of the 
order. 
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.2 c. 2) b) The party fil i ng the original complaint may bring the matter 
to the attention of the court for .enforcement of the order 
at which time the defendent relative may present circumstances 
showing his inability to comply. 

c) If in the judgment of CWB the situation justifies an amendment 
of the order the party filing the original complaint may bring 
the matter to the attention of the court with recommendations 
for such amendment • 

• 3 Persons or Agency to Receive Payment of Order 

a. There are three possible general methods for the handling of court­
ordered support payments: (1) There is the arrangement whereby pay­
ment of support is made directly to the dependent person; (2) There 
is the arrangement whereby payment is ordered to be made to the Pro­
bation Office and then remitted by that of fice to the client. (3) The 
method which will most effectively assure the client regular and unin­
terrupted payments, in the amount necessary to meet full budgeted re­
quirements, is the procedure whereby support payments, through court 
authorization, are made to the Probation Department which in turn makes 
the payment over to the county welfare board , with the county welfare 
board continuing to meet the full need of the client through the assis­
tance grant 

b. In regard to authority for this arrangement, the Supreme Court Committee 
on the Juvenile and Domestic Relations Courts of the State of New Jersey 
has approved"• •• a recommended procedure under which support by a 
responsible relative - e.g., the father - orde r ed by the court, where 
the family is receiving public assistance from the county welfare board ~ 
would be made payable to the probation office and disbursed by it to 
the welfare board rather than to the recipient of assistance. The 
latter would execute a written authorization to the probation office 
to make such disbursement of moneys received on the support order ••• 11 

The Administrative Office of the Courts has issued a bulletin letter 
to the Juvenile and Domestic Relations Court Judges, Chancery Division 
of the Superior Court and Chief Probation Officers advising them of 
this method which, when utilized, will ensure that the client's full 
budget allowances will be made available regardless of the possible 
irregularity or insufficiency of court-ordered payments. (See 2900. 
Appendix V and Appendix V, Attachment #1.) 
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Support Orders (continued) 

b. Where the utilization of this plan is indicated, the following 
procedure shall immediately be implemented: 

1) Adjust the basic grant to meet the full budgetary require­
ments of the client (disregarding the amount of the court 
order). 

2) In situations where the existing court order requires pay­
ments 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 2900 Appendix V-A.) The original is to be retained by 
the Frobation Department while the county welfare board will 
keep the copy for its records. 

4) 'l'he county welfare board and the Probation Department will 
jointly develop whatever controls and procedures are neces­
sary to ensure that the support payments will be routinely 
forwarded to the county welfare board. 

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

a) Keep a record of ' and properly credit the payments re­
ceived through ·support orc~ers on each case anc:1. 

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 Resource 
see 2320. and Budget Manual 500 and 600.} 

.4 Services of Counsel 

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

b. Legal representation of the welfare board in court procedures is 
a function of welfare board counsel. 
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2955. Petition for Guardianship 

A petition for commitment of a child to Guardianship shall be initiated 
by the county welfare board only after preliminary consultation with the 
Bureau of Children's Services to review the facts and circumstances in­
dicating the need .for such action • 

• 1 Court Having Jurisdiction 

A petition for Guardianship is filed with the Juvenile and Domestic 
Relations Court of the county where the child may be at the time of the 
filing of such petition. The form used for this :purpose is available 
from the Clerk of the Court . 

• 2 Conditions Justifying Filing of Petition 

A petition for Guardianship may be filed only when one of the following 
conditions exists as required by statute: 

a. The parent(s), guardian, or person having custody and control 
of the child has been convicted of abuse, abandonment, neglect or 
cruelty under Chapter 6 of Title 9 of the Revised Statutes. 

b. The child has been adjudged delinquent by a court of proper 
jurisdiction. 

c. The best interests of the child already under the Care program 
of the BCS require that he be placed under guardianship. (Except 
in most unusual situations petitions in these cases 'Will be filed 
by BCS). 

d. The parent or guardian of a child, following the acceptance of 
the child in the BCS Care program or in the program of another 
authorized agency, has failed substantially and continuously, or 
repeatedly for a period of more than one year, to maintain contact 
with and plan for the future of the child, although physically and 
financially able to do so • 

• 3 Presentation of Evidence 

Upon the filing of a petition for Guardianship the BCS will be required 
to make an investigation and re:port to the court. The CWB shall afford 
access to its case records for this purpose. However, the CWB as the 
petitioner will also be responsible for presenting evidence supporting 
the need for commitment. 
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Petition for Guardianship (Cont'd.} · 

· Application for Inter l~cu tory Order 

In urgent situations it is recommended that CWB apply for the entry of 
an Interlocutory Order of Commitment so that BCS 'Will have immediate 
responsibility for and custody of the child. (See 2883. i.) 

.5 Services_ of Counsel 

Legal representation of CWB in guardianship proceedings. is a proper 
function of welfare board counsel. 

(For basic policy and procedure see 2883. and 2884.] 
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2956. Report of Criminal Offenses to Law Enforcement Authorities 

The provisions of this section apply in ADC. 

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. (Refer to Section 2880. for procedures for referral to the Bureau 
of Children's Services.) 

The existence of a condition of pregnancy in an unmarried child under the 
age of 16 is per se conclusive evidence that a crime (statutory rape) has 
been connnitted by an offending male person. Each such instance shall there­
fore, regardless of any other circumstances, be reported. 
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Introduction 

Investigation. of new applications or investigations for redetermination of 
eligibility may on occasion present indications to the county welfare 
board that a crime may have been cormnitted. Allegations of the suspected 
commission of a crime may also be made know~ to the county welfare board 
through various other sources, e.g., phone calls, written communications, 
verbal communications from individuals, etc. In such instances, the county 
welfare board may be under a legal obligation to report the situation to 
the appropriate law enforcement agency. (See 2951.5 for responsibility in 
regard to cases of suspected fraud.) 

.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, manslaughter, murder, or of 
any high misdemeanor, who conceals and does not, as soon as may 
be, disclose and make knolm the same to a judge, magistrate, 
prosecutor 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, 
include atrocious assault and battery, carnal abuse, incest and rape. 
[Refer to Circular Letter No. 663 for additional information identify­
ing high misdemeanors.] 

.3 Procedures 

When the county welfare board becomes informed of facts that would indicate 
that one of the above-mentioned crimes has been or may have been committed, 
or receives a direct allegation in any form, written or verbal or anonymous, 
that such a crime has been committed, it shall proceed as follows: 

a. The director shall personally, and in collaboration with Counsel, re­
view whatever facts and circumstances are immediately available in order 
to determine whether there is suspicion that a crime was committed. 

b. If the director is satisfied that there is evidence to support an in­
vestigation as to whether a crime has been committed, he shall, after 
consultation with Counsel, 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. 
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.3 c. When a decision has been made to report the alleged or suspected com-
mission of the crime, such report shall be made in written form to the 
appropriate law enforcement agency. Where a direct allegation charg­
ing commission of a crime has been made by an identified person, such 
person shall be advised of his responsibility to report this informa­
tion to the proper authorities. In these instances, the report of the 
county welfare board shall include a statement that the individual 
originally making the allegation had been informed of his responsibili ty 
to report this information to the appropriate law enforcement agency. 

d. The county welfare board shall cooperate fully with any subsequent in­
vestigation initiated by the law enforcement agency within the limits 
of the policy and regulations of the Division of Public Welfare. A 
county welfare board staff member may sign a written ~omplaint only 
upon a written request from the law enforcement agency and provided 
his ,inf?Fmation of the facts to be stated in such complaint is based 
upon his own personal knowledge and belief. 
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The Individual and Public Assistance 
Other Agency Responsibilities - Federal Assistance Program for Cuban 
n.efuo;ees 

Fm)E..AAL ASSISTANCE PROGHAM FOU CUBAN RZFUGEES 

Thi s Federal proeram was authorized because the 11iami area whi ch has 
the largest concentration of Cuban refugees is considered an i npacted 
area. The ~rogram includes a i d to public schools in Miami, health 
services, employment service, resettlement, welfare services to unac­
co •. ?panied childr en and fina:.1cial assistance. 

Federal funds made available to meet the economic needs of Cubans who 
a-re resettled from Hiami area by approved voluntary agencies are ad­
ministered by establ i shed public welfar e a3encies of states which have 
agreed to participate in the prograr.1. 

The State's p:an for t he cooparabl e ass i stance program will be followed 
in r ecei ving appl i cations, dete~mining eligibility, establishing the 
method and frequency of payments, vis i ts and redeterminations of eligi­
bil i ty and providing social se~vices. The standarcs used in determin­
ing the amount of the assis.tance grant will be i n keepin3 with those 
used by the agency fo r tI1e applicable program. All Cuban refugee 
families, including those not cere~onially mar~ied, uhich meet the 
criteria of the Assistance to Families of the T1orking Poor pro3r am, 
are to be budgeted in accordance with standa~ds of that program. 
(See Financial Assistance Ha;iual 116.) 

Determination of Eligibility 

Definition of Eligibility 

By Federal definition .an individual may be considered to be a Cuban 
refugee for purposes of the Cuban Refugee proe~am if: 

a. he i s a national of Cuba or resided in Cuba for five years prior 
to depa~ture; and 

b. he came from Cuba to the United States in any manner other than 
entering with an immieration visa r equiri:-ic an affidavit of 
support; and 

c. he is register ed at the Cuban Refugee Er:1ereency Center, i'Ii.ami, 
Florida, and has a registr ation car~ issued by the Center 
(CREC 8-D); and 

d . he l eft Guba on or after .. : anuary 1, 195::' and has been resettled 
by an approved agency, or has been "self-resettled" (see 2981.4). 
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Cuban Entering the United States with Affidavit of Support 

Cubans who enter the U.S. through another country with an immigration visa 
requiring an ;affidavit of support are not eligible for assistance under the 
Cuban Refugee program. Visas ·are issued only to those persons for whom an 
affidavit of support has been given by sponsors in this country who may be 
organizations as well as individuals. 

However, Cubans who flee other countries entering the U.S. with non-immi­
grant visas or Cubans who manage to cross U.S. ·borders without any visa, 
and are subsequently 11 paro·led 11 on indefinite · stay by the Immigration Ser­
vice, may be eligible for assistance under the program when they are regis­
tered at the Cuban Refugee Emergency Center. 

Although an affidavit of support is by Federal regulation, a disqualifica­
tion for assistance under the· Cuban Refugee program , it does not disqualify 
needy Cubans for categorical assistance or for general assistance. However, 
it should be considered as a resource and inquiry made as to the ability 
of t he person or agency , giving the affidavit, to ·provide for the needs pf 
the applicant. 

This policy applies to reopened as well as new applications. When reopen­
ing a case, determine whether any member of the family came with an affi­
davi t of support. When date of departure from Cuba and date of arrival 
in this country are not in the original application, they shall be obtained. 

Refugees entering the country on the basis of an affidavit of support may 
be reg_istered at the refugee center solely for purposes of resettlement and 
transportation. However, ·the registration cards of such refugees are now 
being stamped 11not eligible for financial assistance under the Cuban Refu- , 
gee program at point of resettlement" or " transportation onlyn • 

Registration 

a. Initial Clearance of Registration at Cuban Refugee Emergency Center 

When a Cuban refugee requests assistance, CWB shall register an appli­
cation and clear with t he Division by sending PA- 50 or by telephone 
when immediate need exists. The case number and the following infor­
mation shall be given: (See 2900 Appendix III for Clearance Form, 
PA-50 .) 
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.3 a. 1) Names and birth dates of all members of the family unit giving 
the head of the family first, as it appears on the card; 

In Cubai it is customary for a male, regardless of his marital 
status, and a single female to use the following pattern for 
their names , 

(First Hame) 
Baptismal Name 

(Carmen) 

n11ddle ~Tame) 
Paternal Family Name 

(Rodriguez) 

(Last i{ame) 
Maternal Family Name 

(Rivera) 

A married female uses the folloui.ng pattern~ 

(Jirst Name) 
Baptismal Ha:ne 

(Carmen) 

(Middle Name) 
Paternal Family Name 

(Rodriguez) 

(Last l arne) 
Husband ' s Paternal Name 

(de Garcia) 
(belonging to) 

To conform to our system of family names, use the last name of a 
married woman and the middle name of the father or child as the 
last name ; 

[ 2) Center file number on reeistration card, alien registration number, 

3) Resettlement agency ; 

4) Resettlement date or date arrived from Miami; 

5) Resettlement address or place : 

6) Date left Cuba; 

7) Date arrived }iiami; 

8) . Present address ; 

9) If living with relative, the name and relationship ; 

If applicant is not registered and the relative is, give the 
latter's Center file number, agency and date of resettlement; 

10) Contact with resettling agency and/or sponsor ; 
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.3 a. 11) Other pertinent information. 

[ 
Since the Division now gives immediate clearance when the refugee 
applies within 30 days of the date of his registration at the Cuban 
Refugee Center, it is essential that date of registration and 
number be accurately given by CWB. 

b. Request for Registration of Unregistered Family Member 

1) Persons who may be added to the registration 

When a resettled Cuban refugee is receiving or applying for assist­
ance, certain family members who are not registered at the Center 
may be added to his registration. 

When refugees marry after they have been -registered at the Center 
as single persons, the wife should be added to the husband's regis­
tration. 

2) Summar·y 

When an unregistered refugee is to be added to the registration of 
a recipient family, send to the Division a sunnnary including the 
following information: 

a) Case name, number and file number; 

b) Full name, birth date and birthplace of a person to be regis­
tered ; 

c) Date and place of entry to U.S. ; 

d) Date of departure from Cuba or other country of birth; 

e) Family composition with full name of head of household if not 
given in a) ; 

f) Relationship to head of household; 

g) Marital status : date and· place of marriage, prior separation 
or divorce; (If previously married, name of ex-spouse, Center 
file number when applicable.) 

New Jersey Department of 
Institutions and Agencies 

Transmittal 
Letter //119 

Page Date 
9/71 



Manual of Administration 
Division of Public Welfare 

2981.3-2981.4 

Part II 
2900 

2981. 

.3 

The Individual and Public Assistance 
Other Agency Responsibilities - F'ederal Assistance Program for Cuban 
Refugees 

Determi.nation of Eligibility (Cont'd) 

b 2) h) Immigration status and alien registration number; 

i) Educational level; occupation. 

