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.The enclosed procedures handbook has been amended
considerably by the Benefits Division,Head Office
and now supersedes the handbook with the pink cover.
Please arrange to dispose of all 0ld handbooks and
replace with the new (Gray and Maroon) edition.
Additional supplies if required are available from
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Introduction

wWelcome to the Department of Soclal
welfare., You are now a member of a
large team which is concerned with
the wellbeing of people. Benefilts
work may be demanding at times but
it is hoped that you wlll alsc find
it satisfying and rewarding.

The work vou do plays a wvital role in the organisation, as many peoples
livelihoods depend on the benefits you administer. It is therefore
important that deadlines are met, work is completed quickly and ]
accurately and that you have the right attitude. If this is your first
experience of Domestic Purposes Benefits it 1s more than likely that you
are about to start the D.P.B./E.M.A. Technical Training Course. If you
have not done the course and would like to, then ask your supervisor.
This handbook has been specifically desligned to assist you to compleate
the course. It 1s also a how to do it gquide for Junlor supervisory and
basic grade staff in their day to day work and an aid to staff training.

THIS BOOK IS NOT A REPLACEMENT FOR EXISTING MANUALS AND TO GAIN FULL
ADVANTAGE IT SHOULD BE USED IN CONJUNCTION WITH THOSE MANUALS.

If changes occur, replacement pages will be issued by Head Offlce. The
additlion of pages are to be restricted to those issued by Head Office and
on no account 1s this book to be defaced or written on.

Any request for extra books or comments on the handbooks should be
addressed to the Work Documentatlon Unit, Head 0Office.

WHAT IS THE DOMESTIC PURPOSES BENEFIT (D.P.B.)

The Domestic Purposes Benefit
provides reqular monetary assistance
to men and women with dependent
children who have lost the support
of their husbands or wifes, and to
unmarried women with dependent
chllidren. D.P.B. 1s also payable to
women without dependent children in
certain circumstances and to persons
caring for the aged and infirm.

THERE ARE THREE MAIN TYPES OF DOMESTIC PURPOSES BENEFIT
They are:
1. D.P.B. paid to SOLO PARENTS
2. D.P.B. pald to “"WOMEN ALONE"
3. D.P.B. pald to PERSONS CARING FOR THE SICK AND INFIRM.

As the qualifications for each of these types of D.P.B. are different we
will lcook at each cateqory separately on the following pages.



IN ADDITION

We will also talk about public relations i.e. how to conduct yourself on
the telephone and at the public counter. We will also look at letter and
report writing.

FIRSTLY

Lets look at the Departments authority to pay a Domestic Purposes
Beneflt. Here, like most things, we are governed by an Act of
Parliament. In this case it is known as the Social Security Act 1564 and
the authority to pay Domestic Purposes Benefit is contained in Sections

278 and 27C.

READ THESE SECTIONS

HOW DO WR KNOW HOW MUCH _TO PAY

Again the Social Securlty Act 1964 is the authority. fThe 16th and 17th
schedules at the end of the act set out the maximum amount of Domestic
Purposes Beneflt Payable.

The rates are usually reviewed and increased every six months.

On the next pages we will look at the Basic Qualifications for the
different categorles of Domestic Purposes Benefit. Module D-1 of the
technical course refers. We will look first at the residential
qualifications. {(See next page).
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RESIDENTIAL QUALIFICATIONS

Again the Social Security Act 1964 sets out the conditions to be met in
order to be residentially qualified to receive a Domestic Purposes
Beneflit, this time In Sectlons 27A(1) and (2).

READ THESE SECTIONS

You wlll see that the residence test revolves around the child - Is it a
qualifying chiid?

Baslcally a child born in New Zealand 1s a qualifying child unless it was
born here when nelther parent was 'ordinarily resident’. People not
regarded as ordinarily resident would be those not paying N.Z. taxes,
transients (i.e. people on holiday), diplomats etc.

A child born outslde New Zealand would not be a qualifying chiid unless
it was born while its parent(s) were only temporary absent from N.Z. or:
both parents were ordinarlly resident in N.Z. for three years immediately
prior to the qualifying date* or; one of its parents being ordinarily
resident in N.Z. at the qualifying date* had resided here continuously
for more than five years or; the applicant now being ordinarily resident
In N.Z. had had more than 10 years residence at any time prior to the
qualifying date.

*QUALTFYING DATE

In the above we made frequent mention of the Qualifying Date. This is
the -date on which a person qualifies as an applicant and would be:

. The date on which the parties separated or later loss of support
. The date of birth of a child in the case of unmarried applicants
. Date of divorce

. Date of husbands impriscnment

. Date of wifes death etc.

once the qualifying date has been established, it is a relatively simple
task to ascertain if the applicant qualifies on residence gqrounds.

There will of course be cases where an applicant arriving in N.Z. from
overseas will never qualify for a D.P.B. {see examples below).

EXAMPLE A

aApplicant with one dependent child who separated from her
husband in Australia and returned to New Zealand. Had
lived in Australia for five years prior to separation but
had lived in N.Z. for twenty years prior to emigrating to
Australia.

In this case the applicant qualifies as she has had more
than 10 years residence in N.Z. prior to the qualifying
date.



EXAMPLE B

Applicant with one dependent child who separated from her
husband in Australia and immedlately came to N.Z. Never
lived in N.Z. before. In thils case the applicant will
never qualify for D.P.B. because none of the residence
tests can be met.

ALL CASES WHERE RESIDENCE 1S IN QUESTION MUST BE SUBMITTED TO YOUR
SUPERVISOR FOR DECISION.

Now lets lock at the basic qualifications for D.P.B. (Module D1}.




D.P.B. For Solo Parents

This is the most common type of D.P.B. and therefore the one that you’ll
come across most often.

To qualify for D.P.B. as a solo parent, an applicant must satisfy all
of the following criterila:

A) APPLICANT MUST BE AGED 16 YEARS COR OVER

This is really self-explanatory. However, you will receive enquiries,
usually from unmarried mothers, where the age qualification is not met.
Such persons do not qualify for D.P.B. but can., in certain circumstances,
be considered for payment of an emergency benefit — see page

B) APPLICANT MUST BE A ™“SOLO PARENT™

D.P.B. is payable to five classes of sclo parent. These are set out in
sectlon 27B(1) of the Social Security Act.

TO SUMMARISE: the flve classes of solo parent are:

(1) SEPARATED MARRIED WOMEN with one or more children - section
21B(1)(a).

(ii) UNMARRIED WOMEN with one or more children - section 27B{(1)}{(b).

(iii) DIVORCED WOMEN with one or more children - section 27B{1)(c).

(iv) WIVES OF PRISONERS with one or more children - section 27B(1)(e}.

(v) SEPARATED, DIVORCED OR WIDOWED MEN with one or more children -
section 27B{1)(f).

Remember, the term ‘marriage’ includes a de facto marriage or
relationshlp in the nature of marrliage - further clarification of this
term is on page



c) THE OTHER PARENT MUST BE IDENTIFIED IN LAW

This is probably the most important qualification for D.P.B. as a solo
parent. There can be nc entitlement to D.P.B. unless thls requirement is
met... So what does it mean?

Usually the other parent is the child's other natural or biological
parent. However, there are two lmportant exceptions to this.
These are:

{i) Adopted children -~ where a child is adopted the adopting parent
takes the place of the natural parent; and

(1i) Step parents — where a child was born before a marriage and the
natural father has not been identified in law, the child’s step
father may be treated as the other parent.

The other parent 1s sometimes referred to as the Liable Parent as he/she
is required to make a contribution to the cost of the applicants D.P.B.
This contrilbution is called a Liable Parent Contributtion.

If you come across elther of these two types of cases you should refer
them to your supervisor.

WHAT DORS THE PHRASE "IDENTIFIED IN LAW" MEAN?

Bssentlally this means that the llable parent has acknowledged that he or
she is the other parent of the applicant's child.



Generally you'll experlence few, 1if any, problems in cases where the
children were born within a marriage. This is because the law presumes
THE OTHER MARRIAGE PARTNER TO BE THE OTHER PARENT.

Cases lnvolving UNMARRIED WOMEN are however a little more complex. 1In
these cases the other parent is “ldentified 1n law" only where:

{1) the father's name is recorded on the birth certificate; or

{i1) a paternlity order has been made; or {see page )

{ii1) the father has made a written acknowledqement of paternity.

2 ‘paternity order’ is a court order declaring a person to be the father
of a child. (See further explanation on page )

Note: the llable parentage condltlon does not apply to wives of
prisoners.

If you want to find wore about 'llable parentage’ you should read
paragraphs Bl1.50 to Bl1.62 of the D.P.B. Manual.

Look over the flow chart on the next page. This ls a simplifled way of
looking at liable parentage.
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D} APPLICANT MUST BE CARING FOR A DEPENDENT CHILD
OR CHILDREN
There are two things you must look at here:

FIRSTLY, the applicant must be the patural or adoptive parent of the
child or children,

SECONDLY., the child (or children}) must be a "dependant{s}”. This term is
defined by law but basically means that:

(1) Family Benefit must be payable to the Applicant in respect of
each child; and

{ii) the chlld or children must be being maintained as a member of
the applicant's family,

Generally speaking you shouldn't experience too many problems with this
requirement. If you do, or if you come across a case where the
requirement is clearly not met, REFER THE CASE TQ YOUR SUPERVISOR.

You'll have noticed that so far, with the exception of the age
qualification, that each of the requirements have concerned the
applicant’s child or children. The last requirement also concerns
children:

E) IF APPLICANT’S CHILD WAS BORN OUTSIDE N.Z.,
THE 'RESIDENCE TEST' MUST BE SATISFIED

AS A GENERAL RULE, 1f a child is born inside New Zealand the ‘residence
test’ need not be considered unless nelther of his/her parents were
'ordinarily resident' here.

This requirement may present problems for you. Cases where the
‘residence test’ must be considered should therefore be REFERRED TO YOUR
SUPERVISOR. ©See full details on pages 4 and 5.
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D.P.B. (Woman Alone)

This type of D.P.B. 1s avallable to either a married or unmarried woman
WITHOUT dependent children, when certaln events, such as separation from
a husband or cessatlon of child care occur, AFTER she has attained the
age of 50 YEARS.

Applications for this type of D.P.B. are generally few in number and
SHOULD BE RREFERRED TO YOUR SUPERVISOR.

Full detalls are on page

DPB.(Care of Aged and Infirm)

This type of D.P.B., is avallable to someone who is providing FULL TIME
CARE AND ATTENTION at home to a person or persons who would otherwise be
required to be admitted to hospital.

This type of D.P.B. is sometimes called D.P.B. - (’'Domiciliary care’).

Full detalls are on page

-11~



Emergency Maintenance Allowance

Reference Part ¢, D.P.B. Manual

By now you should be aware of the basic quallfications for D.P.B. Now
we'll look at some of the cases that you’'ll come across that don't have
this statutory entitlement.

Emergency Maintenance Allowance is the name given to the emergency
benefit granted to those solo parents who., at the time of application:

1. DO NOT HAVE STATUTORY ENTITLEMENT to D.P.B.: and

2, who are EXPERIENCING FINANCIAL HARDSHIP.

Basically there are five cases you'll come across that should be
considered for grant of E.M.A. These are:

1. cases where the llable parent has NOT YRT BEEN IDENTIFIRKD IN LAW.

2. Solo parents whose chlldren were born outside New Zealand and who are
unable to meet the ‘RESIDENCE TEST'.

3. Solo parents who cease work temporarily to care for their children
over a SCHOOL HOLIDAY PERIOQOD.

4. Male applicants who are the father of a dependent child/ren and who
have not been married or lived in a defacto relationship.

5. women under the age of 16 years who gave birth to children and retain
custody of the child.
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Here's a simple way of looking at D.P.B. and E.M.A,
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Paternity

In the prevlious pages we talked about Paternity orders. Here we explain
this term. It is particularly important where E.M.A. 1s concerned.
Remember we looked at E.M.A. on page 12,

The first of these cases was where THE LIABLE_ PARENT HAD NOT YET BEEN
YDENTIFIED IN LAW. The vast majoritx of the cases you'll come across
where grant of E.M.A. should be considered, will be this type of case.
So, we'll spend a 1little time looking more closely at this type of case
and, in partlcular, at the 'CONDITIONS' imposed on grant of E.M.A. in
this situation.

W
e A
) PATEKN\W ORDER

You ARE THE
FATHER’ OF

THE Crtie

...14_



IMPORTANT TERMS

'PATERNITY ORDER® - A court order declaring a person to be the father of
a child.

‘MAINTENANCE ORDER' - A court order declaring a person to be the parent
of a child and directing him/her to pay a periodical sum of money towards
the maintenance of that child and the other parent.

Applications for both paternity and maintenance orders are heard in the
Family Court.

'MATNTENANCE AGREBEMENT' — A written agreement acknowledging parenthood of
a child and providing for the payment of a pericdical sum of money
towards the maintenance of that child and the other parent.

Maintenance Agreements must be registered in the Family Court to be
enforceable by the Department.

'PUTATIVE FATHRR' - the alleged father of a child.

"APPLICANT® - the name given to the person making an application for a
paternity or maintenance order.

‘RESPCNDENT' - the person against whom the application is made.

Read over these terms several times and familiarise yourself with them.
It's important that you fully understand what each one means before we go
on and look at the 'Conditions of Grant'.

_—15_



Conditions of Grant

In ALL cases where the Liable Parent has not been identified in law and
the applicant has been granted an E.M.A., the grant of E.M.A. is subject

to certaln CONDITICNS ...

A. Where the applicant has one or more children and the Liable Parent
has not yet been identified in law for ANY of the children, the grant
is subject to the condition that ...

THE APPLYCANT TAKES STEPS TO OBTAIN AN ACKNOWLEDGEMENT OF
PATERNITY TN WRITING OR A PATERNITY ORDER.

B. Where the applicant has one or more chlldren and the Liable Parent
has been 1ldentifiled in law for some, BUT NOT ALL of the children, the
grant is subject to the condition that the applicant:

{l1) OBTAINS A MAINTENANCE ORDER FOR THE CHILDREN OF THE
IDENTIFIED LIABLE PARENT AND FOR HERSELE; AND

{2) TAKES STEPS TC OBTAIN AN ACKNOWLEDGEMENT OF PATERNITY IN
WRITING CR A PATERNITY ORDER FOR THE REMATNING CHILDREN.

In both cases when paternity has been acknowledged or a paternity order
has been granted and, thus the llable parent identlfled for ALL the
children, the beneficlary will be qualified for D.P.B.

If, however, it 1is finally established that the llable parent can’'t be
identifled for all of the dependent children, E.M.A. may be continued
subject to the beneficiary seeking maintenance in respect of any child
whose father has been ldentlfied and, if applicable, malntenance for
herself. THESE CASES SHOULD BE REFERRED TO YOUR SUPRRVISOR.

Before you go on to the Practice Item look over the Flow Chart on the
following page. This is a simplified way of looking at the two
conditions of grant.

_16-.
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You will now have an ldea as to the basic qualifications of the different
types of assistance avallable by way of Domestic Purposes Beneflt or
Enmergency Maintenance Allowance. We wlll expand on these as we lock at
application and grant actions.

However, before you can attend to an applicant who wishes to apply for
beomestic Purposes Benefit you will need to know some important facts
concerned with interviewing and public relations.

we will look at this aspect In the next few pages.

_18..
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DEALING WITH THE PUBLIC

Introduction

Privacy

How to say ho

Is our service up to standard?

Don‘t under estimate your own influence

Final comment

-20~



{(Dealing with the public)

1. INTRODUCTION
Our alm is friendly., helpful and courteous service.

The public will include
pecple enqulring about,
applying for or receiving a
Domestlc Purposes Benefit.

8
5

It requires no elaboration as to the effect a marriage break-up
etc may have on a beneficlary. Understandably., they may be in a
state where they wlill find the requlirements of official
organisations like Government Departments very demanding.

Extra sensitivity on your part is called for.
ALSO
when deallng with the public it is necessary in every case to be
=  Tactful -
- Patlent
- Understanding

Don't rush interviews
~ create a relaxed atmosphere.

Be pleasant and respond POSITIVELY to any needs indicated by applicants
or beneficlarles,

Be sure the information you give is correct. Don't guess. If you are
not sure of your facts excuse yourself from the interview and find cut.

People are sometimes referred to as:

Applicant - Person who has applied for a benefit.
Beneficlary - Person who receives a benefit.

Client -~ BAny person who has dealings with the Department.

The need for privacy next page.
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Dealing with the public (continued)

2. PRIVACY

Many of our interviews require very
personal questions to be asked. In
some 1lnstances the guestions may be of
an intimate nature or potentially
embarrassing.

—" 50 Yoy f/Eﬁf\

AD . 0 —
NINE CHULDREN T Wow/
DIFEERENT MEN AND Your
HiSBAND CoMmM(Tr=D | :

SUICIDE ~GOS(H/

Remember:

- Be Sensitive

Ensure Confidentiality is preserved AT ALL TIMES, and
Interview rooms, when available, should be used whether
requested or not.

As a minimum, use screened partitions for interviews.

continued.
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Dealing with the public {continued) i

3. HOW _TO SAY NO

On occasions it may be necessary in the office or over the phone to

convey unfavourable explanations to beneficiaries or applicants.
S 1ESY s ET:;f\\\\
Y. oA Gl rzzﬂz:};fzn )

SHELYECYaT
YESYESYES )'fé‘}@(& YESY&ET Vfé?;a:;

i.e. You may have to explaln that benefit cannot be
* paid above a certaln rate or there is ne
entitlement at all.

It is difficult to say no and still have a
satisfled customer.

It is therefore important that
unfavourable decisions are
communicated fully in a pleasant

wah LB B S

If you are not confident or are
unsure of all the facts have a
senior officer do the explaining.

It 1s our responsibllity to ensure bene-—
ficilaries or applicants depart satisfied,
that they have been treated fairly and have
received an adequate explanation.

REMEMBER:

1.* Any file decislons affecting payment must be conveyed in writing and
review provisions included

2. If a benefit is granted at a reduced rate the beneficiary must be
infeormed of how the reduced rate has been assessed.

3. Also if beneficliary or applicant verbally expresses dissatisfaction
as to some decision thils constitutes an application for review of
decision.

-= in such instances an
application for review
must be invited. This
application ‘is to be
entered in the appropriate
reglster.

-= Procedures in Part ¥, Four

Weekly Manual then follows.
See page

continued.
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Dealing with the public {continued)

A.

4. IS OUR_SERVICE UP_TO STANDARD?

Using the approach suggested in the last few pages will go a long way
in ensuring a satisfactory service to the Public.

Many people do leave the office
satlisfled with thelr treatment.

But at times our public contact
has not been up to standard.

Consider the following:

- What was your reaction when you experlenced poor service at a
shop, office, garage, or other Government Department.

- bo you treat people the way you would like to be treated?

- Our service 1s a unique one - our customers have not got
competitors they can go to!

- Your way of dress and manner - is it acceptable within an office
setting?

Also don't neglect the Public

The Department primarily exists to serve
the Public. Your actual job may not be
directly 1nvolved with thils service
aspect.

But

does the client or beneficlary realise

thls when walting for service and is

lgnored by you walking past or standing

around.

HELP ALL YOU CAN WHEN YOU CAN
At least go up and ask the person
1f you can help. You may have to
direct them to the proper source
but you may be able to solve the
query on the spot.

APPLY YOUR COMMON SENSE

We are not a railway yard. Don't
shunt the beneficlary from person
to person or from section to
section.

You find out what is required or
if you don't know ensure
beneficlary is referred to a
person who does.

continued.



Dealing with the Publlc {continued)

5. DON'T UNDERESTIMATE YOUR OWN INFLUENCE

If you attend to people in a
confident, positive and

pleasant way they wlll most
likely respond the same way.

TRY IT OUT

But if you display an overbearing or arrogant manner the
reaction from beneficlaries may understandably be negative
or unreascnable,

Take a break and reflect:

How dc you react when in making a
query to some service organisation
like ours and the person behind
the counter tries "to put you
down™ by being overbearing,
arrogant or showing disinterest.

continued,
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Dealing with the Public (continued)

6. FINALLY

Bisputes

You may encounter unreasonable persons.

Nothing will be achleved by trying to match their arqument or
adopting an aggressive manner.

Politely excuse yourself. Hand the matter to a more senior
officer who will be experienced in dealing with such persons.

¥Your Speech

{1} oOne of the most fundamental aspects of public relations.
BUT
Alsoc one of the most commonh causes of complaint.

{(ii) The following is obvious but it 1s easy to offend if you
don't apply it:

AT ALL TIMES SPEARK:
- Clearly
— Pleasantly
- In a simple langquage.
{1ii) Like your letter writing
Don't use jJargon or big
“impressive” words.
(iv} REMEMBER:

The words please and thank you still form the
basis of human pollteness.
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LODGEMENT AND INTRRVIEW PROCEDURES

Remember that we saild that in order to assess a persons qualification for
benefit, an application - Form DP 1 must be completed,

NOTE: The majority of
applications are lodged personally
at the office and most applicants
" are woman with dependent children
with little or no other income.

When the applicant comes to the office to apply your INITIAL APPROACH is
very important.

It is essential that vyou:

1. Greet callers by their name in a pleasant manner.

2. Avold: bureaucratic atmosphere, office jargon, adopting a superior
attitude

3. A smlle costs nothing.
4. Don't smoke or chew.
5. Create a relaxed atmosphere and deal personally with each applicant.
6. IMAGINE
{(a) How would you feel if you were in

the applicant’s place.

{(b) How would you like to be dealt with

_28._



The Forms

FORM DPB 1: “APPLICATION FOR DOMESTIC PURPOSES BENRFIT"

The Application Form is the most basic application document. It is used
to decide eligibility, the commencement date and rate of benefit payable.

It's important therefore that every question is answered. If information
is missing it may mean that the grant of benefit is delayed.

Ensure that the application form is signed by the applicant. This
validates it.

Ensure also that the application is date stamped with the officlal office
date stamp. This is important as the date the application is received
may affect the commencement date.

Make sure that the "Details of Bank Account” Section on page 4 1is
complete and that the account details have been verified by a bank
officer or staff member. Remember that payments can only be made tc an
account in the applicant‘s name, or a jolint account bearing his/her
name. This information is important as both E.M.A. and D.P.B. are paid
by direct credit into a bank account so that benefit can't be granted
without account details. '

FORM DPB_4: “REPORT ON INTERVIEW WITH APPLICANT"

The Interview covers some of the questlions in the application form in
nore depth - in particular the Liable Parent's name, address and work
details, reasons for the applicatlion, and detalls of any continuing
income and costs an applicant may have.

=29~



Applications

Reference: Part B, Section II
Domestic Purposes
Benefit Manual.

INTRODUCTION

In order to recelve Domestlic Purposes Benefit the first step 1s to
complete form pP 1 (Application for Domestic Purposes Benefit).

Set out 1n the next few pages are
the steps to be taken from the
time the beneficiary calls at the
office to apply for benefit to the
actual payment of benefit.

The application procedures are to be followed in every case. It is later
that a declsion is made whether there is entitlement to statutory
Domestic Purposes Benefit or if an EBmergency Maintenance Allowance should
be granted. The differences are explained on page (Basic
Qualifications). The dlfferent payment systems etc are explained later.

The next pages show a completed application form. 1In this example the
application {sometimes referred to as a claim) is from a woman who has
lost the support of her husband through separation. These are the most
common types of application.

NOTE: Domestic Purposes Benefit and Emergency Maintenance Allowance
are now taxable and family support payable.

Please ensure you obtain an Inland Revenue number for the
applicant.
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Page L

LFEb1
e

Application for a Domestic Purposes Benefit
Under Socixl Security Act 1964 '

importan: notice to applicants

Plzase complete all of the spaces on this form, Blanks will aot be accepted. The word “Nil”, “NJA™ {not :
applicable), or 2 stroke meaning “Nil” are to be used as appropriate.
If this application is lodged onr the grounds that the applicant is required to give full-time care 10 a sick or infirm

person who would otherwise be admitted to hospital, a medical certificate. certilying the need for such full time
care must accompany the application.

Pzvment wilt be armanged by crediting the whole instalment direct to a Post Otfice Savings Bank, Trustee Savings
Bank or Trading Bank Account,

Included on this application form is a panel to be completed by your bank, certifying details of your bank account

This panel may be completed by your bank or alternatively leave the pane! blank and forward your passbock or
a personaiised deposit slip to the Department of Social Welfare when lodging your application.

The Department cannot open an account for you, If you do not have an account you must arrange with the bank
concerned ta open one but you shoutd not delay lodging your application.

Dezails of any proposed absences (rom New Zealand must be notified to the Departmient of Social Welfzre.

To the Director;District Agent,
Department of Social Welfare,

....... b

orlc!(ztﬁu.’i‘o WAL WeLLNaToN HonsEW 1EE

Place of abade . Qccupation
hereby apply for a Domestic Purposes Benefit and solemnly and sincerely declare that the information contained
in this and the following three pages it true and correct and that no particular which would afTect the amount of
benefit granted has been omitted.

................ [ — Sienature of appiivans

SHR40E= 3000011 1780 MK

.
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Page 2

e . FARRAH __ nWUFE ] Tmomeus
Ceabo S, Helroaden =

1o H iq LAR RO WAL S N 3 S, T 23 —

Add RO s Y -~ -

R for application: '&J?oim§ Y. e V\\Aﬁ_\agmﬁ

U/ cequired to give full time care for 2 sick and infirm person of incapscitated relative, show full name of person cxred For:

Ll B, Relationship ~ ) q.
My usual occupation: 140“’?.'6“’ 1CE Sex: . My tciephone No. ﬁﬁﬁ:qﬁﬁm
Date and place of birth: ... s Bz L9 61 U-‘Q——i.‘*"\q\_,**;?""’.. Country: ot e s

[f availadle piease produce your birth ctruillcete or cther d ing yout age. If not avadlable show parents” full namey.

Parents: o s
Length of continuous residence in New Zealand: e 1 years it manths.
If borm overseas — Date of arrlval in New Zealand: ...."'\%/{'*.-'........ Port of srrival: rd J o

Name and address of 2 person {not being a relative)} who can confirm my residence in New Zealand:

AARRA.. NORRER 1 2). Ko e, N nradeen. .
State whether single, married, widowed, separated, divorced, or living apart; Ay Oy, ‘q?lf *
If marced =~State date and place:..... L 8.0 10 1A TE nta A} n*wl._)\—':)h PM:""TF* b
Full name =f husband/uibele facte: ..o 2 X 1000 Ech el sIACe
\ i Date of Birth: ‘7'_.‘..'..{3"0
Have you or your husbandfwife been abtent from New Zeatand during last five years? ‘\’D

i 5o, give dersls: el l Q

' separated or living apart, give the date you ceased 10 live with your husband, wivefens; Z235:71-.19%3
If your husband, wife. is in a prison, give name of institwrion. and date of 2d o s G

il widowed give date am place of death of husband/wife: o ! o

If divorced give date and place of decree absolute: e I A

Breails of any previous zpplfcation, elther m New Zealand or aversest, for any type of tllowsnce, benefit, or pention, including
pplications by your Lusbandfwife. Quote reference numbers.

c. @ ~ Chi- &'SS —{e7 Place: Nt\\\m‘%'bf\

State whether you, your husband fwife or Jependents recelve free board and/or lodgings, including that for seonces rendered. Supply
Jetails and indicate whether this s likely to continue:

- o

if other persons share your home. give names and relationship, and whether any contribution 1 made rowards living expenses:

e

Names and Jates of bleth of childrea no kenger dependant 115 a0y - Inctude 2ny child who may now be Jecaased:

A
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Page 3

The following are the detaih of the income received by mysei! or my husbandfwife during the 52

weeks preceding this applicriion.
rem Particulan Jelil Spouse
1. | Salary, wages, or other personal carnings { Before tax deducted) . T SV 515 LOO
Geos Income from business, thop, farm, commission, sale of produce, etc. {[f expermes

2. | were incwred in production of this Income produce a profiz and losz 3ccount or Matement P27
of experses)

Amount received from boanders — including children over 16 vears

3. PO boarders 2t $ pPw. - bers of family ~ Yea/No
a4 b st boarders st § pPw. = biers of family = Yesfido
4. | Allowanees from reletives or atheny
Gross ren: ftom property — including rooms fet .
If you subtet the property, state reat paid by yoU $ eecinrem $ ol |5 0¥
% (Prodest teat book;
if you are the owner state total sanuat outgoingy § ... Jr——
{Prodwe ip foe YA i T, & IS, FepaLtE, ete.)
6. 1 Superanauation beneflt or pension (No. } 5wl s -
<. | Dividends from shares, £ from debentures, boads, stocks, morigages, or from
. meney lenz, $ Mo $ .
5. | lnterest from P.OWS.B. or any other bank. 5 wdit- H -
2. | Malntenance — whether for s2if or for dependants S s s '
10, | Money received from any other source nat detailed above $ e s -
Total income received during 52 weeks [$ A 1= 15 §S, 600

Names and addreases of empioyen or other persons from whom above income recelved.
frem ~/ ! Q

Trem

Item

ftem

Trem
If husbundfwife is in employment stale name 2nd address of employer. and weekly rate of tamiags:

...w,.‘.-.'.‘.:f..::.bm‘cxﬂm%‘maipu&cﬁm,. 2.5 ~...,C.m.q\ck\u>..%mmm&.wbﬂ\:;§l.mm
NOR— o ’:i)m\mar:\ﬁ)ﬁgg_‘.,,,wz.\\sﬁi\—nn#$mwfu&

1

State whether you your i diwife or dependants antictpate receiving any income, induding mantenance duzing the next 52 weeks

Supply full detads of any anticipated income: MO

Ifland and buwldings owned. state whether this is used as 3 home wie, (Yes orno)
i a0t wied 25 2 hame aivise focation and natum of property A
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»

at ” ;
* " Assets held in New Zraland or Elsewhere
O ham / Parthkeulan seif Loun
Money held in Post Office Accounts ~ Show Account No, and Type s s
1. Afe Mo, . Type:
Ade No. Type: N I pJ
- Afe No, Type: ﬂt‘f Knlow
Money In amy other bank — show aceount No, and name of bank S = 1Dl
2. | Bank O Ae NGBS, JARTEk 201 s s
Bank Afc No.
Cash beld by yoursel!, or by any other persor oa your behalfl or money leat to any 11 <
3 person — sipply detadls: . I'J e t
&, | Government stock, thuret, debentures, or bonds in tny compeny, Sodety or LocaiBody [S$ pd Y |3 b
laterest in businesa, stock it trade or veniure of any nxture — sdvie oature of nterest: b1 s ’
5, Nl (3
Any other aset not Lsted above  xivise nature of asset 5 [
6. e 1
Applicstion for increased beneflt in respect of dependeat children may be made by woplying details of the children, meluding siep-
children, adopted children, tnd children over 16 years sull attending school.
Child's Name Date of BUth]  Facr of Berh Reatontup Wiere Rending Mother's Hume | Falbar's Name
€ ddy 121050 o Y= I HAS v‘cé-pﬁ [Foscada.. Dl €.

