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l. PURPOSE

This directive advises Social Services Districts (SSDs) of changes
nmade by Chapter 53 of the Laws of 1992 which require ADC and HR
applicants and recipients who appear to be eligible for Supplenental
Security Inconme (SSI) to apply for and pursue SSI benefits as a
condition of eligibility. It further requires that each SSD have a
system in place to identify, assess, refer, assist and track
applicants/recipients subject to these requirenents.

BACKGROUND

Appl i cants/recipients of ADCHR who appear to be eligible for SSI
nmust, as a condition of eligibility or continuing eligibility, apply

for and cooperate with all requirenents set forth by the Social
Security Administration (SSA) for naking a deternination of SSl
benefits. As a cost contai nment neasure, Chapter 53 of the Laws of

1992 requires the Departnent to pronulgate on an energency basis,
regul ati ons designed to facilitate this process at the SSD |evel.
Districts will be required to establish procedures for early
identification, assessnent, referral and conversion of eligible
persons from ADC/ HR to SSI.

Many SSDs over the past few years have voluntarily chosen to
participate in the Disabled Cdient Assistance Program (DCAP).
Locally developed DCAP procedures may address many or all of the
requi renents of the mandated centralized SSI referral and tracking
process. If a SSD chooses to use its DCAP procedures to neet these
new requi rements, it nmust assure that these procedures apply to al
appropriate HR and ADC applicants and reci pients.

PROGRAM | MPLI CATI ONS

Each SSD nmust establish an enhanced process which will identify and
assi st appropriate public assistance applicants/recipients in
applying for and receiving SSI benefits. This process nust include:

A. the use of nedical and related information to facilitate SSI
application processing;

B. t he est abl i shnent of soci al services district tracking
procedures which will enable the district to determ ne whether
potentially disabled recipients have conpleted the federa
disability benefit application and appeal s process; and

C. the provision of assistance by the district necessary to aid
recipients in conpleting all such procedures, including referra
to any not-for-profit agency which provides |egal services under
the Disability Advocacy Project to persons who have been denied
SSI (see Section 35 of the Social Services Law).
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By transferring public assistance applicants/recipients to SSI, both
the district and the State realize a dollar savings by nmaxim zing
federal funding. Based on a Statew de average HR grant of $350, each
HR case which converts to SSI represents an average annual savings of
approxi mately $2,000 to the social services district and $900 to the
State. In addition to these estimted grant savings, both the
district and the State would realize significant dollar savings from
full federal participation in the Medical Assistance (MA) costs for
t hese cases. Furthernore, HR and ADC clients who are transferred to
SSI generally benefit fromincreased househol d i ncone.

As a result of Chapter 41 of the Laws of 1992, HR cash recipients who
are between the ages of 21-64 and not certified to be blind or
di sabled will receive a linmted package of MA benefits. To ensure
that blind or disabled individuals are not inappropriately given
limted MA benefits for prolonged periods pending eligibility
determ nati ons by the Social Security Adm nistration, social services
districts will be responsible for referring these individuals for MA-
Only disability reviews as well as to SSA for SSI.

REQUI RED ACTI ON

A HR/ ADC El i gi bl e Persons

Each district nust establish procedures to assure conversion of
eligible persons fromHR or ADC to the federally supported SSI
program The foll ow ng nandated el enents nust be incl uded:

1. Identification of a nanagenment |evel staff person who will
be responsible for overseeing the district's operation of
their centralized SSI referral and tracking process.
Responsi bilities should include serving as liaison wth
out side agencies (e.g. NYSDSS, SSA, ODD, |egal services
groups) and assuring that all required actions are taken by

SSD staff.
2. Screening for early identification of applicants/recipients
potentially eligible for SSI. Potential SSI eligibility

can be identified from nunerous sources. These include but
are not limted to

a. nmedi cal i nformation provi ded by t he
applicant/recipient (e.g., bills, letters/nmenos from
heal th providers);

b. client participation in supportive or rehabilitative
progr amns;

C. nedi cal records in a recipient's MAfile

d. results of a disability exam or an enployability
assessnent;

e. observation by a worker or a review of docunentation
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provi ded by other individuals (see attached Disability
Desk Aid used in DCAP);

f. school, crimnal, special education, etc., records;
and

g. reports from providers and advocate referral prograns.