In the case of an infant born to a receiving family, only items a) 
and b) of the summary are required. 

3) Notice to CWB of Registration 

CWB will be notified by the Division of the addition to the regis­
tration • 

• 4 Resettlement 

a. By Approved Agency 

[ 

1) The voluntary agencies engaged in resettlement (see below) will 
make resettlements on a planned basis so that the refugee will have 
a sponsor who will be responsible for his reception and for help in 
finding housing, obtaining employment, and adjusting to his new sur­
roundings. A transition allowance is made by the Federal government 
to assist in this initial adjustment (see 2984.). As far as pos­
sible, sponsors also will assist resettled refugees in securing 
necessary furniture and ~ousekeeping equipment and in maintaining 
themselves until income from employment or other sources is avail­
able to meet their needs. 

2) It is assumed that there will be some resources available through 
sponsors and resettlement agencies, but they will dif fer in their 
ability to furnish assistance. They must be considered resources 
and as such must be contacted and the findings recorded in the case 
record. If total support is not available from such source, then 
resettled Cuban refugees are eligible for assistance through the 
Cuban Refugee program, to the extent that need is established. 

[ 3) The registration card issued by the Center usually has the initials 
of the agency involved and th~ date of and destination for reset­
tlement. If not , this information should be secured from the 
refugee. 

[ 

4) Approved voluntary agencies and their nearest offices are: 

a) Catholic Relief Services of the National Catholic Welfare Con­
ference. Use local Catholic Charities when available, or 
Catholic Relief Services Resettlement Division, 350 5th Avenue 9 

rl ew York City~ telephone 212-594-9300 ; 
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. 4 a. 4) b) Church t·:orld Services, Immigration Services Department, 

b . 

[ 

[ 

475 Riverside Drive, New York City , telephone 212- 870-2061; 

c) International Rescue Committee, 386 Park Avenue South, 
New York City, telephone 212-67 9-0010 ; 

d) United Lebrew Immigration Aid Services, Inc., 425 Lafayette 
Street, New York City, telephone 212-674-6800 ; 

e) National Committee for Resettlement of Foreign Physicians, Inc., 
345 E. 46th Street, Hew York City, telephone 212-687-0520. 

Self-Resettled 

Subject to approval of t he resettlement as indicated below, assistance 
may be authorized for needy Cuban refugees who are "self-resettled" 
(i.e. , not resettled through one of the designated agencies listed 
above) provided t hey are registered with the Cuban Refugee Center i n 
lliami. The following information shall be sent to t he Division by CWB 
by PA- 50 or summary: 

1) Center file number on registration card > alien registration number; 

2) Date left Cuba ; 

3) Date and place of arrival in U.S. ; 

4) Place(s) of self-resettlement, date of arrival and reason for going 
there ; 

5) Assistance received , place(s), dates ~ 

6) Reason for t his application. 

Refer to 2983.1 when immediate assistance is indicated pending clearance. 

c. Noved from Place of Previous Resettlement 

vfuen the refugee has moved to New Jersey from a place of previous re­
settlement i n another state, the following alternate procedure shall 
be followed: 
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.4 c. 1) Previously resettled to the new York City area 

\Jhen a refugee who was resettled to the ? ew York City area moves to 
New Jersey and applies for financial assistance under the Cuban 
Refugee program, in order to avoid duplication of assistance, CWB 
shall determine whether the move to New Jersey was effected with 
the knowledge of the sponsoring agency or the public assistance 
agency. When the move was so approved the CWB shall report this 
information when calling the Division for clearance. 

\~hen the move was made without a contact with the resettlement 
agency or public assistance agency, a summary shall be submitted 
as provided in 2) below. 

2) Resettled out of the New York City area 

t,fuen the refugee moves to New Jersey from a place of resettlement 
outside the New York City area, a summary shall be submitted to 
the Division including : normal clearance information on such refu­
gee, information as to the reason for moving to New Jersey and 
leaving the place of ~esettlement, and information as available, 
concerning the assistance given and plans made by the resettling 
agency at place of resettl ement. 

[ d. The CWB shall not authorize the return of any refugee to Florida • 

• 5 Eligibility of Family Unit 

One case should include all needy eligible persons of any relationship 
living together as a family . The case name should be that of the normal 
head of the family. 

Only registered and cleared members of the eligible unit are to be included 
in the assistance grant. If an unregis tered member is to be added to the 
registration of a recipient refueee (see 2931.3 b.) he may be included in 
the family assistance unit after such addition. 
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Status of Head of Household Determines Eligibility of :Family 

When a Cuban refugee is married to a U.S. citizen j or citizen of another 
country , the nationality of the male spouse determines the eligibility of 
the family. Thus s a Cuban refugee woman who marries a U.S. citizen, or is 
married to a Cuban refugee who becomes a citizen, and the children born of 
the marriage, are ineligible for assistance under the ·cuban Refugee program. 
The eligibility of children of a former marriage should be cleared with 
the Division. 

Conversely, when the head of the household is a Cuban refugee , the family, 
including a non-Cuban spouse, is · eligible for assistance under the program. 

By Federal policy, this is in accordance with the principle that a marr i ed 
woman becomes the dependent of her husband while they are married and living 
together. 

This policy applies in affidavit cases also. (See 2981. 2) When the head 
of a household has entered the country with an affidavit of support, the 
family (spouse and children) of the refugee becomes ineH3ible for assist­
ance under the Cuban Refugee program . This policy applies even when a 
spouse and child(ren) may have been previously registered at the Center and 
eligible for such assistance but are later joined by the head of the house­
hold who has entered the country under an affidavit of support . 

• 7 Cuban Refugee who Becomes U.S. Citizen Inelieible 

A polic'y statement has been issued by the Federal agency with respect to 
the termination of eligibility status of Cubans who have become naturalized 
citizens; by Federal definition, the term "Cuban refugee" includes only 
individuals who are aliens . 

The ref ore) ·in new and reopened applications, and in periodic rede terminations 
of eligibility, attention shall ~e given to identifying refugees 
who have been in the country for five or more years in order to assure 
that refugees who have become citizens are not assisted under the Cuban 
Refugee program. (See 2989 . for Permanent Resident Status.) 
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Special Eligibility Factors 

a. Eligibility of Child Placed with Non-Relative 

A child placed by his parents in the care and custody of a family or 
individual not related to him may, if he is registered in the Refugee 
Center and resettled by one of the authorized voluntary agencies, 
receive assistance under the Cuban Refugee program in one of the follow­
ing ways: 

1) When the head of the family or the individual is eligible, the 
child should be included in the eligible unit. 

2) When the head of the family or the individual is not himself eligi­
ble, he may be payee for the child. 

b. Eligibility of Unaccompanied Child Aged 19 

A child receiving care under the Federal Children's Bureau program for 
unaccompanied Cuban refugee children (see 2987.1) is automatically cut 
off from this program when he reaches his 19th birthday and must apply 
under the Cuban Refugee program if in need. Although relatively few 
youths have been affected by this policy thus far, it now appears that 
a number of Cuban parents may not be able to reach this country before 
their children become 19. These youths may need a variety of social 
services to help them become responsible, self-directing and self-sus­
taining members of the community . 

1) Responsibility of Supervising Agency 

a) When such a youth is in foster care or a children's institution 
with no immediate prospect of placement with his parents or 
relatives, and he is not able to support himself, the super­
vising agency (public or private) may initiate plans for an 
application for financial assistance through the Cuban Refugee 
program. 

b) The supervising agency should prov·ide the county welfare board 
with all information necessary for processing the application 
and cooperate in continuing services, other than financial, as 
may be indicated. The children's agency will know the youth, 
his interests and his abilities, and can be of help to CWB in 
arriving at the plan which will be most appropriate for his 
needs. Whenever possible, the plan should enable him to con~ 
tinue satisfactory living arrangements. 
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.8 b. 2) Responsibility of CWB 

C • . 

[ 

a) Procedure shall be the same as for any applicant under the 
Cuban Refugee program. However, in clearing with the Division, . 

b) 

[ 

the CWB shall submit information which verifies the youth's 
registration .a$ an unaccompanied child, as provided by the 
supervising agency. This will be accepted as clearance of eli­
gib:i.lity •. 

Assistance may be continued for a 19 year old youth to complete 
high school or the semester in colleg_e during which he becomes 
19. There can be no ·assistance given for college attendance 
beyond that semester. Effort should be made to secure scholar­
ships that .include subsistence, possibly through service organi­
zations, community agencies or the supervising -agency. Federal 
loans up to $500 a semester are available through the college 
or university . 

Eligibility of Registered Unaccompanied .- Child Joining Eligible Parents 

When a registered unaccompanied child joins his parents who are applying 
for or receiving assistance under the Cuban Refugee program, he is 
eligible to be. included in their grant when verification of his regis­
tration is received and reported to the .. Division . 

The request to have his name added to the parents·' registration shall 
include his birth date, unaccompanied child registratib.n number, date 
of coming from Cuba , date and place of placement in foster home or in­
stitution, date he came to parents l date the. parents' eligibility was 
cleared . 

• 9 Request for Social Information about Cuban Refugee Relatives in Florida 

a. All inter-agency inquiries for social information about Cuban refugees 
and their relatives who are or were living· in Dade County are to be 
addressed to: 

State of Florida 
Department of Health and Rehabilitative ~ervices 
Division of Family Services 
U.S. Cuban Refugee Assistance Program 
127 N. l .-2nd Street 

New Jersey Department of 
Institutions and Agencies 

Miami, Florida 33128 

Transmittal 
Letter #119 

Page Date 
9/71 



Manual ofAdministtation 
Division of Public Welfare 

·2981. 9-2982. 3 

Part II 
2900 

The Individual and Public Assistance 
Other ·: i\gency Responsibilities - Federal Assistance Program for Cuban 
Refugees 

2981. Determination of Eligibility (Cont'd) 

.9 b. All similar inquiries for any other location in Florida are to be 
referred to: 

State of Florida 
Department of Health and Rehabilitative Services 
Division of Family Services 
P.O. Box 2050 
Jacksonville, Florida 32203 

.10 Need 

2982. 

.1 

CWB should consult with sponsors and/or the resettling agency as to possi-

[ 
bility of any contributions when developing an assistance plan. The initial 
"transition allowance" (see 2984.) is to be consi.dered an ''available re­
sourceH only to the extent that it may reduce the need for additional finan­
cial assistance in becoming established in a new community. Need shall 

[ 

otherwise be determined according to the standards and budgeting methods 
provided in the Financial Assistance 1.-!anual, and in accordance with the ap­
propriate categorical assistance program and the applicable budgeting pro­
cedure. 

Granting Assistance 

Initial Grant of Assistance 

[ After clearance, an initial grant shall be issued as promptly as possible 
when there is immediate need of assistance • 

. 2 

[ 
.3 

Continuine Assistance 

Subsequent to the initial grant, the procedures established in Manual of 
Administration for categorical assistance programs shall be observed for 
continuing payments of assistance and redetermination of eligibility. 

1edical Care 

Med ical care available to Cuban refugees should be consistent with medical 
care avaUable to other needy persons of tle community in which the refugees 
are living. Uhere needy persons receive care without cost through community 
resources, such as clinics, efforts should be made to secure such care for 
Cuban refugees. 
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Granting Assistance {Cont'd) 

{Cont'd) 
I1edical care shall be provided according to the policy and procedure for 
the categorical programs. 

Claims for health services for all persons receiving assistance under the 
Cuban Refugee program should be processed and paid in the same manner, and 
at the same rates, as those established for the New Jersey Health Services 

[ program (Hedicaid). 

2983. Related Services 

Referral and information about other services available in the community 
should be offered to eligible Cuban refugees without regard to eligibility 
for financial assistance . 

. 1 Referral on Delayed Clearance 

[ a. When there will be a delay in clearance , through the Division, and im­
mediate need is indicated, the agency resettling and/or the sponsor 
should be contacted to determine their ability to support the -refugee 
until clearance is received. 

b. If there is no other r esource, including categorical assistance, to meet 
immediate need , referral shall be made to the municipal welfare depart­
ment for General Assistance using Form PA-14 and noting thereon that 
referral i s due to delayed clearance of eligibility for Cuban Refugee 
program • 

. 2 Refugees not Elig i ble for Federal Program 

[ a. Refugees who ~re determined to be ineligible for the Cuban Refugee 
program because t hey do not meet the eligibility requirements, who are 
in need, may have eligibility for a categorical program; If so, an ap­
plication for the appropriate program shall be taken. When there is 
no eligibility for a categorical program, the case shall be referred to 
the municipal welfare department for assistance by use of the PA-14, 
giving the r eason for referral~ 
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Transition Allowances 

Hhen refugees are resettled, experience has demonstrated that it usually 
takes them from 45 to 60 days to find housing, obtain employment, and 
receive the first pay check. Puring this period there may be unusual ex­
penses such as temporary, living arrangement·s and restaurant meals until 
low cost housing can be located· for someone without furniture -and house-

-hold equipment. In erder to facilitate the resettlement of refugees, a 
transition allo,-,ance amounting to $100 for a family and $60 for a single 
person is made to refugees who are living in 'Miami and receiving financial 
assistance from the Florida Department of Public Welfare at the time of re­
settlement or refugees who are resettled directly from the Miami Airport or 
from Brownsville, Texas, immediately upon arrival in the United States. 
These refugees will receive only one transition allowance through the Cuban 
Refugee program. 

Checks for the transition allowance are issued by the Miami Cuban Refugee 
Assistance office and sent by registered mail to the address designated by 
the refugee. From three to· five days may elapse after resettlement from 
Miami or Brownsville before the check is mailed. 

When the refugee has not received this check within ten days after resettle­
ment, the worker should learn whether or not · his present address is that to 
which he was resettled. ¼TT1en the resettlement address is not his present 
address he should be assisted, if necessary·, . in notifying the Cuban Refugee 
Assistance office that he changed his address and the check did not reach 
him. The CWB should not write to 1-!iami for verification that the check has 
been sent. 

In some instances refugees have had difficulty finding a bank or store wil­
ing to cash his check and may need assistance with this. His registration 
card and passport or immigration card should serve as identification for 
this purpose. 