Chabdsen’s i Including mai ived on thei benalf; .. 80 Lo

*] HEREBY

{3} authorise the Dessrtment of Social Welfare 1o pay il instaiments due to me to my bank zccoent,

{b) direct the bank manager (o accept from you as my agenl any amoun! thal may become due in terms of this authority.
*DETAILS OF BANK ACCOUNT

ease pay all tngislments of benelit dus {6 me 10 the eredit of my account with:
[ B Ve A, TN 2RO A Dy R4V FOTY\ P gkt A vadeomey
(Brancht Office)

{Numa of Bani)
[The aczount is in the name of:

BANK ARANCH ACCOUNT = |SUFTIX
| Oiflenl o Bank
and s numbered bm_l |°|bi-.c]'g [IREIL A RICd N m{ Stamp
Please present your bank boak for noting. Derails of hank ﬁ shown 1re @2
: b for Direcion Managss
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Lodgement of applications {(continued)

if

5.

APPLICATION FORM C(HPLBTION

applicant calls at the office and has not Eilled out the D P. 1.
Your Job is to:
Provide the form and suitable place to write,

Request applicant to complete-the form herself, but'if she has’
difficulty provide assistance. S

with all applications ensure:

ALL QURSTIONS FULLY ANSWERED in ink, not pencil or eraseable ball
point.

Check Again:
- surname distinquishable.
- Full residentlal address.
- Telephone number.

Don't forget the DATR STAMP.

(not in top left ‘hand corner, file pin may obliterate necessary details).

The date stamp
1s essentlal as:

{a) It may have bearing on the entitlement date.

10.

{b) Prevents dispute as to what date application recelved.

Pull details of where any income declared )
is derived i.e. source and nature, names ) Verification forms may
and address. ‘') have to be issued.

) :
Detalls of birth and marriage clear )

Dependent chlidren detalls fully set out — can applicant remember
famlly benefit number.

.Finally ~ Has the application been SIGNED by the applicant - We can't
process it until the applicant signs it.

REMEMBER
{a) Although there does not appear to be qualification for
beneflt don‘t turn appllicant away — perhaps
entitlement to EMA or an emergency benefit.

{b} If it is apparent applicant does not qualify but
insists on applying an application must be taken.

Interview detalls next page.
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The Interview -

Bvery applicant for Domestic Purposes Benefit must be interviewed by the
Domestic Purposes Benefit Interviewing Officer. These officers (usually
graded 007.103) have been speclally trained to deal with these
applications and are aware of such things as marriage guidance etc.
Where the DP Interviewing Officer is not available an officer graded
007.103 or above 'is to complete the interview. b

Although Junior staff should not be involved in the interview, the
procedures are covered fully in the following pages.

These procedures, althodgh specific ‘to DPB; apply to all interview
situatlions.

THERE! |
THNK INE GoT
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Lodgement of Applicgtio%- (continued) .

with the application form fully completed the next step is to interview .

the applicant :

i

Haintai:iing t'h.at' bie;asanf. attitude you also must remember:

Previous Papers

. A1),

_(11)

(1i1)

(iv)

Even if busy do not give lmpression that the interview is,
‘being hurried. _ " .

Don't forget use that interview room.

If privacy not possible take extreme care to preserﬁe'
applicants confidentiality.

{Also if applicant is aware
other people can hear
relevant points may be witheld.)

Are you properly attired.

R T IEN
" iy

If the application form indicated previous papers - get out
the old file. It may assist the interview, or there may be
something that was not cleared up at the time of
cancellation.

13 LR

‘The interview is carried out
by completing an Interview
i . sheet ~- see next page.

v
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INTBRVIEWING (completion of form DPB 4)

In the following pages we will lock more closely at each section of the
interview form and expand on the information required.

LIABLE PARENTS DETAILS

Ref: Sect. 27I S5.S. Act.

The liable parent is the person who is liable in Law to contribute to the
cost of supporting his/her child, i.e. who contributes towards the cost
of payment of a Domestic Purposes Benefit. It 1is therefore extremely
important that the information glven here is correct and is verified.

The liable parent is the other parent of the child in the applicants
care. In the cases of a married applicant this will be the estranged
husband/wife. 1In the case of a single applicant the liable parent has to
be proved in law. This is relatively easy if the liable parent's name
appears on the childs birth certificate or if he has signified in writing
that he is the fther. '

If this Is not the case then the applicant will be requlired to seek a
paternity order.

This 1s an order made by a Judge in the District Court declaring a person
to be the father {parent) of an ex-nuptial child. Once thls order has
been made then the father 1s the llable parent in law.

The llable parent detalls are forwarded to the Liable Parent Division who
then assess the amount of the contribution to be made by the liable
parent. The maximum payment is $25.00 per child per week and a further
$25.00 per week If there is a child under 5 years of age. The minimum
paynent is $15.00 per week.

The amount of the contributlion 1s assessed having regard to the liable
parents income and commitments.

All sections of the interview form relating to the liable parent MUST
be fully completed.

Any Information as to hils whereabouts, employment etc is to be recorded.
where an applicant cannot identify the other parent or does not have a
paternity order then she is not eligible to receive a Domestic Purposes
Benefit. She may however qualify for an Emergency Maintenance

Allowance. The above conditlons should be explained when the application
is lodged.

Questions 5 to 10 on the application form deal with lump sum settlements
and maintenance. Normally these questions (except No. 8) will not be
applicable.

Question 11.
The answers supplled to this question may have an effect on the rate of
benefit to be pald. It is therefore important to record full details and

obtain verification if available. Obtain sufficient information to
enable verification if necessary.



Question 12.

the applicant will have partially answered this question on the
application. It is therefore only necessary to expand on this. Your
questioning here needs to be extremely tactful — remember the breakdown
of a marrilage is a harrowing experience to most people. The appllcant
may well be distraught durlng the lnterview especilally at this polnt. It
is best to merely record what the applicant tells you. Clarification of
any point can be obtained at the home interview where a more relaxed
atmosphere prevails.

Question 13 - Marriaqe Guidance Counselling

All applicants are to be asked 1f they are interested in attending the
Marriage Guidance service either with or without their estranged
partner. Note there is no oblligation for the applicant to attend and
refusal to do so has no effect whatever on eligibllity for benefit. If
the applicant does declide to attend then an appointment should he
arranged - follow the procedure in your office.

Question 14 — Resldence.

Full details will be required here 1if the applicant has recently arrived
in N.Z. especially if the event which gave rise to the application
occurred before arrival. See sectlons 27A of the Act and pages of this
handbook.

FINANCIAL CIRCUMSTANCES

The questions here are selflexplénatory-and need no further expanslon.
If immediate assistance required consult with Senior Officer.
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FORM DP4_INTERVIEW

The following pages show an example of a.properly completed DP 4.

Interview Sheet.
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Lodgement of applications (continued)

SOME_OF THE POINTS TO BE COVERRD ON THE INTRRVIEW SHEET:

A. Birth and Marriage detalls

(1)

(i1)

(1i1)

NOTE:

{iv}

Obviocusly to decide on entitlement these have to

be verified.

There are four ways this can be carried out.
If certificates provided at interview, arrange photocopy
and hand orlginals back to applicant. - Attach,coples to
interview sheet. The photocopy must be certified that it
is a copy of the origlinal.
If there are no photo copy facilities -~ Extract the detalls
on form S.W. 2A & S.¥W. 2B — Have a graded officer check.
I1f applicant didn't bring her certificates ask her to post
them or bring them to the office. Any delay could hold up
the application. - Note the Interview sheet of the
arrangements.
Bnsure: Applicant also sends a covering note with any
certificates. wWhy? A birth certificate in her malden name
may be lmpossible to match up with a D.P.B. application in
her married name,
Any certificates recelved via the mail must be copied
wlithout delay and returned by registered mall (local
procedures apply).
If applicant doesn't possess the Certificates — we will
have to arrange verification. Full details required e.qg.
where born, married, exact dates. Parents full names etc
See page .

WE MUST SEE THE ORIGINAL CERTIFICATE = NEVER ACCEPT A PHOTOCOPY DIRECT

FROM APPLICANT

B. Income and Assets

(1)
(11)
(il1i}

{iv)

{v)

(vi)

Income over $3120.00 p.a. ($60.00 p.w.)} reduces the benefit
payable.
We are only interested in the income or possible income
from ASSETS.
Income only requires verification if the declared income 15
$3160 00 p.a. and over. .
If income $3160.00 p.a. and over ensure sufficient details
{full name and addresses) etc recorded for ease of
verification.
Can applicant help by producing bank passbooks, share
Certificates etc. Extract detalls on S.W. 265 or on minute
sheet {(Graded officer must check): — Name of branch of
organisation e.q.
POSB, MARAC.
- Amount of investment
e.g. balance of bank
account.
- Interest rate
— Account Nos. etc.
— Unusual features.
Dont waste your time verifying details if income is under
$1248.00 per annum.

The income limits are $2600 p.a. ($50.00 p.w.) for beneficiaries without
dependent children and $3120 ($60.00 p.w.) p.a. for beneficiaries with
dependent children.

continued next page
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After Interview

Explain broadly

A. Possible amount of benefit payable, and approximate commencement

date.

B. Income exemption. Positlon re earnings or other income.

C. How payment will be made.

D. Renewal required after 12 months.

E. The time being taken to finalise applications - be realistic -
but ensure this is not interpreted as a promise.

Your Knowledge

Is it sufficient to supply all this information?

It takes time to learn it all.

Inexperience:

Dc not Guess - Check Up

APPLICANT MUST LEAVE HAVING RECEIVED
ACCURATE INFPCRMATION AND ALSO WITH

THE IMPRESSION THAT A SYMPATHETIC

HEARING WAS RECEIVED, AND THAT ACTION

ON THE APPLICATION WILL BE PROMPT AND JUST.

If lnexperienced in taking applications - have a
senior officer check the application prior to
applicants depature.

Finally
ASK: (1)
{11)
{111

Applicant if there is any thing she would like to know

regarding the benefit or other services offered by the

Department.

Phone Number: If not provided on the application form
obtaln contact phone number.

Arrange a time for the home visit.

Perhaps URGENT PAYMENT is required
see page 48
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Home Visit

HOME VISIT REPORT

The Home Visit is really an extension of the Office Interview and is for
the purpcse of confirming the information obtained at the office
interview and of observing the family’'s living conditions anéd the
adequacy of child care.

Detalls of the Home Visit are usually recorded on form SW 60: “Fleld
Report™.

The point at which the Home Visit takes place wlll depend on local
practice but is either before grant or immediately following grant.

L tcmTbanue 1 :

"I REALLY HATE THESE EVENING CALLS'

¢
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Other Applicétion Forms

APPLICATION FORMS

FORM SW 228: “APPLICATION FOR ACCOMMODATION BENEFIT"

where an applicant for D.P.B. is paying rent, board or outgoings on a
home, they may be entitled to an ‘'ACCOMMODATION BENEFIT' to help them
with these costs.

Detalls of these costs (as well as income and circumstances) are obtalned
on form SW 228 which is the application form for Accommodation Benefit.
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Urgent Payments
Attitude:

If urgent assistance is requested or appears necessary, as well as
discussing with a senlor officer the case must be considered with:

Tact and
sympathy.

who may need an urgent payment?

Possibly applicants with dependent
children who have been left without
ready cash resources.

What do you do?
Do not commit‘yourself as regards any type of payment until
matter discussed with a Senlor Officer as this person must
give the decision.

How do we make the payment?

These options.

1. speclial needs grant {(SNG).

2. Grant the benefit. cCan be arranged on
day asslstance ls requested.

S.N.G.

Single payment made by cash or payment order -
handed to applicant in the office.

The above payments are recovered from the subsequent benefit grant.

Grant the benefit: Do this providing you
have the necessary verifications. The first
payment could be handed personally to
appllcant,
NOTE: The actual beneflt grant is the
preferred option as applicant
. recelves her full entitlement
quickly. Prevented is the double
action of recovering the S.N.G.
payments from future benefit grant.
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‘The . Final Step

Immediately after writing up your notes: (if necessgry)

1. Pin all application papers together.

2. Refer to your local index to check

common index.
The index section will ——
(1) Record detalls on the index.
% {11} Enter the application in a register.
(it1)} Give the application a number,

(iv) Return the papers to you — now made into a
file. :

* In some offices the register ls held on the Division and the entry
dene by a senior clerk.

IMPORTANT Avold delays NOTE :
The application must go to index Local procedures apply.
without delay. Write up notes In some offlices the
quickly. Don't leave the register entry may be
application lying around for made before indexing.

notes that you may get around
to writing up tomorrow.

FINAL MESSAGE:

CARE MUST BE TAKEN THAT ALL APPLICATION
AND INTERVIEW FORM QUESTIONS ARE ANSWERED
AND THAT NC POINT IS LEFT UNRESOLVED PRIOR
TC APPLICANTS DEPARTURE FROM THE OFFICE.

IMPORTANT:

HAVING TO CONTACT APPLICANT AGAIN UNNEBCESSARILY ANNOYS
HER, WASTES YOUR TIME AND CREATES DELAYS IN DISPOSAL OF
APPLICATIONS.

Before we go on to pre—grant verification and ingquiry forms — the next
page deals with what to do if an application is recelved via the mail.
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»

APPLTCATIONS RECEIVED VIA THE MATL

The application should arrive on your desk.
via records and index already numbered
and indexed. ' -

Requirements as for applications lodged in the office apply e.q.
application form must be fully filled out etc.

If additlonal detalls are required use the phone or write a letter asking
the applicant to either call at the offlce or arrange a home visit.

BE CONSIDERATE

- only in exceptional clrcumstances should
applicant be requested'toc call at the office.

Remember :

These appllications must be acknowledged by the issue of
form S.W. 34cC.

If application transferred from another district — amend common index
record,

One problem with mall applications

The application form may not be fully
completed — If so. Send a duplicate
{(typed copy of original) for applicant
to complete and SIGN — Ensure -
endorsed duplicate.

If omlssions minor - just clear up by
letter,

Example of letter to accompany such an application:

"Your application for Domestic Purposes
benefit was not fully completed.

Enclosed is a duplicate of your any other
application. Please complete the details should
unanswered questions on this alsc be
duplicate, sign the form, and return requested in
it to me in the stamped addressed this letter.

envelope provided.” -

NCTE : If application NOT SIGNED - it can't be registered et¢ and must
be returned - see para L.26a four weekly manual.
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Fnquiry Forms

ENQUIRY FORMS

SW 42 ~ "SCHRDULE OF ENQUIRIES"

This form needs little explanation. It is not designed solely for D.P.B.
and E.M.A., but for use with a wide range of other applications for
benefit.

Used correctly it provides a handy gquide as to which forms you have to
issue, which have been returned, and how they should be assembled on the
file.

Your supervisor will also sometimes write instructions relating to
enquiries on the bottom of this form.

SCHEDULE OF INQUIRIES st
.08 et | M 0LOSOL
N.B.- The printed description of forms ht 1o facilitate recovding of tewe and retura and I not 10 be taken at a direction conceening wisal
forms xze 10 be iusued in sny paclicular case,
Nome in full: Eosva) wAEFE
eddress: .44 Qué&*c* h&aﬁ?q*uxﬁhwﬁwjgﬁnsfﬁ
= — A — T | S
SW.34C | Application scknowledged /R SW.BA
§ | Nodfiation to H.O. . :::}7 3B
2 1]
*2A | Regr. Bivths, 8C
ac
*2B | Registrar-Genenal 8D
W | Rep.Deathy oo ien 3
4 Income end property {hushand ]
or wife)
%
*5 Banks &0 F.0.s Report
5 &5 Matatenunce QfTlcer
5
] 491 | Telerhone Conespion .
3 w.e7
$
3A B1l | Medical Examination
A
NOTES
* Vertfiutios of thess dome thowld oaly be if the eppifcant hat bean requented Lo prodwoe the relative wvideac, bet is wmabie 10 do .
BI2TAEE Tl hiRl Mk
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IRY PORMS. . . -

FORM SW 2A: “VERIFICATION OF BIRTH ENTRY"

A verification of birth entry {on the birth certificate) is usually
carrled out 1ln respect of all the children an applicant has clalmed as
dependants on page 4 of ‘the aj application form. -

This is done for two reasons: Firstly, to confirm the child‘s date and
place of birth, and secondly, to see if the liable parent is identified
on the birth certificate.

The method of verification will depend on local practice. However,
usually elther the relevant information is copied from the Family Benefit
File onto Form SW 2A (must be checked by another person) or a photocopy
1s taken of form FB 9 on the Family Benefit file.

In addition to verifying the birth entry vou must also confirm that’
Family Benefit is payable in respect of each dependant claimed by the
applicant. This is usually done by obtaining a Family Benefit master
record print-out from the computer enquiry terminal. Alternately, a
minute can be obtained from Family Benefit Division, or the details noted
on form SW 2A.
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T e

DEFARTMENT OF SOCIAL WELFARE

SW.2A

VERIFICATION OF BIRTH ENTRY

Thw Regittrae of Bieths,

;. C R Bemeth

Drstrict Office,

gt b T P P i

Application

MName of Applicant:

EAKRAH  ANAFE.

Ploss confirm date of birth and pecentage of the undermentioned parson, and relum this form 1o me 38 promptly 55 possible
sfter complating the cartificats balow, 1f the entry cannct b found, piesse forwand the form 1o the Regisirac-Genral for further

sapch,
Diracror /Tintrict Agent,
Futt Nama: Fadeaw PLAEE
Suted date of birth: . 1o B= 1961
Steted place of Divth: wz\\.r\?_‘*m

Fathar's nama {ln full}: Y

NO" ‘:QL‘\{“N_.:\ b Y

Mother's name [ full}:

[T ) 24
L]

Thars is ne record a8t this office. Jnquiry
ret d to R -v Tamrde bl

Fiagieirar of Blrihs, o,

Critm Date Stamg

of Repétrar of Serthy

I cortify that the partibuisn itated shove are o,
COrmect {a-shieredt), mm e dorianezsi

LY L R S « S VA VI .
S e

Pt Brrthn-bic,
e 'g[c—'

There is no record at this offics.

Pompriirac -Gamecel.

Office Date Stantpy

af Ragrtear Carmrsl

1 cartify that the particulars stated sbove s
corrent [ Houved),

Plabgestrar Cupniral

_5 3-
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ENQUIRY FORMS

SW 2B ~ “VERIFICATION OF MARRIAGE"

This form is used to confirm marriage detalls. It is completed in ALL
cases where the applicant is/was married and verification of this:
information is needed to establish liable parentage. {(Remember that 1n
cases where the applicant's child{ren) was born within the currency of a
marriage the other marriage partner is automatically deemed to be the
liable parent.}

It need not be issued where the Interviewing Officer has sighted (or’
taken a copy of} the Marriage Certificate. The application should be
asked to produce her Marriage Certificate. Only as a last resort should
form SW2B be issued to the Reglstrar—General. ' :

DEPARTMENT OF S0CIAL “:ELFARE SwW,8

VERIFICATION OF MARRIAGE

9 District Office,

The Registrar-General,
Private Bag,
Lower Hutt,

Reference: .’.@P%QQGQ\ "("9 .
Name of Appiicant: “a QRAM, slaelC,

Please confirm the particalars of marrisge shown below and retum the completed form us soon as
possible, If the marriage has since been dissolved or annulled, give particulars,

f .-‘

Duectonfastricl Ageni.

Verification required (print details):

Date of marrizge: 10 198

Place of marriage: %“K‘\ﬁﬁ'ﬁﬁ
Bridegroom (full name): ..M. Eelesemsel  rdin B

Bride (fufl name): ageey WA EE

Maiden Surname of Bride ! — —|
(required in all cases} N e NES,

Particulars of decree
a2bsolute or annulment: ad ! Q

Office Dt Sizmp
There is no record of the above marriage at this| | certify that the above particulars are correct
office: {a aitered) on g el

Reglatrar-Goneral, Registrar Geweral.

of Reglitrat Gemerad

If additional information or ages of parties necessary state requirements below:

_54_



ENQUIRY FORMS

FORM SW 5: "“PARTICULARS OF ACCOUNT"

This form is used to verify the balances, interest rates and ownership of
accounts with trading and trustee banks and the N.Z.P.O.

The full names ahd address of the éppliéant and, 1if kndwn. account
number{s)., must be shown to assist the bank with 1ldentification.

Any items about which you don't require information should be struck out
before issulng the form. The date for which the balance is socught is
usually the date of receipt of the application.

The form is sent to the branch at which the account is held.

In a lot of cases this form need not be issued as the Interviewing
Offlcer will have sighted the applicant's bank book{s), investment
certificates, etc. In these cases the Interviewing Officer will have
recorded the details on Form SW 5 {see below).

Bank account detalls must be verified in ALL cases where an applicants
gross declared income from all sources is MORE THAN $3,068 p.a.

Form SW 5

see next page

:

Income to be verified if over:
{(a) $3068.00 p.a. - solo parent with children or:

(b) $2548.00 p.w. - if applicant is a woman alone or caring for
sick and infirm.
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06%5; 43876100

W E
DEPARTMENT OF SOCIAL WELFARE

et e, DR QIOFO )
) Full Name Brame Acirom;
Apgiicant: _
ﬁa-.r"c'a\'\ i QJ-CC tha Q\ é\s&g UJQ:Q‘ g&,\\ 3%%
Applicant's Husbend (Wifel: - ‘ _
PARTICULARS GF ACCOUNT
Caar Sir,

Ax tha sbove-mentioned person has made soplication for or 3 drewing a bevwfit, pleass indicate balow particulers of sy acmount
in th name of the apoticant and the applicent’s hushend (wife).

Ploase rtxty the type of any rts, the Ly, and the rate of intersst paysbie.
Yours fatthfulty,
’—ﬁgcgpré—-{\
Crrwcsoe /Do reragent.
Dirsctor /Dlsurie-bpamty
Deparonant of Soclel Weifure,

.Q:..-\'.‘“\ M‘_

The following are the detalls s requertet

T e =l e % L MRS |
et R e Koo

In name of Applicent:

in name of Husband:
Wits:

Date:

f%
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ENQUIRY FORMS

SW_8 — "VERIFICATION OF EARNINGS"

5 N

This is used to obtain details of the applicant's employment.

It should be issued in ALL cases where the applicant's gross declared
income {including interest from bank accounts, income from 1nvestments.
etc) is MORE THAN $3,068.00 p.a.

L LN

DEPARTMENT OF SOCIAL WELFARE | (@<

DISTRICT OFFICE: Lvomdae %::g.,_,u.}u.\\\ e m:‘“:f“:{
’““" Ll kc

=

mﬂmdck&u,.,ﬁ&mm\.m_.h‘x&
L D ulermvos e o
..--_....%D.ﬁ.lhﬁhﬁﬂrmﬂmww

Reference No. 200/ Q10.3QLI

Full Mo Presot Addren
Applicant:
Foarvels _Sue®E 19 LiSHTO WAY WELLINSTOAN
Applicant's husband (wife)
A TP - S 23 hovs fan 1o
. VERIF[CA‘TION OF EARNINGS
}Dear Sir (or lh.dm).
As the sbore-mentloned person has made appllntm for {or & in rcceipt of) 2 beaefit, { thould be oingcd if you
would supply parthcularns of eamings recelved by Mr (hes} ... AN T, E
Prompt retum of this form b requested a8 any delay may catme incoavenience 1o the applicant. Addressed reply envelope
B enclosed
' Yours falthfully,
s S - @aﬁ...._.l}irﬂlcx.
Dictd
QUESTIONS ANSWERS

{1) What is {or was) the gross weekly wage paysble 1o the employce?
{2) What was the total 1, inciuding Tax and holiduy pay, paid
during the 52 week1 ended 2 N R L - +
{3) On what date did auploymfnt commenoe? e ‘e
{4) If employment has oeaged, plesse staie:

{2} Date of vemmtion {i.c., la3t day st work) . o [{2)
{b) What smount of holiday pay was payable after the date of

orssation of work and how many days does it represent? o fo)
() What gratuity, sup bon, or retirlngalk has been

or will be paid, aad from what dates? . - | e

{d) If (c} abowe it o lump sum payment what potlion is muble’ )

(5} Is (or was) empicyer entitled 10 free board andfor lodging. free
house of Toel or other bewelit as pm remunerstion (siate details
and values)? . .

(6} 1] employee it {or was} absent on sccount of sicknets or secident,
what allowsnce of wmpmmlon o {of wis) paylbk Lo him {her)
and the period covered? Ve
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Forms Issue Checklist

Use this as a check. {(Please do not write on this page — use a separate
sheet of paper instead.)

APPLICATION FORMS

DEB 1 ' (a;llcases)

DPB 4 . {(all cases)

SW 60 {all cases)

ENQUIRY FCRMS

S 42 {all cases)

SW 2A (all cases)

SW 2B {where applicant is legally married)
SW 5 {(where total gross income exceeds

£3060.00 p.a.)}

SW 8
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ALL INQUIRY FORMS MUST BE -, .
ISSUED PROMPTLY AND WHERE
POSSIBLE ON THR DAY THE
APPLICATION IS RECEIVED.

L

HANDWRITING ON ALL FORMS
MUST BE LEGIBLE. SEND TO

. CORRECT ADDREES. IS5 RETURN.
ADDRESS SHOWN AS WELL AS
PERSONS NAME DEALING WITH
THE APPLICATION?

....59...



Pregrant verification (continued)

APPLICATIONS THAT ARE NOT BEING WORKED ON
. SHOULD PREFERABLY BE STORED AWAY FROM THE

DESKS AT A CENTRAL POINT IN ALPHABETICAL ORDER.

THIS FACILITATES LOCATION OF FILES WHEN

QUERIRS ARE RECEIVED. ' '

LOOSE PAPERS MUST BE MATCHKD TO THE RELEVANT

APPLICATION WITHOUT DELAY. S

LOOSE PAPERS ON HAND IN EXCRSS OF ONE WEEK 5
MUST BE REFRRRED TO A SENIOR OFFICER.

rn

‘If‘,t -Founc{ ‘Liovf G{e

The outstanding applications must be checked weekly to ensure there is no
delay in both the return of forms or replles to other inquiries. After
two weeks consider reminders, and note the S.W. 42 if they are issued.
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AFTER THE APPLICATION LODGED

We now have a completed application form and have issued the necessary
enquiry forms.
know:—

necessary to
{(a) How

{b) How

{(c) How

{(d) How

) {e) How

We will look
We will look

benefit/element.

to

to

to

to

to

at
at

The next step is to grant the Benefit but first it is

establish the date from which ber;efit will commence.
assess lncowe:

assess the rate of ben_efit.

assess and pay arrears of benefit.

get the money to the beneficiary (the pay system).

each of these subjects separately ‘in the next few pages.

things like child supplement and accommodation
At the end we will be in a position to put these steps

into practice and GRANT the beneflit.