Inclusion of all available client nedical information in

the SSI referral process. The form DSS-2474, "SSI Referra

and Certification of Contact", should be used as descri bed

in 91 ADM 32 to transnmit this information. (See

Attachnment B).

Met hodol ogy by which the SSD wll centrally track al
clients referred for SSI benefits and/ or who have applied
for SSI themselves and how this information will be used to
assure appropriate followup action is taken to pursue each
step in the SSI application/appeal s process. Itens to be
considered in developing this system should include the
fol | owi ng:

a. use of the DSS-2474 to identify the initial referral

b. use of State and/or locally produced reports for the
pur pose of tracking SSI case status. (See Attachment
C "State Data Exchange" (SDX) and Attachnent D,

"HR/ SSI Automated Match Listing" for exanples of
avai | abl e i nformation);

c. use of SSA notices to clients as a source of
i nformati on; and

d. use of a turn-around docunment or other nethod to track
procedures for verifying that necessary agency and
client actions are conpl eted.

Establ i shment of procedures to provide assistance to
recipients in the SSI application and appeals process.
Such hel p shoul d incl ude:

a. providing the client with any clarifying information
regarding the SSI application/appeals process or the
provi si on of docunentation

b. assuring that clients attend consultative nedica
exam nations required by SSA, including arranging or
providing transportation for them when necessary;

C. obtaining treating source records and assessnents,
including those fromdisability and/or enployability
exanms required by the SSD

d. assisting or representing a client in their appeal at
the SSA Adm nistrative Law Judge hearing levels (this
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V.

can be done under an agreenment wth other agencies
such as |egal services groups, conmunity based
organi zations or nedical providers).

B. Food St anps

Applicants/recipients are not required to pursue SSI benefits as
a condition of eligibility for food stanps. Wor kers, however,
may encourage applicants/recipients for food stanmps to take
advantage of this additional source of incone. When a PA case
is closed or denied because the househol d refused to pursue SSI
a separate determination of eligibility for food stanps nust be
nade.

Addi tionally, when SSI benefits are received, the case should be
reviewed for eligibility for restored benefits as set forth in
the Food Stanp Source Book, Section X-1-4.

C. Medi cal Assi st ance

In accordance with the provisions of 86 ADM 27, "Retroactive Ad
Cat egory Changes", local district Income Miintenance staff mnust
determine if an A/AR is potentially disabled. The worker rmnust
refer such individuals to SSI and to the local/State MA
Disability Review Team (as appropriate) concurrently. In
situations where the Disability Review teamfinds an i ndividua
to be disabled, the Individual Categorical Code on WS nust be
changed to 12 (di sabl ed). In addition, the district nust send
the individual a notice advising themof the change in category,
and the effect this has on his/her eligibility for M Thi s
notice will be addressed in an upcom ng rel ease.

ADDI TI ONAL | NFORVATI ON

Departnment staff fromthe Bureau of Field Operations are available to
assist SSDs in the preparation and i mpl enent ati on of their
pr ocedures. In addition, Bureau of Field Operations staff wll
coordinate training activities, on an as needed basis, which will
i nclude representatives fromthe Ofice of Disability Determnations,
the Social Security Adninistration and the State or local disability
review team Also, Attachnent D of this directive provides a |ist of
"best practices" as identified in SSDs currently using a centralized
SSI process.

EFFECTI VE DATE

This directive is effective i mediately.

Gscar R Best, Jr.
Deputy Conm ssi oner
Di vi sion of | ncone M ntenance
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BEST PRACTI CES
SSI REFERRAL AND TRACKI NG

staff have reviewed procedures in over 25 local districts which

operate Disabled Cient Assistance Prograns or other effective processes for
maxi m zing the transfer of PA applicants/recipients to SSI. The follow ng
are several best practices used by local districts for your consideration

Identity of Referrals

Information on all persons who are referred to apply for SSI should
be controlled through a centralized SSI unit. The prinmary sources
of SSI referrals are:

A PA Intake referral of all clients who appear to be disabled
based on nedical information provided by the AR client's
al | egation or worker's observations;

B. Enpl oynent Unit referral of all persons determined by the
enpl oyability examto be permanently (or for sone conditions,
tenporarily) unable to work; and

C. MA-Di sability Unit referral of all persons with high nedica

needs, i ncl udi ng clients referred by NYSDSS O fice of
Audit and Quality Control from their high dollar MA-FNP
revi ew.