Records and Forms 

A separate record shal l be established for each individual or family receiv­
ing assis tance or services. For continuing cases , all changes in the status 
of each case and the dates on which changes occurred should be recorded • 

. 1 Registration of Application by CWB 

The application shall be registered as stated in Manual of Administration 
subsection 2116. The registration number shall be the county designated 
l etter followed by R or CR, as preferred, for Cuban Refugee program, and 
the next open number, beginning with 1. 
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Records and Forms (Cont'd) 

Registration Card PA-9 

The registration card Form PA-9, shall be complet·ed as for any categorical 
program. I n addition, the· title ''Cuban, Refugee :program", and the Refugee 
registration file number shall be typed at the top of the card ; and the 
names and birth dates of family members included in application shall be 
listed • 

. 3 Recording 

The forms for the applicable categorical assistance programs shall be used 
and shall have the· refu ee's Center file number above the CWB registration 
mnnber. The recording outline in use by CWB for other categorical programs 
may be used if the following information is included either in the forms 
or narrative : 

a. Data substantiating need and eligibility~ 

b. Assistance or service given; 

c. Service plan; · including: 

1) Education of each member of family and ability to speak and under-
stand English; 

2) Employment history and special skills; 

3) Agency efforts to assist in finding employment ; 

4) Impediments. to self-support ; 

5) Family strengths ; 

6) Health of family members • 

. 4 Disposition of Case Records 

Since the Cuban Refugee program is Federally financed , the case records are 
considered to be Federal records nd, . t herefore, canriot be disposed of in 
the same manner that counties dis~ose of case records for inactive public 
assistance cases. The disposition of Federal records is under the juris­
diction of the Hational Archives and Records Service which has r.uled that 
Cuban Refugee case records must be available for research and related pur­
poses. Accordingly, Cuban Refugee case records for ·closed cases must be 
retained by the county until a Federal audit is completed. 
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.1 

The Individual and Public Assistance 
-Other Agency Responsibilities - Federal Assistance Program for Cuban 
Refugees 

Financing and Accounting 

Financing the Program 

The cost of the Cuban Refug~e program will be met from_. Federal funds on the 
basis of Federal reimbursement_ to states for financial assistance expendi­
tures with respect to Cuban refugees under the conditions provided herein • 

Accounting and Control 

A separate account will be maintained for this program in order that the 
transactions may be readily segregated from those of other programs. The 
account will reflect all disbursements of this program. Monthly statistics 
will be submitted to State .Division. 

Special Services for Children 

Definition of "Unaccompanied Child' 

When a Cuban child enters t he United States with his parents, or in the 
company qf relatives or friends with whom he will make his home, or pursu­
ant to .a .plan to live with_ relatives or friends, such child may be supported 
by assistance . thrpugh the Cuban TI.e fu . ee program if all other el~ments of 
eligibility ex"is-t. · When a Cuban child und.er the age of 19 enters the United 
States under any other circumstan.ces, he is known as an uunaccompanied 
child. 11 

A special program is provided under . the supervision of the Federal Chil­
dren's 3ureau_ whereby fuuds are available for the foster care. placement of 
unaccompanied Cuba11: children . This _ program is administered in cooperation 
with voluntary or public welfare agencies, referred to as "sponsoring 
agencies. ; i Foster cqre placement may be made . in family homes or in con­
gregate living arrangements . In all such cases the child must be regis­
tered with the Florida Department of Public Welfare as an un~ccompanied 
child . 

There may be occasions where, for a variety of reasons , an alternative plan 
must be made for ·a ·cuban .child .under the age of 19 who has been supported 
by assistance through the Cuban Pefugee program. \'hen such alternative 
plan requires foster care placement, either in a family home or congregate 
livingl) such child may also be considered an 11unaccompanied child. " In 
such s ituations the foster care placement may be effected through a volun­
tary or public c nild welfare agency with .t;h~ .cost of foster care being paid 
through funds provided by the Federal C~ildren's Bureau. 
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The Individual. ... a.nd Public Assistance 
Other -Agency Respbnsibilities - Federal Assistance :Program for Cuban 
Refugees 

Special Services for Children (Cont'd) 

(Cont'd) 
The county welfare boards will normally not be concerned with any child 

·· who enters the United States as _. an unaccompanied child. However, county 
welfare boards ·- who have been providing assistance under the Cuban Refugee 
program may be required to effect foster care plans for children whose 
change in circumstances necessitate this alternative. Such action by the 
county welfare ~cards should be accomplished through referral as indicated 
below. 

Referral to Sponsoring Agencies 

Whenever a county welfare board is · involved in effecting a foster care plan 
for a Cuban child, inquiries should be made as to whether such child had 
previously received service from a voluntary agency as a sponsoring agency. 
If such a sponsoring agency can be identified, reference should be made to 
that agency to effect t he foster .care plan • 

. 3 Referral to the Bur~au of Children1 s Services 

The Bureau of Children's Services does not act as a sponsoring agency, but 
is a referral resource for Cuban children under 19 who have been receiving 
as·sistance under the Cuban Refugee program but for whom a· foster care plan 
must be effected. Reference to the Bureau ot Children's Services should 
only be made when 

a. no previous sponsoring agency can be identified; or 

b~ when a sponsoring aeency, upon referr·a1, has indicated its inability 
to assun1e r~sp~nsib __ ility for e ffecting · a foster care plan. 

When referral to the Bureau of ·children's Services is a proper action, pro­
cedures shouid be followed as set forth in N.artual of Administration Section 
2880 . Under the .provisions of Section 2880 ., the Bureau of Children ' s 
Services is also available to provide counselling services for children 
who have special problems of adjustment although continued support will be 
provided _ through assistance un4er the Gu.ban Refugee program • 

. , . 

· 2988. · Cuban Refugee Enlistees in Armed For·ces · - Eligibility for Q Allotments 

.1 Explanation 

Under a special enlis tment program, some ·cuban refugees are perm~tted to 
enlis t in the U~S. Armed Forces, and their dependents -ar~ ·eligible under 
certain conditions to receive the quarters (Q) allotment. Information 
available to date indicates the majority of enlistees are in Grades E-1, 
E-2 , E-3 , and their dependents will rec;eiye ·the allotment automatically. 
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The Individual and Public Assistance 
Other Agency Responsibilities - Federal Assistance Program for Cuban 
Refugees 

Cuban Refugee Enlistees in Armed Forces-Eligibility for Q Allotments (Cont'd) 

Conditions for Allotment Eligibility 

a. If the wife, or children, of the serviceman is in the United States, and 
documentary evidence of the relationship (certificates of marriage or 
birth) is available, a Q allotment will be paid in the usual manner. 

b. If the serviceman is unable to present proof because the documents were 
left in Cuba, the military authorities may accept a sworn statement 
from the enlistee. !fowever, in these cases the allotment is paid to 
the serviceman on behalf of his dependents. 

c. Enlistees who have dependent ·parents residing in the United States may 
also apply for _Q allotments. Determination of dependency will be made 
under the usual proced·ure for such dependents • 

. 3 Allotments as a Resource 

In any instance when Cuban refugees apply for assistance to _CWB and it is 
learned that a husband or son is serving in the U.S. A~ed Forces, there 
will need to be exploration of whether or not an allotment is being received, 
or is pending , or is a potential resource. Supplemental assistance may be 
given if the allotment is insufficient to meet the· dete_rmined need. 

Where any question arises in relation to an allotment, the applicant should 
be immediately referred to the appropriate Red Cross· Chapter for advice and 
guidance. CUB and the Red Cross Chapters should mutually arrange for a 
simple referral and notification procedure • 

. 4 Red Cross Responsibility 

The Red Cross will provide the same services to families of Cuban refugee 
enlistees as it does to families of other servicemen. 

The Red Cross will expect the CWB to provide financial assistance to any 
persons eligible for Cuban refugee assis tance. If the enlistee's depen­
dents are not eligible for assistance because not registered in Miami, the 
Red Cross will provide _financial assistance pending clearance of the allot­
ment claim. 
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Refugees 

Permanent Resident Status 

Change in Status from Parolee to Permanent Resident 

Wh en the United States severed diplomat:!.c and consular relations with Cuba 
on January 3, 1961, it wa s no loneer possible for Cubans coming directly 
to this country from Cuba to enter as permanent residents on immigrant 
visas. After that date, except for those who enter from another country 
by visa, Cubans enter . the .United States as parolees under Section 212 (d) 
(5.) of the Immigration and Hationality Act. A parolee is prohibited by 
law from applying for U.S. citizen.ship. He must first adjust his status 
to that of a lawful permanent re.sident -of the United States. 

The 1966 amendments . . to the Imrnigrati.on and Nationality Act (Public Law 
89-732) included provisions wh.ich permit Quban refugees, their spouses 
and children, who . have b~en physically presen~ in the U.S. for at least 
2 years, to apply for permanent resident status, thu·s removing them from 
iiparole status ·1 and making it possible for them _to b-.ecome naturalized 
citizens when other citizenship requirements have been met. Status as 
permanent residents also enables Cu~an refugees to qualify for licensing 
or _certification in professions or trades and will assist them in meeting 
reside~cy requirements for r,redicare, Title XVIII, ::?art B. 

Attainment of permanent resident status does not affect their eligibility 
for assistance under the Cuban refugee program. 

The Immigr~tion and:: ?fa.turaliza_tion ·service of . t_he, United States D_epartment 
of Justice is responsible for . carry:Lng out thfs'· law .. Completed applica­
tions will be returried ·to ~he locai immigration and Naturalizati~n Service 
offices which will notify the applicant of his · adjustment. Applicant may 
appeal to the Department of Justice, lvashington, D .C., if he is not satis­
fied with the action. 

Health Benefits under Social Security 

For health benefits under Social Security, in addition to meeting the re­
quirements for Social Security as set forth in 2822.1 and .2? a Cuban 
refugee must have permanent resident status. Evidence must be submitted 
showing that permanent resident status has, been acknowledged by the Immi~· 
gration and Naturalization Service. Any Cuban refugee applicant or recipi­
ent of public assistance who appears to be eligible for Health Insurance 
Benefits should be referred to the local Social Security office. 
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The Individual and Public Assistance 
Other Agency Responsibilities - Federal Assistance Program for Cuban 
Refugees 

Permanent Resident Status (Cont :d) 

Change in Identification Card 

Every Cuban refugee admitted to the United States as a parolee, irrespective 
of age, receives a white Form I-94 from the United States Immigration and 
naturalization Service for identification. Those parolees who change their 
status to permanent residents surrender the white Form I-94 for a green 
identification card Form I-151. 

When a Cuban having permanent resident status becomes a na turalized citizen, 
he is no longer eligible for assistance under the Cuban Refugee program 
(see 2981. 7). 
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2991. 

2992 . 

Th~ Individual and Public Assistauce 
Other Responsibilities - Nondisciiminat i on 

NONDISCRIMINATION ' IN PUBLIC ASSISTANCE .PROGRAMS 

Federal Policy 

Title VI :of th..e Civil · Righ t s Act of 1964 (Public Law 88 - 352) prohibits 
discrim_itlatJon • on the ground of race, color or national origin in the ad­
ministration of :any program for which Federal funds are received . Strict 
compliance wit:h the prov ision of this Act and any regulations based thereon 
i8 required as a condition of eligib~lity to receive Fedsral funds fbr 
assistance programs_ administered through the county welfare boards . 

State Policy and R~gulations 

Based upon the Federa l law cited above, and acting pursuant to authority 
delegated by the State Board of Control, the Commissioner of the Depart· 
ment of Institutions and Agencies has issued Administr~tive 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 basi~ of race , color, or national origin • 

• 1 Extent of Prohibited Discriminatory P~actices 

a . These. prohi i ted discriminatory practices extend · to all county welfare 
hoard offices. 

b . · They extend to services purchased or othe.rwise obtained by the county 
welfare board from other agencies , organiza-tions, 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 emeigen~ies 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 requirex;nents prohibiting discr~mina ­
tory actions. Both the, following conditionq must• exist: 

a) The emergency must be such that the immediate provision of 
services or other benef i ts t ·o an individual · is, necessary to 
prevent -his death or serious Jmpairment of _ his _he 1th; and 

b) Such services or other benef i ts are not ~e adily available 
from any other medical institution: . _ _,,_. · 
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___ T_h,.~Jndividual and ?ublic Assistance 
Other Responsibilities - Nondiscrimination 

Procedures Affecting the Division of Public Welfare 

Notification to Vendors 

Hospitals, nurs1ng homes·~ child-care aeencies and institutions, heal th 
service agencies, and similar facilities in the State which receive 
payment for services directly from the State or the county welfare 
boards will be notified of their obligation to comply with Title VI of 
the Civil Rights Act of 1964 by the State or local acency responsible 
for the payment of such services. This shall be accomplished by the 
dissemination of Form im-1, Obligation of Vendors under the Civil Ri3hts 
Act of 1964 . 

·Special Procedures in Regard to Licensed Nursing Home Facilities 

a. Effective July 1, 1971, the Department of Health on behalf of the 
Department of Institutions and Agencies w:Lll conduct, at least once 
annually, an on-site Title VI compliance review of all such facili­
ties. A copy of the written report of the review will be transmitted 
to the appropriate official in the Department of Institutions and 
Ar;encies. 

b. The county TTe lfare boa:ds ,1ill be informed by the Division of Public 
1-!elfare of the status of these homes in r e3a:rd to this requirement 
on an annual basis. 

1) Any uncertainty on the part of the county welfare board in regard 
to the status of a particular facility may be resolved by con­
tacting the Division of Public Welfare. 

.?l='ocedur~~-Affecting County Welfare Boards 

Notification to Vendors 

[ All vendors in the State uho receive payment for services directly from 
the county TTelfare boards will be notified by mail from the county welfare 
board. 

a. For those vendors cur rently providing ser vice to clients and ,~o have 
not received such notice, this uill be accorapli shed by the enclosure 
of Form lID-1, Gbl i gation of Vendors under the Civil Rights Act of 
1~64; in ·the first payment for ser vices made after the effective date 
of this re3ulation. 

b. For any vencior who, subsequent to this date:, provides services to 
public assfs'tance recipients, Form HD-1 Hill be enclosed in the first 
payment fox se1."'vices made . 
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2994. Procedures Affectine County Helfare Boards (Cont'd) 

.1 c. The county ~1elfare board shall establish procedures to ensure that 
all vendors currently providing services to their clients will 
receive a copy of Form WD-l on an annual basis. 

d. A record of those vendors who have received this form with the date 
of mailing shall be maintained by the county welfare board • 

• 2 Assurance of Compliance by Vendors 

[ 

[ 

b. 