ESTABLISH

COMMENCEMENT
DATE




How to Establish the Date From Which Benefit will Commence (Module D3)

Bstablishing the 'COMMENCEMENT DATE', or date from which an applicant is
entitled to receive payment, 1ls an lmportant step in the process of
granting a benefit. Before doing a full grant action it's important that
you master this skill.

You should now be aware of the baslc quallifications for Domestic Purposes
Benefit and Emergency Maintenance Allowance. . Now we'll go a step further
and look at how you can go about working ocut the commencement date for
D.P.B. and E.M.A. '

Lets' start with Domestic Purposes Benefit ...
Domestic Purposes Benefit
The COMMENCEMENT DATE for Domestlc Purposes Benefit is ...

"THE DATE ON WHICH THE APPLICANT BECAME QUALIFIED FOR BENEFIT,
PROVIDED THAT DATE IS WITHIN FOUR WEEKS OF THE DATE OF APPLICATION"

In the majority of cases, the "date on which the applicant became
qualified for benefit" will be:

* THE DAY FOLLOWING SEPARATION, OR

* THE DATE OF BIRTH OF THE CHILD (IN THE CASE OF AN UNMARRIED
APPLICANT); OR

* THE DATE OF HUSBAND'S IMPRISONMENT (IN THE CASE OF A PRISONER'S
WIFE).

Occassicnally, you’ll come across cases, where, For some reason or other,
the applicant has delayed applying for benefit. In these cases, if the
gap between the date on which the applicant qualified for benefit, and
the date s/he applied 1s MORE THAN FOUR WEEKS, REBFER THE CASE TQO YOUR
SUPERVISOR.

This is because, in these cases, certain enquiries must be made before
payment can be released. .
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Here are some examples of the types of situation you will come across in
this area. Work through them and see 1if you get the same commencement
date as that given ...

BXAMPLE 1

Application lodged: .. 30/8/8%%
Separated: .. .a .. 21/8/8%%

Comencement date: .. 28/8/8%%
{Day following separation}.

EXAMPLE 2

Application lodgeé: e 17/5/8%%
¢hild born: . .e .. 2B/4/8%%

Commencement date: .. 28/4/8%%
{Date of birth of child}.

EXAMPLE 3

application lodged: .. 6/7/8%%
Husband imprisoned: .. 6/7/8%%

Commencement date: .. 6/7/8%%
{Date of husband's imprisonment}.

EXAMPLE 4

Application lodged: .. 6/9/8%%
Separated:; e 1/7/8%%

Refer to supervisor .

{application not lodged within four
weeks of date on which applicant
qualified for benefit).

If you got the same answer as that given each time, and are feellng
reasonably confldent about this area, go on to the next page.
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Emergency - Maintenance -Allowance

There are two situations you're likely to encounter with E.M.A. cases.
These are: (1) cases where the applicant has separated from a de facto
husband, and (2) cases where the appllicant is an unmarried mother who is
receiving a sickness Benefit. )

The rules for working out the COMMENCEMENT DATE in each of these
situatlons are: . - .

1. THE MONDAY OF THE WREK OF APPLICATION. OR

THE DAY FOLLOWING SEPARATION;

WHICHEVER IS LATER
OR
2, IN THE CASE OF UNMARRIED MOTHER RECEIVING A SICKNESS BENEFIT,

THE MONDAY OF THE WEEK OF APPLICATION, OR

THE DAY FOLLOWING EXPIRY OF THE SICKNESS BENEFIT,

WHICHEVER IS THE LATER

Note: The date of expiry of the Sickness Benefit will normally be
THIRTEEN WEEKS from the Monday FOLLOWING the date of birth of the child.

EXCEPTIONS

who was it who sald, 'There’s an exception in every rule'? Well, there
are TWO exceptions to the rules for working out the Commencement Date for
D.P.B. and E.M.A. They are ...

1. WHERE THE APPLICANT WAS WORKING BEFORE APPLYING FOR
BENEFIT AND HAS CEASED WORK TO GO ON BENEFIT; AND

2. WHERE THE APPLICANT HAS RECENTLY ARRIVED FROM OVERSEAS
TO TAKE UP PERMANENT RESIDENCE IN NEW ZEALAND.



Here are some examples of the types of cases you’re llkely to come across
with E.M.A. Work through them and see if you understand how the
commencement date has been arrived in each case ...

EXAMPLE 1

Application lodged: .. 3/8/8%%
Separated: .. .o .. 29/71/8%x

Commencement date: . 2/8/8%%
{Monday of week of application).

EXAMPLE 2

application lodged: .. 13/8/8%*
Separated: .. .. .. 11/8/8%*

Commencement date: .. 12/8/8%%
{pay following separation).

RXAMPLE 3:

Application lodged: .. 1/12/8%*
Child born: . T/9/8%%

Current recelving SB

S.B. explires: e S5/12/8%%
Commencement date: .. 6/12/8%%

(Day following explry of S.B.).
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gqualified for

Bas applicant;
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2. Ceased employment to go

NO YES
] - Was application lodged Refer to
Becline Has applicant: within four weeks of Supervisor
. the date on which
l. Returned from overseas applicant qualified for
to take up permanent benefit?
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2. Ceased em lo.ment to go
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RO YES
Is applicant an Refer to "Grant from date on
unmarried mother Supervisor which applicant qualified
receiving a for benefit.
Sicxness Benefit?
RO
Is the day following Is the Monday of the
geparation BEFORE week of application
the Monday of the BEFORE the day following
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Benefit?
NO YES HO YES
Grant from Grant from Grant from the day
day following| EEEEEZTEE—EQE . following expiry
sesaration week o v it
_.R__._. . Tpslication of Sickness Benefi
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The Tricky Ones

You will remember that we mentioned that there are exceptions to the
rule. These mainly relate to late applications, applications following a
period of employment and from applicants arriving from overseas.

Let's look at each of these cases individually.

1. LATE_APPLICATIONS

These will be very few in number as most applicatlons are received within
a couple of days of the qualifylng date. However there 1s provision to
grant benefit from a date 6 months prior to the application provided
qualification exists. This is known as a retrospective grant. A senlor
officer will decide if a retrospective grant should be made but before
doing so will need full detalls as to why the application was delayed.

As a rule of thumb if an application 15 received four weeks or more after
the qualifying date, the applicant is to be questioned as to the reason
for the delay. It should also be ascertained how the appiicant has
supported herself in the interval.

2. APPLICATIONS FOLLOWING EMPLOYMENT

In these cases, provided'the épplicant 1s otherwise qualified to recelve
a Domestlc Purposes Benefit, the benefit commences from the day following
cessation of wages — including holiday pay but disregarding redundancy

pay.

Bxample: Applicant ceases work on 5 May 1987 and applies for benefit
on 6 May 1987. Received 15 days holiday pay. Benefit would
not commence until the day following cessatlion of the
holiday pay {(assessed on five day weeks). Therefore grant
from 27 May 1987.

3. APPLICANTS ARRIVING FROM OVERSEAS

In general a decision to grant these benefits will be made by a senilor
officer. The date of commencement of benefit will be the date of arrival
in New Zealand or later date of entitlement. Watch that there are no
overlapplng payments recelved from another country i.e. portabllity
pension from Australia. There 1s no entitlement to N.Z. beneflt while a
simllar benefit/pension is being paid by another country.
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ASSESS INCOME
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DPR and EMA are both.'Income Tested'.. This means that any lncome a
beneficlary receives over. a certain limit will affect the rate.of benefit
payable. To be able to calculate the rate of beneflt payable you'll need
to know now to assess the deduction to be made on account of income.

EXPLANATION OF TERMS

'Income’ — In simple’ terms this is money derived or recelved. E.g.
earnings from employment, interest from bank accounts, dividends from
shares, and income from property. . :

'Maintenance’ - This is money, property or services recelived from an
ex-spouse or parent of a.child. . The most: common examples of maintenance
that you'll come across are cash, and payment of school fees or outgoings
or a property. - e .

Maintenance is .treated differently against DPB and EMA. <Cash maintenance
is charged as income against DPB and operates as a direct deduction
against EMA. Mailntenance in respect of the child or children is
disregarded for DPB purposes but operates as a direct deduction against
EMA. . :

‘outqoings' - Where the maintenance is outgeings, the amount to be
charged is as follows: : .

DPB - outgolngs pald in excess of 50% of the total outgoings are
charged as lIncome.
OR if the matrimonlal property settlement has been finalised,
outgoings paild by the spouse in excess of the amount stated in
the M.P.S. are treated as income.

EMA - outgoings operated as a direct deductionfrom the benefit. The
deduction 1s restricted to a maximum of $25.00 per week {see
B5.24 DPB Manual).

‘Assets' — Assets are capital amounts or property. E.g. bank deposits,
meney on loan, shares,debentures, lottery winnings, property or
realestate owned. Capital amounts or the value of property are not
charged against beneflt:; only th income derived from such assets is
charged.

NOTE: Where bepefit was granted prior to 1.4.8]1 different procedures
Tapply.




*PROSPECTIVE INCOME' — Sometimes referred to as ‘rated income’, this is
the income that an applicant is expected to recelve over the next 12
months. ) .

For example:

(a) Beneficiary has $40,000 in P.0.S.B. Account earning. 10% interest.
'Prospective income’ would be $4.,000 ($40.,000 @ 10%).

{b) Beneficiary is employed, earning $97.00 per week. 3Prospective
income' would be:

$97.00 x 52 weeks = $4,044.00 per annum.
' INCOME EXEMPTION' — This is the amount of income the beneficiary can
receive before the rate of benefit 1s reduced. The income exemptlon for

D.P.B. and E.M.A. is $3, 120 00 per annum {(for women alone 1t will be
$2,600.00 p.a.}."

' INCOME DEDUCTION® — This is the amount that 1s taken off the maximum
benefit rate to arrive at the amount payable to the beneficlary.

NOW LET'S SEE HOW ALL THIS FITS TOGETHER ...
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~ Calculating the
Chargeable Income

The first thing to do in a case involving income, is to CALCULATE THE
‘CHARGEABLE INCOME'.

Detalls of income are normally obtalned from some of the enquiry forms we
talked about in the “"Applicatlon Procedures" Module.

S.W. 8 to verlify earnings;
S.W. 265 and/or S.W. 5 to verify caplital and interest;
S.W. 8B to verify income from shares, dividends etc.

Remember, ‘income' is earnings from employment, interest from bank
accounts, dividends from stock and shares, lncome received from property.
and maintenance. ‘Chargeable income' is the annual gross income {before
tax).

At grant the ‘PROSPECTIVE INCOME' is always charged. The next step then,
is to obtaln details of the applicant’s gross weekly lncomes from all
sources, multiply thls by 52 (weeks) to give the prospective incomes from
these sources, and then enter this informatlion on FORM DPB/IB/WB 2 —
Certificate of Disposal of Application. The chargeable income is
calculated by totalling the prospective lncomes.
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For example:

Applicant has a regular part-time job earning $68.QO p.w. and $2960.05 in
a P.0.S.B. account earning interest.of 10% p.a.-

The assessment would lock like this ...

Now-chargrabie Income Asts
0% 8. $296:0%
Chargouible Inmoome AppL. " Spoms .
e,  (Ceon) 1476 [ P——— Computation
Pos.e —:.n-ﬂ'?fee-;f b £3 + 4 G"’,'.'.,_.:""“: e, 'nh-:m me .
hhé. .. . -
Lmcoye - - Lo "
Exompthm . - Flus sarnings
Excvmmcome - - lmawsp, T T
Tow [ 1G4 €Y [ncome deductios. - Beaetl .
OrerlappNg covseese ittt s DENEEIL B S et eressmrsree P SO v foamc e to | Prepared by
_,....:.J........Jm..... AMourt $ovncsiiinin sessen Pt outstanding debt (I any) $ooeeensseeee. | Check by ...

Simple isn't it!?

wWhen deolng assessments involving income, always remember to round DOWN
to the nearest whole cent. FPor example, $26.018930 should be rounded
down to §26.01. This follows the general rule that all assessments
should be calculated TO THE BENEFICIARY'S ADVANTAGE.
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Calculating the
Income Deduction

Once you've assessed the income to be taken into account, the next step
is to work out the amount to be deducted from the maximum rate of benefit
because of that income.

This is assessed as follows:

Deduct 40c for each complete $1.00 of income between $1300 and $208C, and
80c for each complete $1.00 thereafter.

If you find that a bit confusing ... don’'t worry. Have a look over the
‘Assessment Table' (SwW 40) on the followilng page. This Table works in
exactly the same way as other Assessment Tables you may have come across
when working on other benefit divisions. Use the Table to work out the
income deduction by looking up the chargeable income figure.

Example:
Chargeable Income $3832.05
Income Exemption $3120.00
Excess Income $ 712.05

To obtain the deduction use the Assessment Table.
Total Deductlon i $213.60

NOTE: Always round the chargeable Ilncome figure DOWN TC THE NEAREST
WHOLE DOLLAR BEFORE looklng up the deduction.

NOTE: Examples are based on beneficlary with child/ren.
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FEUW““ TRBLES FOR EXCESS INCOME — ANNUAL ASSESSMENTS — EFFECTIVE FROM 1.10.1986

WITHOUT CHILDREN —

L SRR s e a7 o b
T OVER 131200 m-al,muu;;nﬁu )00, PERANNUA
; L t!‘EHE * ] 7 b

e

EXEMPTION $2600.00 PER ANNUM

DEDUCTION = 0.30 CENTS PER $1.00 OVER $2600.00 PER ANNUM TG $4160.00 PER ANNUM
= 0.70 CENTS PER $1.00 IN EXCESS OF $4160.00 PER ANNUM SET- A
OEDUCTION AT 0.30 CENTS PER DEDUCTION AT 0.30 CENTS PER 11,00 AT #100.00 RESTS DEDUCTION AT 0.70 CENTS PER
$1.00 FOR BROKEN AMOUNTS UP TO §1560.00 FOR BEWEFICIARIES WITHOUT CHILDREN 11.00 FOR BROXEN AMOUNTS
FROM $1.00 T0 399,00 UP TO $1040.00 FOR BEMEFICIARIES WITH CHILDREN FROM #1,00 T0 $99.00
DEDUCTION  DEDUCTION
EXCESS EXCESS EXCESS WITHOUT  CHILDREN EXCESS EXCESS
INCOME DEDUCTION  INCOME  DEDUCTION INCOME  CHILDREN  WCLUDED INCOME  DEOUCTION  INCOME  DEDUCTION]
1100 1030 151.00 11530 1 100.00 1 3000 1100 £ 070 $51.00 $35.70
1200 3080 15200 1580 1 200,00 1 B0.00 1200 t 140 152.00 $36.40
$300 3080 $51.00 11590 4 300.00 1 50.00 § 300 1210 153.00 AT
1400 3120 54.00 11620 § 40000 412000 1400 $ 280 154.00 137.80
1500 1150 155.00 11650 150000 315000 1500 1250 155.00 13850
1600 4180 156,00 1680 P 60000~ 1 180.00 1 600 1420 156.00 138.20
1700 12w 157.00 110 1 700.00 1 2000 ¥ 7.00 § 490 151.00 130.90
L1800 9240 458,00 11740 ¥ B00.00 1 24000 800 1 5,60 156,00 40,60
1900 1270 ¥59,00 1270 % 900.00 § 27000 1800 1 630 159.00 141,30
11000+ 300 160.00 115.00 $1000.00 1 300.00 110.00 t 1.00 160.00 142.00
1100 1330 161.00 11830 $1040.00 111.00 1770 161.00 WL
1200 1380 162.00 11850 112,00 1 840 $62.00 14340
11300 4350 161.00 118.90 $110000 % 33000 11100 1800 153.00 10
1400 4420 164.00 118.20 11200.00 1 36000 11400 1880 164.00 14480
11500 # 450 165.00 $19.50 115.00 11050 165.00 145,50
1600 1 480 $66.00 $10.80 e e $18.00 "nmao 166.00 620
Nn700 1810 167.00 120,10 $140000 ¥ 42000 117,00 111.90 167.00 146.90
NBOO ¥ 540 168.00 12040 11500.00 b 45000 118.00 112.80 168.00 147.60
N800 1570 +68.00 120.70 +1580.00 + 488,00 18.00 nxn 169.00 a0
12000 1600 170.00 ¥21.00 12000 114.00 170.00 146.00
12100 1630 171.00 12130 121.00 1470 171.00 14070
12200 1 BS0 17200 121,80 12200 11540 172.00 150,40
12300 4 880 172.00 12180 ",‘.,"“ﬁ'ﬂ".u&'n& &‘ﬂrﬁ#hﬁ%&?ﬁﬂ‘ 12100 1610 173.00 151,10
| 2400 1720 174.00 12220 ANO FROM $1100.00 FOR BENEFICIARIES WITH CHILDREN 124.00 118,80 17400 151.80
| 12500 1750 175.00 12250 . ﬂm‘ 12500 115 175.00 15250
12600 4780 176.00 12280 NCOME  CHILDREN 12600 1820 176.00 15120
12100 1810 177.00 12110 127.00 11850 171.00 153.90
12800 4040 178.00 12340 11100.00 128.00 119.60 178.00 154 50
12000 1870 119.00 12370 11200,00 129.00 120.30 $78.00 155.30
13000 8800 150.00 124.00 11300.00 130.00 2100 180.00 156.00
193100 1030 181.00 12430 11400.00 131.00 12170 $81.00 156.70
13200 1980 182,00 12450 $1500.00 13200 12240 162.00 157.40
12300 3990 182.00 124,00 $1500.00 § 496,00 133.00 12310 $83.00 158.10
13400 41020 184.00 125.20 11700.00 4 566.00 13400 12380 184.00 158,80
13500 81050 $85.00 12550 11800.00 + B36.00 135.00 12450 185.00 159.50
13600 $10.80 166.00 12580 11900.00 1 70500 13600 125.20 186.00 160.20
S A300 KL 187.00 126.10 12000.00 § 77600 137.00 125.90 $67.00 160,80
| #3200 11140 188,00 126.40 1210000 4 B4600 138.00 12660 188.00 161,60
13900 N0 182.00 126.70 1220000 4 91600 129.00 12730 182.00 15230
MO00 11700 190,00 12700 12300.00 1 986.00 140,00 12800 160.00 163.00
M100 11230 191.00 127.30 12400.00 $1056.00 141.00 128.70 191.00 163.10
200  §1280 192.00 12160 42500.00 1112600 200 120.40 192,00 184.40
#3100 41260 192.00 12190 12600.00 118600 143.00 130.10 183.00 65,10
HMA00 41220 $084.00 128.20 $2700.00 11266.00 14400 13080 184,00 165.80
500 11150 165,00 128.50 12800.00 1133800 145,00 13150 195.00 166 50
H4800 11280 195.00 12860 4290000 11406.00 146,00 13220 196,00 167.20
MIDD 41D 187.00 12010 $3000.00 11476.00 1100 132.90 197.00 151.00
A0 11440 198.00 12040 $3100.00 1154600 1800 133,60 108,00 168,60
100 400 190,00 120.70 1320000 4161600 149.00 13430 199.00 469,30
15000 81500 13000 13300.00 11586 00 150,00 13500
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DEDUCTION | GEUUCTION DEDUCTION | DEOUCTION DEDUCTION | DEDUCTION DEDUCTION |
[XCESS  WITHOUT | CHIDREN EXCESS  WITHDUT © CHILDREN EXCESS  WITHOUT + CHILDREN EXCESS  WITHOUT | CHILOREN
INCCME  CHILDREW | INCLUDED INCOME  CHILDREN ;W INCOME  CMILDREN . --‘_3_'i IRCOME  CHILDRIX . aCLUBED
1340000 1756.00 ‘.'_n_qu_'_m 1910000  35746.00 E 1505400 | 91480000 ¥ 973600 L 994400 ,u 12050000  $13726.00 | 1128300
yaso000 1162600 | 420400 | 1920000 9561600 [ 9602400 | 41490000 § 90600 | 41001400 | 12060000 1376600
1260000 4189800 | 4210400 1930000 #5886.00 M. 4609400 - | 31500000 & 887600 [ 41008400 | 12070000  $1386600
1370000 41966.00 B 42174, §0A0000 1595600 [461BAD0. | 41510000 1 994800 ;541015400 1i| 2080000 1136360
4980000 1203600 [ 1224400 [ | 4 950000 160260 qu... 11520000 410016.00 umlmx 12090000  $1400600 &
4390000 4210600 3 0231400 = | 4 960000 1609800 11530000 $10086.00 | $1020400 57| 12100000  $14076.00
$400000 1217600 § 4208400 | 4020000 3616600 | V1S40000 11015600 % 11036400 | 12110000 41414600
$410000 1224800 PE2S400°T| 1 980000 1623600 $1550000  $10226.00 r,,,un-mm 12120000 $14216.00
J20000  $231600 F4257400° | 4990000 4830800 X3 VIS0000 11020600 fr, 1050400 | 12130000  $1428600 |
430000 1238600 [ 4258400 | $10000.00  46376.00 ‘_ 8 $1570000 11036600 E'msrm $2140000 91435600 | $I4S
1440000 12456.00 ;mu'm 110100.00 3644600 * $6854 11580000  $10A3600 3 $10644.00 - | 52150000  ¥1442600 | 4
1450000 $252600 ; 11020000 1651500 11580000 $10506.00 ¢ 2071400 ° | 52160000 $1849800 ¢
0000 9750800 [ 11030000 $6S86.00 $1600000  $10576.00 f me 12170000 1456600 [
3470000  12666.00 $1060000 3865600 SIEI0000  FI0B4600 | _41085400° | 12100000 11463600 [ 43
3480000  12736.00 $1050000 4672600 11620000 41071600 L9 110024 12190000 $14706.00
450000 1280600 11060000  36796.00 1690000 $10786.00 . $10994. V200000 11477600 §
1500000  $2676.00 11070000  ¥6866.00 £ 47 11B40000 11085600 [ 12210000 11484800
$510000  12946.00 $1080000 1693600 S A71A +1650000 41092600 fii 1 12220000 11491600 |
1520000 1301600 11090000  #7008.00 11660000  110996.00 155 | 12220000 $14886.00
1530000  $3086.00 11100000 $7076.00 11670000 $11068.00 |3 $240000 11505600 B418
1540000 315600 11110000 $7146.00 1680000 $11136.00 [ 411344 42250000 41517600 1153400
550000  $3226.00 1120000 9721800 F 11650000 $11208.00 53 :: 1226000 41519600 4150
1560000  $3206.00 $1130000  $7286.00 11700000 11127600 fy 2270000 11526600
1570000  $3366.00 1140000 1735600 11710000 11134600 $2200000  115336.00
$5800.00 1343600 $1150000 4742600 11720000 11141600 12290000  115406.00
1590000  12506.00 $1160000  47486.00 11730000  111486.00 12200000 $15476.00
1600000  $3576.00 $1120000 4758600 1740000 $11556.00 fie 12310000 $15546.00
1510000 $3646.00 11160000 $7636.00 11750000  $11626.00 12320000 $15618.00
4620000  $3718.00 $11800.00 17706.00 11760000  #11696.00 $23300.00 115686.00
1630000 13786.00 11200000 3777600 11770000 11176500 §2340000  $15756.00
1640000 $3656.00 1210000 $7846.00 $1780000  111896.00 12350000 $13826.00
1650000  13926.00 11220000 1791600 11790000  $11906.00 12360000  115896.00 [
1660000  43596.00 $1230000  17986.00 11600000 $11876.00 92370000 115966.00
16700.00  $4066.00 11240000  $8056.00 11810000 300000 $16036.00
1680000 $4136.00 11250000  48126.00 118200.00 1230000 1610600 (3183
1650000  14206.00 11260000 38156.00 41830000 12400000 11617600 S 41
$700000  14276.00 11270000 1826600 418400.00 12410000 $16246.00 p
14710000 #4345.00 11260000 5833600 $18500.00 12420000 91631600 §
1720000  $4416.00 11290000  18408.00 B 318600.00 12430000 1639600
$7300.00  $4485.00 $13000.00 1847600 § B $18700.00 174400.00 1645600
1740000  $4556.00 1310000 1854600 by 067 $18800.00 12450000 $16526.00
1750000  14628.00 11320000 1861600 [1484 11590000 12450000 ¥16596.00
1780000  14696.00 11330000 1868600 [ 418000.00 12470000  §16B56.00
10000 1475600 $1340000 9875600 =18 11910000 §7480000 11673600
1780000 #4836.00 11350000  48826.00 (4503 $12200.00 12490000 11EB0B.00
1700000  14908.00 11360000 4683800 $16300.00 & 12500000 416876.00
1800000 $4978.00 11370000  18956.00 1140000 11295600 913164 nu $25106.00  $18546.00
1810000 45048.00 41360000 $9036.00 1850000 11302600 T $132400 | 42620000 31701600
120000 4511600 { $1390000 1910800 419600 00 umauo; 1330400 | 12530000 41708600 ¥ 17800
1830006 1518600 1400000 1917600 11970000 1318600 | $13374.00 12540000 $17156.00 'Lumm
|tseo000  ss25600 11410000 1924600 F48 118800.00 mmm!’ wm_"f 1550000 11722600 . TAIAD0
3850000 4532600 11420000 3331600 $1990000 11330600 1 umm-«-- 12550000 11729600 | msum
1850000  45306.00 $1430000  18366.00 00| 42000000  $1397600 i ssum | w0000 1236600 1757400
1870000  ¥5468.00 1440000 1545600 00| 12010000 11044600 U 4IISA00- | 12560000 11743600 [+417044.00
g0 1553600 & 1450000 4952600 00 7| $2020000 11381600 N3 | 42590000 $17506.00 P 171400
1890000 15606.00 11460000 1959600 el vz030000 lusasou_ 12600000 41757600 nm‘m
1900000 §5676.00 $14700.00 19656.00 h m‘ Ii liw E l'l]mm |i “m 5 126100.00 F17646.00 llm




Finally. the income deduction 1s entered on Form

DPB/IB/WB 2 and the
“Income Assessment” section is completed 1ike thi

5 ...

Nosr-chargeabic Inoome Amvuitn —_
ATRENCTIE ST
Chargeabie lacome Appt, Spows
Foncmman (Pren 14976 o [ Computation
oSBT % ‘3’( Focemr 1998 -8R faenetimn . Lo
i Section $6 J— Lem incom . .
M AGR b RR | Lom -
Fumpiea . . 1200~ 00) MWB} . -
Fxcem imcome . - M Hu-w&[r).[ - .
Income dedection . 213" Bemetit T
Tow [I98H-EX — -
Ovweriapping benefit ot 5 A L1, SRR SO S L Y .
NS SO S b1 phus cuiixtandine debt (iF anv) © v Rk by L .,
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Unusual Cases

watch-out alsc for the following unusual cases:

(1} cCases where chlld care costs are being paid by a beneficiary so that
s/he can work:;

(2) Cases where there 1is ‘children’s income';

(3) cases where accident compensation is being recelved;

{4} Cases where there are assets which do not produce income, or where
assets have been glven away;

(5) cCases involving Friendly (or similar) Soclety exemptions.

If you come across any cases like these, REFER TO THE FOLLOWING PAGES.
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lIncome

References:
= Income and Property
Manual
CM 1986/163

WHAT IS TNCOME?

Sectlon 3 of the Social security Act provides a
definition, but in simple terms it is money derlved or received. This
usually includes amounts like earnings from employment, bank interest and
dividends from investments etc.

Remember :

The maximum benefit is reduced if the income of applicant
or benefilciary exceeds $3120.00 p.a.

RELEVANT INSTRUCTIONS:

It is not the intention to get too detailed in this
section, but please read parts A — D of the Income and Property manual,
and familiarise yourself with the remaining parts of the manual.

HOW TO CHARGE INCOME AGAINST THE BENRFIT:

The gross (pre tax) not the net income is converted to an
annual figure: For assessment example see page 75,

The rule is that at grant prospective income {1e
what will probably be received in that year) 1is charged, and at renewal
the actual Income received in the previous income year is charged against
the benefit.

But like most rules there are
unfortunately exceptions - see page 157
on earnings.

what is the INCOME YEAR?

An administrative period that expires 2 pay
periods (8 weeks) before renewal date.

¥hy have 1t?

. It enables the renewal to be dealt with
before the actual benefit expiry, and thus
prevents payment interruption.

bon’t confuse with the BENEFIT YEAR
which 1s a period of 52 weeks (13 four
weekly pay periods) commencing From
the date the renewal takes effect.
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Income (continued)

DISTINGUISH BETWEEN INCOME AND CAPTTAL:

Capltal payments are not
chargeable against the
benefit, but only the income
derived from that capital is
brought to charge.

