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l. PURPOSE

The purpose of this release is to inform local districts that the
client infornmation books, DSS-4148A and DSS-4148B, have been revised

reorgani zed and restructured and t hat an addi ti onal client
i nfornati on book, DSS-4148C. "What You Should Know If You Have An
Energency"”, has been created frommaterial previously contained in
DSS- 4148B

These three books will be available for use in Novenber 1991.
BACKGROUND

A I NI TI AL VERSI ONS

The client information books were first published and nandat ed
in 1990. The goal of these initial versions was to collect al

of the "general notice" type of information which |[oca
districts were required to provide to applicants and recipients

into State printed books. Because of tine constraints for the
initial printing, nuch of the nmaterial was taken directly from
ADMs or court case settlements and was difficult to read. In

addition, because of print contract limtations at that tineg,
the material for the two books had to be contained within a
certai n nunber of pages for each book and, consequent |y, t he
print was snmall and the format was dense.

The first revision to the books, issued in Decenber 1990, was
also printed under time constraints and print contract
limtations and was geared only toward adding JOBS Program
infornation required by the Fam |y Support Act of 1988.

B. CLI ENT | NFORVATI ON BOOKS REDESI GN WORKGROUP: 9/ 90 VERSI ONS

Wth these space and | anguage problenms in mnd, and with an
expanded printing contract in place, a Wrkgroup conposed of
Departnment staff, representatives fromclient advocate groups
and local district representatives was forned and net for three
two- day sessions in February and March of this year to

1. Clarify the | anguage in the books, rewording them into
"plain English".

2. Ref ornat the books, adding a "cover", nore pages and "white
space" and increasing the print type size.

3. Update the books to reflect changes in program policy and
to add further mandated and general descriptive material

At the conclusion of the Workgroup, a draft of the books was
prepared and forwarded to the different Departnent divisions for
the final review before printing. Upon sign-off, the books were
sent to be type-set.
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As type-setting progressed on the DSS-4148B "Prograns" book, it
becamre obvious that all of the material which the Wrkgroup
wanted to include in this book would not fit wthin the ten-
sheet |imt which the print contract allowed. A decision needed
to be nade either to elimnate some of the nmaterial or to
degrade the format by using snmaller type and | ess "white" space.

At the sane tine that this was being considered by the Cient
Informati on Books Redesign Workgroup, a group of client
advocates was neeting with Departnent staff to di scuss energency
assi stance issues. One of the recomendations put forth by this
group was that a separate book on energency assi stance shoul d be
devel oped and be nade avail able to applicants and recipients.

A decision was nmde, t her ef or e, to solve the "Prograns"
book space problem and to neet the recomendation for an
"Energenci es" book by taking the "Prograns" book section on
energency assistance infornmation and print it as a separate,
snmal | (4-sheet) Energenci es book, "Wat You Should Know If You
Have An Energency" (DSS-4148C).

The creation of a third book was advant ageous because it all owed
us to:

1. Retain all of the material devel oped by the Workgroup

2. Retain the larger print size and nore spacious format
devel oped and originally approved by the books Workgroup
for both Books 2 & 3.

3. Satisfy the recormendation from client advocates for a
separ at e easy-to-understand "Energenci es" book

9/90 VERSIONS: NMAJOR CHANGES

The following are the major changes to the 9/90 version of dient
Information Books 1 and 2 which were incorporated into the 7/91
revisions.

A DSS-4148A (Book 1) "What You Shoul d Know About Your Rights and

Responsi bilities"

1. Thi s book was expanded to 16 pages.

2. The ink color was changed from purple to bl ack
3. The cover was printed on blue paper
4, The "Rights" section was printed on ivory paper and the

"Responsi bilities" section was printed on blue paper

5. The infornation regarding ADC "Essential Person" policy,
changed in 91 ADM 29, was updated and noved to the "Public
Assi st ance", ADC section of the revised Book 2.
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6. The "Enpl oynent Qpportunities and Requirenents" section
i nfornati on was divided into two new sections, "Enploynent
Ri ghts" and "Enpl oynent Responsibilities".

7. The information contained in the "Public Assi st ance
Requi renents Regarding Child Support"” section was expanded
to include Medical Assistance information and was divided
into two child support sections, "Child Support Rights" and
"Child Support Responsibilities".

8. The "Requirement to Report Lunp Sum Paynents" infornation
was incorporated into the "Responsibilities to Report
Changes" secti on.

9. The "Public Assistance Mnthly Reporting Requirenents”
section was elimnated since this information is now only
pertinent to a limted number of PA applicants/recipients.