All official invoice fo:-ms of the county uelfa:·e board shall contain 
the follouine stateoent directly above the vendor's signature: 

•~ervices are provided to all recipient(s) without regard to 
race, color or national ori3in." 

The county \-,eLh:.re hoe.r d, i-::1 the course of re8'.ular- lJOrl~ activities, 
"t-1::11 scel: information concernin3 co:fff>liance a nci uUl instruct staff 
to be ale~t to discove= instances of 1iscz imination on the part of 
physicians, der: tists, opto□et~ ists, pharmacists, opticiuns, podia­
trists, and ot~1er individual vendors i.n New Jersey, ·nho receive 
payment for services directly from the county welfare board or from 
the Division of lfudical AssistancP and Health Services in behalf of 
public assistance recipients. 

c. Any evidence of discrimination by the vendors described in b. above 
\iliich comes to the attention of the county welfare board shall be 
repo~ted immediately to the Director, Division of Public Welfare • 

• 3 Information to Staff 

The county -c·1elfare board shall inform all staff members of their obl isa­
tions in regard to Title VI of the Civil Rights Act of 1964. This shall 
be accomplished by: 

a. furnishing each staff member who has not received such a statement, 
a copy of Form ~ID-1B, A Statement Concerning Obligation of Personnel 
of Public Welfare Acencies Under the Civil ~ishts Act of 1964, imme­
diately after the effective date of this regulation; 

b. furnishing each ne·w employee a copy of Form WD-lB; 

c. inclusion of all relevant material in any manuals or other documents 
developed by the county uelfnre board for dissemination in the same 
manner as other acency policies; and 
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.3 d. discussion at orientation and training sessions • 

• 4 Information to Applicants 

All persons seekin c; public assistanc·e administered by the county welfare 
board shall be informed of Title VI of the Civil Rights Act of 1964. 
This shall be accomplished by the county uelfare board by attachine a 
copy of Form lID-lC, A Statement Concernin3 Nondiscrimination in Pro3rams 
of Public Assistance and Welfare Services to the appropriate ap~~ication 
forra • 

• 5 Complaint Procedure 

a. All persons see~in3 or .receiving public assistance shall be afforded 
an oppor tunity to file a complaint alle3inc discrinination on the 
ground of race, color or national ori3in. Such complaints may be 
filed directly with the Recional Directo~, _U.S. Department of Health, 
Education and !Ielfare, Federal BuildinG, 26 Federal Plaza, New York, 
New York 10007, or with the Director, · Division Qf Public Welfare, 
Department of Institutions and A~encies, P.O. Box 1627, Trenton, 
New Jersey, 08625. 

b. In clnY instance ,;.:,here a compl aint is filed uith a State or local 
agency, it shall be forue.:-dec inmediately to the Director , Division 
of Public Welfare. The Director, Division of Public Uelfare, upon 
receipt of any such complaint, uill take uhateve1: 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 
knowled3e pertinent to t he situation; and referral to the Division 
on Civil nights of the Neu Jersey Department of Law and Public Safety, 
fo r investi3ntion, evaluation, and recoomendations by that agency. 

c. The county welfare boards shall afford full cooperation in the inves­
tigation of complaints of discrimination as may be requested by the 
Federal Department of Health, Education and Welfare; the Director, 

[ 
State Division of Public :,:elfare; the Director, State Division of 

. Medical As.sistance and Heal th Services; and the Divis.ion of Civil 
Rights, New Jersey Department of Lau 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 discrimina­
tion ·has been established and all final decisions as to ~he disposi­
tion of the complaint. 
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The Individual and Public Assistance 
Other Responsibilities - Nondiscrimination 

Jrocedures Affecting County Welfare Boards (Cont'd) 

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

• 6 Forms 

It is the responsibility of the county welfare board to reproduce suffi­
cient quantities of the above-mentioned forms (i.e., im-1, Oblization 
of Vendors Under the Civil Rights Act of 1964, HD-lB, A Statement Con­
cerning Obligation of Personnel and Public Helfare Agencies Under the 
Civil Ri3hts 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. 

(See 2900. Appendix IV, Attachments #1, #2, #3.) 
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NONDISCRIMINATION IN PUBLIC ASSISTANCE PROGRAMS 

The provisions of this section apply in .ADC. 
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2900 APPENDIX I 

2911.la - APPROVED APPLICATION (Initial payment) 

Registration No. ------ Date -----------
Dear (Vir.,Miss, Mrs.) 

Based on information we new have, which may not be complete, you have been found 
eligible for ____________ assistance. 

Enclosed is a check for $_,,__ __ for the period beginning today until 
___ 19 _. You will receive the next payment by check for $ ___ on_o_r_a_b_o_u_t_ 

19 and each month thereafter. Acy question you may have 
-ab~o-u-t~t~h_e_s_e_am_o_u_n~t-s-.should be discussed with your caseworker. 

It will be necessary to review your eligibility from time to time. Any- change in 
your circumstances may require a change in your assistance payment. 

You will be informed by letter whenever a change in your assistance payment is 
necessary, or if there is a decision that you are no longer eligible. 

Enclosed you will find: 
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COUNTY WELFARE BOARD ---------
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}lOTICES OF. AGENCY DECISION (SAMPLE LErTERS) 2 900 APPF.NDIX I · 

2911.la - APPROVED APPLICATION (Initial PcWment ~ in two payments) 

Reg;i.stration No. ----- Date ----------
Dear (Ivir., Miss, Mrs.) --------
Based on information we now have, which mcW not be complete, you have beep found 
eligible for ___________ assistance. 

En9losed is a check for $ ____ for the period beginning today until-----~--
19 • You will reqei ve the next payment by check for $ · on or about 

19 for the period from that date until __ -,--_,,,, __ ---___ 19·· · · • 
=Th~e_r_e_a--:f_t_e_r_y_o_u_wi_,.·..,..1·1 receive a check for ~~ ___ on or about the first of each·· · ···· ·· 
month. Any question you may have about these amounts should be discussed with 
your c·aseworker. 

It will be necessary to review your eligibility from time to time. Any change in 
your circumstances may require a change in your assistance payment. 

You will be informed by letter whenever a change in your assistance peyment is 
necessary, or if there is a decision that you are no longer eligible. 

Enclosed you will find: 

New Jersey Department of 
Instit utions & Agencies 

Very truly yours, 

COUNTY WELFARE BOARD --------
--------
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NorICFS OF AGENCY DECISION (SAMPLE LEI'TERS) 

2911.lb - APPROVED APPLIC~TION (Initial Payment Deferred) 

Registration No. ------
Dear (M"r., Niss, Mrs.) ---------

2900 APPENDIX I 

Date 

This is to inform you that you have been found eligible to receive 
assistance. --------

You will receive the first peyment of:ts __ on or about 19 • 
Payment is not being made until that time because -------- ---

Thereafter you will receive a check in the amount of ~--~on or about the first 
of each month. Any question you may have about these amounts should be discussed 
with your caseworker. 

It will be necessary to review your eligibility from time to time. Any change in 
your circumstances m;zy require a change in your assistance payment. 

You will be informed by letter whenever . a change in your assistance payment is 
necessary, or if there is a decision that you are no longer eligible. 

Enclosed you will find: 

New Jersey Department of 
Institutions & Agencies 

Very truly yours, 

COUNI'Y WELFARE BOARD 

, Director ----------
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I O'ITC~S OF AGENCY D~ISION (SAMPLE LETTH'RS) 

2911.lc - APPROVP...J) APPLICATION . . (Change in Coun_ty Residence.) .. 

Registrat ion No . ----
Dear (Mr., Miss, Hrs.) ----------

2900 Appendix I 

Date 

At a meeting on,.....,.. ____ 19 , the _ ____,. __ County Welfare Board found that you are 
a resident of this county for purposes or ____ ..,.._assistance . Therefore, future 
decisions about your eligibility and future payments of assistance will be made by­
this c~unty welfare board rather than by the welfare board of the county of your 
previ0us residence. 

You have ·been granted assistance in the amount of $ beginning with a payment- ~to 
be issued by check on or about .19 ---
As you alreaey know , it will be necessary to review your eligibility fr om time to 
time. Acy change in your circumstances may require a change in your assistance 
payment . 

Encl0sed you will f~ nd : 

Very tru]y yours , 

. COUJ\J"TY ~ LFARE . BO.ARD -----------
---------, Director· 

2 911. 2 - DENIAL 

Registration No . Date ------ -----------
Dear (:ra- ., :Mi ss, Mrs .• ) ----------
This is to inform you that you have been found ineligible for ------------assistance because: 

You have the right to reapply whenever you believe that your circumstances have 
changed in such a way that the sta.ted reason for ineligibility no longer exists. 

F.nclosed you will find: 

New Jersey· Depa.rtment-·or----·- ··· Transmittal 
Institutions & Agencies Letter #6 

Very truly yours 

COUNTY WELFARE BOA.B.D --------
--------

P&g~ Date 
10/.59 

, Director 
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Si no comprenda usted esta noticia de terminacio'n, rebaja o suspensi6n de los 
benefices porque no habla el Ingles, por favor, communique usted con su trabajador 
social. 

NOTICE OF INTENTION TO REDUCE ASSISTANCE PAYMENT 

Date ---------------
Dear ---------------
This is to notify you .that your monthly assistance payment will be changed 

from to effective --------- -------- ----------
This determination is based upon --------------------------(reason) 

and in accordance with -------------------------------(statutory and/or Manual citation or reference) 

This means your last payment in the amount of monthly ---- ------------(was) (will be) 
the payment issued --------------
You have the right to request a Fair Hearing before a representative of the New 
Jersey Department of Institutions and Agencies. If you should request a Fair 
Hearing within fifteen (15) days of the mailing date of this notice of reduction in 
your assistance payment as stated above, a determination will be made by the 
Department of Institutions and Agencies whether or not your appeal is based on an 
issue of fact or judgment which would entitle you to continue to receive Assistance, 
in an unreduced amount, during the pendency of the Fair Hearing appeal. 

At such hearing you will have the right to appear in person; to be informed of the 
reasons, and the nature and sources of any supporting evidence upon which the 
proposed reduction in assistance is based; the right to present any proofs or wit­
nesses as to issue of fact; and the right to be represented by an attorney if you 
so choose and arrange, and to be accompanied and/or assisted by friends. Addi­
tionally, you may, prior to the scheduled date of the Hearing, arrange to examine, at 
a time convenient to yourself and the County Welfare Board, all documentary proof 
which will be relied upon by the County Welfare Board at the Hearing. 

(v 
New Jersey Department of Institutions and Agencies· - . Division of Public Welfare 
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You are also entitled to a conference at your County Welfare .Board. At such a 
conference you may appear by yourself, with a friend or spokesman, or be repre" 
sented by counsel. 

If you wish to be heard at such a hearing, please call in person or by telephone 
or write either the _______________ or the New Jersey Department of 

(county welfare board) 
Institutions and Agencies, Division of Public Welfare, P.O. Box 1627, Trenton, 
New Jersey 08625, within fifteen (15) days of the date of this notice. If you 
feel you need help in preparing or sending a request for a hearing, you may 
receive such help at this office. 

If you wish to have the services of legal counsel, ·you may consult with _____ _ 

(name and address of appropriate Legal Services or Legal Aid Society) 

_____________ County Welfare Board 

_____________ , Director 

vi 
New Jersey Department of Institutions and Agencies - Division of Public Welfare 
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Si no comprenda usted esta noticia de terminacion, rebaja o suspension de los 
beneficos porque no habla el Ingles, por favor, comunique usted con su trabajador 
social. 

NOTICE OF INTENTION TO TERMINATE ASSISTANCE 

Date _____________ _ 

Dear ------------------
This is to notify you that it appears you are no longer eligible to continue to 

receive payments under the program of ------------------------
Assistance because ----------------------------------(include explanation) 

This determination is based upon the provisions of -----------------(insert statutory and/or Manual 

reference or citation) 

Your grant will be terminated as of ---------------------------
(date to be entered shall be not less than 
fifteen (15) calendar days following the date 
of this notice) 

This means that your last payment ___________________ the payment 
(was) (will be) 

issued ------------------
You have the right to request a Fair Hearing before a representative of the New 
Jersey Department of Institutions and Agencies. If you should request a Fair 
Hearing within fifteen (15) days of the mailing date of this notice of termination 
of your assistance as stated above, a determination will be made by the New 
Jersey Department of Institutions and Agencies whether or not your appeal is based 
on an issue of fact or judgment which would entitle you to continue to receive 
Assistance, in an unreduced amount, during the pendency of the Fair Hearing appeal. 

At such a hearing you will have the right to appear in person; 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 present any proofs or 
witnesses as to issues of fact; and the right to be represented by an attorney if 
you so choose and arrange, and to be accompanied and/or assisted by friends. 
Additionally, you may, prior to the scheduled date of the Hearing, arrange to 
examine, at a time convenient to yourself and the County Welfare Board all 
documentary proof which will be relied upon by the County Welfare Board at the 
Hearing. 

vii 
New Jersey Department of Institutions and Agencies - Division of Public Welfare 
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You are also entitled to a conference at your County Welfare Board. At such a 
conference you may appear by yourself, with a friend or spokesman, or be repre­
sented by counsel. 

If you wish to be heard at such a hearing, please call in person or by telephone 
or write either. the ___________________ or the New Jersey 

(county welfare board) 
Department of Institutions and Agencies, Division of Public Welfare, P.O. Box 1627, 
Trenton, New Jersey 08625, within fifteen (15) days of the date of this notice. 
If you feel you need help in preparing or sending a request for a hearing, you 
may receive such help at this office. 

If you wish to have the services of legal counsel, you may consult with _____ _ 

(name and address of appropriate Legal Services or Legal Aid Society) 

____________ County Welfare Board 

------------, Director 

--------------·-·- .(viii) 
New Jersey Department of I~stitutions and Agencies· Division of Public Welfare 
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UNIFORM RECIPROCAL ENFffiCEMENr OF SUPPCRT ACT, NEW JERSEY 
REVISED STATUTES 2A:4- 30 . l TO 30 . 23 

ARTICLE 4. SUPPORT PROCEENNGS AGAINST CR ON BIB.ALF OF NON-RESIDENTS. 