We will 1llustrate the above principle from this example:

Beneficiary wins $30,000 from a lottery
. or receilves the same amount from an
Insurance policy $10,000 is spent on
travel and furnishings. The
remaining $20,000 is ilnvested at 10%
p-a.. Benefit in this case would be
* reviewed from the date the money was
invested or lst avallable date
thereafter not from the date of recelpt
of the $30,000 which is in fact a
capital payment. The income brought to
charge would be the prospective amount
‘on the $20,000 investment i.e. $2000.00
p.a.

Note: DEPRIVATION OF INCOME

If beneficiary held on to the $30,000 in a non interest bearing account,
After 3 months we would look at arbitrarily assessing lncome at 3% on the
amount held. But be flexible where there is an intention tc make some
type of purchase. However up to $2.000 may be held without imposing an
arbltrary assessment.

See part F of the Income Property
Manual for full details and for
explanation of other ilnstances of
income deprivation.

PROPERTY
Only income from property and not the value of property is taken into
account, but also see F 19 I & P Manual where beneficlary deprives
herself of income from property. But in assessing ACCOMMODATION
BENEFIT property is taken into account. See Page .

* See para D31 Income and Property Manual.

continued next page.
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Income (continued)

WATCH OUT!!

The following income is NOT CHARGEABLE

Family benefit

War dlisability pension

War widows pension

Handicapped chllds allowance

Capital payments (already discussed)
Disablility allowance

Up to $104.00 p.a. received by way of sick benefit from a
“friendly” or like soclety.

ALSO BEWARE because the following income rather than be charged agalnst
the benefit is required to be a DIRECT DEDUCTION

-  Overseas pension of a llke nature
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Income continued

PROBLEMS!!

*

If you are not sure how to treat or verify certaln

IMPORTANT types of income - *First look up the income and

property manual - especially Part U. If you can’t
find the answer there ask your Senior Officer.

SOME TRAPS WITH INCOME:

verification of income only required if the declared income is
$3068.00 p.a. or over (see page 56).

special provisions apply to verifying overseas income - See Part E
income and property manual.

Rent from property is chargeable as income but certaln expenses may be
deducted see Part P income and property manual.

Race and lottery winnings etc and cash gifts are not to be treated as
income.

Repayments of loans etc only the interest not the capital repald is
regarded as lncome.

National Savings Accounts Post Office National Development Bonds
Refer Para U.185 Refer Para U.189

Two Year Investment Accounts (U.191) - charge interest as income 1in
year of 1lts receipt.

Dividends from shares -~ bividends must be charged

as income (See U.247 Undistributed profits in a Private Company}. At
renewal dividends should be verified from the stock exchange list. If
amount differs considerably from previous year issue S.W. 8b.

Using the stock exchange list -—— Add interim and final dividends.
Dividends shown are cents per share {not %) — multliply this fiqure from
the number of shares held. i.e. 25¢ x 100 = 2500 - $25.00.

Tertlary bursaries — regarded as lncome — but before charging check
Para U.263 deductions can be made.

Income not actually recelived but accruing is still chargeable
Any investments llke this ~ check Part U.

Superannuation - See Part R, Income and property manual.

Childrens Income — Children's income Is to be disregarded in the
assessment of DPB.
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Income From Farms Business etc

Reference: Part M, Income and
Property Manual.

WHAT EFFECT DOES IT HAVE ON D.P. BRNEFIT?
It adds to income that 1is
chargeable against the
benefit rate.

Before reading this section YOU MUST UNDERSTAND the income principles

set out on pages 84 and 8.

2. BUSINESS/FARM ACCOUNTS NOT PROFESSIONALLY PREPARED
If declared income is $3068.00 p.a. or more action must be taken to
verify business expenses to determine the amount of income to be
charged.
Ask beneficiary to produce:

- Records of all payments recelved.

-~ Recelipts of all expenses
{However most persons do get (ougtoings). (Ensure these
a Professional to organise expenses are actually applicable
thelr accounts.) to the business.)

— Any bank account or investment
certificates relating to the
business.

Flexibllity should be applied in determining the income or profit
that is chargeable. '
senlor Officer whe wlll have regard to Part
M Income and Property Manual will decilde.
Kept in mind would be modern conditlons and
the out of date values on S.W. 125.
3. DETERMINING INCOME WHERE ACCOUNTS PREPARED BY ACCOUNTANT ETC

A. FIRST - Get beneficlary to produce copy of latest profit
and loss account. {These are prepared each 12
months. ) ,
B. Ensure accounts are CERTIFIED by a member of Soclety of
Accountants.

C. The amount to be charged as income is:
{1} Personal drawlngs (i.e. amounts taken out as:
- wages or directors fees
.~ personal income etc)
withdrawn before net profit
or

(i11) The Business income (refer
‘Circular memorandums 1984/182,
1985/29}.
If beneficliary does not have a copy
of the latest accounts. Obtain name
and business address of accountant or
solicitor: but AVOID BOTHERING PROFESSIONAL
PEOPLE, BENEFICIARY MUST MAKE ALL ATTEMPTS TO
PRODUCE THE ACCOUNTS HERSELF.
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Income from Farms, Business-etc- {(continued)

FARMS BUSINESSES — POINTS TO NOTR

Flexibility

with the varying types of businesses in exlstence there
nust be a flexible approach as to what amounts are
chargeable as income for benefit purposes.

The guiding principles are-on pages '

Extraordinary Expenditure Items:

Always examine the accounts. Certaln items may require
discussion with a senior officer and. later clarification with
beneflciary or her accountant.

Wages

Watch!! — are there staff employed? If wages are paid to
beneficiary they are chargeable as income.
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Renewal Codes

You'll already know from the “Basic Qualifications” and “Assess Income”
sections that D.P.B. 1s a long term statutory beneflt assessed on an
annual basis. Widows Benefit, Invalids Benefit and Orphans Beneflt are
also statutory benefits.

Statutory benefits are alsc sometimes referred to as ‘four-weekly
benefits’. This term 1s confusling as, although these benefits were once
pald each four weeks they are now paid each fortnight. However, what has
been retained is a ‘FOUR-WEEKLY PAY PERIOD'.

Rach year 1s divided up into thirteen (13} pay periods. These pay
pericds, consisting of four weeks each, are termed 'Four—weekly pay
periods‘.

The dates of each four—weekly pay period and the corresponding due dates

are set out on a 'Payment Calender’. You should have one of these on
your Desk File.

Here's an extract from your 198** pPayment Calender showlng two
four-weekly pay periods ...

Note: For 1987, read 198w%%,

198** PAYMENT CALENDER

DUE DATE DEADLINE DATE PAY PERIOD RENEWAL CODE
- 12, l.B*= 30.12.8%* 6., L.g¥* — 13, 1,.8%*

26. 1.BY* 13. 1.8%* 20, 1,8%% - 2. J_ g% 12 .

9. 2.8%% 27, 1.8%*° 3. 2.8** -~ 16, 2.B**

23, 2.8%* 10, 2.8%* 17. 2.8**% - 2. 3.4% 13

9. 3.8** 24, 2.8%¢ 3, 3.8*r = 16, 3,8** . ’
23. 3.8%* 10. 3.8%¢ \w - 30. 3.8%* 1
§. 2 /\/ N 3. 85/ - \L\d.ay

/ 4.8%%

20

The flrst four—weekly pay perlod runs from 6/1/8*%* to 2/2/8**, and the
second from 3/2/8%% to 2/3/8%*, Simple isn't it!
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ALLOCATING A RENEWAL' CODE

Pour~weekly pay - perleds are a simple way of breaking up the year for
renewal purposes.

At grant, each beneflt is allocated a 'renewal code’. This code (a
number between 1 and 13) indicates the four—weekly pay period in which

the benefit falls due for renewal. (EBach benefit must be renewed every
twelve months on the anniversary of grant).

The renewal codes are set out on your Payment Calender

alongside each
four—weekly pay periocd like this... .

ity

198** PAYMENT CALENDIR

DUE DATE DEADLINE DATE PAY PERIOD . RENEWAL CODE
»s 30.12.8%* 6. 1.8%% — 13. 1.8%*
36, 1axe 13, 1.8%* 20, 1.8%% — 2. 2.8%* 12

' " 27, 1.8%* 3. 2.8%% — 16, 2.8%*
23 %:g** 10, 2.G%* 17, 2.8%% — 2. 3.5%*
xn 24, 2.8%* 3. 3.8%% -~ 16. 3.8%%
3 323** 10, 3.8%* 17, 3.8%4 = 30, 3.8%% |
24. 3.3 L 3.8% - 1
zf' 7. 2 1.gr*

Renewal Codes

The first four-weekly pay period (i.e. that which runs from 6/1/8** to
2/2/8**) is coded ‘12', and the second (3/2/8%% to 2/3/8*%%), '13°,
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The renewal code to be allocated 1s ...

THAT APPLICABLE TO THE THIRTEENTH PAY
PERIOD FROM AND INCLUDING THE PAY
PERIOD IN WHICH THR APPLICATION WAS

RECERIVED
Ror example,
Date of application .. .. 17/2/8%x
Commencement date .o .. 18/72/8%%

Here the benefit would be coded "12' and would be approved from ...

18/2/8%*% to 1/2/8%**

That is ...

FROM_THE COMMENCEMENT DATE
TO THR LAST DAY OF THE

PAY PRRIOD IN WHICH THE
RENEWAL CODE FALLS.

This last date is the date on which the benefit become due for renewal
and is called the 'EXPIRY DATE'.

The period for which the benefit would be approved {here, 18/2/8** to
1/2/8%%*) is called the °'BENEFIT YERAR®.

L
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ASSESSING THE RATE OF
BENEFIT PAYABLE

As.D.P.B. and E.M.A. are annual beneflts, the t‘irét thing to do when
calculating the rate of benefit is to ASSESS THE ANNUAL RATE OF BENEFIT

PAYABLE.

This is done by completing the “Computatlion Section* on Form DPB/IB/WB 2.

Non-chargeable Income Astets
........... P0SE...... . 31700:90..
A — ﬂoss 00 PO GG
....... . SRR j{;ﬁwq QS.'/(\JI I
Chargeable Income Appt. Spousd W(.Hﬁ‘:) 5\51.424.{.‘35 {f' 765 CCJ .
Ej)d :7y)}- ([]} Joarse oo Income Assessment Computation i
V48 Gan. ). L300, Gromatarsesble 200 1-60) | pencrt e,
loun.. S0t C(f}a,cj . 20 S e . _nfa | asduion
o} . Q5 1 ~— .
D200 AN T | ol ™ G115 | i
) Exemption .. - ZLA—-_I 600 Plus earnings
'Excess income . M : plu:l\l!‘:;‘g.(m)
- )
Total 3@0/5—0 __ Income deduction .. ..LL.H’L._&Q__ Bemﬁt:wm
— —_'c===-_—-——-—-——- recommended
Prepared DY v e e s errsnerrsnsans ]
Check by -
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Some of the cases you will come across will involve income. 1In the
“Assess Income* Module you learnt how to assess the chargeable income and
the deduction to be made from the maximum rate of benefit because of that
income. Now all you need to do is deduct the income deduction you've
assessed From the maximum rate of benefit and the resulting amount is the
actual amount of benefit payable. A completed assessment involving
income would look like this ...

N S . Bl 3.2 oy '”‘M

- Assets
.................... P..Q.«i.ﬁ $/100.-99
...... 0:0:8:8: I FATED 0.t
I N ... JUESO0 o
P o e T T Soome | heatfies. $100..Q0.....
l)ﬂj 6 %} (;Z‘,J (275"0 } Income Assessment . Computation
0056 Gy, (_ﬁzo;) 260:¢0 Gomchargeable Q06150 | penetivate. . ARELAD
éo AR e Setion 66 plg | ieween . L4650
...... y‘éc’ld Oygr.n@q 0 Ch‘g::::: . ) 3(90{5‘0 Less maintenance .. /}/ﬁ
- T Exemption. .. M Plus enrnings - M
------ ovone - 4t 50| R
..... Total 3_@0’ 50 Income deduction .. M Ben:ﬂﬂt:wm N #I——(;?
- . wn———— « recommended - _(EZ_.L_
Prepared by
Check by .......
CAPITAL
C:}%? %/400
@*@ L7 10,
N BN P
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Once you've assessed the annual rate of beneflt payable, your next step
is to assess the FORTNIGHTLY RATE. This is necessary as benefit payments
are made each fortnight. The fortnightly rate is assessed like this:

- Benefit Payable (annual}: $2966.16
- Divide this by 52 (weeks): = $ 57.041538
- Round thls off to the cent

above: {if necessary) =% 57.05

Multiply this by two and
you have the fortnightly
rate of: : $ 114.10

Simple isn't it?

k1%xx1¢ TMPORTANT NOTE #!**!% : Tf the fortnightly rate is NOT assessed
l1ike this, the grant action may be rejected by the computer! (We'll look
at the computer more closely later on.
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Once you've allocated a renewal code and assessed the rate of benefit
payable, vou'll have all the information you need for ...

COMPLETION OF THE "DECISION
PANEL" ON FORM DPB/IB/WB 2

when you complete the decislon panel, you should show:

(1} the type of benefit granted;:

(2) the annual rate of beneflt payable:

(3) the fortnightly rate payable;

(4) the date from which granted {(commencement date);

{5) the expiry date:

(6) the section of the Act under which applicant qualifies;

The actual decision should be worded like this ...

o hix::? Pnyn;:! Ig:ier — DPB Decision Check List
¢ Code Benefit-granted/refused:.... (A, ... S.w. 310

Iy, s *@‘%&&7 9 CFQ D.P.B. 12 covrenerrssmnnernen]

""""""""""" Notified ...ccorisnrrrranarses

;r s (305 o ... ...
[ _|s SR LR TR W Rt el 0 St g

Payee e R Skl TR DL INeX riirmimeencnirressesssse

------ w0, Moo 18 e | .66

| APPIN RER. vrreiisrseecennans|

AGAress:....cnnvnrerinicans e
......................... i a8 coub I eI SOR—
= S o . Maintenance Officer:.......
Serial No I QJ 0“ Kl T Be fict -
REIICIATY i ransinrans.
Account Number 5 Defendant ...oveeercecrneneen..
I ; : : : 1' : : : 1' : : """""""" Follow up sction:
Continuing Payment {77777
Payment order /]
Bank credit.

l._........, ._“.L e F]JS—— .

-9 2_



FAMILY SUPPORT
Pamily Support Tax ‘Credit
Policy Manual— Part C
M 86/179
Family support became effective from 1.10.86.
Eliqibility Criteria

To recelve Family Support a pre-requisite is that the applicant is
receiving famlly benefit.

Rate of Payment

The maximum rate of Family Support is $36.00 p.w. for the first child and
$16.00 p.w. in respect of the second and each subsequent child.

Commencement and Duration of Grant

Where the applicant for a benefit in recelipt famlly benefit for the'
child/ren, family support for that child/ren is to be granted
concurrently with the grant of parent benefit and from the same date.

Family support will continue for the duration of the parent benefit
provided famly benefit in respect of the dependent child/ren does not
cease.

Part C of the Famlly Support Tax Credit Policy Manual covers, in greater
depth, the crlteria and requirements for ongoing family support
payments. The Family Support Procedures Handbook {(for beneficlaries),
will guide you in completing assessments and reviews of entltlement.
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ASSESS ARREARS

Iﬂ ‘-PS;I" -n xw
0 wxs s bt fuuy 6B xuy
4 2 bbw qUT XHY bﬁ“’l

Z»T“IJ‘S? E= et 4? ‘??i*"'“’t) :
wrn?"m-g“x:-szusst ~

z;,;g,w "w& =UZ dpasa ~
E=rC2 euSl y X¥Z20%
n __--—- .

8y
S, SARKERS=Q)

v

~94-



ASSESS ARREARS

Having established basic entitlement, the commencement date, and the rate of
benefit payable, you're now at the stage where you can pay the benefit you've
assessed to the beneficiary.

You'’ll probably have gathered by now that a computer is involved somewhere in
all this ...

Once it has been given all the necessary informaticon, the computer will
arrange for payment to be automatically direct credited to the beneficiary's
bank account each fortnight. Just how the computer gets this information is
explained later.

In most cases, because computer payments can‘t be arranged immediately., you'll
have to make an ARREARS PAYMENT. An 'Arrears Payment’ is ...

A PAYMENT OF BENEFIT DUE FROM THE COMMENCEMENT DATE TC THE DATE FROM WHICH THE
COMPUTER STARTS PAYMENT.

In the module, we'll look at how you should qgo about assessing and paying an
arrears payment. Before we can do this however, you'll need a basic
understanding of why computer payments can‘t be arranged lmmedlately ...
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' DUE DATES

Due dates are the dates on which payment is due - that is, the date on
which payment is credilted to the beneficiary’s bank account. There are
TWO due dates in each Four Weekly Pay Period. The due dates are each
fortnight on a Tuesday. The payment on each due date covers two weeks; a

week In arrears and a week In advance.
DEADLINES -

The computer system used by the Department operates on DEADLINES for
processing information. A deadline is simply the cut-off date after
which changes affecting a particular due date won't be actioned.

Changes recelved ON OR BBPFORE the deadline for a particular due date,
will be accepted for action on that date. Changes received AFTER the
deadlline won't be actioned until the fellowing due date.




This term is used in connection with computer input.

-DUE DATE OPERABLE

v

It simply means the

due date from which information 1s operable, or from which it takes '

effect,

1.

Xy

In order to assess the arrears of. benefit due, you first have to be able
to establish the due date of: the first payment that ‘the computer will

issue.

once you've done that, you khow that the arrears will cover. the |

period from the commencement date of benefit to the first day of the
fortnightly perlod covered by the first computer payment.

The dates of each due date and the corresponding deadline and

'fortnightly pay period’ dates are shown on your Payment Calendars
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It’'s easy to see from the Calender how the system works.

For example ... assume today is 20/2/8*%, The next deadline is
24/2/8*%, If you meet this deadline, you can get the computer to issue
payment for due date 9/3/8%%., The DUR DATE OPERABLE here is therefore
9/3/8kx, .o

Let's take another example. Assume today 1s 8/3/8%*%, The next deadline
is 10/3/8%*, Because you can catch this deadline, you can get the
computer to start payment from due date 23/3/8%%, - So, the DUE DATE
OPERABLE here 1s 23/3/8%%,

Simple isn't it!



 Period for Which
Arrears are Due

Now that you know how to establish the due date operable, you'll now be
able to assess the PERIOD the arrears payment should cover.

In all cases. the arrears payment will cover ...
THE PERIOD FROM THE COMMENCEMENT DATE TO

THE END OF THE FORTNIGHTLY PAY PERIOD
BEFORE THE DUE DATE OPERAELE.

FOR EXAMPLE, Winifred wildchild is entitled to benefit from 11/11/8%*,
Today is say, 15/11/8**, so the due date operable 1s 30/11/8%*. This
means that if you catch the deadline the computer will pay from due date
30/11/8%%, .

This payment covers the period 24/11/8%* to 7/12/8**, so your arrears
payment should therefore cover the period 11/11/8%% to 23/11/8%*,

LET'S TAKE ANOTHER EXAMPLE ...

Mildred Mullins is entitled to benefilt from 12/11/8%%, Today is
25/11/8%%, so the due date operable is 14/12/8%*, If you catch the
deadline the Computer will start payments from due date 14/12/8%*,

Due date 14/12/8%* covers the period 8/12/8%% to 31/12/8**, so your
arrears payment should therefore cover the period 12/11/8%* to 7/12/8%*.
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Amount of Arrears Due

Once you‘ve worked out the period for which arrears are due, the next
stage is to asgess the AMOUNT of arrears due.

WINIFRED WILDCHILD ...

We’'ve already worked out that Winifred is entitled to arrears for the
period: 11/11/8** to 23/11/8**. The next step 1ls to workout the amount
of the arrears dqf for this perilod.

As you know, there are fourteen days in each, fortnightly perlod.
Because Winifred's entitlement starts part way through a fortnightly
period, you'll have to pay less than the full fortnlghtly rate (in this
case say, $357.20). Winifred is entitled to 13 days payment before the
computer starts paying (i.e. 18/11/8%* - 23/11/8%% = 13 days)., so she’'s
entitled to 13/14 of the fortnightly rate. The amount due is calculated
like this ...

11/11/8%% to 23/11/8%*
1.e. 13/14 fortnight at $357.20 per fortnight = $331.69.

[$.e. (357.20 x 13) - 14 = 331.68577

331.69 {rounded up to nearest cent}]

nu

MILDRED MULLINS is a 1llttle more complicated ...

Mildred's entitlement starts one and 12/14 fortnights before the date you
can get the computer to pay from. Assuming she’s entitled to the same
rate as Winifred, the assessment would go like this ...

12/11/8%*% to 23/11/8**
i{.e. 12/14 F.N. at $357.20 P.F.N. = $306.17

24/11/8%* to 7/12/8%*

i.e. F.N. at $357.20 P.F.N. = $357.20
Total Arrears Due: §§63.37
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Paying 't‘he Ar_r_ears_

Usually the arrears are credited direct to the beneficiary's bank
account. This. ls arranged by the computer. To do this, however, the
computer will need certain information. ) '

This information is recorded on form sSW 5% {"Direct Credit - Payment
Request“). This form is then passed to Pay Section, who key (feed) the
information into the computer. The payment will normally be credited to
the beneficlary's account TWO WORKING DAYS following the date of keying.
1.e. if a payment request is keyed on Monday the credit should be
avallable in the beneficlary’s account on Wednesday. .

REMEMBER, when assessing the arrears due, it may be necessary to assess
TWO AMOUNTS - one 1In respect of payments ALREADY DUE and one to cover a
subsequent payment which is NOT YET DUR.

For example:

Beneflt rate: $357.20 per fortnighi

Commtencement date: 10/2/8%%
Today is: : 15/3/8**

Here the due date operable would be 6/4/8%% and arrears would be due for
the period 10/2/8%% to 30/3/8%*, However, because today is 15/3/8%* you
would have to assess TWO payments - one "In respect of the due dates
23/2/8%* and 9/3/8** which are ALRBADY DUE, and one for due date 23/3/8%%
which 1s NOT YET DUE. .

You would also have to prepare TWO SW 55°s — one in respect of due dates
23/2/8%* and 9/3/8%* to be keyed immedlately, and one for due date
23/3/8%* to be keyed on 19/3/8%% (i.e. so that the credit will appear in
the applicant's bank account ON 23/2/8%%),

on the following page 1s an example of a completed form SW 55. Look over
it and read the captlons alongside. These will tell you about the sorts
of Information required on this form. :

Then, loock over the Flow Chart on page 104. This summarises the varlous
processes involved in assessing and paying arrears.
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sw 55

The *class code'! - this is a The ‘apportionment code' -
numerical coding for the this is usually '0'., If a
type of benefit. The class portion of the benefit la

code for DPB is '660', and paid to somebody else then
EMA, *'613'. the code may be different.

Benefit number goes here

Where more than one
SW 55 is completed the
keying date for the
additional SW 55(s) is
entered here.

!

SW h%
/ DIRECT CREDIT/PAYM‘%REOUEST
[2/3 /5 %%]

Appt

. Clap Cende Socrel Waittars Rumber

> G| /]3] Fo\oh:ulslcr 31218 61 L]

AR Nloml EEEENEEEE

217 lglxtozllplomw31f13'1oj Iolzls_’lé' A

-P‘Adsmu - ﬂjé/yﬁ*q# chwsv M
Beneficiary's bank Amount_of paymen
account number goes here.
goes here.

Beneficlary's

name goes here
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Arrears Flow Charf

1. Using today's date
work out next DEADLINE

DATE

2, Using the deadline
date, work out the
DUE DATE QPERABLE

b4

3. Work out the
beginning of the
FORTHIGHTLY EERICD
in which due date
operable falls,
{Computer will pay
from this date}.

b 4

4. Work out period

for which arrers should
be paid. (i.e. from
the COMMENQEMENT DATE
‘to the day BEFORE the
date calculated in 2

{above) .}
A4

5. List, in date order,
ALL the due dates falling
In the pericd for which
arrcars are due,

v

6. Is the last due date
MORE than two working
days AFTER today's date?

YES -"’v .

7. Assess TWO arrears payments:

{a} one for the last due
date; and

{b} one for the other
prior due dates.

A4

8. Complete TWO Forms SW 55, one
for each of the payments assessed

in 7 {above}.

* 9. Note the SW 55 completed
for the last due date for
action TWO WORKING DAYS BEFORE
the due date.

~10>

HO

Assess ONE arrears payment -
for total period for which
arrears are due.

A4

Complete Form SW 55




Urgent Cases

Occasionally, you'll come across cases where urgent payment is required
and payment by direct credit would take too long.

These cases are usually paid by Imprest Cheque ie. S.N.G.

If you come across any cases where the appllcant requires urgent payment,
REFER THEM TO YOUR SUPERVISCR.

SPRCIAIL. CASES

WATCH OUT also for cases where there are outstanding QVERPAYMENTS or
SPECTAL NEEDS GRANTS from previous benefits.

THESE CASES SHOULD ALSO BE REFERRED TO YOUR SUPERVISOR.
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PAY SYSTEM
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PAY. SYSTEM

We looked at how you should go about arranging the initial arrears
payment. Now you'll learn how to arrange the CONTINUING FORTNIGHTLY
PAYMENT. ’

Both the initlal and continuing fortnightly payments are arranged by the
computer through the Data Processing Centre (D.P.C.} located at Upper
Hutt in Wellington. '

Payment 1s always made by DIRECT CREDIT to a bank account or bullding
soclety account.

To enable the D.P.C. to make the continuing fortnightly payment a MASTER
RECORD has to be established on the computer. A 'master record' 1ls a
record of all the detalls of each individual beneflt, lncorporating all
the information necessary for the computer to arrange continuling payment.

To establish a master record you complete an input form (DPB 12 — “Notice
to Establish Domestic Purposes Benefit Master Record"). This 1s then
checked by your supervisor and authenticated for validity by another
senior officer. The form is then passed to the administration division.
There arrangements are made for the informatlon on the input form to be
keyed ('fed') through the District Office's computer terminal to the
D.P.C. At the D.P.C. the master record ls established on the main
computer file and continuing fortnightly payment arranged.

The diagram on the next page shows how thls all fits together ....
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You complete an input form
(DPB 12} with all the
information required to
establish a MASTER RECORD.

A%

Your section clerk CHECKS
the form for correctness
and signs it. .

A%

Another Senior Cfficer ‘
AUTHENTICATES the form.

o4

The form is then

passed to Pay Section.
where the information
contained on the form 1is
KEYED INTO A COMPUTER
TERMINAL. This relays
the information to

the computeq_gi_the D.P.C.

\ 4

The computer collects the

information, establiishes a
MASTER RECORD and arranges
CONTINUING PAYMENT to the

beneficlary.

-107-



Por some further explanation of the computer system read paragraphs 2.1

to 2.5 (pages 10-12) of the DPB/EMA Data Processing Manual.

Now let’s look a little more closely at input forms and, in particular,
at form DPB 12 - "Notlice to Establish Domestic Purposes Benefit Master
Record™. Later on, look at two more input forms:

I. Form SW 272 -~ "Notlice to Amend Master -
Record®; and

2. Form DPB 13 - "Notice toc Close Master
Record".

OK, INPUT forms ... exactly how does an input form work?

* IDENTIFICATION CODES *

Input forms are completed using ‘identification codes'. These are
numerical and alphabetical codes used to convey information and
instructions to the computer.

There are two types of Identification Codes. These are:

1. "CHANGE CODES' — Alphabetical. codes used to convey instructions
to the computer. Change codes are used in conjunction with:

2. 'INFORMATION CODES® - Numerical codes for various sorts of
information.

The varlous DPB/EMA change and Information codes are set out on pages
17-18, and 19-21 of the DPB/EMA Data Processing Manual. Read these pages

You should also look very briefly over pages 22-78. These pages will
tell you how to combine the various change and Information Codes on an
input form.

For convenlence, all the Identification codes are summarised on a chart
(sw 316) which should find on your Desk File. A copy of this chart
appears on the following page.

Note: <Check the page references in your DPC Manual.
"LEASE NOTE:
Some of the codes on the following f¥W316
may be obsolete and new codes have not yet been aided.

See the following circulars for updated information.
CMB6/47 ,CHB6/200,CN86/179,

I
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DP8 IDENTIFICATION CODES

DAYMENT IDENTIFICATION CODE

HOl .

