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DIVISION: Income
TO Conmi ssi oners of Mai nt enance
Soci al Services

DATE: Novenber 2, 1990

SUBJECT: New Cient Infornmational Books:
DSS-4148A - "Wat You Shoul d Know About Your Rights
and Responsibilities (Wen Applying for
or Receiving Social Services)" and
DSS- 4148B - "What You Shoul d Know About Social Services
Pr ogr ans”
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l. PURPOSE

To advise local districts of the requirenent to provide a copy of
these client informational books, introduced in 90 LCM 93 (6/28/90),
to all applicants/recipients of PA, M\ FS or Services and provide
| ocal districts with further background and clarification about their
content and use.

BACKGROUND

These client informational books are the products of a joint
State/l ocal district Appl i cations Redesi gn Wor kgr oup
Representatives from State DSS and sel ected |ocal districts net for
t he purpose of updating and revising the primary client-conpleted and
wor ker - conpl et ed eligibility docunent s associ at ed with t he
application and recertification processes. Wil e revisions to the
applications required by the Immgration Reformand Control Act and
the Hunger Prevention Act of 1988 were the nmmin charge of the
redesi gn workgroup, in the <course of examning the application
packages used by the W rkgroup agencies, all were struck by the
proliferation of "single sheet notices" which districts were required
to distribute to each applicant/recipient. Many of these "single
sheet notices" had been transnmitted to Ilocal districts through
Admi ni strative Directives with the instructions to "locally reproduce
and distribute" themto all clients.

The Workgroup felt that a logical extension of its work would be to
identify and collect all of the State-nandated "general notice" type
of information that was required to be given out in local districts

application/ recertification packages and to incorporate as nuch of
this information as possible into State-nmandated, State-printed
books. These books woul d provide an excellent vehicle to transmt
further information required by the Hunger Prevention Act which did
not fit into the format of the applications or their "Howto
Conpl et e" publications.

After the full workgroup adjourned, a sub-committee of Departnent

staff was formed to finalize the books. Upon exam ni ng the nandat ed
pi eces of information, it was decided that nmpst of the nmteria
could be divided into two books, one dealing with clients' rights and
responsibilities and one describing the nmmjor social services
prograns in New York State. Because of printing contract

constraints, these books could be a maximum of four |eaves each
printed on both sides. Therefore, it was deternined that the initial
versions of the books would focus on information which districts are
mandat ed to provi de to applicants/recipients.
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[, PROGRAM | MPLI CATI ONS
These books will assi st | ocal districts in provi di ng
applicants/recipients with nuch of the information to which they are
entitl ed. The work involved for local districts in neeting nandates
and in assenbling application/recertification packages should be
di m ni shed.

I V. REQUI RED ACTI ON

Local districts will be required to distribute these books at the
sanme tinme as they distribute the DSS-2921: "Application for PA M
FS, Services" (Upstate version), DSS-2921(NYC): "Application for PA,
MA, FS, Services" (NYC version) and DSS-3174: "Recertification for
PA, M\, FS" (statewide) and their acconpanying "How to Conplete"
publications, PUB-1301, PUB-1301 (NYC) and PUB-1313, respectively.

Distribution of these books will elimnate the need to provide the
foll owi ng docunents at application and/or recertification:

o] DSS-2608 - "Cient Reninder to Report Change", introduced
in 76 ADM 9;

o] DSS-3631 - "Personal Privacy Protection Law Notification to
Clients", introduced in 85 ADM 8 and updated in
86 | NF- 35;

o] DSS- 3814 - "Public Assi st ance Addi ti onal Al | owances",
i ntroduced in 87 ADM 18 and updated in 89 ADM 6;

o] DSS-3908 - "lInportant Notice Regarding Child Support",
i ntroduced in 89 ADM 31;

o] "Notice of Right of Public Assistance Appl i cant or
Reci pient to Request Restricted Paynents" - introduced in
86 ADM 13 to be reproduced or reprinted |ocally;

o] "Vol untary Restricted Paynent Form' - introduced in
86 ADM 13;

o] "Notice Regarding Lunmp Sum Paynents" - introduced in

86 ADM 30 to be reproduced or reprinted |ocally;
o] Food Stanp panmphlet(s) (which had been required to be
provided to all applicants for Public Assistance).