2A:4- 30 . l . Purposes. The purposes of this act are to improve and extend by reci­
procal legisla~ion the enforcement of duties of support and to make uniform the law 
with respec\ tqereto. 

' . .' ! 

2A:4- 30 . 2 •. '. -Definitions . As used in this act unless the context requires otherwise, 

(a) "State" includes any state, territory or possession of the United States 
and the District of Columbia in which this or a substantially similar reciprocal 
law has, -b~en. enacted • 

. ,·. 
(b) •·;,:V~[nitiating state" means any state in which a proceeding pursuant to this 

or a substantially similar reciprocal law is commenced. 

( c) "Responding state" means any state in which any proceeding pursuant to the 
proceeding -in. the initiating state is or may. be commenced . 

(d) ·,iceurt" means the jµvenile and domestic relations court of aey county of 
this state : and when the context requires, means the court of aey other state as 
defined in a substantially similar reciprocal law. 

(e) "L~w.~' ;- includes both common and statute law. 

(f) "Duty of support" includes a:qy duty of support imposed or imposable by law, 
or by any court order, decree or judgment, whether interlocutory or final, whether 
incidental to a proceeding for divorce , legal separation, separate maintenance or 
otherwise. 

(g) "Obligor'' means · arw person owing a duty of suppor·t . 

(h) 11 0bligee" means any person to whom a ·duty of support is owed. 

2A:4-30 . 3. Remedies additional to those now existing . The remedies herein pro­
vided are in addition to and not in substitution for -aey · other remedies . 

2A:4-30 . 4 . Extent of duties of support • . Duties of support arising under the laws 
of this state, when applicable under section seven (2A:4- 30.7), bind the obligor, 
present in this state, regardless of the presence or residence of the obligee . 

2A:4-30 . 5. Interstate rendition. The governor of this _.state (a) may demand from 
the governor of aey other state the surrender of any person found in such other 
state who is charged in this state with the crime of failing to provide for the 

New Jersey Department of 
Institutions & Agencies 
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support of any person in this state and (b) may surrender on demand by the ,gpvernor 
of any other state . aey person found in this s·tate who is charged in such other state 
with the crime of failing to provide for the support of a person in such other 
state. The provisions for extradition of criminals not inconsistent herewith shall 
apply to aey such demand although the person whose surrender is demanded was not 
.in the demanding state at the time of the commission of the crime and although he 
had not fled therefrom. Neither the demand, the oath nor aey proceedings for extra­
dition pursuant to this section need state or show that the person whose surrender 
is demanded has fled from justice, or at the time of the commission of the crime was 
in the demanding or the other state. 

2.Ah-30.6. Relief from the above provisions. Any obliger contemplated by section ·5 
(2A:4-30.5), who submits to the jurisdiction of the court of such other state and 
complies with the court's Q["der of support, 'shall be relieved of extradition for 
desertion or non-support entered in the courts of this state during the period of 
such compliance. 

2A:4-30.7. Choice of law. Duties of support applicable under this act are those 
imposed or imposable under the laws of any state where the obliger was present 
during the period for which support is sought. The obliger is presumed to have 
been present in the responding state during the period for which support is sought 
until otherwise shown. 

2A:4-30.8. Remedies of a state or political subdivision thereof furnishing support. 
Whenever the state or a political subdivision thereof furnishes support to an 
obligee it has the same right to invoke the provisions hereof as the obligee to whom 
the support was furnished for the purpose of securing reimbursement of expenditure 
so ma.de and of obtaining continuing support. 

2A:4-J0.9. How duties of support are enforced. All duties of support are enforce­
able by complaint irrespective of relationship between the obliger and obligee. 
Jurisdiction of all proceedings hereunder shall be vested in the juvenile and comes­
tic relations court of any county of this state. 

~.'\.:4-30.10. Contents of complaint for support. The complaint shall be verified 
and shall state the name and, so far as known to the plaintiff, the address and 
circumstances of the defendant and his dependents for whom support is .sought and all 
other pertinent information. The plaintiff may include in or attach to the com­
plaint any information which mczy- help in locating or identifying the defendant 
including, but without limitation by enumeration, a photograph ·of the defendant, a 
description of acy distinguishing marks of his person, other names and aliases by 
which he has been or is known, the name of his employer, his finger print, or 
social security number. 
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2A:4-JO.ll. Duty of court of this state as initiating state. If the court of this 
state acting as an initiating state finds that the complaint sets forth facts from 
which it may be determined that the defendant owes a duty of support and that a 
court of the responding state mey obtain jurisdiction of the defendant or his 
property, it shall so ceri?ify and shall cause three copies of (a) the complaint 
(b) its certificate and (c) this act to be transmitted to the court of the respond­
ing state. 

2.A :4-30.12. Duty of the court of this state as responding stats. When the court · 
of this state, acting as a responding state, receives from the court of an 
initiating state the aforesaid copies, it shall (a) docket the cause, (b) notify 
the county adjuster, who is hereby charged with the duty of carrying on the pro­
ceedings, (c) set a time and place for a hearing, and (d) take such action as is 
necessary in accordance with the laws of this state to obtain jurisdiction. 

2A:4-J0.12a. Jurisdiction by arrest. When the court of this state, acting either 
as an initiating or l:'esponding state, has reason to belteve that the defendant may 
flee the jurisdiction it ma;y (a) as an initiating state, request in its certificate .. 
that the court of the responding state obtain the body of the defendant by appro­
priate process if that be permissible under the law of the responding state; or 
(b) as a responding state, obtain the body of the defendant by appropriate process •.. 

2A:~.-J0.12b. Further du ty of responding court. If a court of this state, acting as. 
-a responding state, is unable to obtain jurisdiction of the defendant or his pro- . 
perty due to inaccuracies or inadequacies in the complaint or otherwise, the court ·· 
shall communicate this fact to the court in the initiating state, and shall hol~ 
the case pend:i. ng the receipt of more accurate information or an amended complaint 
from the court in the initiating state. 

2A:4-30.13. Order of support. If the court of the resporrling state finds a duty . 
of support, it nay order the defendant to furnish support or reimbursement therefor 
and subject the property of the defendant to such order. 

2A:4-J0.14. Res ending state to transmit co ies to initiating state. The co~t of 
this state when acting as a respo ing state shall cause ·to be transmitted to the 
court of the initiating state a copy of all orders of support or orders for 
reimbursement th~refor. 

2A:4-30.l.5. Additional powers of court. In addition to the foregoing powers, the 
court of this state when acting as the respon:iing state has the power to subject 
the defendant to such terms and conditions as the court mcW deem proper to assure 
compliance with its orders and in particular 

(a) To require the defendant to furnish recognizance in the form of a cash 
deposit or bond of such character and in such amount as the court may deem proper 
to assure payment of any amount required to be pa.id by the defendant. 

New Jersey Department of 
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(b) To require the defendant to make payments at specified i .ntervals to the 
probation department of the court or the obligee and to report personally to such 
probation department at such times as may be deemed necessary. 

( c) To punish the defendant who shall violate any order of the _court · to the 
s ame extent as is pro'Vided· b.Y" law for ·-contempt of·-the i· court in any ·other suit or 
proceeding cognizable by the court. 

2A:4-30.16. Addit1onal duties of the court of this state when acting as a respond­
ing state. The court of this state when acting as a responding state shall have 
the following duties which mey be carried out through the probation department of 
the court: 

(a) Upon the receipt of a· payment made by the defendant pursuant to arzy- order· 
of the court or otherwise, to transmit the same forthwith to the court of the 
initiating state, and 

(b) Upon request to furnish to the court of the initiating state a certified 
staten,ient of all payments made by the defendant. 

2A:4-30.17. Additional duty of the court of this state when acting as an initiating 
state. The court of this state when acting as an initiating state shall have the 
duty which may be carried out through the probation department of the court to. 
receive and disburse forthwith all payments made by the defendant or transmitted by 
the court of the responding state. 

~A:4-30.18. Evidence of husband and wife. Laws attaching a\,ri vile.ge against the 
disclosure of communications between husband and wife are inapplicable to ·proceed­
ings under this act. Husbarrl and wif'e are competent witnesses and may be compelled 
to testify to any relevant matter, including marriage and parentage4!_ 

2A:4-30,19. Interrogatories and depo~itions. In aey proceeding under this act the 
court mey order interrogatories or depositions to be taken within or without the 
state, pursuant to the provisions of law applicable to a court of record. 

2A:4-30.20. Severability. If arzy- provision hereof or the application thereof to 
acy person or circumstance is held invalid, such invalidity shall not affect other 
provisions or applications of the act which can be given effect without the invalid 
provision or application, and to this end the provisions of this act are declared 
to be severable. 
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2A:4-30.21. Repealer. Article fo·ur of chapter four of Title 2A of the New Jersey 
Statutes (sections 2A:4 - 22 through 2A:4 - 30) is hereby repealed, but arzy- action 
taken or order issued under the provisions thereof shall not abate and shall con­
tinue in full force and effect as if originally taken or issued under the provisions 
of this act. 

2A:4-30.22. Effective date. This act shall take effect July first, one thousand 
nine hundred and fifty-two. 

2A:4-30.23. State information agency. The administrative director of the courts is 
hereby designated as the state information agency under this act, and it shall be 
his duty: 

(a) To compile a list of the courts and their addresses in this state having 
jurisdiction under this act and ttansmi t the same to the state information agency 
of every other state which has adopted this or a substantially similar act. 

(b) To maintain a register of such lists received from other states and to 
transmit copies thereof as soon as possible after receipt to every court in this 
state having jurisdiction under this act. 
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CLEARANCE FORM FOR CUBAN REFUGEE PROGRAM 
(See Instructions on .Reverse Side) 

2900 App. III 
Form PA-50 

(Rev. 9 /71) 

PREVIOUS REGISTRATION _____ TRANSFER FROM _____ CASE # ______ _ 

COUNTY ___ ,__ ________ CASEWORKER __________ DATE ______ _ 

(The following · .in-formation should be taken from the Regis_tration card given to the 
client by the Refugee Center in Miami) 

BIRTH ALIEN 
CASE NAME DATE REGISTRATION fl 

(First) (Last) (2nd Last) 

Other Persons in the Home 
Relationship to 
Head of Household 

Date Registered at 
Miami Center Center File No. (CF#) . --------- Date and Port of 

If Applicable: 2nd Country ______ =E.:.:.n.=.t·=-ry,t_..;.t:;.::o;....;;:U;..::.~iS;..;.. _________________ _ 
State of Dc:. te of 

Resettled by ________ Resettlement ______ Resettlement_· _______ _ 

Resettled to n .J. by _____ _ Self-Resettl ed [] Yes [ J No Date __ __,; ___ _ 

Present Addr ess --------------------------------
Attach Summary if Necessar y 

FOR STATE OFFICE USE ONLY: 

Not on N.J. list: Sent to Miami Letter _______ Telegram ______ _ 

Received from Hiami ---- Letter ____ Te le~ra□ ____ Approved __ Disapproved_ 

On N.J. list: Approval given ___ _ Letter sent to County Welfare Board 

N.J. Dept. of Inst i tutions and Agencies, Division of Public Welfare, Trenton 08625 
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(Re~~i~m97~ij0 

1. Pr evious reRistration: if applicable, enter the case number which identifies 
the family unit. 

2. Transfer f r om: enter the case number from the County of origin. 
3. Cas e # : enter your County ' s Registration number. 
4. County: County of residence. 
5. Case"t·1orker ': self-explanatory. 
6. Date: self-explanatory 
7. Case Name: enter the name of applicant person who is considered the head 

of the · household. Enter this name in the following order - first or baptismal 
name, last or paternal surname, 2nd last or maternal surname . 

8 . Date of birth: sel'f-explanatory. 
9. Alien Registration number: enter the eight digit number preceded by "A" found 

on the Registration card. 
10. Persons in the home: enter the name of all pe.rso~s ·uho __ are considered members 

of the fami l y unit. 
11. Relationship to the head of the household: self-ezplanatory. 
12. Center file number: enter CF# which id~tifies client at the Cuban Refugee 

Center. 
13 . Date registered at Miami Center: self-explanatory. 
14. 2nd Country: if applicable, enter the name of the . country other than Cuba 

from which client, or some member of the family unit, gained admittance into 
the U. s. 

15. Date and Port of entry to U.S . : enter the date and port of entry into U.S. 
from above named 2nd country. 

16. Resettled by: enter the initials of the resettling agency (USCC, CHS, IRC, 
RIAS). 

17. Date of resettlement: enter date on which client first left Hiami to be r e­
settled. 

18. State of resettlement: enter the name of the state to which client resettled 
when he first left Hiami. 

19. Resettled to N.J. by: enter the initials of the resettling agency. 
20. Self-Resettled: to be used if client resettles himself to N.J. 
21. Date: enter date of resettlement to N. J . 
22. Present address: self-e~planatory . 
23. Attach summary if necessary: to be done in all cases in uhich additional in­

f ormation is necessary to identify the client. It should be done if afteT 
resettlement there is a death of a family member, divorce, marriage, etc. 
Summary should be sent for any family ·member who - entered U. S. from a 2nd 
country. 

· N .J. Dep t . of Institut ions and Ager1cies·, Division of Public. Welfare, Trenton 08625 
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I. !_E])K."lA.L LAW AND REGULATION 

A~ :r'i t}.e VI 9f the Civil Rig!lt s Act of 196~:pproved 7 /2/ 64 (Public 
Law 88-3521 makes :provision as_!~lows: 

"Title VI - Nondiscrimination i.£,. Fede~ally Assisted Programs 

"Seco 6010 tio person in the United States shall, on the ground of 
race, color, or na.tional origin, be excluded from participation 
in, be denied the benefits of, or be subjected to discrimination 
urider any :program or activity receiving Federal financial assis­
tance. 

"Seco 6020 Each Federal department a.nd agency which is empowered 
to extend Federal financial ass:lstance to a.ny program or activity, 

·by way of grant, loan, or contract other tba.n a contract of in­
surance or guaranty, is authorized and directed to effectuate the 

·provisions .of sectio_n 601 with respect to such program or activi­
ty by is.suing rules, regulations, or orders of general applica­
bility which shall be consistent with achievement · of the objec­
tives .of the statute authorizing the financial assistance in con­
nection with which the action is takeno 

"No such rule ., regulation., or order shall become _effective unless 
and until approved by the President. 