Payment Raquest

SCHEDULE PAYMENT IDENTIFICATION CODES

Loz -
Loz -

CHANGE CQDES

1y © ) tu
1

™
|

wo1 -
WO2 -

Housing Corpeoration
Department of Maori Affairs

Establishment
Addition

Change

Delate

Payment Suspended

Address unknown
Under Investigation
In employment
peciaration act returred
. Child out of Care
&. gther

Resume Payment

Pald by Director
Cancellation .
Precedes the Check Rate
Precedes Batch Number

hody by M b

INFCRMATION CCDES

Q2 -
G4 -
o5 -
cé -
27 -
o8 -
09 -
10 -
11 Co-
i3 -
id -
13 -
ié -
18 -
21 -
22 -
23 -
Z€ -
27 -
28 -
30 -
21 -
32 -
I8 -
19 -

District code

_ Christian names

Surname

Postal address

Class codes
Residential Address
Renewal code
Overseas reference
ross Refersnce
Postal code

Bank account number
¥.C.¥N.2. rererance
D. M, A, reference
Date of last payment
Section &6l details
Disability Allowance
Section 61E datajils

Payees Name, Number, 3ank Account Number, Heekly rate

Agents name -~ rermanent agent
Agents name =~ pay agent only
Agent for - pavment to an ins

childs First christian name, Date of birth and L.P. indicator

child cver {5 , C/fA or E.0.5.Y.
Datce of birth
Sex and status

CESSATION CODES

5.W,. 318

(Other than specified

ol In Mental Hospital

02 Lefr New Zealand

03 Berneficiary in Prisoen

04 In Efmploument - Excess
Income

25 Excess Income from
another source

g6 No longer Qualified

07 Non-renewal

(o2} Remarried

09 Granted other benefit

10 Reconciled

11 Assumed Defacto

12 Recelving maintenance

12 Lack of prosecuticon

14 Cchild left care

15 Qther

titution

Divorced
Separatad

Separated from Defacto

widowed

Dafacto Spouse Deceased

Dafacto

on form DP2 13}.

Male Female
Beneficiary Beneficiary
ol 11
02 12
03 13
o4 14
o5 15
06 18
o7 17
08 12

Harried, care of sick or infirm
Single {none of the abovel
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40

42
44
45

46
47

48
62
63

&8
gl

33
94
96
99

Aor X
a
<
o

2.
Grant code 41 - Entitlement code

d First Application

2 Re-application

3 Transfar from E.U.B.
4 Otker

Entitlement date
Recovery of Bft paid in advance
Overpayment being reccvered by
full forfeiture with expiry date
Overpayment being recovered by full forfeiture without expiry date

Date of expiry and weekly rate of overpagnent being recovered by

partial forfeiture

Weekly rate of overpayment being recovered by part;al fo:fexture w;thout
expiry date

Non-standard rate

Chargeable Income

pirect deduction

Rate of payment indicator

Statutory

Spouse inm Mental Hospital
Spouse in Prison

Care of aged and infirm
Caring for children

Not residentially qualified
Woman alone

-+

R T N

Standard

Standard restricted
Boarding®

Free Board and Lodgings
Hospital Rate

Basic Rate less child supplement
¥on standard

Telephone Rental Concession
Late Renewal

Bring-up date

Full benefit

N Ly kg b

LPC IDENTIFICATION CCDES

Change Codes form Types
Establishment X - Establish LP Details
Additicn L ~ Amend LP Details
Change

Delete

INFORMATICN CQDES

01
02
o4
05
06
o8
1l
13
14
ig

38
39

43
5¢

52
53
54
53
57
59
70

L.P. Suffix Number 72 -~ Occupation
District code 73 - Employer Yame
Christian names 74 - Employer Address
Surname 79 - Deposit Book
Postal address 96 - Bring-up date

Residential address

Cross reference

Postal code

Banx Acccunt Number

L.P. Status Code

1 Default Assessment

2 Withhold Enforcement Action
3 Default and withhold

Date of Birth

Sex
g Male
1 Female

- Anniversary Day

L.P.C. 1 to be issued for review

Objection notice to be issued

Next review date

Contribution details

Previous Contribution details

Adjustment to Arrears field/adjustment to statement

Deduction Notice
No statement
I.R.D. Number
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STANDARDS FOR COMPLETION
OF INPUT FORMS

when completing form PPB 12 (and other input forms) always remember that
ALL of the information entered on the form(s) WILL BE INCORPORATED IN THE
MASTER RECORD. -

For this reason it’'s vital that this information is absolutely correct.
Incorrect information on the Master Record 1s difficult to detect and
correct, and could result in the-beneficiary being paid an incorrect
amount. Also, the computer has several built-in checks which could
result in the 'rejection’ of data. If thils happens you'll find yourself
having to do the same work over again. You'll save yourself a lot of
time (and frustration!) if you do it correctly the first time.

All entries on form DPB 12 should be in CLEAR, BOLD, BLOCK, CAPTTAL
LETTERS. When typists are keying information from input forms they must
work quickly and d¢o not have time to decipher bad handwrliting. Poor
handwriting can result in incorrect information being included in the
Master Record, or in rejections.

Overwriting and using correcting fluids 1s not permitted. If something
has to be changed it should be ruled through, rewritten and the amendment
initialled by yourself and another person, like this ...

oot lolzlol [
District
Code Number Check Digit
[Mame a0t ] FARKAH Lans
£
{Christigf'Names) l Ny {Surname) j

Address /. ; T
,L { A0 | P12 {iGuto wiaY  WELLINGTON N

Now carefully read paragraphs 2.7 -~ 2.13 on page 12 of the DPB/EMA Data
Processing Manual.

FAERE ARE Youke Nw,

REJECTIONS STUPiD/ . "
Now fax Ml &Kt

-
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COMPLETION OF FORM DPB 12 -
“NOTICE TO RSTABLISH DPB MASTER RECORD"

OK, let’‘s see how all this fits together.

REMEMBER.......

na glormation

Ensure Your Writing is always Legible a

is Entered Correctly

FAILURE TO FOLLOW THESE GUIDELINESMAY RESULT IN

REJECTED INPUT FORMS e
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| Cé)MPLETlNG THE D.P.B 12

E3 L O

MOTICE TO@SLIS%% DOMESTIC PURPOSES BENEFIY
1

MASYTER BECCAD
iGlo O[30 3

Diatrict Nuerber i Chk Dt} fowv Number  Fanz i 1% i Q._u, Vi IQ,@L;S 14.:

N T | ~ ]

2@ iM“i fa Kgﬁun e L Ur‘:&m&mcl *

(J«w [aw: 19 RrauTo _wuY ECLT NGTON i
tibid 3

[rost cone Lo,y NLO L fonatoae | ane ; FiemaatCute jami 401
4 mrer Tant £8 Oht- 12358711

{baat s Number 412, 0 ) :.10‘6 %sfo (19181181, 33&)

6 pmeorsan  jasiz ig ]O 3[1',;6, { e of Paymest a0 1 I 7

| Geane €ode las ] I(B F Buiceencns Cote  Eas1} }]

s Nome Qu.;mmolxs Wl eldiplelc £1s] l_f_lglgr__lﬁ;.s_l Lo_[_J
11
u@mm [ EIDIWIALRID! I DIHIEI LT PEa % Y 18 10131FT61 (01 7]

A ! Date of Birth L.P. Sufl.
IDENT COCE ADDITIONAL DETAY

2% [ §R0.06 it Je0 90 7

{‘1 ‘),>
L

)ﬂ‘»b\-}‘s—sa

pinfel.

JABLE PARENT DETAILS [Le.sunx [ so b § [WNpefcose  [rox{01 o]

T N A W CIRNNEATZAR
<14, Ditia Date :‘ﬁ?\";"&_‘_ — Chetk Rate
-kl

Lwsme oA 1S |51010)  [oscema . {sjo @]/ 17110}

[rame  Tweld <7  EOWARD sl  NUFrF I
{Chndian Namel] - - = {Surramc)

[ Autros broe] 22 Spfmﬂalcer @ S

[posst cote x| AHEK] Jibises  §um i) oncumionnal | ST (1 EER ]
|Empiovers same [ x13, CUDDLY Ruma s | TD |
!Emﬂbmle\dﬁrut aned 6 DUL“‘Z\QOL" qu"(c ngmﬁ;c; ;
} ADDITIONAL DETAILS ___E s e |
Propmred bys e Sheked e L BMe e
heviy Action Congptoie At ermad 3 wntr

On the following pages we will look at each se.ction
separately.

=113~



r1rs
District
Code

lol1folzlo]l]

Number

The benefit number The Check Digit
goes here. Set (always a number
thls number from betweenn '0’ and '9')
thls part of page'l appears }jmmediately
of Porm DPB 1: after the benefit

number in the registep
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get the beneficiary's
- name and address fromg
page 1 of form DPB 1-:

| AG4 | CAzLa W A0S N ¢
{Christian Kames) vz {Surname)
dedms : ' ADS [ 14 &_I'C-.HTQ W RY WELL TN onN l

[Postat e | 413 NN g |

Get the

Postal Code
from a booklet
of Postal Codes
issued by the
rost Office.” You
should have

ohe on your
section.

@.ﬁc ,]Aoj(ép o] [Renewt_fode |ao@|@a‘ |

ra

The class code goes The Renewal Code
here. This wiil goes here.
always be '660’
for DPB or '613'
for BMA.
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i ic:«mp.er. ALIER  OLVi226 (™1 :::;

The beneficlary‘'s Family
Benefit number goes here.
Get this from the F.B.
Master Record

Print out.

I—_BankMCNumber i{u‘s |O|52,, Oi(o-S_S Oll [q !3!7!3!#!3i§;

The number of the bank account into which the
benefit 1s to be paild goes here. Get this
number from this part of page 4 of form

DPB 1 .

v

*! HEREBY
{a} an._uhorlu the Department of Social Welfare to pay all insialments due to me to my bank account,
(b} direct the bank mansger 1o accept from you as my agent any amount that may become due in terms of this authority.

. *DETAILS OF BANK ACCOUNT - i
[Please pay all mu.gunts of benefit dye to me to the credit of my account with: '
TSR <1 =S =L L X2 P T N n...‘QM.Q.;\‘.\Q,.MMM\. AT .

- {Name of Rank) (Branch OfMhed T
The accobnt i5 1n the rame of-

BARK | BRANCH — Act-'ouu'r SU![[XH.
mammsees[O12] [SISISES] (ORISR }’ﬂﬁﬂ O
t

Please aresent y aur ank haok far noting. Derails of hank ﬁ shown are Carrect
—
e T - JFor Director: \aszgae
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Get the date

of birth from this
part of page 1 of form
DPB 1 .

Date of Birth -;;.Z 3 Il O g 6

T -

My usurl occupwion: . A RAREPLE £ Sex: Wiy tetephone No.
Dste ad place of birth: ..o Lz B0 196D welh "W_h_‘,\"a'?":‘.. COUmEY? e Bt R m e
If yvallabie please prodecs yous birth cenificate or othwr 4 wrid howing your ape. [f pot avadable show gurents’ foll ab,
—
Rate of Payment | A91 Sexand Status 439 | / Iﬁ |
- _—

The codes for

'Rate of Payment' are
on page 65 of

the Data Processing
Manual. This code is
used to identify the
various rates of
payment for general
increase purposes.
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'Sex and Status’
are found on

page 45 of

the Data Processing
Manual.




| Grant Code a0 | | Entitlement Code | A41 |, §

/

And still more codea! The 'Entitlement
The !'Grant Codes! are Codes' are on

on page 46 of page U7,

the Data Processing

Manual.

The Sex and Status, Grant and Entitlement codes are used for statistieal
purposes.

T

I ! Entitlement Date

The Commencement
Date goes here.

Ia’. Number l Ail ! ar %_T-_-Tm /- '
L5, e __,__._\_._,-é.lf_az_n.Lé_ﬁs_z_!/_E?j@i}

SOCIAL WELFARE NUMBER
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e T laldolalelwl leinlalailels! [ile [Cle [215] ol ]
Child's Name | A3 1 E |D Twla lely i lelalz ic e le] | L1igloix )

- Date of Birth

The Children's christian names
and dates of birth are

entered here. Set

these detalls from

this part of page 2ot

form DPB 1. \L/

Ay
7 1am maintaining the following children who are in my care ang ! wish to apply for family suppurt.

(Give details of ail children dependant on you, Including stepchildren, adopted children and children over 15
years of age who are attending school.)

Child's Name | Dg{:“?' Ptace of amh’ “ﬂgl:’!?g:hm . Whare-Livieg ,  “othecs Name Father s Na\me)
ANDRew |Wouli| T 2e) ] Son  W1G Ricuiouty fARZRAHA . SiTm . !
EDw A U Moheaeg | S WeTon FHerHHd | Stzm £

! - M

REMEMBER, benefit is only payable in respect of 'dependent’ children and
that a dependent child is defined, amongst other things, as one in

respect of whom Famlly Beneflt is payable. So always check to see that
Family Benefit is paid for ALL THE CHILDREN!
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L.P. Sufl.

The 'Liable Parent Suffix' goes here.
This is basically a way of

linking the Liable Parent

with his/her child(ren).

If the Liable Parent has not
yet been established the
suffix 1s '0'.

Where the Liable Parent

has been identified the

suffix is '1'. If there is

more than one Liable

Parent, the other Liable Parents
are ldentified by the suffixes
2t L., '3'... 4! and so on

up to a maximum of '8'.
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IDENT COQDE

5 A
A,
H A
'.A
A
B A
g A
I

|

District
Ciode

Any °'ADDITIONAL DRTAILS' go
here.

These would include further
chlld detalls {where there

are more than two children,
detalls of any accommodation
element payable in the case

of an E.M.A., and detalls of any
chargeable income.

The information code for
accommodation element is
'21' (on page 34 of the
Data Processing Manual),
and chargeable income,
‘63" (pages 59 and 60},

READ THRSE PAGHES NOW.

Agtion

Enter the
weekly rate

of payment
here.

Leave this panel
‘blank. '

Check Rate

=121~




14

IABLE PARENT DETAILS |L.P.5urﬁx I Kol | | I lDisI. Code | K02 |O | q.l

|'5.w. Number BT 52l 5‘16]0! | Duce of Birth Lx38|o|?.,[i TP
ll\'ame | K04 ] SLTi~ S OW8va D | xos [ Nu e

{Christian Names) {Surname)
Address il(ﬂél 23 Sprﬁp&nmﬁﬁ LONE, A H T~ va v2 A a1

Postal Code | K13 | ﬂ,] Y.,I i “;_, IScx 1 K39 ]0 l Occupation i K72 I STUELE R

Empiloyers Name [ K73 l Caai O B, pmry TEL CTD J
Employers Address l K74 l b 'D\.At YOO A O C1GE TEMAY 17 .
ADDITIONAL DETAILS | ¥ I

P repAred BY: s s e e Cheehed BV i e e DDBICT e
ceving Action Complete: . e e e e e e €y Treapad 3N

The bottom section of form DPB 12 is where detalls of the LIABLE PARENT
are recorded. This section must be completed wherever the Liable Parent
has been identifled in law.

If this section 1s completed the following details must ALWAYS be
included ...

KGl L.P. suffix

K02 District Code

K4 L.P. Christian names
K05 L.P. surname

K39 L.P. sex

You can get most of the detalils above from form DPB 5 - "Report on
Interview with Spouse or Father of Chiid* If this form not completed
there should stlll be sufficient information on other papers.
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L.P. Suffix

IKOIJ;II [Dht:(?tl)dc_‘ lxoz]aly.

The 'Liable Parent Suffix’
goes here.

If there is more than

one Llable Parent, the
additional Liable Parent(s)
is {are) established

using form LPC 21

or LPC 22. 1In these

cases be very careful
to match the correct

auffix with the right
Liable Parent.

The 'District
Code' is that
of the district
in which the
Liable Parent
lives. 1If this
iz not known
ent.er the code
for the district
in which the
beneficlary lives,
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l Occupsation l K72 I

The 'Sex Codes' are:
tor Male
i Female

AND THAT'S ALL THERE IS TO IT! ... SIMPLE REALLY ISN'T IT!
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GRANT

OR

DECLINE

120p/32W
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GRANTING (OR DECLINING) THE BENEFIT

We have now locked at all the skills needed to enable you to complete the
final step — that is granting or declining the benefit. what do these
terms mean?

GRANTING — This means that the applicant has been accepted as
qualifying for a benefit — D.P.B. or E.M.A. ~ and
we are now to pay her the benefit to which she is entitled.

DECLINING - In these cases the applicant has NOT been accepted as
qgqualifying for a benefit. We do not therefore pay her
any money.

We will lock at declined actions a little later on in the handbook.
GRANTING

In the next few pages we will put together all the skills earlier and end
up with a completed action from the time the application was lodged in
the offlce to the first payment of benefit made to the beneficiary and
ensuring that she receives continuing payments.

Right the, let’s briefly summarise what we have got so far! On the next
page is a model showing all the papers required on the file in order to

grant the beneflt. Remember! we covered all these polnts earlier — the

flow chart sets out the simple terms the steps required.
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1s
appliicant

AR L Gpuria te

fur yrant

Is Cuse

entitled
j2=]

staz;EOrz
D.P.B.T

Qrant/Decline
Flowchart

Yas

of EMA?

Covaldube foras

DG/ I0/WE2

DPB 12 o

DECLINE application

Yes

¥

25
application
been investigat
and Home Visit

Investigate and
arrange for Interviewing
Qfficer %o coamplete H.V,

completed?

Y

S

Yes

i .

Compplete top part of form DPB/IB/WE 2 {or
from SWS7 for EMA} using information from forme

DPFB 1, DPB 4 and DPE 5.

Establishment entitlement date. {and enter on

form SW5S7 if EMA}’

boas
. appiicant Ho
have chargeable e
income?
Yizs A
Assess chargeable income and income deduction
and epnter on form DPB/IE/WB 2. {or form SWS?
for EMA}
v
T e
h 4
- Allocate a repewal code {and enter on fom
DPB/1B/WB 2 1{ PR}
A
Assess rate of benefit payable by compleling
“Computation® Section on form DPB/IB/WB 2 {for
ersseusment® section on form SW57 if EMA)
N
Complete “Decizicon® panel on form DPB/IB/WE 2
{or “Authority* section on form SWS7 1f EMA)
h 4
Calculate due date of first computer payment (and
enter this and continuing fortnightly rate on
form DPB/IS/wWH 2 if DPHE).
Are there -
any arrears No
payable? rg
Yes W
1
Assess arrears and complete form SWH5 (8}
h P
-

Complete form DPB 12 to establish & master
record and Jrrange gONntinuling payment
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The Completed D.PB. 2

7 . —
DPBHB/WEZ
CERTIFICATE OF DISPOSAL OF APPLICATION
Applicition recerved: b WE-TU
Damestic... Parposer.. smen Lo (b0 04 ! @037
Full name...... Farranly Nt 'I_u?rm
255 GBI SAAG o K08 CIL A ... 3l i cote
V7 S o R - years by 8/C Date of Birth a?-?.fyf‘b :{fé‘:’u';l;»m ; ”;:::l?f I Lab:-':::mb'
Reswenice ... P F vears by Bt (htd) |poorcw | oSS,
HushandsWare .. Shirm.. Eoward . . Mkl i, [SPRARE Frfb.
address .23, Dpincakeclaas.... . Kabiraacmnk, ! :
sorsiea AT 1085, Deawisepiproce {287 pe : I —
Benefit No. nin Raie S, LT !
. Maintenance
Defendant’s name: ﬂ!ﬂ‘
Date and place of order: njé
Non-chargeabie [ncome Amels
F & - Ko IR 2560 A
Chargabie Income APPL. Spowie
ALl Income Asrstmm | Computstion
G N Becllifate T2
Section 66 N | Pl STy A
B YT A -
Exeamytion . TS - /o 1 -2 - T
Excen imcome . !Efl Hun::d;(lsl R X
A i Ml sllowamse - —-’—‘IL
Total il inoeme Bonetit wd o ng £7-25
Owerlapping ain benefltat § PW.IOM revsinsed vesssssacd vonnranns o | Prepared by ... AT S
eoedorsssosaeeoes ArUAL S plus ding debt (i 307} Sovmrerormenen | Chick bY ....& Dedlbren...
Interim Favment Order oG Deelsion . Check List
g ! Tummo1 omowe | amew | ol panediiofued: sl AT swa
- I ey s 8.0 OLET DEE 2
~ .@?/ T s T X NOUS ool e
L te.. 8% 4880 | Apa Rep. .. ol e o
T T 377160 pad sk, AL ). pria Rer
bl PO e O ..‘(#./".}CC" A L T Y P
Fayee L 0. Gt g B2
Address: if_}-u N ! ! COWL vviimmnns croiins n
serat v, | s @ Lot Alom bl o..........| Nenke Ot
Account Numbes hefdm: :ernm»-.-..,..
Dlrioil 3 5o siTFL]O! : e
'Paml : \ A i Periies reaket thaues sro e
Pomerode 177 00p7 ws o e eSS -
P [
S00%E, —20,D00/1/86MK e ) Fae. ,2,

In this case arrzars are payable.Show the assessment on
the DPB 2 like this......

the
Basic Amount
Accom Ben
Due

reverse of

$357.20 pfn
$ 40.00 pfn
$3297.20 pfn

DD 20.1.87 - 20.,1.87 - 27.1.87

DD 3.2.87
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ACCOMMODATION BENEFIT

when we tock Farrah's application we also took an application for
Accommodation Benefit. A senlor officer will declde when the payments of
Accommodation Benefilt will commence and in Farrah's case 1t 1s LIKRLY
that the waiting period of 4 weeks would be waived. We can therefore
grant the Accommodation Benefit at the same time as the D.P.C. To grant
Accommodation Beneflt complete this form.

‘ s, 120

[CERTIFICATE OF DISPOSAL — ACCOMMODATION BENEFIT
...... .:D..e%.. Benetit/Pension No H‘}O"OEQI

Sumame NMF'F: First name ﬁﬂQ{ZQ;—\
ACCOMMODATION COSTS Enttlsmant
Rant/Quigoirgr-on-heme . IS H0- OO ]
Board .. . .. Is ] $ 20.0C
Cash assets .. .. [s i ]
{ncoma
Earnings .. .. $
Less child care costs ., L J—— 13 M= I
Assessed income {Assats) .. I $ AL |
Other income ‘- .. ]s P N I
Total income .. . $
Less fncome exemption . $
Daduct chargealsie Income
{Complete Dollars} 3
Accommodation bensfit payable s 20,00 _
{rounded off next complete 50¢ aboval
Ai.rﬂ'ooduuon
29,12
nsgo OO s week from ., 20 01 8‘7 to ?9 ?,87
Loy
Mcomending Officar SNy S, Authorising Ofﬁce@&\m
29 fm 7 29.fo1 /87
SW.54 ., creeene  InPUL fO0 - \.. Applicanz Register
10 D.P.CovvnnnTa ) advised cleared
Interim Payrnent Order
Lisst Code Appt. Code Paymant Code ,,--"Dﬁt-!” A?ipunt _Aerisl No.
™ & LA =~ L~
P 46'1 ¥ v . r.?s\ Sl
/ é Wt ! /
’r
Payse
Address ’
012461.22,000 040W 483 MK Fill oinseriarsesrssssssssssonanss

Payment of the arrears are included with the assessment of the D.P.B.
See preceding page
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In Farrah's case it will be necessary to complete two
form SW 55's- one for the payment due 20.1.87 which
covers the period 20.1.87 to 27.1.87 - and is payable now.
And one for the payment due 3.2.87.

The two forms are completed,like thiSe.seescsosnscons

DIRECT CREDIT — PAYMENT REQUEST

Chri Canln vtk Wiyt by Maintee ¢

B0 LLIoeId []  weTen

O rmi

FR e weF e T T T T

tn-numa-n

A ] Mgty

G RECI BP0 CELGRIT CD |

Mé_@dbb[( 2167 QLQ%O 29 17

Craahna By

DO3-2.89

CIRECT CREDIT — PAYMENT REQUEST

Tnglal Tyl vy Mhummier

‘ S hlollleBlolta [ _Ware

Eelale /AR TNlelele] T 1 11T 11 11 ]

ent Aot Drtasdy
L L At F—

Ol2]olel3 5 [oTTIFIF FiE ﬁw [«E’m
ﬂw_ég‘/_a&Lé_ }_3;._.-1-[1 M“%LM? 3}"7’7-

pav tection tem

Remember what we said about deadlines.In Farrah's case we are
actioning the grant on 29.1.87 - the next deadline is on 4.2.87
apd affects payment due 17.2.87.
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COMPLETION OF INPUT FORMS FOR E.M.A. GRANTS

These do not vary greatly from the inputs for a grant of D.P.B. The
S.W.55's are completed in the same way with the following exception: -

The class code is 613

Form D.P.B. 12 is also similar but has the following differences:

Class Code - becomes 613

Entitlement Code — becomes 05

Liable Parent Suffix — becomes 0

Use code AZ]l to add Accommodation Element detalls

The liable parent section of the form is left blank with the exception of
the suffix (0}.
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GRANTING THE BENEFIT

As a final check use the list below - tick each action as it is completed.

(1) Application register and index noted. Cross referenced in defacto
unions.

{2} BAccommodatlon beneflt entered in register.

{3) Employment details (1if any) confirmed.

(4) Spouse interview completed (where appropriate)
(5) Birth Certificate on file.

{6) Marriage Certificate {(where necessary) on file.
(7) Residence confirmed.

(8) Previous papers obtained.

(9) <¢hilds birth detalls (Form F.B.9} on flle.

(10) Name and Address of scolicitor on file (E.M.A. Cases)
{11) Liable Parent confirmed.

{12) outgoings confirmed (where paid by spouse).

(13) Appointment with Marriage Guidance arranged/not required.
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NOTE:

Accommodation Benefit

Reference:

- Part C Supp Services Manual

- C.M. 1981/79

- Section 61K Social Securlty

Act

Prior t£o Octcber 1981
this benefit was called
ADDITIONAL BENEFIYT
Therefore some forms and
file notes et¢ may still
show the old name.

1. PURPOSE
To assist with accommodation costs where beneficliarles
income and cash assets are limited.

2. WHAT DATE IS IT GRANTED FROM?

A. New Benefits {i) with dependent children
After benefit has been
. current for four weeks.

If HARDSHIP EXISTS refer to

Senior Officer. The 4 or 6 week

walting period may be walved. (ii) No dependent chilidren
After benefit has been
current for six weeks.

B. Existing Beneflts

Date of eliglbility or on the first day of the four weekly pay
period in which the applicatlion is recelved whichever 1s the
later.

Amount of benefit next page.
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Accommodation Benefit {continued)

3. AMOUNT

The maximum accommodation benefit payable is $40.00 per week.

Note: The rate is subject to change — please check

4. HOW TC ASSESS THIS AMOUNT PAYABLE
(See example over page}.

It is 2/3 of the amount by which accommodation costs exceed these
figures.

A, $30.00 p.w. If pays rent or outgoings on own home.
B. $35.00 p.w. No dependent chlldren paying board.
C. $58.00 p.w. Dependent children and pays board.

Note: Rates are subject to change

5. EFFECT OF INCOME AND ASSETS

A. Assets For each $100.00 of cash assets $1.00 is treated as
chargeable income

1.e. added to

B. Income (1) Dependent chlldren: Disregard first $12.00
of income
(11) No Dependent children: Disregard first $8.00 of
income

Each $1.00 of any remaining income reduces the
accommodation by $1.00 - see assessment next page.

Note: If child care costs lncurred due to
employment. Up to $20.060 p.w. may be
deducted from earnings chargeable as income.

See next page for procedures.




Accommodation Benefit (Continued)

PROCEDURE

A. Application lodged on Form S.W. 228 — ENSURE - REGISTERED and
NUMBER ALLOTTED.

B. Rent, and outgoings must be verified. Try to sight rent book
or receipts at office. oOnly verify board if amount declared
appears excesslive.

¢. oOnly verify assets or income 1f maximum rate is to be
effected.

D. 1If earning - Child care costs? If so verlfy.

E. Complete S.W. 225 - Example next page.

F. Complete S.W. 272 - HOl request on S.W. 272 is preferable.
B. 60 ~ $ weekly amount of accommodation
benefit followed by NIL.

Check rate — lnclude 2 weekly rate of

accommodation benefit.

i

G. 1Issue grant letter to beneficlary (S.w. 237}.

H. Don't forget — graded officer to clear application register.

ACCOMMODATTION BENEFIT DECLINED

1. Ensure notification gives reason for decline, and includes
review rights. and if relevant income assessments shown.

2. Complete action sheet and clear regilster.

FINALLY (Important}
1. If at any time you come across
a case where it appears there
may be entitlement to
accommodation benefit. An
application MUST BE INVITED
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Assessing Applications {continued)

CERTIFICATE OF ENTITLEMENT

Reference: CM 1981/67

1. These must be issued with every new qgrant.

2, Attach to the grant letter.