Control of Internal Referrals

The naj or conponent for effectively controlling and tracking SSI
referrals is the designation of a staff person or unit with
authority to coordinate all necessary client required followup
activity. Best practices include:

A The client is personally referred to the central SSI unit for
assistance in the SSI application process. This feature is
conmon to all the highly successful prograns revi ewed.

B. If the referring unit is to continue to be responsible for
assisting a client, a copy of the DSS-2474, SSI Referral and
Certification of Contact nust be sent to the central SSI unit.

Client Assistance Activities

The key element for helping a client obtain SSI benefits is to
assure that applications for SSI provide as nuch information as
possi bl e. Best practices for achieving this include:

A Conducting an extensive client interview during which al
disabling conditions are identified and described in detai
for the SSI application, i ncl udi ng identification of

limtations on the Description of Client's Daily Activities
form devel oped for DCAP (copy attached).
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B. Gat hering of nedical docunentation to be submitted with the
SSI referral

C. Inclusion of the MA-SURS report to identify recent nedica

di agnosi s and treating providers.

D. otaining the results of the enployability examprior to
referral of the client to SSI and including it wth the
referral

E. Referral of the client to a nedical provider for exam nation
and docunentation of the disabling condition

F. Establishing a "protective filing" date for SSI by calling or
witing the SSA office regarding the client's intent to apply
for SSI. The date of this contact then becones the SSI|
application and SSI eligibility date provided the application
is made to SSA within 60 days.

G Conpleting a "short" SSI financial application and obtaining
client signatures on this formand all necessary SSA nedica
rel eases. This enables the unit to subnit the SSI application
directly to SSA

Referral to SSA

Applications for SSI have to be processed through the |local SSA
District Ofice (DO.

A This can be done by having SSD staff conplete the SSA
disability application, short financial formand SSA nedica
rel eases and nmiling the conpl eted package to the DO Thi s
has proven to be an effective nethod for naximzing the
transfer of recipients to SSl

B. When a client is required to nake application in person at the
DO, the DSS-2474, "SS|I Referral and Certification of Contact"
should identify all material given to the client for use in

conpleting the SSI application at the DO Additionally, the
client must be told that failure to return a signed DSS-2474,
SSI Referral and Certification of Contact within a set nunber
of days is basis for denial or discontinuance of PA benefits.

Appeal to Denials

Al requests for appeal to denial of SSI benefits have to be

requested within 60 days of receipt of the denial notice. Deni a
codes shoul d be reviewed to ascertain whether the denial was due to
client's failure to respond to SSA requests, in which case client
should be contacted and reninded that cooperation in the SSI
application process is a condition of eligibility for PA, or
whether it was due to the disability not being considered severe
enough to prevent the client from working. This latter reason

accounts for the preponderances of all denials. Best practices for
appeal i ng these deni al s include:
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A At the reconsideration |evel, providing additional nedical
information (e.g., reports of hospitalization or other nedica
treatment occurring subsequent to filing the SSI application
results of enployability and/or nedical assistance disability
assessnments devel oped for agency prograns).

B. At subsequent levels, arranging for client to be represented
at the Adm nistrative Laws Judge or Court |evel hearing by use
of SSD staff or through referral to other community resources
(e.g., legal aid society; | ocal attorneys; vol unt eer
organi zations; friends and relatives).

C. At all levels, assuring that client gets to all required
consul tative nedi cal exams and hearings through transportation
provi ded, when necessary, by agency staff, private vendor
relative or friend of <client wth paynment guaranteed by
t he agency.

Tracki ng of Referrals

Information on client specific SSI application/appeal related
i nfornmati on shoul d be shared with the wunit/person in the agency
responsible for assisting the client in the pursuit of SS|
benefits. Best practices for doing this include:

A Use of the weekly HR/ SSI automated match lists to verify that
a HR client's SSI application has been processed t hrough a SSA
district office.

B. Use of the SDX bi-weekly updates to identify conpleted SSI
actions (i.e., application received; case denied; failure of
client to cooperate; award of SSI benefits) for purpose of
notifying the client of any action required to obtain benefits
or appeal denials.

C. Requiring clients to contact the SSD upon receipt of any
noti ce, letter or call fromSSA or the Ofice of Disability
Deterninations to discuss the client's responsibility.