There are, however, instances when some of these fornms are still used
ot her than at application/recertification:

o The DSS-3814: "Public Assistance Additional Allowance"
flyer must be displayed in the client waiting areas and be
avai l able to | ocal community groups upon request.

o] "Voluntary Restricted Paynent Forni nmandated by 86 ADM 13,
is not included in DSS-4148A or DSS-4148E. It is
referenced in DSS-4148A. Although it is no | onger mandated
to be distributed to all applicants and to recipients at
recertification, the form nust be readily available to
applicants and/or recipients who request it.
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o] "Notice Regarding Lunp Sum Payments" nust be given out when
a local district learns that a recipient is expecting a
[ unp sum paynment and when a closing notice is sent to a
reci pient whose benefits are to be terninated due to
recei pt of a lunp sum

o] The DSS- 3908: "I nportant Notice Regarding Child Support".
When the | ocal district Child Support Enforcement Unit or
Support Collection Unit notifies custodial parent(s) of
subsequent hearings regarding paternity adjudication or
support obl i gati ons, a copy of the DSS-3908 should
acconpany this notification.

The following forns are made obsolete, since they were only used at
application/recertification:

o] DSS-2608 - "dient Reninder to Report Change";

o] DSS-3631 - "Personal Privacy Protection Law Notification to
Clients"”

o] "Notice of Right of Public Assistance Appl i cant or
Reci pi ent to Request Restricted Paynents".

The distribution of these books at application and/or recertification
will also:

o Elimnate the use of form DSS-2642: "Docunent ati on
Requi rements" as the neans of fulfilling the Federal Food
St anp mandat e that applicants/recipients be provided
general information on verification requirenents (dS 89-
| M DCO17). Local districts may continue and are encouraged
to use DSS-2642 to inform applicants/recipients of the
specific eligibility factors which need to be verified, to
provide a list of docunent s whi ch are accept abl e
verification of these factors and to indicate on the form
the date by which any outstanding docunents nust be
received.

o] Satisfy the requirenents contained in 90 LCM 45 concer ni ng
witten notification to applicants/recipients of t he
avai lability of Transitional Child Care Services.

V. SYSTENS | MPLI CATI ONS
None.
A/ ADDI TI ONAL | NFORVATI ON

o

On 6/28/90 Local Commi ssioners Menmorandum 90 LCM 93 was i ssued
i ntroduci ng these books to local districts.
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o] We recogni ze that the print size and format needed to include as
much infornmation as possible in the first printing was not
ideal. It is anticipated, however, that subsequent revisions,
will feature better formats, larger print size and additional
mandat ed materi al .

o] If an agency requires applicants/recipients to sign a form
acknow edging receipt of these books, this formshould be
devel oped according to local district procedures. The form does
not have to be submitted to the Departnent for approval.

o] It is also suggested that these books be distributed to newy
hired enpl oyees to be used as a desk reference.

o] As with the introduction of any new formor book, we are asking
local districts to forward any coments or suggestions from
staff and/or applicants/recipients. This information wll be
considered in preparing for the next revision.

These books were distributed to the local districts and HRA in the

first two weeks of June. Districts automatically received supplies

of the DSS-4148A and DSS-4148B based on previous ordering and usage
practices for the DSS-2921 or DSS-2921(NYC) and the DSS-3174.

Spani sh versions of these books will be avail able beginning with the

9/ 90 versions.

Future requests for the DSS-4148A and DSS-4148B should be submtted

on Form WWB- 47: (Rev. 9/89): "WV Order Form' and shoul d be sent

to:
New York State Departnment of Social Services
Wel f are Managenment System
P. 0. Box 1990
Al bany, New York 12201
Attention: O fice of Systens Devel opnent

Questions concerning ordering the books should be directed to the

Ofice of Systens Developnent (OSD) by calling 1-800-342-3715,

ext ensi on 6-6223.

Vi, EFFECTI VE DATE

This directive is effective Novenber 1, 1990.

Gscar R Best, Jr.
Deputy Conm ssi oner
Di vi sion of | ncone M ntenance
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