3. The certificate is in card form and is numbered S.W. 376.

4. The certificate entitles beneficiaries to:

- Reduced Doctors fees,
(termed higher rate of medical benefit}.

5. Show explry date,

6. The S.W. 376 is a dual purpose form - For Domestic Purposes and EMA
benefits the front of the certificate must say:

THE HOLDER IS EXEMPTED FRCM THE CHARGE PFOR
PRESCRIPTIONS AND IS ENTITLED TO THE HIGHER RATE OF
MEDICAL BENEFIT.™

7. NOTE: If payment is made to an agent the certificate must be issued
direct to beneficlary.

* & & *x k¥ & & & & &
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Accommodation Beneflt (continued)

APPLICATION FOR ACCOMMODATION BENEFIT

. 1
’ Department of Social Waifare SW. 228
- . . For Office Use Oniy
Application for Accommodation Benefit .
Under Section 6 1E of the Social Security Act 1964 AppIn No. msirerssssenses
{to be [odged at nearest office of Department of Social Welfare) T

This application muay be compieted by either husband or wife for a married couple

Class of benefit or pension Benefit/Pension No.
Full name

Plexse print Surname First Namnels)
Wife/husband

Please print Surnarne First Name{s}
AAIRSS .......coetcrereierens i sisscss b vmssassemaensssensssosmestsssse s eseans Benefit/Pension No.

Phone N&. .venererciiiessns

Have yvou a dependent child or chiidren? Yes/No

Income Received During the Last 12 Months
tf this application is completed at the same time as an applicetion for a Social Security Benefit, War Pension

or for the inclusion of a dependent spouse in National Superannuation, the income panel need notbe cofmpleted.
If you have no income, except a Social Security Benefit, National Superannuation or War Pension, write

“Nil” in the total panel, Please produce evidence of your total income received,

Applicant . Wife/Husband

1. Gross salary, wages, supecannuation, income from business .. - wl$ $

' .
2. Amount received from boardert {including children over 16 years}
' rrrsannssteimies DONOETE 8L $ oo ¥ WREK

T— YT, 1Y S rrteeer e @ WEEK - - -8 $

3. Aliowances fiom relatives or others {include fres board and lodgings} ~... - | $ %
4, Gross rent you recsive from property or rooms let. [f you sublet the property,

state weekly rental paid by You $.veeneene w I property awned by you

state annual outgoings §.....uccesnene. {£.5. Mortgage interest, rates, insurances,

repairs} . - e - . e w] ¥ s
5. Interest or dividends from bank sccounts, P.0O.5.8. accoursts, shares, debentures,

Bands, mortgages, ioant, atc, wl$ $
6, Monwy received from any other source such ss maintenance, annuity, Maori rents,

lodge, compensation, retiring allowance, etc, wl$ 3

Total income wl$ $

Names and addresses of employers or other persons frpm whom above income received.
Item
[tem

LU . . ) .

ot

Do vou or your wife/husband anticipate receiving any income in the next twelve months? If S0, give details:
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Accommodation Benefit Contlnued

REVERSE OF APPLICATION KFORM

Assets at Date of Application

.This box must be filled in. If you do not have any assets, write NIL in the total.
Remember to bring your bank books, share certificates, etc., to the office.

Applicant Wife/Husband

Land and buildings other than my house .. - . -

Money lcaned to other persons or organisations ..

Bank accounts and P.Q.5.B. accounts . - . -
Banus bonds, shares, debentures, government stock .. - " .
Any other assets . - - . - . .

Total Assets

Accommodation Costs
Only fill in one section below

{a} RENT Amount paid weekly. Please bring Rent Book with you. If
sharing, state your share of the rentzl only and the full $
names of the other people.

Landlard’s NBME: ciioii e ercvmrcsva e raresvssssrsesanessnvsssnassns
Address: .o
............... Phone NO. wcccciccivacnns
{b} BOARD Amount paid weekly for yourself, spouse, and depend_ents. P
{Show name and address of person to whom board paid.)
Name:..... eebenn e mneebeereevaeeerrerrrnmrrreeneerenasreevnanenen

(¢} QUTGOINGS ON PROPERTY OWNED For 1, 2, and 3 show most
recent payment during the last 12 months and the period the
payment covered. For 4 show total paid during last 12

months. Please produce receipts for all outings. -
Arnount Periedd Covered

1. Mortgage payments {interest and principall..

2. House insurance {not furniture and contents insurance)

3. Rates (less rebate} during last 12 months .. - .

o (th |8 | A

4. Repairs and maintenance during the last 12 months -

Child Care Costs
If you are a solo parent on Widows Benefit or Domestic Purposes Benefit and in employment, are you
paying for child care while in such employment?
. Yes/No
If “yes" state {a) Weekly amount paid: $...cceicciciinnecccrninns
{b} Full name and address of person or organisation providing this service:

Declaration

I say that the statements and answers in this Application Form, and in any form compieted along with it
for the same benefit are to the best of my knowledge, the truth, and that I have not omitted anything which
would affect my eligibility for an Accommeodation Benefit or the rate of that benefit | am to be paid. | realise
that | must advise the Department immadiately of any change in my circumstances such as change of address,
employment, or other income received as such as change could affect payment of Accommodation Benefit.

/ / . SigNature! . o eeenrere e
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Accommodation Benefit continued
ASSESSMENT FORM

SW. 129

CERTIFICATE OF DISPOSAL — ACCOMMODATION BENEFIT

. Benefit/Pension No .

Surname First narne
ACCOMMODATION COSTS Entitlement
Rent/Outgoings on home .. 3 1
Board . .. . $ $
Cash assets - . $
Income
Earnings . . .- $
Less child care costs | S l $
Assessed income (Assets) - [s
Other income ‘e .. $ j
Total income .. . $
Less income exemption .. -
" Deduct chargeable income
i {Complete Dollars} s
Accommodation benefit payable $
trounded off naxt complete 50c above)
Authorisation
Grant to

Renew®t $ i @ week from

Recommending Officer -~ Authorising Officer ..
SW.54 .., input form Applicant Register :
Interim Payment Order
Clags Code Appt, Code Payment Code Date Due Amount Serisl No,

L | $
L | $

Payee

Address

IIT4H=6,000pa50// DMK File o ovrecerameme e,
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Assessing Applictions (continued)

Declining an Application

1. Most benefits applications are granted — i.e.: meet the
qualifications
and are, thus,
paid the benefit.

2. An application 1s decllned where one or more of the statutory
qualifications {see page 4} are not fulfilled or if applicants income
does not permit payment of a reduced benefit.

Thils latter situation is the most common reason for refusing or
declining the application.

3. The decision to decliine will be given by a Senior oOfficer. Your job
will then be to:

A. Complete DPB 2 ~ show reason for decline.

B. Complete input form - DPB 13

C. Prepare S.W. 6B for H.0. index.

D. Notification

E. Refer file for: (1) Register clearance.
(ii) Local index noting.

POINTS TO NOTE

Income:

1. If benefit declined on account of income — that income
tgken into account must be verified, and the assessment
shown to beneficiary in writing.

2. Decline letters always to include:

— Reason for decline - quote
relevant section of Act.

— Review rights.
3. Reason - If you can't find the statutory authority
for the refusal of payment — reconsider the
decision to decline.

Withdrawal:

4. If applicant wishes to withdraw her application - this
should be obtained in writing.

-140~-



Special Types of Applicants

We are likely to receive applications from people who are not solo
parents caring for dependent children. These generally fall into the
following classes:

“WOMAN ALONE"
“CARING FOR THE AGED AND INFIRM"

Cases such as the spouse of a prisoner or spouse of a Mental Hospital
patient are exactly the same as a solc parent. In these clrcumstances
follow the procedures for applications recelved from solo parents.

Let’s now look more closely at the other two classes.
1. WOMAN ALONE (Section 27¢ of the Act, Part D, D.P.B. Manual)

The first and perhaps most important qualification to enable a person to
receilve benefit as a ‘woman alone’ 1s that she must be aged 50 years or
more.

Other qualifications are:-.

That she has had the care and control of one or more children for at
least 15 years and ceased to have control of such children after she
attained age 58°

or either her, or her husband, being ordinarily resident in N.Z. at the
qualifying date had resided in N.Z. for more than 5 years.

Once again an individual who applies for benefit as a result of somethilng
that occurred prior to arrival in N.Z. will never qualify for benefit
under Section 27cC.

The majority of cases you will come across will be those where a Domestic
Purposes beneficiary’s last child leaves school. Provided she has
reached the age of 50 and has cared for the child for 15 years or more,
her benefit can be continued as a woman alone. It should not be
overlooked that where a 'woman alone' has a right to malntenance (e.q.
from her husband) she should be iInstructed to seek an order.

Procedures
As mentloned earlier the majority of cases will where the last child
ceases to be dependent. In the event of a new application the procedures

are the same for solo parent grants except of course that there 1ls no
child supplement payment.
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2. DOMESTIC PURPOSES BENSFIT FOR CARE AT HOME OF
SICK OR INFIRM {Section 27G, Part E, D.P.B. Manual)

In this class of benefit the Department pays a Domestlc Purposes Benefit
to a person who stays at home to provide full tlme care and attention to
a sick or infirm person. The reason for this is that it is cheaper to
pay D.P.B. than it is to keep the sick or inflrm person in hospital. For
this reason one of the major qualifications for payment is that unless
the applicant was providing full time care the patient would have to be
admitted to hospltal. This fact is to be plainly stated on the medical
certificate. If it is not then enquiry must be made through the Doctor
to ensure that admission to hospital would be immediately necessary
should the applicant not be providing the care.

There is discretion within section 27G for the patient to be examined by
a doctor nominated by the Department if there is any doubt. Your senlor
will decide if there is any need for thls to be done.

To qualify under this section the applicant must have obtained age 16 and
be ordinarily resident in New Zealand.

N.B.: It is to be noted that the spouse of the person receiving

the care is specifically excluded from recelving this type

of benefit.
Procedures
Unlike 'woman alone' cases it will be necessary to take application from
applicants where they are required at home to care for the sick and
infirm.

on the following pages we will look at the procedures to be followed.
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Verifying Births and Marriages

Reference: Part O Four Weekly

Manual

Introduction

1. Marriage must be verified prior to benefit grant.

2. Birth must also be verified prior to grant if it is a factor in
qualification (i.e. no dependent children cases}.

3. Birth verification in other cases is required so to link the names
with the marriage certificate. 1In some instances this may be
followed up after grant.

4, Verlfication Procedure
A. Ask beneficiary to produce certificates {s/he must make all

possible efforts to do so).
*Photocopy or extract details on 5.W. 2A or S.W. 2B {graded
officer to check).
*Certify — copy of original.
B. If does not have certificates and born or married in N.Z. issue:
~ Form S.W. 2A {(Birth) In singular, note file
-~ S.W. 2B (Marriage) of date of issue.
To local registrar of births where born. S.W. 2B goes direct to
Registrar General.

6. If local Registrar of births has no trace he will issue the form to
the Reglistrar General of Births.

7. If the Reglstrar General has no trace of the birth then we have to
rely on verification by secondary evidence.

Note: Only issue forms to the Registrar if there is no other

alternative. BEvery effort must be made to verify by other means.

see next page
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Birth, Marriage verification {Continued}

WHAT IS THIS SECONDARY EVIDENCE OF BIRTH?

It is other documentation or evldence
that may be able to show the date of beneficiary's birth.

See list page 81 and paragraph 011 four
weekly manual.

NOTE: Wwhen verifying birth from secondary evldence
as many sources as possible must be
used to establish the event.

A Senior Officers approval 1s required
for the acceptability of this evldence.

ALSC NOTE

Marriagqe cannot be proved by secondary evidence see para 050 four
weekly manual — But L1f Maocri custom marriage para. 051 refers.

Name discrepancies — Birth or marrlage certificate details or names on
application forms - if identity obvious don‘t
worry. but watch for any definite aliases -
these must be recorded on index. (S.w. 81 if
necessary)}

MAORI BIRTHS:

Some prior to 1335 are not reglistered. If Maori
applicant cannot produce birth certificate HAVE FORM S.W. 225
COMPLETED AT THE INTERVIEW - Should normal verification fail this
saves time in the long run. (Paras 031 -~ 36 4 Wkly Manual refer.)

continued next page.

-144-



Verification of Birth continued.

Sources for Secondary Evidence 1f Birth Certificate not Avatlable

1. Baptismal Certificate or Confirmation Certiflcate.

2. Family Bible.

3. Family Tree or Pedlqree chart.

4. Pukapuka Whakapapa {(Maori family tree).

5. Marriage certificate.

6. Spouses death certlficate.

1. Registration of child’s birth.

8. school Records. Ask for years attended, headmaster’'s name or
prominent teacher's name. Send enquliry to Educatlon Board not the
Educatlon Department. Enguirlies for Maorl school records prior to
February 1969 should go to Regional Superintendent, Department of
Bducation, Private Bag, Newmarket, Auckland.

9. Passport.

10. Travel Documents —- often lissued to refugees at the end of the Second
world War.

11. Naturalisation Papers.

12. Seaman's discharge certificate.

13. Passenger tilckets.

14. Personal keepsakes e.g. Newspaper c¢lipplings, Birthday book etc.
15. Wwar Service Records - Army. Navy, Air Force.

16. Lodge Records.

17. Life Insurance — obtaln Policy number if possible.

18. Employers - Apprenticeshlip Records.

19. Union Records.

20. Hospital Records — age of admission.

21. As a last resort, appearance. 1In this case applicant is to be seen by
a senlor offlcer.
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letter Writing

A HIGH STANDARD COF LETTER WRITING IS KSSENTIAL AS THIS FORM OF PUBLIC

CONTACT IS OUR MOST FREQUENT

THE FORMAT OF YOUR LETTER

Never delay replies — 1f unable to
reply in full issue an Iinterim reply.

ALL letters must be answered in interim
form or fully within two weeks of their

recelipt.

Typed form .. hand written
letters only acceptable 1n
exceptional circumstances.

The writers name must be
typed under the siqnature.

Always show the contact
person in the top right hand
corner.

Departmental letter heads
must always be used.

Never quote Manual references
these are meaningless to the
public but if declining a
benefit or refusing other
provisions always quote the
relevant statutory authority
(section of the Act} and
explain 1t if necessary.

Always show the benefit
reference,

Some letters require
inclusion of REVIEW
PROVISIONS.

A COPY OF ALL LETTERS MUST BE
PLACED ON THE FILE.

Letters OVERSEAS must be sent airmail.

(i1) ALL letters must be signed by persons graded 007.102 or

above.
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The date on the letter must be the day of posting.

More techniques next page



Letter Writing {continued)

HOW TO WRITE A GOOD LETTRR

1. ALWAYS be POLITE — even if you are answering a discourteous letter.
2. The OPENING REMARKS should indicate why you are writing the letter.
3. Keep 1t BRIBF - but ensure you will be understood.

4. set it out in LOGICAL SBQUENCE — long poorly set out letters will
possibly be ignored.

5. Use PLAIN LANGUAGE — It is a mistake to think that big words show a
better education.

WHY SAY THIS: WHEN YOU COULD HAVE SAID THIS:
*I am indebted for your communication "Thank you for letting me know
in which you advised me of your that you are starting work...”

contemplation to be engaged in
remunerative employment..."

ONE _TEST IS:

WOULD YOU LIKE TO RECEIVE THE LETTER YOU HAVE WRITTEN?

THESE WILL ASSIST IN IMPROVING YOUR_LETTER WRITING SKILLS:

I. LETTRR BXAMPLES in this handbook indicate the general style to be
followed.

2. Books avallable from your library at Head Office: (Just send a note to
the library to make your request):

The books ln order of usefulness are:

Classification No.

A. BBTTER BUSINESS LETTERS

2nd edition Reld & Silleck 658,435
B. A GUIDE TC THE WRITING OF BUSINESS
- LETTERS. Bacle 651.75BR1
3. State Services training publications on correspondence.

what to avoid - see next page.
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Letter Writing (continued}

WATCH THE LANGUAGE YOU USE

1. ARE YOU BEING UNDERSTCQOD?

Avoid Use Avoid
approximately - about endeavour
frequently - often ascertain
sufficient - enough neqgligible
peruse - read numercus
communicate - write dispatch
resldence - house, home institute
therefore advise

this office - let me know.

2. AVOID STOCK PHRASES:

in the near future

at the present time

glve your consideration to
please do not hesitate to
costs the sum of

until such time as

at your early convenlence

at this moment 1in time

come to a decision

for an amount of

in the event of

regret exceedingly to advise
we find ourselves in complete agreement with

3. MEANINGLESS EXPRESSIONS:

Use

try

find out
small, slight
many

send

begin

soon
now

consider
please

costs

until

soon

now

decide

for

if

sorry to say
we agree

These are just empty words and add nothing to your letter -

- as a matter of fact

— it has come to my attention

— wlll have our earliest attention

— for your information I might explain
~ this is to inform you

- let me say in reply

- May I say also

I wish to advise

4. NEVER USE OFFICE JARGON — WRITE ENGLISH NOT "GOVERNMENT DEPARTMENT

ENGLISH"

see next page for 1lllustrations
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Letter Writing (continued)

Be polite dont upset the reader

THESE ArE THE
TNMSTRUCTIONS AND THEBE
ARE THE INSTRUTIONS O
How To READ THE

’_;ﬁﬂﬁﬂWﬂZomtff JH

Keep the letter brief - but ensure the message 1s clear
Bad letters are always longer than good ones.

continued
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Letter Writing {(continued)

h !

2 N ' '

=S S susuminac

- ECHAMTEQ‘ ST ITUDLS
4 L exarTans D INLARK

Z ALY AND INCINCATED |

“,  LONGITUDIN ALY &

LY

’n, ~
4 ",h Ly A VY \\‘(‘\ 4

Blg Words don't impress anyone.

LOok CLEOFPATRA,
WHATS WITH THE
HIEROGLYPHICS \L

Be fair on others, and save time ... Take special care to ensure the typist
can easily ready your draft.
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Letter Writing {continued)

PRE PRINTED LETTERS

Typed letters are preferable, but in
case of urgency these forms are avallable

for use:

Form S.W.

Form S.W.

Form S.W.

Form S.W.

34A

34B

34D

82

— Interim reply.

Requesting early reply to a letter.

~ Letfer form.

~ Request for additional information.

when using these forms ensure:

1

1

with the date.

Slgnature is clear.

Handwriting is not only legible but very neat.

You print in the name and address panel.

Full office address and telephone number shown.

Contact persons name shown.

You DATE it and put a COPY on the file also
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How to Charge Earnings

INTRODUCTION

CHARGING EARNINGS AT GRANT
A. Earnings to continue

B. Earnings temporary
BARNINGS CEASE

CHARGING ERRNINGS

— differing situations
EXAMPLE OF AN EARNINGS REVIEW

CHECK LIST
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How to Charge ERarnings

wWhen we talk of earnings we mean the likes

type of employment.

of course earnings are

included as lncome. Remember

1. TINTRODUCTION
References:
081-94 - Four Weekly Manual
D.7.17.23 - Income & Property

that if lncome exceeds $2600.00 p.a.
{(without children) or $3120.00 pa
{with children) benefit payments

will be affected.

Manual

Part S = Income
Manual

& Property

of wages and salary from some

Adjusting the earnings with the maximum benefit payable is usually termed

bringing the earnings to charge.

2. CHARGING RARNINGS AT THE TIME OF GRANT OF BENEFIT

Usually no problems 1f earnings are to continue ...

Here is a common example:

Applicant earns a static $70.00 p.w. and intends to
continue working.

$70.00 x 52% weeks - $3640.00.
annual earnings income.

This amount is the proposed
The amount then forms part of the

chargeable income and benetit assessment would start off

like this:
Solo parent with children

Barnings: $3640.
Other Chargeable Income
(say) 15,
3655.
Less Income Exemption 3120,
Bxcess Income 535.
Deduction 160,
Benefit Payable 9287
Less deduction on
account excess Income 160.
benefit payable $9126.

00

00
00
00
00
50

.20

50

pa

pa
pa
pa

woman ARlone or Caring for Sick and
Infirm

pa -
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$3640.00

15.00

3653,00
2600.00
14055.00
316.50
6820 .32

316.60
$6503.82

pa
pa

pa
pa

pa



charging earnings (continued)

N.B.: 1. This is termed rating or prospectively charging the earnings
i.e. charging them at the current rate.

2. Watch where employed for only part of the year e.g. part—time
teachers — assessment maybe earnings x 40 weeks Instead of
x 52.

continued next page.

2B. What say at qrant earnings are not to continue indefinately

For example applicant may say:

*T am now earning $70.00 p.w. but
intend to cease work when my earnings
and other income reach $3120 p.a.

Providing cessation of employment

is to be permanent and the total

income has not reached $3120.00 p.a.

in the income year the earnings will

not affect her full beneflt entitlement.

If beneficiary changes her mind and continues working she should be given
the option of having earnalngs charged at rate or actual. The senlor
officer who decides will have regard to section Vv, Part G, of the DPB
Manual.

IMPORTANT Before doing anything with earnings it
is important the options are carefully
explained to beneficiary.
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chéfging earnings (continued)

Examples

A summary of examples including other situations llke if

beneficliary commences employment while in receipt of
beneflit is shown on a chart over the page.

3. WHAT IF BENEFICIARY CEASES EMPLOYMENT:

A. Does not intend to return to work:

If earnings have been
prospectively charged at some stage increase benefit from
day after earnings and holiday pay ceased. Disregard
earnings at renewal.

B. Ceases work temporarily:

The above principle applies, but
discuss with senior officer.

B. Earnings have never been charged on a prospective basis:

Benefit must continue with the earnings brought to charge
until renewal.

However

If you are satisfied that
beneficlary will never work agaln e.q. health problems.
Then beneflt may be increased from the day after earnings
and hollday pay ceased, and the earnings disregarded at
renewal.

D. Beneflt has been payment stopped:

Resume from day after
cessatlon of earnings or holiday pay, providing request
within 6 months. (Para G5.13 DPB Manual refers.)

Special Actlon-at Renewal

(Para G5.12 DPB Manual refers.)

A. If total income including earnings less than that charged
benefit to be reviewed and arrears issued.

B. Benefit suspended on account of earnings, but actual earnings

and other income would have permitted continuation of benefit.
Review from previous renewal and issue arrears.
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EXAMPLES OF EARNINGS REVIEWS

Bxamples of charging earnings (continued)

SITUATION

ACTION AVAILABLE

WHAT TO DO AT RENEWAL

Commences employment
but rate of earnings
disqualifies benefit
entitlement.

Suspend benefit

If sti1ll working four
weeks from end of income
Year cancel benefit.

NOTE

. While benefit suspended

these earnings must
never be brought to
charge.

. If beneficiary stops

work before end of
income year and benefit
resumed, earnings of
course are dlsregarded.
If a continuing event
refer to H.0. (consider
charging of the
earnings).

Earnings are spasmodic
and combined with other
income will possibly
exceed lncome exemption
eg seaschal work or
typist works when
required.

It may be- impossible to
rate (prospectively charge)
the earnings and there is
ho option but to bring the
actual earnings to charge
at the next renewal.

This must be explained in
writing to beneficiary. &s
well, emphasise that
although at the outset both
earnings cease, benefit
will continue until the end
of the renewal period at
the reduced rate.

continued next page
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EBxamples of charging earnings (continued)

SITUATION

ACTION AVAILABLE

WHAT TO DO_AT RENEWAL

Commences work say at
$70.00 pw. Employment
to be indefinite and-
earnings not expected
to vary.

Rate (charge prospect
ively) earnings = 20 X
52 = $3640.00. Complete
income assessment and
reduce benefit from
date work commenced or
first available date.
{No overpayment to be
established) but in
instances of
beneficiaries late
notification discuss
with a senior officer.
- Action also could be
left untll renewal.

A. lst Renewal after

commencement of work -
charge prospectlve
earnings.

B, 2¢nd Renewal charge
actual earnings
received in income
year.

See Paras D7 and
D17 income and
property manual,

Commences work at
$70.00 pw but only
intends to earn (after
taking other income
into account) up to the
income exemption of
$3120.00 1n the benefit
year. Work then stops
completely.

A. Benefit may continue
at full rate.

BUT

B. If beneficlary
¢changes her mind and
income exceeds
$3120.00 - two
options (beneficlary
to decide)

1. Charge at rate
or actual.

OR
2. Bring earnings

to charge at the|
next renewal.
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Earnings and other
income should permit
renewal at full rate,

If earnings continue
charge actual earnings
recelved in income year.

Buyt if earnings have
ceased beneficlary has
the disadvantage of
reduced benefit while not
earning.

Continued next page



Examples of charging earnings (continued)

SITUATION ACTICN AVAILABLE WHAT TO DO AT RENEWAL

5. Not in receipt of Investigate entitlement
benefit because earnings|to E.M.A.
disqualify and ceases
work temporarily during
school holldays to care
for children.

NOTE: i. ANY CASES OUTSIDE THE ABOVE CATBGORIES SHOULD BE DISCUSSED
WITH A SENIOR OFFICER. ANY DECISIONS TO ADJUST BRNEFIT
MUST BE ADVANTAGEQUS TO BENEFICIARY PROVIDING OF COURSE IT
IS WITHIN THE SCOPE OF THE LEGISLATION AND DEPARTMENTAL
INSTRUCTION.

2. SOME EXCEPTIONS HAVE BEEN MENTIONED BUT THE BASYC RULE IS
TO CHARGE PROSPECTIVE (RATE) EARNINGS AT THE OUTSET.
{(Although this 1s not mandatory)

FROM SECOND RENEWAL AND THEREAFTER CHARGE THE ACTUAL
EARNINGS RECEIVED.

3. INCOMR EXEMPTION RATES USED ARE THOSE FOR A BENEFICIARY A
CHILD/REN.
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Rarnings {(continued)

5. HERE IS AN EXAMPLE OF WHAT TQ DO TF BENEFICTARY ADVISES THAT SHE IS
STARTING WORK

1. Record details on the file {see next page)
- commencement date '
- Employers name and address. If large organisation -
Tmmediate bosses name.
~ Wage - will it wvary?
-~ Job she will be doing - Particular area of employment
-~ Understanding of how earnings to be charged.
- Remember the chart previous page

Ensure beneficlary not confused. .

2. If beneficiary notifies by letter - you may be able to
get the above information by phone - but Don't DELAY -
record phone conversation on file.

3. Benefit in the example {next page) requires reduction
from the first _available date --—-
therefore

q. S.W. 272 to reduce.

5. Also S.W. 8 must be issued to check the rate of
earnings - If not returned prior to deadline for above
action --- perhaps get details by phone {(explain
position to employer -—— dont become a nulsance with
frequent phohe calls}).

Polnts to note with S.W. 8 Completion:

(1) 1If blg organisation — show beneficiarys
actual Job and what
division employed at.

{i1) The S.¥. 8 is a multi-purpose form - Before
lssue delete questions not required.
(11i) See paras $.35 - 5.38 Income and Property
Manual.
6. Record review on form 5.W. 23 see example next page.
{1) Remember other income like bank Iinterest
must also be brought to charge.
(11) watch if there are child care costs - add_up
to $20.900 pw to the income exemption.

7. Letter to beneficiary
8. Follow up S.W. 8 if necessary.

9. Ssummary - {a) Details on flle

{b) beneficiary understands

{c) s.Ww. 8

{d) s.W. 272

{e) Ss.Ww. 23

(f) Letter
Discuss with Senior Office if late notificatlon received of earnings
commencement. Review wlll depend on beneficiary’'s intentions and
clircumstances.

Examples next page.
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Earnings (continued)

Earnings Checklist

6.

When reviewing benefit on account of earnings ensure the following has
been covered:

1./ Earnings prior to benefit grant disregarded.

2. Other income like BANK INTEREST may have to be added to the earnings

to complete the income assessment.

3. ALTERNATIVES

Explain the charging arrangements available
Ask beneficiary if she

understands the effect

earnings will have on her

benefit both now and at renewal.

4. Notificatlon after the benefit review must be in writing and fully

explain effect on benefit see example previous page.

5. Full or Part time employment. Don't bother to distinquish. We are

only concerned with the rate of the earnlngs.

6. vVerification must always be of GROSS earnings — It is this figure not

the net that must be taken into account.

7. Remember

A. child care costs and employment. Up to $20.00 p.w.

may be added to the income exemption CM 1979/3 refers.

B. Input form. The master records chargeable income
figure and check rate will probably require amendment.
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charging earnings (continued)

EARNINGS

WHEN CHARGING EARNINGS HAVE REGARD
TO0 THE WISHES OF BENEFICIARY.
APPLY THE POLICY {within the law)
THAT WILL ADVANTAGE HER AND NOT
THE POLICY THAT ADMINISTRATIVELY
SUITS YOU.
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“Special Benefit

Reference:
Soclal Security Act Section
61G.
Part J Supp Serv. Manual
If beneficlary is receiving full entitlement to DPB/EMA and accommodation
benefits etc and makes representations for extra money as her income is not

sufficient for essential living expenses. Invite application {(form S.W.