10. The "Transitional Child Care Requi renents" section
i nfornati on was incorporated into the new "Transitional
Hel p" section of the revised Book 2.
11. A new section entitled, "Responsibilities Regarding the Use
of Medi cal Assistance Providers" was added.
B. DSS-4148B (Book 2) "What You Shoul d Know About Social Services

Pr ogr ans”

1. Thi s book was expanded to 18 pages.

2. Each "Progrant section is now a sel f- cont ai ned
i nfornati onal piece printed on different col ored paper

3. In the "Medical Assistance" section, the information
mandated in 89 ADM 45 and updated in 90 ADM 29 concerni ng
the effect of transfers of resources on Medical Assistance
eligibility was revi sed and added.

4, The "Energenci es" section was renoved fromthis book. The
sanme information previously contained in the "Energencies"
section is nowin a new client information book, DSS-4148C
(Book 3) "What You Should Know If You Have an Energency".

5. In the "Oher Benefits" section, information on the
foll owi ng was added:

o Child Support Enforcement Program and
o FEarned Incone Credit.
6. The infornmation contained in the "Enploynent Toward Self-

Sufficiency" section was revised and retitled "Enpl oynent,
Educati on and Trai ni ng".
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7. A new section "Transitional Help" was added to describe
sone of the programs to which recipients nmay be entitled if
their public assistance case is closed because of incone.
C. DSS-4148C (Book 3) "Wat You Should Know If You Have An
Enmer gency"
This new client information book was devel oped using the sane
i nfornati on that was previously contained in the "Energencies"
section of DSS-4148B
I V. REQUI REMENTS SATI SFI ED
In addition to the requirements that were satisfied by previous
versions of the client information books, outlined in 90 ADM 41, use
of the 7/91 versions of these books at application and/ or
recertification will also:
o Satisfy the requirements contained in 91 ADM 29 to provide
applicants and recipients with infornmati on concerning Essential
Per sons.
o Satisfy the requirement contained in 89 ADM 45 and updated in
90-ADM 29 to include the document "Effect of Transfers of
Resources on Medical Assistance Eligibility" with all nedica
assi stance applications. This docurent, however, shoul d
continue to be available for persons requesting a detailed
expl anation of the effects of transfers.
o Elimnate the need to provide the JOBS orientation infornmation
attachment s, " Enpl oynent Requi r enent s" and "Becomn ng
Sel f-Sufficient Through the JOBS Progrant that were mandated in
90 ADM 27.
V. BOOKS DI STRI BUTI ON REQUI REMENTS
Local districts nmust continue to distribute DSS-4148A and DSS-4148B
as outlined in 90 ADM 41 and Attachnent 11l of this release. The new
client information book, DSS-4148C, nust be distributed in the sane
manner .
A/ BOOKS DELI VERY | NFORVATI ON

The existing 9/90 versions of DSS-4148A and DSS-4148B are made
obsol ete by the 7/91 versions. Al existing copies of the 9/90
versions of DSS-4148A and DSS-4148B shoul d be destroyed upon receipt
of the 7/91 versions.

The NYC/ HRA Brooklyn War ehouse and Upstat e districts will
automatically receive supplies of the three 7/91 books in Novenber
based on previous ordering and usage practi ces.
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Spani sh versions of these books (DSS-4148A(S)), (DSS-4148B(S)) and
(DSS-4148C(S)) will be available at the sane tine. Only NYC HRA will
automatically receive supplies of the Spanish versions. Q her
di stricts must order Spanish versions using the procedure described
bel ow.

Future requests for the DSS-4148A, DSS-4148B and DSS-4148C or Spani sh
versions DSS-4148A(S), DSS-4148B(S) and DSS-4148C(S) should be
submtted on Form WWB-47: (Rev. 9/89): "WWVS Order Forn' 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.

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

LI STI NG OF ATTACHVMENTS

Filing References - avail abl e on-line.

Distribution Requirenents - dient Information Books -
Not Avail abl e On-Li ne.

DSS-4148A - "What You Shoul d Know About Your Rights and
Responsi bilities (Wen Applying for or Receiving Social

Services)" (Rev. 7/91) - Not Avail abl e On-Line.

DSS-4148B - "What You Shoul d Know About Social Services
Progranms" (Rev. 7/91) - Not Avail able On-Line.

DSS-4148C - "What You Should Know If You Have An
Emer gency"” (7/91) - Not Avail abl e On-Line.
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