"Coi,;_pliance ·with any requirement adopted pursuant to this section 
may be effected 

(1) by the termination of or refusal to grant or to continue 
assistance under such program or activity to any recipient as 
to whom there has been an express finding on the record, after 
opportunity for hearing, of a fa.ilure to comply with such 
requirement, but such terminati.on or refusal shall be limited 
to the particular political entity,, or part thereof, or other 
recipient as to whom such a finding has been made and, shall 
be limited in its effect to the particular program, or Pal-'t 
thereof, in which such noncompliance has been so found, or 

(2) by any other means author ized by law~ Provided, however, 
That no such action shall be taken until the department or 
agency concerned has advised the appropriate person or persons 
of the failure to comply ·with the requirement and has deter­
mined tha.t compliance cannot be secured by voluntary means. 

New Jersey De~artment of 
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NONDISCRIMINATION IN FEDR.."qALLY .ASSISTED PRO~P.MS 2900 ·APPENDIX IV ------------------
. ... "'!n f,he ·case of any- act:i.on . te:nni nat ing1 or refusing to grant or con­

tinue, assistance because of fa:i.lure to com.Ply with a requirement 
imposed pursuant to this section, the head of the Federal depart­

:m~nt ·or :agency shall file with the committees of the House and Sen­
ate having iegislative jurisdiction over the program or activity 
involved a full wri t"ten report of the d.rcumstances and the grounds 
for , such action • . No such action shall become effective until thirty 

.. days have . elapsed after the . filing of such report~ 

"Sec~ 603. Any department or agency action taken pursuant to section 
602 shall · be su.bject to such judicial review a.s may · otherwise be 
provided by law for similar action taken by such department or 
agency on other grounds, In the case of action, not otherwise sub­
ject to judicial review, term:l.nating or refusing to grant or to con­
tinue.· f i nancial as-sistance ·.;.pon a f i ~'lding of fa.ilure to· comply with 
any requirement imposed pursuant :to section 6021 any person aggrieved 
(including any State .or political ·subdivision thereof and any agency 
of either) may· obtain judicial review of such action in accordan~e 
with -section 10 of the Administrative Procedure Act, (60 Stat. 243, 
5 . USC · l009_) and such action shall not be deemed co.11lllli tted to unre­
viewable agency dis.cretion 'Within the meaning of that · section9 

"Sec. 604. Nothing contained in this title shall be construed to au­
thorize action under this title by any department .or agency with re­
s:pect to· any employment practice of any ·employer, employment agency, 
or labor organization exc.ept where a primary objective of the Federal 
financial assistance is to provide emplogm.enta 

"Sec. 60 5. Nothing in this title shall add to · or detract from any ex­
isting authority with respect to a..'1y program or activity under which 
Federal financial assistance is extended by way of a contract of in­
surance or guaranty." 

B"' . ~ased upon the above quoted !~~slation, regulations pertinent to the 
Depart1nent of Heal th, Educa:~ion and Welfare were promulgated in the 
Federal Register as of Fi:iday , _ _p~cemoer 4,f 1964 in Title 45 .,. Public 
.Welfare; Subtitle A ,., Di:;:par't!.:ent of Health, Education and Welfare 
~peral Administ :i:-ation; Pert 80., RegJ.lations and interpretation 
applicable to public assistance and child welfare services have been 
promulgated in a brochure jointly identified as Handbook of Public 
Assistance Administration, Supplement c, and Handbook. for Child Wel­
fare Services, Su:pplement - Nondiscrimination in Federally Assisted 
Programs. 
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2900 APPENDIX IV 

AQ Based upon the Fed.eral law and regu.la.tions cited above 1 and acting 
pursuant to authority delega.ted by the State Board. of Control of 
Insti tuti.ons and Agencies, the Commissioner of Institutions and 
Agencies hos issued Admj'.n.istrative Order 1: 37 which is made a part 
hereof as Atta.chment #1,. This Administrative Order ado:p·ts and in-­
corporates as -departmental policy all of the provisions of Federal 
law a.."ld regulations o · 

B. In order to implement Administrative Order 1:37 the Director of 
the Di vj_s:!..on cf Public Welfare has bee·n authorized and directed to 
prescri·be su:pplementaJ. policy and. procedure applicable to all 
aaministrative a.gencies under the cognizance of the Division of 
Public Welfarea This relates to the following· elements of the 
Administrative Order: 

Para.graph B-4 .. Services Provided through Other Agencies, 
Inst:i.tutions and Or$anizations 

Paragraph B-6 - Dissemination of Information 

Paxagraph B-7 - Complaint Procedure 

The following :policy and procedure on the items so listed shall be 
strictly observed by the Bureau of Assistance, the Bureau of Chil­
dren's Services, and the Commi ssion for the Blind, hereinafter 
refe:i:·red to as II state agencies," and by the county welfare boards and 
the d:!.strict tl'ffices of the Bureau of Children's Services, hereinafter 
referred to as ''local agencies 9" 

IIL . SUPPLEMENT.AL POLICIES AND PROCEDURES OF THE DIVISION OF PUBLIC WELFARE 

AQ Services Provided through Other Agencies, Institutions and 
_Organ;i,zations (.A.dminist:rati ve O:r6.er l ; 37 2 B4) 

1. Notif:l. cation to Vendors 

Notification to vendors of their obligation to comply with 
Tj_tle VI of the Ci.vil Eights Act cf 1964 a.nd Administrative 
Order 1:37 of the Department of Institutions and Agencies 
shall be effectuated by dissemination of Attachment #2 (Obliga­
tions of Vendors und.er the Civil Rights Act of 1~64., Form wn ... 1) • 
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a. Hospitals, nursing . ho:01es, ch:i ld••c~e ag.encies and institutions, 
health service age!1cies, and similar facilities in New Jersey, 
vl1ic:h rec.ci.ve pa.yment for services directly from the state or 
local agencies, will be notified 'by mail from the Director, 
Division of Public Welfare. 

b. Physidans, den~c:i.sts ,9 optometrists J :pharmacis·ts, o:ptidans 
chiro:9odists, and other • ir..dividual vendors in New Jersey, 
who re~ei.ve paynent for services directly from the state or 
local agencies, will be notified by mail from such state or 
local agencies~ This will be accomj?lished by enclosure with 
the f i rst pa~~tent ~or services made follow~ng the availabil­
ity of Attachment #2. 

2 o Assurance of Compld:a.nce by Vendors 
~ . . --------
As a condition of :pa:ym.ent for services prov:1.ded to clients of 
the state and local agencies, compliance by vendors 'With the 
provisions of the Civil Rig.~ts Act of 1964 will be assured in 
the following ma..-rmer: 

a. Eospitalsi nursing homes, child•ca.re agencies and insti­
tutions, heal.th scrYice agencies, and similar facilities 
:i.n New Jersey, which 1·ecei ve payment for services directly 
from the state or local agencies; will be :-equired to sub ... 
mit to the Director, Division of Public Welfare; a copy of 
AttHicbment #3 (.Assurance of' Compliance by Vendor, Form. WD-lA) 
signed by an authorized representative. 

b. The state and local agencies, in the co-:irse of regular work 
activities, will seek tnformet:lon concerning compliance 
and will instruct staff to be alert to discover instances of 
discrimination on -the :part of :physicians, dentists, o:ptome .. 
trists, pharmacists, opt:lcj.ans, chiropodists, and other in- · 
dividual vendors in New Jersey, who receive :payment for ser­
vices directly fl"om such agencies., 

c. Any evidence of d~scrimi~ation by vendors described in ao and 
bo above which cones to the attention of the state and local 
agencies shall be reported immediately to the Director, Divi­
sion of Public Welfare~ 

B. ~qemi:r..a.tion of Information (Administrative Order 1: 37, B6) 

1. To Staff: 

T.'~e staff of the Division of Public Welfare and of the state and 
local agencies under its cognizance shall be informed of Title VI 
of the Civil Rights Act of 1964 and of Administrative Order 1:37. 
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This shall be accomplished by ma!~ing available to all staff mem .. 
bers At taclnnent #4 { A St at ement Ccm.cern:i.ng Obligation of Person• 
nel of Public Welfare Agencies Under the Civil Rights Act of 
1964, Fo:rm WD-lB), ano. by inclusion of all relevant material in 
agency manuals of administration for dissemination in the same 
manner as other agency policies. 

29 ~o Applicants and Recipients: .._....~ - ._,....... 

All persons seeking or receiving ~ublic assistance and welfare 
serv:i.ces administered by o.r through state and local agencies 
shall be informed of Title VI of the Civil Rights Act of 1964 
and of Administrative Or der 1:37 by making available a copy 
of Attacbment #5 (A Statement Concerning Nondiscrimination in 
Programs of Public Assistance and Welfare Services1 Form WD-lC). 
This will be accomplished by the state and local agencies 
through mailing to recipients of public as sistance and welfare 
services, and by hand deli very et the tL."Ue of intake to persons 
seeking such assistance and serviceso 

Co Comp_le..tr.t Pr.9.9edure (!.,_draiJE;~~tra:t_!~d~:r: 1 :3I, B7) 

All persons seeking or receiving public assistance and welfare 
services shall be afforded a.n opportunity to file a complaint 
alleging discrimination on t he ground of ra.ce, color or national 
or:!.gino Such complaints may b e f i led di rectly ·with the Regi.onal 
Director, U <> S Cl Department of Health; Educa:tion ancl Welfare, 42 
Broadway, New YoTk, New York1 or 'With the Director, Division of 
Public Welfare, Depe:r"tment of Institutions and Agencies, 
~o o. WX .'i£t4J ·~~~-, ~~' :}·t;;-r.aeit~ (See Attachment #5.) 

In any instance where a complaint is filed w:I.th a state or local 
agency, it shall be forwarded immediat ely to the Director, Division 
of Public Welfare .. The Director, Division of Public Welfare, upon 
recei:pt of any such complaint, will toke whatever action he deems 
appropriate to the situation., This action may include, but is not 
limited toJ the securing of reports from whatever sources may have 
knowledge pertinent to the situation; and referral to the Division 
on Civil Right s of the N., J. Department of Law and Public Sa.fety, 
for investigation, evaluation, and recommendations by that agency. 

The Direetor, Division of Public Welfare, shall be responsible for ·­
all final determinations as to whethe1" or not the f act of discrimina­
tion ha.s been established and all final decisions as to the disposi-­
tion of the complaint. 

Dated: June 24, 1965 
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A STATEMENT 
CONCERNING OBLIGATIONS OF VENDORS 
UNDER THE CIVIL RIGHTS ACT OF 196li-

2900 ~PPENDIX IV 
Attachment 4/=1 

WD-1 
(Rev. 9/68) 

For the purposes of this statement, the term "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 are 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 subjecte~ 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 

5. treat such individual differently from others in determining 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 
Helfare, determines that a vendor is practicing discrimination on the ground of race, 
color or national origin, the public uelfare agencies will be directed to withhold 
further payments to such vendor until otherwise authorized. 
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Attachment 1fa2 

WD-lB 
(Rev. 9. /68) 

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 ground of race, color or national 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 prov~ded under the programs; or 

6. deny any individual an opportunity to participate in the programs through the 
prov is ion 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 employ~ent fs 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 national origin, 
such staff ·member shall be subject to disciplinary action. 
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Attachment 1f3 

WD-lC 
(Rev. 9/68) 

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 discrimina­
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 zny way in t he enj oyment of any advantage or privi­
lege 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 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, 
including a program under which the employment is provided to reduce unemploy­
ment). 

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 ori­
gin, he may file a complaint concerning this. The complaint should be in writing 
and describe t he 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 lJelfare, 26 Federnl 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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STATEMENT OF POLICY AND PROCEDURES 
ON 

COMPLAINTS, FAIR HEARINGS, AND JUDICIAL APPEALS 

Definitions 

For purposes of this statement of policy and procedure, the following terms 
shall be understood as here defined: 

applicant 

recipient 

client 

authorized 
representative -

complaint 

request for 
local adminis­
trative review .-

a person applying for assistance for himself or on be­
half of a child or children. 

a pe~son receiving assistance 

a person who is, or is seeking the opportunity to become, 
an applicant or recipient, including: an applicant who 
is awaiting the agency's decision, a recipient whose as­
sistance payment has been suspended or withheld, or a 
person still considering himself entitled to assistance 
although his application has been denied or withdrawn or 
his payment discontinued. 

a person who may be a recipient's representative payee, 
attorney, legal guardian, or who has been identified 
specifically, orally or in writing, by the recipient as 
being an individual acting on his behalf. An organization 
may be an authorized representative if such power has been 
given to it by a client, either in writing, or orally by 
the client's advising the county welfare board that he 
wishes to have such organization act on his behalf. A 
record of all such authorizations to representatives shall 
be maintained in the client's case file. 

any clear expression, oral or written, by any person, to 
the effect that he is dissatisfied with the action or 
lack of action on the part of the agency. 

any clear expression (oral or written, by letter or other­
wise) by a client or his authorized representative, to the 
effect that he wishes to go beyond informal discussion or 
conference with his caseworker or supervisor to adjust his 
complaints, and that he wishes to present his case in a 
proceeding before the Director of the county welfare board 
or his duly delegated designee; the wording of such request 
is immaterial. 
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Complaints, Fair Hearings, and Judicial Appeals (Cont'd) 

request for 
Fair Hearing 

request for 
group Fair 
Hearing 

Fair Hearing 

local office 

Ri ht to Fair Hearin • 

any clear expression (oral or written, by letter or 
. __ ~·.otherwise) by .~a client or his authorized representative , 

to the effect that he wishes an opportunity to present 
his case to the ultimate State authority in the admin­
istrative organization; the specific wording of such a 
request is immaterial. 

any clear expression (written) by two or more clients 
that they wish to have their cases heard in the same 
hearing, and which states that the issue is one of 
challenge to an agency policy. Adjournments will be 
granted in group hearings only in the most extraordinar ... 
and compelling circumstances as determined by the Director 
in his sole discretion. 

an orderly, readily available proceeding before 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 every client to request a F~ir Hearing, and 
to be afforded the opportunity for such a hearing, in the manner established 
by these regulations. The availability, utilization and scheduling of local 
administrative review procedures shall be in addition to and independent of 
the right of Fair Hearing and the exercise thereof. 