236) for Speclal Benefit.

NCTE: Procedures in Part J Supplementary Services Manual apply - Also
ensure list of commitments has been covered with beneficiary.
Full detalls must be recorded of any unusval commitments. Also

1f HIRE PURCHASE expense find out:

what is 1t for

Balance owlng

Arrears

- Explry

Facility by shop for extension of repayment period.
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OLD SYSTEM

-----



OLD SYSTEM

In 1981 the Government, through the Social Security Amendment Act,
introduced the 'Liable Parent Contribution Scheme’. The scheme came into
effect on 1 APRIL 1981 and, amongst other things., changed the
Paternity/Maintenance requirements relating to Domestic Purposes Benefits
granted ON OR AFTER 1 April, 198l.

These changes are discussed here. In particular, we'll look at the old
requirements which still apply to those pomestic Purposes Benefits
granted BEFORE 1l APRYL, 198l.

But before we go any further let’s review some of the terms you already
encountered, and look at a few new ones ...
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‘PATRRNITY ORDER' - R court order declaring a persdn to be the father of
a child.

‘MAINTENANCE ORDER' -~ A court order directing a person to pay a
periodical sum of money towards the malntenance of a child and/or the
chllds mother. NOTE. Maintenance action in general cannot be taken if
the child is ex—nuptlal and is over six years of age.

Applications for both paternity and maintenance orders are heard in the
Family Court.

‘MAINTENANCE AGREEMENT' - A written agreement acknowledging parenthood of
a child and providing for the payment of a pericdical sum of money -
towards the maintenance of that chilid and (sometimes) the other parent.

Maintenance Agreements must be registered in the Family Court to be
enforceable by the Department.

'DEFENDANT' -~ A person required to pay maintenance - sometimes called a
‘maintenance payor'.

‘APPLICATION FOR VARIATION OF MAINTENANCE ORDER/AGRERMENT' - This is an
application made to the Family Court, for a change in a current
maintenance order or agreement {(e.g. amount payable, frequency etc.).
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DOMESTIC PURPOSES BENEFIT
BEFCRE AND AFTER 1 APRIL, 198l

To qualify for Domestic Purposes Benefit under the legislatlon in effect
BEFCRE 1 April, 1981, an applicant was required:

{1) to have obtained a MAINTENANCE ORDER for themselves and their
children; or

(2} to have entered into and registered a MAINTENANCE AGREEMENT
acceptable to the Department.

All maintenance pavable under the order or aqreement is paid to the
Department as a contrlibution towards the cost of the appllicant’s benefit.

The Social Security Amendment Act, 1980, however, changed this
requirement. As from 1 APRIL, 1981 all that is required to qualify for
D.P.B. is that the applicant is able to identify, in law, the other
parent of his/her child(ren). S/he is no longer required to cobtalin a
maintenance order or agreement.

The new qualification, however., ONLY APPLIES TO THOSE DOMESTIC PURPOSES
BENEFITS GRANTS ON OR AFTER 1 APRIL, 1981. For those D.P.B.'s granted
before 1 April, 1981, the Malntenance requirements still apply. and
enforcement of malntenance orders and agreements 1s still required in
these cases.

There are basically three sltuations where this will be relevant to your
work on D.P.B. Dlvision. These are summarised on the chart on the
followlng page.
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DOMEBSTIC PURPOSES BENEFIT
GRANTED BEFORE 1 APRIL 81

Granted DPB prior to 1 Aapril 1981

as beneficlary met the maintenance

requirements at the time.

DOMBSTIC PURPOSES BENEFIT
GRANTED ON/AFTER 1 APRIL 81

Granted DPB on/after 1 April 1981 as

Liable Parent has been identified

inlaw.

1

BIRTH OF ANOTHER CHILD

If the beneficlary gives

birth to another child she

must:

(a) obtain a maintenance
order: or

(b) enter intc (and register)
a maintenance aqreement
satisfactory to the
department.

If beneficlary falls to comply
with requirements; CONSULT YOUR
SUPEBRVISOR.

1

-

BIRTH OF ANOTHER CHILD

If the beneficlary glves
birth to another child then °*
the Liable Parent must be
identified in law. (See
*Basic Qualification” module.)
Beneficlary must obtain an
acknowledgement of paternity
order UNLBSS the father of the
child has signed the BIRTH
CBRTIFICATE.

If beneficlary fails to comply
with requirements; CONSULT YOQUR
SUPERVISOR.

TREATMENT OF MAINTENANCE

{a) Cash maintenance treated
as a direct deduction.

{b} Outgoings on Home treated
as a direct deduction up
to $26.00 per week.

(See “Explanatory Notes".)

2

TREATMENT OF MAINTENANCE

In both cases malntenance
and rent/outgoings paid by
the other parent are treated
as INCOME.

Note: Where the mailntenance
is rent/outgoings the amount to
be charged as income is:

(a} the amount in excess of
50% of the total outgolngs
or:

the amount lnexcess of that
agreed In the matrimonial
property settlement - (If
Filnalised).

(b}

3 VARIATION OF MAINTENANCE

If defendant makes application
for variation of maintenance
order the beneficlary MUST
defend the application.

VARIATION OF MAINTENANCE

Not relevant to DPB's granted
after 1 April 1981.
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(1)

BXPLANATORY NOTES

TREATMENT OF MAINTENANCE
(BEFORE 1 APRIL, 1981)

In any case where cash maintenance is received by the beneficiary.
it 1s treated as a DIRECT DEDUCTION. If the maintenance is rent or
outgoings, the amount of the direct deduction is limited to $25.00
p’w‘

There are however, some cases where the beneficiary themself is
meeting the cost of some of the outgqoings. 1In such cases, the
assessed amount of outgoings to be applied as a direct deduction is
adjusted accordingly.

For Example:

(2)

(3)

Outgoings paid by husband: $38.00
Assessed charge: 25.00
Less outgoings pald by beneficiary: 13.00
Deduction from benefit: $12.00

Note: The outgoings paid by the beneficiary are deducted from the
deduction assessed on the husbands outgoings and NOT the total
outgolngs themselves.

PAYMENT OF SCHOOL FEES
(BEFORE _AND AFTER 1 APRIL. 1981}

You may also occassionally come across cases where the other parent,
or some person other than the beneflclary, is paying school fees.

These cases are rare and should be REFERRED TO YOUR SUPERVISOR.

EMERGENCY MATINTENANCE ALLOWANCE
(BEFORE 1 APRTL, 1981)

Read paragraphs A1.18 and Al.19 of the D.P.B., Manual.

‘OLD SYSTEM' is a very important area, and one that you'll need to
be famillar with if you're to be effective in your job on D.P.B.
division.

It's important therefore, that you fully understand the procedures
summarised on the chart.
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"MISCELLANEOUS

ACTIONS




MISCELLANEOUS
Change of Rddress

Changes of address are one of the most common miscellaneous actions.
They‘re also one of the most important. If a change of address isn't
actioned IMMEDIATELY, it could result in mail, statements of income and
circumstances and other important documents geoing to an incorrect address.

Look over the Flow Chart on the next page. This summarises all of the
various acticns involved in changing an address.
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Changé of Address Flow Chart

Y. ADVICE RECEIVED
and attached to
file.

2. MNas beneficiary
MOVED {PGIHANER?LY}
to another dastrict?

=

. Has beneficliary
moved from & BOARDING
0 & RENTING
situation of vice

ersa,

ml
. 1s beneficiary
receiving an

ACCOMMODATION
BEWEF) T/FLEMENT?
e,

4

S. Is SALE OF ves
A HOUSE Involved? '
. 4
. Is beneficiary
receiving' a i YES
TELETHONE CONCESSICN?
T, ——

P
7. PREPARE_FOIM
sw

»

8. ADVISE FAMILY
sENEFi¥ bIViZTON

hd

$. ADVISE BENEFICIARY

4

10. FASS 'ro SUPERVISOR
ror CHEC
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Let's look at each of these actions in more detail ...

l 1. ADVICE RECEIVED]

The advice of change of address will usually be received on form SW 12,
like this one here ...

NOTICE OF Cl'rNGE OF ADDRESS W1z
%‘.‘;.‘3.‘;:::::':?2;‘:.&#'"? e || R T e ate
....w SRR . B, = S T = O /O
-—( T DEBCE e oy Fult apma of ficlary/penstoner/ mpsrbnauitant
=, X, rIAET
Plowd prioet .
] [ o[t ] Jtm. o\ s e N oY,
N 3
BerveNl: Numbar Apere. Chack Add.:ﬂ mv‘q‘mom
| A £
Dats moving 1o rew sddress: ....U.....-’..ﬂ ...:..56
Indormathon Dierrket Une for Netional New sddress i permanent/) alete as required)
= Coinchat
' <] Oﬁ NE o fPrevious Addrens Ji’f)_“‘.. &ﬁ?_wﬁ‘:};”
N A,/ *
o metion [y Details of other benefit/pansion racet o
i1 1] r—'-‘&m Qb IS IOTT
e rifacancs et |1 A
| ETETE - S NN )
e T T T T T 1] @w»ww
| Dvs Coe S.W. 34E
. One copy of qu.w‘ F4E must be retzined
Actloned: . on file to d new addres. -

£IS578=2,0000 sl BB INIK

The beneficiary
completes and signs
this portion.
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Or on form SW 81 like this ...

STATEMENT

tFor the purpose of the Social Securty Act (964 or the War Penslons Act 1954}

. 2
£ BenefitfPension ;P
m-“,m ] O1OI0)

L Facrala  whas e

Proal asme It Yl

SO SO =) 3 SR ALY S SR © " TV =4 P TN, o
state that .. B vy mo»’e:/'\ Ao *"Q.

e Y S N P W =SV
Vo 5N S o <, N A

‘4(—.70 OO G o, W

b

XU A AN DN .
A %%C.\F-‘a.
1 r'le-

s
et swaren SN ADE

HOTE: If the sbove statement was ot writs=n by the person making the statement, the ceruficuts bebow is to be completed,

1 undenstand the above statement which has been read tofby me and [ confirm
that i B true,

Cerdficate by officer stiendlng person making the stat
1 certify that

O ”‘:;smsk \\é»@mm wiote the sbove

sutemem himeetfirerself,
of {b) T wrot¢ te above

pplied to me by
mﬁhxnmditbud:to
himher and hefshe appears to undenstand it amd dld conflom that what
ft states b true,

Signature of omcsr...........gm... e
PRER G = 5, DD BRI M K, Desigration of afflcer -T)/O

R T D

~173-




Now assuming that the beneficiary hasn't moved to another district, and
that steps three to six of the Change of Address Flow Chart don’t apply,
the next step is ...

-

7. PREPARE FORM SW 272
{sW 12} '

In all cases, you'll have to amend the address held on the beneficiary’s
computer Master Record.

If the change of address was notified on form SW 12, you can use this
form as an input form to amend the Master Record. However, you'll
probably find (as you can see from the Flow Chart) that. in the majority
of cases, there are other actions generated by the change of address also
requiring changes to the Master Record. For this reason, we've used form
sw 272 to amend the master record. In the Practice and Test Ttems you
should also use form SW 272.

Here's an example of a completed form SW 12 ready for keying into the
computer.

-NOTICE OF CHANGE OF ADDRESS TR

The Dirscior/District Agent
Capartmant of Sockal Wejfare

Llays of Faymant Helerencn Huomiuc

DEE Ho1O3O |

Full name of bcmlthrv!ocmlo««pr«:muuwt

R ‘\MMQ\ -\_mc:.m\“_.
b YK’TQ.QJSfEt

Eana K1 Number Appt, Chack

ololi]olt Jo[Zlef €N

Trelormathons Dhatrict

Code Lhr lor Hatkoagt
clol2] [ | e Pravious Address ..., =
Information Pocisl
Lode Cog Daetally of other banefit/pension r v
cf1f3f {nl7lO]] ER. DM b3St
Custy rntarsnce sumigry if pokile. I
AAKS

‘-fwl [2 ' I't/i !l "/_oturuor
S, ol

SW, ME e, i
One capy of fom sw :IAE enust e retained
oo file 16 record Aew addens.

BISHTD = 000 e DR T K

This is the informatlion to
be keyed.
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Here's an SW 272 completed to change an address.
either form S¥ 12 OR form sw 272.

REMEMBER, you can use

y NOTICE TO AMEND MASTER RECORD T
APDat
DO Crumver: I DIORC
Name: Cacean pAFE Check Initials: .. =0 P ¢
ldent Code DETAJLS OF CHANGES
L.k 1o C‘\Q '\--1‘ - Cori\n ﬁ*vﬁg_ﬁj
NN cj\uﬁoncma
[we2 | | 1L 1 11
R bus e | Qe [woi 577240
Checked By: Dae: 2 77 /3
D.P.C. USE ONLY
Aclion Complete: .
208141 10050 dy/R 10 M.

The rules relating to the completion of form Sw272 for changes of address

are set out on page 26 of the DPB Data Processing Manual.

NOW.
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The next step 1s to ...

Your advice to Family Benefit Division should

8. ADVISE FAMILY BENEFIT DIVISION

MINUTF SHEET

SECUONT Lo s e crrimeiens
Ol - RS- O}
Fnlth‘n:}p@ ’ffOIO'—'C]

Subject

CaoRan_ wdueE

“AA§3?) N

s i e Rk e
ﬁaask‘on “J:}CW2C1%§?J_3CUQ3""_J:K:§C515114§£5_.¥r23" _

I rmﬁ Corth Sireat
CWNew ﬁy[»jﬂﬁogﬁﬁkﬁ

look somethlng like this ...

12.3-R3%

This 1ls done so that Famlily Divison can amend the address held on the

FAMILY BENEFIT Master Record.
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9. ADVISE BENEF

This 1s usually done by using form SW 34 ..

ICIARY

I Swr. 34
DEPARTMENT OF SOCIAL WELFARE ‘:5

DISTRICT CEFICE Privoe

it-

Dear MV‘ ﬂ“m

Wetayg™ - A O

Phowtd ol 019 fofehisein

4
Tl Pt T T

re-girection of mail.

Reference W& 12, [RICBON

Your notification of change of address i3 acknowledged. Plawsrnotetiuttiefint
Hiverwit-ermredoeon

i you' have not already done §o, you shouk srrange with your focal post office for

tlold

M. Cossada

| 3 3 et
ST gLl v
N ;

N L+
NPT T T oA

Yours faithfully,

fak

for Director.

ALY,

BONDSA ~2,000 pact/ T/ MK

If you use form SW 12 as the Input form,
DUPLICATE. The duplicate copy 1s . kept on
Just do one copy.
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file as a record.

Otherwise



10. PASS TO SUPERVISOR FOR CHECKING

Finally, assemble the advice to Family Benefit Division, input form and
SW 34K together, and pass these and the file to your supervisor for

checking.

DON'T FORGET to initial and date the completed actions.
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Transfer of File (Out)

The last few pages showed the basic actlion to take when a beneficiary

changes his/her address.

In Parrah’s case, however, she has alsc moved

from one Soclal Welfare district to ancother.

We will now look at the

action required to transfer her file.

Let's have a look at a flow chart:—

1. ADVICE RECEIVED
and attached 1o
file.

2, Is beneficiary

receiving a YES
TELEPHONE CONCESSTIOU?
nol"'
3. Are there any
REVIEW/M1SCELLANEQUS TES

ACTIONS outstanding?

NO

@

4. COMPLLETE FORM
sW 277 ta change
address on Master
Racerd.

) 4

5. COMPLETE FORM SW 10

6. NOTE FILE TC 60

TO INDEX SCOTION

W

7. Are there any

DEBTS OUTSTANDING?

NO{""

"B. PASS TO SUPERVISOR
TO_THECK

121p/33w

W - =179~

9. MAIL

CANCEL '
COHCESSIoN

COMPLETE
GUTSTANDING
ACTTONS

KOTE FILE
TO DEDT SECTION




As you can see a transfer out action is an extension of a change of

address.
district.

The dlfference 1s that the file has to be sent to another

The transfer out form (SWIO0A) is completed as follows.

NOTE:

TRANSFER OF PERSONAL PAPERS

{Note—Form to be prepared in duplicate_D.P.C. to
recedve ovignal, Not to e used for weekly bemefits,

Thf Directoe,
“..ﬁ.Nw p!:imm@-\ :
Papess are artached m the benefick ¥ Ut now residing i your discet —
D Dastrict Card D Debt Card Current Apgorticaments

5W. 10

Renewal Yt rate: $.. 4. 043%. R 0. nr'e Index noted: .....c_.._<§-

stetse Pyment . [0 2lOG RS 19 E?*'?'&'HS*CP Rt [

(5,83 W A o0

it M\\f\ﬁ\v

Recetring Direcior’s Noting:

Comti a s . '
o I s per per week from w.fuwnifocin ~sublect 1o renewal
[N SR S for Di
at
Application Repl Distriet Card: SW. 11C -
Debt Card: Index noted:
Nu:;mnfms.\#.}nnwrutuﬁMamﬂmahmﬂhhm’-dﬂ-uﬁmﬂn-ﬁm
Use Hock Letters Throughout Maw District Bl Nvamba
IR
Full nmme:
{Allasre 10 e shown om peparaie hrat)

g [
Address: 1 BOS Indtials
Postal

Cod B3
ladent Code Dwtalic of Changer
Dog
Check rate I H
Prepared by: Checked by: —_— 1
D.RC, Acthon Complessd . Hed Oifior Treben Moted FILE
SRibosen ey

As SW 10 1s not used for input purposes for Domestic Purposes
Benefit only complete one copy.
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Transfer of File (In)

In this section we'll look at Transfer Out Actions from a different
perspective -~ that of the receiving office or new district.

You'll no doubt have realised from the Reference Material you've already
read, that there are some differences between the various Four-Weekly
Benefits when it comes to transferring a file between districts. One of
these 1is the use of form sSw 10 or Sw 10A.

Another is the numbering of the benefit. Wwhen transferring a DPB {(or
EMA) file between districts only the district code changes. for example,
if you were transferring a file from Palmerston North {'17') to
Christchurch {'02'), you would have to change the bistrict Code from *17'
to '02°.

Now look over the Flow Chart on the next page. This summarises all the
actions involved in 'Transferring In' a benefit ...

' . faust
Tost whal fhe . - Nc_)on'e e
w by - ! Were rumm
bl Fhs . Mr Fregidon -y
GQM : fests '(oumf er Cfocfc
at Lowgley.
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Transfer In Flow Chart

1. FILE RECEIVED

L 4 | o

2, INDEX HOTED

A 4

3. FILE TO SECTION

"FOR ACTION

4. BHas beneficiary YES CHANGE BANY. ACCOUNT
CHANGED her BANK {See procedure tor Change
ACCOUNT? of Bank Account dctions).

NO"",

5. CHANGE DISTRICT CODE

' .

G. ADVISE BENEFICIARY

A 4

7. PREPARE NEW CERTIFICATE

OF ENTITLEMENT

A 4

8. ADVISE NATIONAL
INDEX ~182~




Let's look at these actions in more details ...

1. FILE RECEIVED; and
2. INDEX NOTED

The peint at which you first get the file to action varies from office to
office. In some offlces, for example, the file will go straight to DPB
Division an you’ll have to note index yourself. Check with your
suprvisor to see what the procedure 1ls in your office.

3. FILE TO SECTION TO ACTION

on receipt of the file, you should complete the “Reauthorisation of
Benefit Panel" on form SW 10 like this ...

Receiving Director's Notings: ‘

7. 1 10 renewal
1 387 ..‘..2@..” 2 B e eoinge PET BN pblerekt oo 3 W W re: :
woion = ¥ i’ﬁna, c..na.mﬁ. Al &l o 42000 ¢ - t‘ﬁwﬁ $o0 O

K LN M . R tor ]
8937 . "mgkm_mgmm

o ) 6 SW, 11C
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Then, assuming that the beneficlary hasn't changed her bank account (STEP
4}, the next action is ...

5. CHANGE DISTRICT CODE

The District Code is changed to that of the New Office using form SW 27
like this ... '

i

: NOTICE TO AMEND MASTER RECORD LW In
. Appuoet

; " DPB. Numver Db QIO |

D eme EARRAN oA E T oo e

! _ ldent Code™™ ~ 77 DETAILS OF CHANGES - - . F N

G 02 12,

P Owe | oew e (wmif 7 81610
L = = 8. W &100"&3 e 14(] 53

A hpae sl Piee

Bk TR S SN Rl
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6. ADVISE BENEFICIARY

The beneficlary is then advised using form sSw lic ...

S.W, 11C
DEPARTMENT OF SOCIAL WELFARE !Q!!!

DISTRICT OFFICE Q;}ak@m&_f\hw{/Hﬂpﬂa e o Srlast

ask for

M C A e

Reference 30%12/0'030 | S

As you are now living in this district the records of your benefit/pension have been
transferred to this office and renumbered as above. All future correspondence should be
addressed to this office and you should quote the new number.

It is essential that you keep this office informed of your correct
postal address.

Yours faithfully,

for ctor.

823550 —600 pads/B/BIZMK
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7. PREPARE NEW CERTIFICATE
OF ENTITLEMENT

B new certificate of entitlement is then prepared. Form SW 11C should be
amended to read "A new certificate of entitlement is enclosed. Please
destroy your existing one."
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Suspension of Benefit

suspending a benefit simply involves stopping any further payments from
being made by the Data Processing Centre. There are a number of reasons
why thils might have to be done. The most common are:

* a request from the beneficlary herself;

* peneficlary’'s whereabouts unknown; or

* late renewal (we’ll look at this in the “Renewals Module™)}.

The procedure for suspending a benefit is summarised in the followling
Flow Chart ...
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S.uspension Flow Chart

1. REQUEST FROM BENEFICIARY
10 SUSPEND DENREFYT: OR

BENEFICYARY 'S WHEREABOUTS
UNENOWN ; 9__}:{_

DTHER REASCONS

1.

v

2. SUBMIT TQ SUPERVISOR
FOR DECISION REGARDING
SUSPENETON

A 4

3. PREPARE FORM SW 23

A 4

4. PREPARE FORM SW 272

i

4

5. PASS TO SUPERVISOR
10 THECK AND 515N

v

6. MOYISE BENLFICIARY
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Let's look at the various steps in the Flow Chart in terms of an.
example. Assume that mall posted to a beneficiary by your office has

been returned unclaimed.

Having decided that the benefit should probably be suspended {STEP 1),
the next step is to submit the case to your supervisor for a decision ...

2. SUBMIT TO SUPERVISOR

Your submission should look something iike this ...

MINUTE SHEET

Subfect Secti o8
. " Fieto, LR [OUOROU..
g’a‘_‘,a\’_\ rIAT . |2

To-

LS-Q'C' —. Comen__ =en vie oeled® A, VA W0
EP-VNEENTIY 2 £ & SRVIEV-L YOy Nty G U |
Mm tAf"\c:.\csuﬂ"\a—Q-
wm T .
*j1£h2£$c&22__LjﬁhL_33g$r&c;) -afEL\e " Aok
___k;cuaaacx_jn:hmJQsiS?xz\’ﬁ

A Mews o *th_"g__._:wm ,SL
SR VOIS o sl Ceanaioe )
_Qc:x:cx__&m}« e adohe .-—SQ\Q

_ A £7
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If the supervisor gives a decision to suspend the benefit, your next

action 1is to ...

3.

Here's a sample completed Sw 23 ...

PREPARE FROM SW 23

CERTIFICATE OF REVIEW

Benefictary’s nama:

A EE

Review required on scoount of

{Fult Firs

Addresy; “(«ln\swm'}’:.xmm-(n"!h,_qto'\bh =

3w, 23

A, P

0.0

22 eeo] [12/05%01 ]
oo\,

LT A - S "'{c&.‘.’.'& A}t‘ﬂo_ .

Yoo (1

‘ Bank Credpt

L00e814:2,000 pocyia 1

AR, "y
ME w . S oy
T INTERIM FAYMENT ORDERS — ordany followiag: .......,................
ELR Dvus Dute Amount g LT R—— 7 — Py Compraation
- A - Ciackag
- { } | ~g ———— et
’ ! 3 -] - QX" s sW, zm:nﬂ&u_
L L s :\i', AT .
C 0"
Addren: / l ~ U Fom A e
- " =
E Dbt oar | v secne e
Serigt it
No. . / —, '— _’ ::'.:t:-m ...........
Payment Order 1 c“lh-h';nh“ Code card ...,
e e O L
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4. PREPARE FORM SW 272

Next form SW 272 1s prepared to suspend the computer master record ...

NOTICE TO AMEND MASTER RECORD $.w 172

. Appor|
30 Brumoes: L2 1 0IQZR.N .
Nar: Eemran .mﬁgkdég%&‘ , émkmmk
1demt Code DETAILS OF CHANGES “ ~N
ez

Cu2. | 04 O%-3 7

e [T

3 sthenueated rvs L e . . Daie . ' 3380C -13 mmlw LLALY

|

The Check Rate Panel
1s left BLANK.

NOTE: the information code “42" must always be used where there is a
change or alteratlon to the rate of payment. The date used is the date
‘from which the decislion takes effect and has nothing to do with the date
from which the change can be made on the computer.
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5. PASS TO SUPERVISOR

You then give the file and compléted forms to your supervisor for
checking and signing.

After this has been done, the beneficiary must be advised.

6. ADVISE BENEFICIARY

This is usually done by way of a typed letter to the beneficiary (except,
of course, where the benefit has been suspended because the beneficiary's
whereabouts are unknown!).

Your supervisor will help you with this if you require assistance.
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Resumption of Benefit

A ‘Resumption Action' 1s the name given to the action taken to RESUME a
suspended benefit.

The procedure for resuming a suspended benefit 1s summarised in the Flow
Chart on the next page. Read through this now.
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Resumptio n Flow Chart

1. ADVICE received
from beneficiary and
attached to file,

v

2. Is reascn for
resunption that
beneficiary has
s topped working?

3. Have beneficiary's
DOMESTIC/FIHANCIAL
CLRCUMSTANCES CHANGED?

VERIFY DATE BENEFICIARY
STOPPED WORXING

INVESTIGATE NEW CIRCUMSTANCES
and REVIEW BENEFIT 11 nacesszzv

. 4 r\J

4. PREPARE FORM SW 23

W

5. PREPARE FORM SW 272

A4

6. Are therc any YES
ARREARS DUE?

'NO

7. PSS TO SUPERVISOR
T0 THECK ARD_SIGN

V.
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Let's look at some of the steps in the Plow Chart more closely using the
example we used in the last section.

l. ADVICE

You'll remember that. in that example., the benefit was suspended because
the beneficlary's whereabouts were unknown. The advice, 1n thils case
then, would loock something like this ...

STATEMENT sw.8t
{For 1he purpose of the Sucial Security Act 1964 or 1he War Pensions Act 1954)

Type of BenefitfPension . 2 - S
Reference b, ... 2‘/0*0301“

L Fosvala L. Nuee

Print mnme b Tl

oo £ Qs CereRTER e Qe

stale that

T e . YN RN S T SN
"mxtnnkﬁa:xngazﬂhM;k::m:$8£23?A "m,..mmmisnw”mem

v

NOTE: If the above statement was na* writt=n by the person making the statement, the certificate below i3 to be compleled.

{ understand the above statement which has been read io/by me and | conlirm
that 1 i Lrue,

Sigr

Cettificate by officer aitending penon making the st : —to be pleted i every case.

o1 cenify that ugp
{2) w7 " wrole the above
Rimett/h

1

or b} 1 weote the above statement from information supplied to me by
and have read N back to

himfher and hefshe apperr lo undentand it and did comfirm thar what
ftostater f1 true.

Sign of officer ot pnii [
FEARID = B OO ST Dexgnation of officer m'éaeg'.ar\m‘\..ﬂkﬂ':\?m-

—195-



As the beneficlary here hasn't been working (see Step 2)., and as her
circumstances are unchanged {see Step 3}, the next step is ...