Notification of Right to Fair Hearing 

A statement in simple language informing the applicant of his right to a 
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 form, with attachments if any, to be retained in 
his own possession. This procedure shall constitute the mandatory and ef­
fective method by which every client is informed in writing of his right to 
a Fair Hearing on any action or failure to act by the agency with .respect to 
his situation. 

Apart from the official notification of right of Fair Hearing thus appear~ 
ing on or annexed to the application ·form, it is required that every appli­
cant shall at the time of re9istration of his application receive a copy 
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of the document entitled "Your Right to a Fair Hearing and Continued Assist­
ance". In addition, every applicant, at the time he receives notice of the 
initial action upon his application shall receive a copy of this document -
"Statement of Policy and Procedures on Complaints, Fair Hearings, and Judicial 
Appeals". 

When protective payments have been authorized because the client has been 
adjudged by · the agency as unable to manage the assistance payment, written 
notice of the right to appeal such a determination ·through the Fair Hearing 
process must be provided to the client at the time the determination is made. 

Similar notification of the right to a Fair Hearing must be provided to the 
client with regard to decisions on restricted payments, vendor payments and 
payments conditioned upon work requirements. 

A copy of the document "Your Right to a Fair Hearing and Continued Assistance" 
shall be furnished to any client at any time upon his request and at the time 
of any adverse action on his claim. 

Complaints and Adjustment Procedures 

Prompt and courteous attention will be given to. all complaints, whether or not 
such complaints constitute requests for Fair Hearing and ~n1ether or not they 
are directed to the local office or the Division of Public Welfare. All com­
plaints received shall be acknowledged promptly, and if it is not apparent 
from the complaint that a Fair Hearing request has been made, the acknowledg­
ment shall inform the recipient of his right to a tair Hearing. 

Any clear expression (oral or written) by a client (or person acting for him, 
such as his legal representative or relative) to the effect that he wants the 
opportunity to present his case to a higher authority constitutes a request 
for a Fair Hearing. 

Informal efforts to effect an adjustment may be made through further field 
contacts, office interviews with supervisory personnel, consultation with the 
State Field Representative, etc. In no event, however, are such informal 
efforts to be considered as prerequisite to a Fair Hearing, and in no event 
do they delay, interfere with or otherwise impede the processing of a Fair 
Hearing whenever a request for such is made. Agency emphasis must be on 
helping the client to submit and process his request, and in preparing his 
case, if needed. 

A request for a Fair Hearing may be either oral or in writing and addressed 
either to the local office or to the State Division of Public Welfare. Oral 
requests for Fair Hearing shall be immediately reduced to a written record by 
the staff person to whom the request is made. Requests made to the local 
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office shall be immediately transmitted to the State Division of Public 
Welfare, and in no event later than one work day after receipt of the request. 
No special form of statement or manner of expression is required as long as 
the request identifies the ·nature of the complaint and the relief sought. 
The local office shall, when necessary, assist the client in preparing the 
request for Fair Hearing. 

Upon receipt of any request for Fair Hearing, the Division of Public Welfare 
will make a record thereof and promptly initiate arrangements for the -conduct 
of a Fair Hearing. · The Division will send an acknowledgment of the request 
to the client, along with a copy of the statement entitled "How a Fair Hearing 
is Conducted", together with a ' "Notice of Status of Continued Assistance 
Payments", 

Time Limitations on Entitlement to Fair Hearings 

If the request for Fair Hearing relates to an agency action or lack of action 
that occurred more than three months (90 calendar days] prior to the date of 
the request, there shall be no entitlement to a hearing on such action or lack 
of action, unless extraordinary and extenuating ~c_ircumstances as determine.d ' 
by the Director of the Division of Public Welfare in his sole discretion war­
rant an extension of time. 

Eligibility for Continued Assistance 

In cases in which there is a request for a Fair Hearing within 15 days from 
the dat~ of mailing of a notice of termination, suspension or reduction, 
assistance is continued at an unreduced level until a Fair Hearing decision 
is rendered by the State agency unless a determination is made by the State 
agency, in accordance with criteria issued by the Social and Rehabilitation 
Service that the issue is one of State agency policy and not one of fact or 
judgment relating to the individual case - including those cases involving 
a question of whether the State agency rules or policies were correctly ap­
plied to the facts of the particular case. 

The agency will promptly inform the client in writing if assistance will be 
discontinued, based on the State agency's determination. 

Disposition of Hearings Through Withdrawal or Abandonment 

The filing of a request for Fair Hearing shall not of itself preclude con­
tinued effort to accomplish corrective action or interpretation by the State 
Division of Public Welfare and/or local office through informal adjustment 
procedures 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, or the client may have his dissatisfaction clarified through 

L explanation or interpretation at any time before a Hearing. It shall be the 
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policy to accomplish dispos~tion 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, and once he has made 
a clear request for such a Hearing, the disposition 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 procedures meanwhile initiated. 

If as the result of satisfactory adjustment or for any other reason, the 
client desires that a Hearing shall be discontinued or cancelled, his request 
to that effect shall be evidenced in writing. A request for a Hearing will 
be considered abandoned if neither the client nor his representative appearn 
at the time and place established for the Hearing, unless, however, the State 
or local office receives actual notice not later than the working day preced­
ing the scheduled date of hearing that he will be unable to attend for unavoid­
able cause, the Hearing shall be adjourned and rescheduled to another time. 
No Hearing shall be delayed for such reason for a period of more than 30 days 
under any circumstances except as provided in the following paragraph. 

If the client or his representative fail to appear for a scheduled Hearing 
without having given proper notice as required above the Division shall send 
an inquiry to the client regarding his failure to appear. If there is no 
answer within 7 days the Director may deem the Hearing abandoned. They shall 
have the right to present to the Director of the Division of Public Welfare or 
the local agency for transmission to the Director, in writing, such facts as 
they believe constitute extenuating circumstances for the failure to appear. 
The Director may, in his sole discretion, determine whether the facts so pre­
sented by the client or his representative constitute such extenuating cir­
cumstances as to warrant reinstatement of the Hearing. 

Similarly, if the client or his representative request a period of adjourn­
ment longer than two weeks, they may present such facts as they believe sus­
tain the validity of their request in the same manner provided for the re­
instatement of Hearing as set forth above. 

Adjournments will not affect a client's right to a Fair Hearing. However, 
an adjournment of B: Hearing shall not prolong continuation of assistance at 
an unreduced level unless such adjournment is due to delay by the State or 
local agency. 

Time, Place and Notice of Fair ·Hearing 

The Fair Hearing shall be held at a time, date and place convenient for the 
client, and to the maximum extent feasible, within 45 days of the receipt of 
the request. The local office concerned is authorized to assist the client, 
if necessary, in arranging for attendance at the Hearing. In Hearings involv­
ing determinations of the State Medical Review Team, the Hearing may be held 
at a location convenient to the Medical Review Team. 
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The State Division of Public Welfare will give all parties concerned at least 
one week's notice (7 calendar days) in writing of the time, date and place to 
appear for the Hearing. 

All Fair Hearings will be conducted by direction of the Commissioner of 
Institutions and Agencies who may designate the Director of Public Welfare 
and/or his representative to conduct the Hearing. The Hearing Officer will 
not have been involved, in any way, with the action being heard. 

The term '~earing officer'' refers to the person(s) conducting the Hearing. 

Appellant's Right to be Represented and to Review Evidence 

Only those persons will be admitted to the Hearing whose testimony and presence 
are necessary to a full and fair determination, but the client may exercise a 
right to be assisted in presentation by a relative; friend or ether spokesman, 
or to be legally represented by a lawyer of his choosing. The hearing officer 
will employ all reasonable and available legal means to secure the attendance 
of persons who can assist the client in the presentation of his case. The 
agency staff must inform and help clients to make use of any legal services 
available in the community that can provide legal representation at the fair 
hearing. 

Accessibility of Records 

The client, or his representative, will have adequate opportunity: 

(a) to examine all documents and records used at the hearing at a 
reasonable time befcre the date of the hearing as well as during 
the hearing; 

(b) at his option, to present his case himself or with the aid of 
others including legal counsel; 

(c) to bring witnesses; 

(d) to establish all p~rtinent facts and circumstances; 

(e) to advance any arguments without undue interference; 

[ (£) to question or refute any testimony or evidence, including 
opportunity to confront and cross-examine adverse witnesses. 
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When the hearing involves medical issues such as those concerning a diagnosis, 
or an examining physician's report, or the Medical Review Team's decision, a 
medical assessment other than that of the p·erson or persons involved in making 
the original decision will be obtained at a reasonable expense to the agency 
from a source satisfactory to the client and made part of · the reco·rd if the 
hearing officer or the appellant considers it necessary. 

Conduct of Fair Hearing 

The Fair Hearing shall in all respects be informal and conducted in an atmos­
phere conducive to the full development of facts, but shall be subject to the 
requirements of due process. Formal. rul.es . 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 ·f,resent all relevant aspects of tl'ie situa­
tion. All parties will be giv~n opportunity to offer evid~nc~ and :tb · question 
witnesses. At the beginning of the ~earing · the client or his representative 
will be given the opportunity of making a statement of ·the situation as he 
sees it. The hearing officer will then state the point(s) at issue, subject 
to amendment or correction by the client :or any of the other' parties ·concerned. 

The Hearing \-1ii1 be concerned only with such facts as are relevant to ·the 
point(s) at issue. If it develops that the real issue differs from that on 
which the request for Hearing was based, then the Hearing' need not abate 
but the real point·(s) at issue will be considered, subject to adjuo'rrtment 
as may be· necessary for proper development of the ne\-t questions pres·ented. 

The Fair Hearing shall include consideration of: 

(af Any_ agency action, or failure to act with reasonable promptness, 
on a · claim for financial or medical assistance, which · includes 
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 such assistance in whole or i~ part; 

(b) The agency's interpre·tation of the law, and the reasonableness 
and equitableness of the policies promulgated under the law, ·, 
if the claimant is aggrieved by their application to his s f tua­
tion; 

(c) Ageri~y decision regarding: 

(1) Eligibility for financial or medical assistance in 
both initial and subsequent determinations, 

(2) Amount of financial or medical assistance or change 
in payments, 
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Complaints, Fair Hearings, and Judicial Appeals (Cont'd) 

(3) The manner or form of payment, including restricted 
or protective payments, even though no Federal 
financial participation is claimed, and 

, (4) Conditions of payment, including work requirements. 

At any time during the proceedings the Hearing Officer, at his discretion, 
may declare an adjournment or aqjournments, at the request of the client 
or the local agency or on his own initiative. The total of all such ad­
journments in one case shall in no event exceed thirty days, unless a 
greater extension of time is requested for good cause by the client or 
the local agency and approved by the hearing officer. 

Report of Hearing Officer and Official Record 

A hearing officer will prepare a report summarizing who appeared and what 
transpired at the hearing and his recommended findings of fact and recom­
mended conclusions of law shall be based exclusively on the evidence and 
on matters officially noticed. 

Notice may be taken of judicially noticeable facts. In addition, notice 
may be taken of generally recognized technical or scientific facts within 
the agency's specialized knowledge. Parties shall _be notified either 
before or during. the hearing, or by reference in prEliminary reports or 
otherwise, • of the material noticed, including any staff memoranda or data, 
and they shall be afforded an opportunity to contest the material so 
noticed. The agency.' s experience, technical competence, and specialized 
knowledie may be utilized in the evaluation of the evidence. 

The hearing officer's recommended report and recommended findings of fact 
and recommended conclusions of law shall be filed with the Decisional Panel 
and on ·the same date mailed to the client and his representative and the 
County Welfare Board. The recommended report of the hearing officer shall 
be part of the record in the case. 

If the parties in interest wish to take exceptions to the hearing officer's 
report, such exceptions must be submitted in written form to the Decisional 
Pan.el, addressed to the State Division of Public Welfare and be received by 
the State Division no later than 10 days after the mailing date of the 
hearing offic~r•s report if they are to be considered. 

Within 10 days of the mailing of the hearing officer's recommended report 
the client and the County Welfare Board may file written exceptions, ob­
jections and replies thereto, 
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The final fair hearing decision will be rendered in writing by a Decisional 
Panel composed of the hearing officer presiding at the hearing, the Director 
of the Division, and the Commissioner of the Department of Institutions and 
Agencies. 

The final decision shall adopt, reject or modify the recommended report and 
decision of the hearing officer. The final decision shall include findings 
of fact and conclusions of law, separately stated. Findings of fact, if 
set forth in statutory language, shall be accompanied by a concise and ex­
plicit statement of the underlying facts supporting the findings. CWB 
shall be notified by mail of any decision or order. The decision shall 
advise the parties that they have the right to take an appeal to the 
Appellate Division of the Superior Court pursuant to the Rules governing 
the Courts of New Jersey. 

Decision on Fair Hearing 

A decision based on the evidence produced at the hearing will be rendered 
in ·writing with reasonable promptness. The Decision will represent the 
determination of a Decisional Panel consisting of the Hearing Officer, the 
Director of Public Welfare or his designated alternate, and the Commissioner 
of Institutions and Agencies or his designated alternate. The Decision 
shall be mandatory and binding upon all parties concerned. 

The fair hearing decision shall be effective on the date of mailing unless 
another effective date is designated in the final fair hearing decision. 

An official and 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 repre­
sentative may review, upon appointment, all or any part of the official and 
complete record of his Fair Hearing. 

A decision requiring action by the local agency may apply either prospec­
tively with regard to future action by the agency or r etroactively to the 
date an incorrect action was taken. If the Decision results from mutual 
agreement of the parties at the hearing, it shall be so stated. 

The State Division of Public Welfare will arrange publication of summary 
editions of all Decisions, edited by deletions to i T1s11.rr-> ~ot1fidP.ntin U .ty , 
which will be forwarded to each county uc~. fa": -:' ·1:-. 0 L :\1 ~.:.:_ ;,:: '.·: .. : 1 . .1. b(= ava ilable 
for inspection at the welfare boar d, upon request by the public. 

The State Division of Public Welfare will take such steps as may be neces­
sary to assure that the Decision has been carried out. Corrective or remed­
ial measures ordered by a hearing Decision, which by their nature are capa­
ble of being so implemented, will be implemented by the local agency within 
a thirty day period after receipt of the Decision. The Director of the State 
Division of Public Helfare uill be assured by designated Divisional staff 
unit(s) that the Decision has been implemented within the required time 
period. 
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AND CONTINUED ASSISTANCE 

I. Your Right to a Fair -Hearing 

2900 APPENDIX VI 
Attachment #1 

If you are a person seeking or receiving :· ~ssistan~e fro~ any county welfare board 
and you are dissatisfied or in disagreement with ariy action or lack of action by 
yow:_.county--welfare board you have a right to ask for a Fair Hearing. 

Some of the reasons why people request fair hearings are: (1) agency delays in 
accepting or reaching decisions on assistance applications; (2) a person believes 
that the amount of assistance he receives is incorreet or is not sufficient to 
meet his needs; (3) a person believes that a suspension of his assistance is not 
reasonable; (4) a person thinks that he is eligible for assistance and should re­
ceive 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. 

II. What is a Fair Hearing? 

A Fair Hearing is a hearing which is held before an official of the· State Division 
·of Public Welfare. ·That official is known as a Hearing Officer. The Hearing 
Officer will listen to all the reasons you have for complaining about the action 
or inaction of your county welfare board in your case. After hearing both sides 
he will make a report of the hearing and a decision will be made in your case. 

III. When Can You Ask for a Fair Hearing? 

a) When should the county welfare board act upon your application? 

If it is reasonably possible, the county welfare board is expected 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 applicant for 
assistance under any of these programs except Disability Assistance, you are en­
titled to receive notice, on or before the end of thirty days, regarding the final 
ction taken on your application or be given an e_xplanation if a further delay i's 

unavoidable . . If you are an applicant for Disability Assistance, you are entitled 
to the same notice or explanation on or before the end of sixty days. 

b) How tm,1ch time can you let go by before you ask for a Fair Hegin~? 

It is important for'you to remember that a fair hearing must be requested within 
a reasonable time. A fair hearing request must be made wi~in ninety days of the 
ction or lack of action about which you are dissatisfied. 
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YOUR RIGHT TO A FAIR HEARING AND.· CONTINUED ASSISTANCE (cont'd) 

IV. How Can You Ask For a Fair Hearing? 

You can ask for a Fair Hearing either orally or in writing. Your request for a 
Fair Hearing should be made to your county welfare board, or your caseworker, or 
the New Jersey Division of Public Welfare at the following address: 

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

If you want any help in making your request for a Fair Hearing or for continuation 
of assistance, your county we1£are. board will give you that help. Also, if you 
ever have any questions about your rights, you can go to your county welfare board, 
or write to the Division of Public Welfare at the address shown on this statement. 

If you want, you can have a friend, relative, or a lawyer request a hearing on 
your behalf. You can also have what is called a "group hearing." Simply, if 
you and other recipients are complaining about the same policy issue or issues, 
you can ask to all be heard together. 

Some of you may belong to a welfare rights organization. If you would like that 
organization to be able to request hearings on your behalf, be sure to advise 
your county welfare board in writing that the organization has your permission 
to make such a request for you. If the organization to which you belong requests 
a hearing for you, and there i.s no record on file that you have given them per­
mission to do so, the request will not be granted since there is no evidence that 
they have authority to speak for you. 

v. Who Can Help You in Presenting Your Case at a Fair Hearing? 

You may present your reasons and arguments yourself, or you can have somebody else 
do so. You have the right to have a lawyer present your case for you. If you 
wish to see a lawyer about presenting your case or requesting a Fair Hearing on 
your behalf, contact your neighborhood legal services office. The address and 
phone number will be provided on the notice of agency action which is mailed to 
you. 

vr. · can You Continue to Receive Assistance 
While You Are Getting a Fair Hearing? 

If you have been advised by yqur county welfare board or the State Division of 
Public Welfare that your financial or ·medical assistance is going to be suspended, 
reduced, or terminated, you may have the right to continue receiving assistance 

New Jersey Department of 
Institutions and Agencies 

ii 
Transmittal 
Ietter #125 

Page Date 
11/72 

Replaces Page. 
Dated 9/67 



Manual of Administration 
Division of Public Welfare 

YOUR RIGHT TO A FAill HEARING AND CONTINUED ASSISTANCE (Cont'd) 

2900 APPENDIX VI 
Attachment 1fl 

at the same level until your case is decided through a Fair Hearing. In order to 
have this right you must meet the following conditions: 

(1) You cannot be receiving assistance under the program of 
Assistance to Families of the Working Poor, or the 
program of Medical Assistance for the Aged. 

(2) You must make your request for a Fair Hearing within 
15 days from the mailing of the notice stating that your 
assistance is going to be suspended, reduced or terminated. 
Your request must be made either at your county welfare 
board or directly to the State Division of Public Welfare. 

(3) Your complaint or disagreement with the notice to suspend, 
reduce or terminate your assistance must be based on what 
in called an "issue of fact or judgment." So, when you 
request a Fair Hearing and wish assistance to be continued 
be sure to explain why you think the reasons on the notice 
are urong as you ,.,ill be helping yourself by showing why 
your assistance should be continued. 

The two most important things to remember are: 

(1) If you want your assistance continued you must request a 
Fair Hearing within 15 days from the date of the notice 
you receive, and 

(2) If you decide you want a Fair Hearing, even after 15 days, 
you must request it within 90 days of the date on which 
the action you complain about took place. 

VII. Other Actions You Can Take Besides Asking for a Fair Hearing 

There are other ways in which you can get your complaints heard besides applying 
for a Fair Hearing. You can ask to meet with your caseworker or his or her super­
visor. You can, if you want, complain to the State Division of Public Welfare. 
Your complaint will be given prompt and courteous attention. You should under­
stand, houever, that you can use these more informal methods of having your com­
plaints adjusted without prejudicing your right to a Fair Hearing, and even after 
you have requested a Fair Hearing. You must make sure, however, if you decide to 
use these informal methods for settling your complaint, that you do not allow more 
than 90 days to go by from the date of your complaint without requesting a Fair 
Hearing. Remember that after 90 days have gone by you may not have the right to 
a Fair Hearing. 

You should also remember that if you let more than 15 days pass from the date of 
the notice before you request a Fair Hearing you will not receive continuation of 
assistance. 
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FAIR HEARING MONITORING AND IMPLEMENTING PROCEDURES 

The following are the procedures which are to be followed in implementing the new 
Fair Hearing regulations devised by the Division of Public Welfare. If after a 
period of time the mutual experiences of the several County Welfare Boards and 
the Division of Public Welfare warrant reconsideration of these procedures new 
procedures will be promulgated. 

I. Notices to Clients 

a. Whenever a county welfare board sends a notice to a client relating 
to a -denial, termination, suspension, or reduction of a grant or 
application, a copy thereof shall be simultaneously forwarded to the 
State Division of Public Welfare by the county welfare board. 

b. All notices which are received by the Division will be filed by 
county and date_ 

1) Such filed notices will be maintained in "active 11 status in 
the file~ for a period of ninety days or ·until the client 
to whom the notice was sent requests a Fair Hearing, whichever 
is sooner. 

2) All notices which result in a Fair Hearing request will be 
placed in the Fair Hearing file for that case. 

3) All notices which have been in the files for more than ninety 
days and which have not resulted in a Fair Hearing request will 
be removed from the "active" file. 

II. Sampling of Notices 

a. Daily sampling 

1) The Division of Public Welfare shall, on a daily basis, draw a 10% 
random sample of all notices received from each county welfare board. 
Such notices shall be reviewed by the Division to ascertain the 
following: 

(a) that they state the mailing date; 

(b) that they state the date of intended action, and that such date 
is consistent with the time of notice required by regulation; 

(c) that clear reasons for the intended action are provided; 

(d) that the law and/or regulation cited are relevant to the facts 
asserted and are either correctly cited, quoted, or paraphrased; 

(e) that the notice advises the client of his rights regarding Fair 
Hearings, local conference, and continuation of assistance at an 
unreduced level. 
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2) Whenever review of a notice discloses a defect in such notice, whether 
procedural or substantive in nature, such defect shall be immediately 
brought to the attention 0.£ the county welfare board which has sent 
the notice, and appropriate corrective action shall be taken by such 
board. 

3) Should the study of the random sample reveal that the percentage of 
non-conforming notices sent out by any county welfare board exceeds 
5% of the sample for that county, the Division of Public Welfare shall 
institute a 100% review of all notices sent by such county and in­
stitute remedial procedures to correct the county's practices. Such 
100% daily review shall continue until such time as the percentage 
of defective notices shall be reduced to no more than the 5% tolerance 
level, at which time ordinary daily sampling procedures shall be 
resumed. 

4) The Division of Public Helfare shall maintain a record of the sample 
notices which have been reviewed in such manner as the particular 
notices may be made readily available for subsequent study and in­
spection, whether by Division personnel or appropriate personnel of 
the Department of Health, Education and Welfare. 

b. Semi-annual Sample 

1) At least every six months, or more often if the Director of the 
Division of Public Welfare shall require, a sampling shall be made 
of those notices in "inactive" status for the purpose of conducting 
a "quality control" study of the adequacy of the notices sent to 
clients by the several county welfare boards. 

2) Such study will in any event include review of notices relating to 
denials, terminations, suspensions, and reductions to determine 
their adequacy as to form, and insofar as is possible, as to sub­
stance. The study staff will examine the notices for the following: 

(a) that they ·state the mailing date; 

(b) that they state the date of the intended action, and that such 
date is consistent with the time of notice required by regula­
tions; 

(c) that clear reasons for the intended action are provided; 

(d) that the law and/or regulation cited are relevant to the facts 
asserted and are either correctly cited, quoted, or paraphrased; 
and 

(e) that the notice advises the client of his rights regarding Fair 
Hearings, local conference, and continuation of assistance at an 
unreduced level. 
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3) Should the studies reveal that there exists an unacceptably 
high level of inadequate notices being sent out by any county 
welfare board, the Director of the Division of Public Welfare 
will take all steps which he deems necessary and appropriate 
to correct the situation. 

III. Fair Hearing Requests 

a. When made to County Welfare Board: 

1) Upon receipt of a Fair Hearing request under any program, for 
any reason, the Welfare Board shall immediately (the same day 
the request is ~eceived) contact the Fair Hearing Unit by 
telephone and provide the following information: 

A - Case Number 

B - Name 

C - Address 

D - The reason for the request. It is necessary that the 
Welfare Board obtain from the appe l lant a clear under­
standing of the reason for the request. 

E - Date notice of action was mailed and date of proposed 
action. 

2) The Welfare Board liaison will then receive an oral decision 
from the Fair Hearing Unit regarding eligibility for continued 
assistance in an unreduced amount. 

3) The Welfare Board liaison will then forward to the Fair Hearing 
Unit within two working days a completed PA-46 along with any 
appropriate budgets, copies of notice, etc. A copy of the PA-46 
shall be sent to the client by the Fair Hearing Unit. 

4) The Fair Hearing Unit will then acknowledge the Fair Hearing 
request, together with notice of date of hearing whenever 
possible, and will· forward to the Welfare Board and the client 
a PA-850A confirming the oral decision made by the Fair Hearing 
Unit regarding continued assistance. 

b. When made to Fair Hearing Unit 

1) Upon receipt of a Fair Hearing request, the Fair Hearing Unit, 
on the date of receipt of request, will contact the Welfare 
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Board Liaison by telephone to request or verify the following 
information: 

A - Case Number 

B - Name 

C - Address 

D - Clarification of client's request if needed. 

E • Date notice of action was mailed and date of proposed 
action. 

2) The Welfare Board will then receive an oral decision from the 
Fair Hearing Unit regarding eligibility for continued assistance 
in an unreduced amount. 

3) The Fnir Hearing Unit will acknowledge the appellant's request 
for a Fair Hearing in writing. The Welfare Board and the client 
will be sent a Form PA-850A confirming the oral decision made 
by the Fair Hearing Unit regarding continued assistance. The 
Helfare Board will also complete the enclosed PA-46 and forward 
this back to the Fair Hearing Unit within two working days of 
receipt. A copy of the PA-46 shall also be sent to the client. 

V. Authorization for Continued Assistance 

Whenever a request for Fair Hearing relates to termination, suspension 
or reduction, the appr opriate Division staff will perform the steps 
required in Sections III~- & 1) and III E· 1) and then determine the 
following: 

a. that the client is enrolled in a federally assisted program; 

b. that the request is based upon a notice of termination, suspen­
sion, or reduction of financial or medical assistance; 

c. that the Fair Hearing request has been made within 15 days of 
the date of mailing of the notice; 

d. that an issue of fact or judgment is involved. 

The fourth and last determination will be made from the evidence avail­
able in the applicable notice, the request, and such other documentary 
evidence as is then available. If the evidence available is inconclu­
sive, the staff member will call the liaison officer of the county 
from which the request originates to obtain further information. The 
staff member will not accept the county welfare boar d's bare assertion 
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that the client is not raising an issue of fact or judgment. If the 
staff member is unable to reach a determination as to whether it would 
be appropriate to continue assistance, he shall refer the case to the 
Chief Hearing Officer for disposition. 

V. Requests for Group Fair Hearing 

All requests for Group Fair Hearings shall be referred to the Chief 
Hearing Officer who shall determine whether such a hearing is appro­
priate in accordance with the standards set forth in regulations of 
the Division of Public Welfare. 

VI. Other Actions to be Taken by County Uelfare Staff Prior to Hearing 

a. Review all incoming requests for possible corrective action 
prior to hearing. 

b. Arrange for interpretive interviews when appropriate. 

c. Obtain withdrawals when the issues are resolved to client's 
satisfaction. 

d. Identify staff individuals who are essential to the Hearing 
as well as all documents relevant to the issue. 

e. Contact client or attorney 2 days prior to the Hearing to 
confirm their attendance. 

f. If request involves P & Tor incapacity, arrange for pertinent 
medical materials to be sent to the Fair Hearing Unit. 

II. Actions Following Hearing Proceeding 

a. Obtain for Fair Hearing Unit any material requested during 
hearing either directly or through approved administrative 
channels. 

b. Obtain from local agency reports on corrective action, if 
required by the Fair Hearing decision, within thirty days. 
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