4. PREPARE FORM SW 23

Porm SW 23 is

DL
amtbbo] |12 Joiozor

CERTIFICATE OF REVIEW

s - FARRAH
Bencficiary’s nume: Nl "iﬂ ok "?lm s
: . 11. 3 -{L_\_
Address: Yoo bt f}t.f- “focth.... 5.4, A Red ﬂ It o
Review required on account of : n

Sl (i A RS
: - =y
OGNS, LA I e KRN e ML e S

Overpayments, debts, or averhapping benefits 1o be adjusted:

Declsion

"o Nosume. DPER_@_ 2287 20 Frow. G- A8 do221247

@ o < QC@mncﬂoﬁgﬁméQfefﬁ ot 3::?0 SCXD 218
pa/ Sy e X e
) ﬂ:w{ ol 2evs twi CaasSo

Stop cards inst. due
%ﬁ[f&)\ b“/{d L’fOI/\ ; 4 + and
T
Q?JO-’ZJJ‘ 7 “‘”"mw ..... AR S Disector. oeders following:
7. o 2 PPl Fiyment D N . Pay Compuration
. - Tmoun!
2':2: g&m_t e ’/ﬂﬁfﬂ /i-—%— = s Checked covemnirmnnneens
/J/! . ‘.}g < ! / 1ApUt FOrM eeimiinees
GRS ] I E
i 4+ s |
~
Payee's .
i Name: // . l'mgaf ................
Address: . s - e e crn bt catd
L D S BB oo e
Seral
N‘:'u | [ I I Indes .
Conttn 19 .
Pav iment Order - det
Ba'ukt('rcdu ’ { : I s , | ! s —, FILE:
b —




5. PREPARE FORM SW 272

And form SW 272 prepared to resume the Master Record.

NOTICE TO AMEND MASTER RECORD Sw. 111
. Apporl
D0 8uumter: S 2. IO ON
Nmm_mm£§;§5393V“ waeE Chack Initials
[dent Coda DETAILS OF CHANGES ( M
a9
T A B U
lwoel [ VT T TTT] _
otces Dute e | o vl ig(olelo
Prepared By- %‘V‘-U‘M\ Checked By . . . o Date- 4
-\umem:q‘r.ed Date FAAAOC - £4 DOO0Da0n 1D B¢ WL

6

. ARREARS

In most cases some arrears wlll be due.
of form SW 23 and form SW 55 completed to arrange payment by DIRECT

CREDIT to the beneficlary’s bank account.
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In some cases urgent payment will be required. These cases are usually
paid by Imprest Cheque. See your supervisor if you come across any cases
like this.

In cases where arrears have been pald, ALWAYS send an interim advice to

the beneficlary explaining what the money is for. This can easily be
done by way of a hand written note on form SW 34D.

7. ADVISE BENEFICIARY

In all cases, however, the beneficlary should be advised of details of
the resumption action in a formal typed letter. Your supervisor will
help you with this. :

8. PASS TO SUPERVISOR TO
CHECK AND SIGN

Finally, hand all the papers and file to your supervisor to check and
sign before they leave the section.
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Change of Bank Account

The name of this acticn is really self-explanatory. Froa time to time
you'll receive advice that a beneficlary has changed bank accounts and
you'll have to take action to amend the computer master record
accordingly.

Read paragraph 1.48 (page 6) and page 30 of the DPB Data Processing
Manual. |

Chaﬁge of Bank Account

1. ADVICE received
.and attached to file.

A 4

2. Has beneficiary's

CHMWLGE ADDREES
{Sce procedure for Change of
Address Actions).

YES

ADDRESS CHAKRGED?

3. PREPARE FORM SW 272

v

4. ADVISE BENEFICIARY

A 4

~199~-
5. PASS TO SUPERVISOR

TQ THECK AND S1GR




Let's look at the procedure more closely ...
1. ADVICE

Usually., this will be on form SW 188 (referred tc in the Reference
Material) or on form SW 96.
Here's a sample SW 188 that has been completed by the bank and forwarded

to our Department for actlon. These forms are sent to District office
via the Data Processing Centre.

2. HAS BENEFICIARY's
ADDRESS CHANGED?

In all cases, you should always check to see if the beneficiary‘'s address
has changed. If it has you will have to complete a change of address
action as well.

Next ...
3. PREPARE FORM SW 272
This 1s necessary to amend the bank account detalls held on the computer
master record. (Form SW 188 can also be used as an input form.)
Form SW 272 is completed like this ...

4. ADVISRE BENEFICIARY

Next you'll have to notify the beneficlary of the date that payments will
start golng into her new account. This is done using form SW 99 like
this ...

5. PASS TO SUPERVISOR
TO CHECK AND SIGN
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REMEMBER to note your actions on the bottom of form SW 272 or SW 188 like
this ...

w B 2

Distect
code

Action

Date Code

ln.d.

*Formity

usa ondly

Date Transfar effective

Prepared -

Checkad

——b e

SW 96

Note here action
étaken. Initial
and date.

byt

Action Complete

we2

[TTIIT]

Aclion
Code Check

Prepared By:

wor] [ 1 [ 11

Rate

Authenticated:

s _Checked By ......... Datga....f . .[....
I;ate: . J

) [P A 1129 2¥=-16.000 pads}| j84 MY

e

Note 'here the action taken.
Initial and date.

D.B.W. USE ONLY
FORWARD TO DIRECTOR,

SW 188

DT, ALTIOM

DATE el

MASTER RECORDS UPDATED «ccovvsf suvussns! svsmmene
481955 2.000putu ) AR,
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"‘

Apportionment of Benefit

An ‘APPORTIONMENT' is payment of part of a benefit to a person other than
the beneficlary. The most common type of apportlonment are made to the
Housling Corporation in respect of a beneficiary’s rent or mortgage
repayments.

_ The procedure for arranging an apportionment 1s really quite simple.

Read through the Flow Chart on the next page; this summarises all the
actions involved.
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Apportionment Flow Chart

1., AFPLICATION received
and attached to file.

v

- 2. SUBMIT TC SUPERVISOR
FOR DECIS1ON

A 4

3, PREPARE FPORM .SW 23

A 4

4. PREPARE FORM SW 272

-

A 4

5. ADVISE BENEFICIARY
AND HOUSTNG COKPOINTION

A 4

6. PASS 10 SUPERVISOR
TO CHECK AND SIGH
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1. APPLICATION

Application for an apportionment of benefit is made on a form similar to,
or the same as, thils one. '

Here's a sample form _ '

ot L'an  Hoenue M\\«wﬁoﬁ

-{:\J&n'l--;-— Q\OQ_ dollars ﬁ’wm{.% cents (5 LD-AO )

- which amount to § f {O* DO as at 3OQ-27 .

‘I further suthorise you to subsequently increase the above payment by the amount of

A H/8 (Parc

»

HOUSING CORPORATION OF NEW ZEALAND

Tha Director/birtrivr—ayarr, *

Pepartment of 5ocial Welfare,

WERInATo a)

' - @?.@ Benafit No. ke gioquﬁ_
o Ahecesa N2 AN

(Hawe in full)

{(Address}

request and authorise you to pay to the Housing Corporation of New Zealand the sum of

per weak from the above benefit payable to me. This sux is to cover currsnt payments
of § 3% . Q_o par week plus § 2. - OO per wesk in reduction of arrears

any increass as a result of: {the annual review of current rental
{the } yearly revisw of the current
intersst ratam

a8 determined by the Housing Corporation of Mew Zealand.
1 vnderstand that I can cancel this authority at any time on giving notice to the
Dupartment of Social Welfare and the Housing Corporation of tew Zealand,

Signature

Date 3 10‘87

i

" The Mamager/Resident Officer

A 7/6 {Part I

Bousing Corporation

~

TOBE | BRANCH .0 ACCOUNT REF
COHPLETED . . .
By HOHT .2 S I R j_l_.l 4

res_ DO !tlﬂDC?C}Oq - Tihes @@ -

An apportionmant for $ repressnting current rayments of

$ per week, plus § per week, in reduction of the

arrears has been approved. The first payment will be deducted From the benefit

pavable on

Signature Da t‘_ -
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The form used by the Housing Corporation may differ from office to
office. Check with your supervisor and find out what type of form your
local Housing Corporation office uses.

2. SUBMIT TO SUPKERVISOR

Once you have the applicatlion, the next step is to submit it to your
supervisor for a decision.

Your submlssion should look something like this ...

MINUTE SHEET |

Sublect Secrlon: YR B
* Fite No. _&{ﬁ(ﬂqoq ]

"T{\djg e chc'ga £ DAL owsrsnsssstsrsarssre v ssassss :

NOTE The payment of arrears can only be authorised where the rent
arrears exceed $100.00 and only at the rate of $2.00 per week.
This amount may be increased by $1.00 per week for each $100.00
of arrears over $200.00. The maximum weekly payment is not to
exceed $5.00 per week.
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Next ...

3. PREPARE FORM SW 23

The completed From SW23 should look like this ....

SW.2)
CERTIFICATE OF REVIEW .64 peneft
= [6eo] [ /90090 _|
Beneficiary's name; QQE’E Y\S \/\Q‘ﬂlw
{Sumame} (Fuk First Hurwew}
Add | LA ) Qdeﬂu&e_ oA\
Schoedule Paymen and Afe Ne. Ral. Code

Review required on acoount of r I r (o I

ro?o'-")rmn\su\\- o \r\om‘s?(“z;v’nhqmr?

Overpayments, dabts, ot overlapplag benefits to be xdjusted:

Ofﬁ('v\:r\r\u\c. R 'SLQ‘?\S*? 20 oA
(-?"bsﬂf:\%gm qu\m AX) oo 2119 BT e
e m.ﬁmk-&*m\:\\s\n q@M o e o $25. 20 ow

3o ~Beuson, C o OESRNISD. Q-c.:rn 12.:10.:87
C@/\ L.*QX‘Q - Stop ards il due
‘1.\' £ = 2y Rw%uﬂh-r fornd w:::w o .
INTERIM l’:’!ﬂm ORDERS
m:‘ hgx‘ Drome Trate /kél'm g’; P‘é’mm Due Date Amount e | Tor Compuuatien
' 1 s T 7
T s T |3
;1 1s Tt 1 L
Payee's . -
Name: Form JA i e
o LTS T 3 FR——
55, 6B e
Serial
o | e —
Contimwheg Insmsiment . Code ard covermmrrrie -
Repistrri=ighrdass Payment Order
Bank Credit L__ Jw_—l Bank Credit i 1 ' 3 1 FHLE:

ﬂgm-aimm

=206~



4. ©PREPARE FORM SW 272

An Input form is also prepared to establish the apportionment on the

master record ...

NOTICE TO AMEND MASTER RECOREY

W 111

DOl 2

Jdeat Code” R DETAILS OF CHANGES

> 215 | _Ok - R[S BLA

Chack [ni

i ‘?CYWFRC)CQ

402 | ..%!.9:,.‘5.7 $50-40. F.25:20

"

A
\
\

\
\

H
!
i
|
\

|
!

e T TT IR L]

Dainct Dais Aautia

. o L
Prepared h@f\ Q’“&Q—“

oy 1316 S

Dae

LIl A

LY PR L e I

“

Thig is the next available
due date.

This is the amount to
be paid 2o the due
date

Instructions on how to use the two information codes {'02' and '15") are
found on pages 23 and 24, and 32 of the DPB Data Processing Manual, Read

these pages now.
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5. ADVISE BENEFICIARY AND
HOUSING CORPORATION

A letter should be sent to both the beneficlary and the Housing
Corporation, advising them of details of the apportionment.

Finally ...

6. PASS TO SUPERVISOR TO
CHECK AND SIGN

Assemble all the papers on the file and glve them to your supervisor for
checking and signing.

And that's all there is to it. Simple, 1sn't it!

AN APPORTIONMENT 1S PAMMENT OF gALt OF A
mc—.‘ueﬁr 4o anoTHER PEASON DR oRaANISATION

-208-



REVIEWS
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1. APVANCE PAYMENT OF BENEFIT

In certaln circumstances, a beneficiary may be entitled to a lump sum
advance on thelr benefit to help them wlth certain expenses. 1In this
situation, you would have to arrange payment of the advance and REVIEW
the rate of benefit to arrange recovery of the advance. Usually, this
would mean arranging deductions or 'OFFSETS' from future benefit payable.

2. CHILD LEAVING SCHOOL

where an 'over—-15-child’ leaves schocl, the mother ceases to qualify for
Family Benefit in respect of that child so that family support is no
longer payable in respect of it as well. 1In this situatlon you would
have to REVIEW the family support to REDUCE the rate payable to exclude
the over—-15 child.
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RETROSPRCTION

Many reviews are backdated and the variation in rate applied from a date
in the past. These are called RETROSPECTIVE REVIEWS.

ARREARS

A retrospective review where the benefit 1s belng INCREASED will usually
result in some ARREARS being due to the beneficiary. These, are
sometimes called 'UNDERPAYMENTS'. The arrears are usually paléd to the
beneficlary by direct credit inte their bank account.

OVERPAYMENTS

A retrospective review where benefit 1is being REDUCED will usually result
in the beneficiary having been paid too much. These are called
OVERPAYMENTS and a DEBT must be established and. in most cases, recovered
from the beneficlary. Recovery 1s made elither by requesting a cash
refund or by deducting it from any future benefit payable. This is known
as a PORFRITED OVERPAYMENT (F.O.P.} or OFFSET.
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Advance Payment of Benefit

Advance Payment Flow Chart

1. APPLICATION LODGED
on Torm SW 20 with
appropriate accounts
etc for sighting.

A 4

2. ATTACH TO FILE
AND ENTER IN
ADVANCE REGISTER

A 4

3. SUBMIT TC DIVISIONAL

OFFICER FOR APPROVAL

HAS PAYMENT OPF |

ADVANCE BEEN APPROVED?

ves Qg

4. ARRANGE PAYMENT
OF ADVANCE AND

RECOVERY FROM BENEFIT

A 4

5. CLEAR ADVANCE

REGISTER

6. NOTE COQVER
SHEET according
Eo local procedure

v

7. ADVISE BENEFICIARY
of declsion 1In

writing
A 4

8. TO SUPERVISOR TO
CHECX
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Let’'s look at some of these actlons in more detail ...

1. APPLICATION LODGED

Here's a sample form SW 20 ...

SW. W

Application for Advance Payment of Benefit

{Section 82i5) Social Security Act 1964}
Cass of Benefit .2 0.8 no /2 sOIOSON.
Noma: .. NUEE C—Q-rr'p- T

Address: e g@iﬁ Qot’\&ﬁ = mx:» p\um»ﬂ&-\ .....

| wish to apply for an 2dvance pwme-rs;__ of benefit of § QSO O for the follawling reason.
mtj;: rezron advance required) ... nkm\w;, YOABANZ e RN KM e
AT \\cﬁr@n M& va.-t-:‘u e, <

3

.......... b\avx& C?.&@ 2

My assets are a3 follows AL "‘

pr
Signature
For Office Use Only
Decision: Advance 3 ..., Approved/Not Approved
fleview and Pay Action
Recuce benafit 16 Savvirinimarmsseer from to
Increase beneflt 10 $ from to
L/S/A Expired
{Ptecnmeraning O lowr) 1Approving Officer)
Interim Payment Order
Apyp. Code Fay vt Cocle Dum Dunr Arrpmre

s

5
Payee's name . Serial No,
Address
Input form/SW 54 Card Register claared .,.
Beneficiary advised File ...

Note Cover sheet

0N =3 000 WRT MK
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2. ... BNTER IN RADVANCE
RRGISTER

This reqgister is kept on DPB Division and details of BVERY application
for an advance must be entered in it. Paragraph 26 of Clrcular
Memorandum 1979/86 tells you the detalls that should be entered.

3. SUBMIT TO DIVISIONAL
OFFICER

After you have attached the application papers to the file and entered
the application in the reglster, the application is referred to the
Divisional Officer for a decision.

The Divisional Officer will show whether or not the advance 1s approved
on form SW 20 like this ...

Review and Pay Action

Aaduce benafit 10 $.cricrcrerinirnnes from e lo
incrosse benetitto $. i from o
L/S/A Expired
1R ecornemend ey Otlosr L Aportrdig Officer)
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4. ARRANGE PAYMENT OF ADVANCE
AND RECOVERY FROM BENEFIT

when the decision has been given, the file 1s returned to you to complete
the pay and review action.

Usually payment is made by DIRECT CRRDIT to the beneficlary's bank
account. However in urgent cases payment is made by way of cheque to the

beneflclary or to the person from whom the account came, 1l.e, direct to
the dentlst.

See your supervisor about arranging payment by way of cheque.
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To arrange payment by DIRECT CREDIT, complete form SW 55.

The review action consists of arranging recovery of the advance by
OFFSETS from future instalments of benefit. Consult your supervisor
regarding the amount to be offset each fortnight. Once you've decided

this, you can then complete the "Review and Pay Action® Panel on form SW
20. )

For Office Use Only
Decision: Advance § 25060 Approved/Not Approved

: o &-?S N .
Review and Pay Action :.> ..... //1()
Reduce benefit 1o SAGRLLEG #4  from 16‘037 081058
Increass benefit 10 Sqig?m gA  trom I ST g ¥ w0

L/S/A Expired . L‘bb‘o gp\*ozi \>

(Pemsewrending GHkec) {approvieg Cifloar!
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And form SW 272 ~ "Notice to Amend Master Record™.

The Information Code For Advances is '44'. Instructions on how to use

this

(a)

(b)

{c)

NOTE:

code appear on page 48 of the DPC_Manual. Read these now.

OTHRR ACTIONS

Clear the advance of benefit application register by entering the
detalils of final decision and date.

Beneflcliary must be advised of the advance by letter. See the
sample letter on page

Note cover sheet of amount of advance and perlod of recovery. Local
procedures apply here. Your office may not do this action. Check
with your supervisor.

In some cases payment can be arranged by way of a
non-refundable specialneeds grant rather than by way of an
advance. ’

Part G7.3 of the Domestic Purposes Benefit manual covers
situations where this may be more appropriate.

kR kK
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Child of Age Action

Ref: DPB Manual G6.9 - G6.26
CM 1986/175

Where an over 15 child leaves school, action will have to be taken to
exclude that child from family support.

Now read part G6.9 — G6.26 of the DPB Manual. REMEMBER, one of the
qualifications for DPB as solc parent {and EMA) is that the beneficlary
is carling for a dependent child or children AND that a 'dependent child®
is defined as one for whom Famlly Benefit is payable.

Now look over the Flow Chart on the following page. This summarises all
the actions involved In reviewing a benefit to exclude an over 15 child

ésgi?g\ﬁg . .I \
jﬁ\,

121p/36wW
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Exclusion of Child Flow Chart

1. ADVICE RECEIVED
and attachec to
file.

v

is this child
beneficliary's
LAST DEPENDENT
LD?

NO

YES‘{"

2. REFER TO SUPERVISOR =~
ne further entitlement as
a sole parent - may be
entitled to DPB -

'Woman Alone”

) 4

HAS BENEFIT BEEN
QVERPAID?

YES "",

1, ASSESS THE OVERPAYMENT

4

4. ARRANGE RECOVERY

4

5. PREPARE FORM SW 23

4

6. PREPARE FORM SW 272

4

7. ADVISE BENEFICIARY
{in writing}

4

B. ADVISE DEBT SECTION

) 4

3. TO SUPFRVISOR TO
CHETK
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Let's look at each of the actions involved in more detail ...

1. AIWICE RECEIVED
Usually the beneficiary will either phone or write to you or someone on
Family Benefit Division with the information.
If she advises Family Benefits division, they will advise you on form FB

34 L L 2

In the example we're using here, the beneficiary didn't advise that her
eldest child had left school until sometime after the event. She has

continued to receive DPB payments at a rate which includes payment for
the eldest child, and her benefit has therefore been overpaid.

The next step, then, is to ...
3. ASSESS THE OVERPAYMENT

This is done by subtracting the total benefit due from the total benefit
paid for the period of the overpayment ...

PAID:
1. 31/3/8** to 25/5/8%%
i.e. & F.N. at $273.92 P.F.N. = $1095.68
DUE:
1. 31/3/8%** to 25/5/8**
i.e. 4 F.N. at $263.92 P.F.N. = $1055.68
Total Overpaid = $_.40.00

Baving assessed the overpayment, you then move to ...

4. ARRANGE RECNERY

In the example we're using here, we'll recover the overpayment by OFFSETS
from future instalments of benefit. Consult your supervisor regarding
the amount of the offsets.
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The recovery action is recorded on form SW 220 like this ...

LTS |

OVERPAYMENT TO BE RECOVERED BY OFFSET
N S A S X e'ad

< . MH ‘TE First Names: L‘\\\ev )
1. Pensbons of Benefil overpaid: DR vo.. b 4. 20O 2 Amoum wrpul“"fo°°-o
3. Pesiod of overpayment: - T b= e " 4. Peshod of rec 26582

3. Form on which overpayment established -
{Form 5, 23. 74, memo., and Jaied: S 28 GQ 2-%-X .s

6. Rate ufoffnl:.#%.g..'...?.c.?..ﬂ (a2

wieh | oo | | | | SR | Sy | cme
(- Y2 2862 - LIRS S0, 135 8
15 b Sl 2 25 2370, 56] S 00 2000
AG . 4% . o % {70 2% .00
$12:9.87 v - < . ety RO 0
:,_?- ’}“2-' .t - S- Lo ‘__‘S-GO
0-2€L - . <, . 00 .00
A5 %1 Ry 7 5. 0>
7-9gd < .ot a1/
/
BiU
[
/.
/
/
/.
/.
/. .
/.
/.
/.
//
Fole
/ .
/.
/.
TETHuL, Glnacu il IME
il
The next deadline is the last day
avallable is for o’ the pay period
due date 1/6/8%% in which recovery
i.e. the Pay Period of the overpayment
commencing 26/5/8%%, is completed,
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5. PREPARE FORM SW 23

Form SW 23 is then completed as follows ...

CoMPMRTE
Tk 1 CgcTion

W, 13
CERTIFICATE OF REVIEW DO R e
@ leo] [ v /b0t |
Beneficiary's name: M‘}" ‘TF—" R L—\ \\\ <
Addrets: 9 adiur—\\& N\ m"%\m‘f&éﬁab i

Review requlred on accound of ) | ‘ rq [
G VRE - PO I~ S S S0 VNS S 1 5 T A

Qyerpayments, dabis, or overlapping benefits to be sdjusted: QMW\QQ“Q@:-@G;)\Q:& ........................

IN A8D wK

053820 3505 8t b RO X A0 PO, 2P HDTD

Decision:

chézuce- TS A #e»soe.- sk g8 Gorn. 30:2.31

olnrd {
HN\ &Dﬂ‘-ﬂ'd&—@ ‘ Stop cards buatl, due

Racommendiog . R SN > SRS

S8001H 3000 peth/R/R: MK

[V U EVONURRI + .. - ) RN S SO " e ] s I —
INTERIM PAYMENT ORDERS .
Py Computatin
Em P'g:;" Due Date Amount m‘ hg;'“ Duns Date Amount _l i o:pu
- " [ ek e
{1 $ [ L1 SW, nzms%....
i 1 - _l’ i H
i S B M Y | H
P . . . /
Name: i — (% T —
Address: - /// [ S
I
oo 55, 6B rvrsmirinsensens
SMC.:.N I l [ | Lo s sersmsramenn
Cow {astalment R L0 Y ——
Paymen! Order Payment Order
Bank Credis (116 2] s233-56] borcen: L1 L3 | FILE:

of offset.

Amount of fortnightly
instalment after
deducting amount
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6. PREPARE FORM SW 272

The Information Codes you'll need are ... '31' and '47'. Instructions on
how these codes should be used are on pages 43 and 50 to 52 of the DEC
Manual. Read these pages now.

The completed SW 272 should look like this ...

S CETO ANEND MASTER RECORD GCALH
NOTICE TO AMEHND MASTER RECORD =
:f’:f'&umur ”“}f'nin‘?%oo’: il
k‘ “'-q-w 4 tTE- Checl Initials: ../
— o DETAILS OF CHANCES
fdent Code
DI Blacam
Eisd | i 0% R 1. T ORRISQ The check rate
- is the fortnightly
chzl 338 = rate after deduction
................. rate after deduc
the offsets,

EREEE _ |
\ w2 L"it X )‘ . — T | s ’ Chee W@; I ; : :th-ri'
Prepared WL@\\ A2, o, Chitcked By:

D.F.C. USE ONLY

Acthon Ce

x. R " o
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TRANSITION TC WORK ALLOWANCE

Ref: M 1985/203
Social Securlty Act
1964 (1986 Amendment
69D)

rransition to Work Allowance is available to encourage people who have
been in receipt of a benefit for twelve months, or more, to move into the
permanent, full time workforce. :

The payment of the allowance enables the person to be $20.00 per week
better off than they would have been on the benefit. However the maximum
allowance payable must not exceed $40.00 pw.

The defintion of the full-time employment for the purpose of Transition
to Work Allowance is 30 hours pw and permanent employment is defined as
‘an unspecified, non~finite (unlimited) period.

Transition to Work Allowance 1s NON-TAXABLE and NON-RECOVERABLE.

Transition to Work Allowance 1s payable for 13 weeks from the date of
cessation of benefit. | :

Payment of Transition to Work Allowance can be paid 1n|a lump sum or in
regqular weekly or fortnightly instalments (in line wlth beneflts
payments}.

APPLICATIONS:

These can either be received from the beneficlary or if the beneficlary
advises that they are commencing full-time, permanent, employment you
should send the beneficiary on an application for Transltion to Work
Allowance.

RECEIPT OF APPLICATION:

when you have received the applicatlion for Transition to Work Allowance
ensure it has been completed correctly and follow up confirmation of
details if necessary. '
INDEX:

Index on Common Index.

CALCULATING ENTITLEMENT:

Use the Transition to Work Allowance {SW 372} to assess beneficiary's
entitlement to Transition to Work Allowance.
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Any other allowances received while on benefit, such as Accommodation
Beneflt, Special Benefit and Pisabiiity Allowance, are also to be
inciuded in the total net weekly income.

There are three basic steps involved in the calculation process:
STEP ONE

{1) If the applicant had earnings while on benefit, calculate the
net weekly earnings using the PAYE tax tables prepared and
supplied by the Inland Revenue Department. Add this to any
other income and the net rate of benefit that was payable.
This is the net weekly Iincome while on benefit.

{1i) ndd $20.00 to this total to make Total A.

STEP TWO

Calculate the net weekly earnings after deduction of G tax, while in
full-time employment. Add to this any Famlly Support payments as
well as any payments under the Guaranteed Minimum Family Income
scheme, and any other income. (This is total B).

STEP THREE

{1) Deduct the net weekly income while in full~time employment
(Total B} from the combined total of the net income while on
benefit and the $20.00 margin (Total A).

{11) The balance 1s the amount of Allowance payable per week,
subject to a maximum payment of $40.00 per week.

Example

Solo parent with 1 child earning $70.00 per week gross while on
benefit (based on restructured April 1986 beneflt rates).

ON BENEFIT

$
Benefit (abated on account
of lncome) 153.18

Family Support (1 child) + 36.00
Net Barnings (G tax code} + _59.65
= 248.83
+ 20.00
Add $20.00 = 268.83
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IN WORK

Example 1 Example 2
3 3

Gross Pay 265.00 250.00
Net Pay (*G code) 213.21 202.71
Add Family Support/GMFl + 36.00* + 41.29
This is Total B = 24921 = 244.00

Total A 268.83 268.83
Deduct Total B ~ 249.21 - 244.00
Allowance Payable i = 19.62 = 24.83

* If the applicant does not know the amount of Family Support/GMFlL to
which he/she is entitled it may be necessary for the amount to be
obtained from the Inland Revenue Department. Districts can use
their
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APPLICTICN FOR TRANSITION TC WORK ALLOWANCE

Number ............. bessevavens
F.P ........ trrevrsaren e anaan
Index ....ovvviininnn crraesenns
PERSONAL DETAILS
Full Name ...... feeecasaseaanaas PO Cieiaearaeaenee e ssaeiaccanaeaan ces
FUull AdAresSsS ....citieiieenniieaastuasasessoecaasssessassssonesannansa .-
Type of benefiﬁ: .........................................................
EMPLOYMENT DETAILS
Name of employer: ........c.cvuen. G a e eiitiaee e beeaaa b c e,
Address Of eMPlOYEI T ... iiiuiurisesesossssnssessssssssssnssassssosasssssss -
.......... treveserrsanasves . Bmployer's telephone number ..........cc0cee.-
Date of commencement of employment ............ e eccaratcrenrnnenaacannee
Is employment permanent? YES NO
If "NO", how long is employment for ......... YEALS +vvnecnreens months
what are the hours worked per week? ................
What will your gross pay be per week ..... . .
what will your net pay be per week  ................

what rate of Pamily Support are
you and/or your spouse receiving
per week? e e i

METHOD COF PAYMENT

There are 2 options listed below. Please tick ( ) the box next to the
option that describes how you want to be paid

Option 1 Reqular fornightly or weekly payments of your Allowance
for 13 week: or

option 2 A full lump sum payment of your 13 weeks Allowance.

DECLARATION

The statements and answers in this application are to the best of my
knowledge true and correct.

Applicant’s signature .............. Sensseasenan Date ......... cerees



TRANSITION TC WORK ALLOWANCE CALCULATION SHEET

STEP 1] Calculate net weekly income while on benefit.

Total net beneflt £102.10 ({(includes Family Support)

Add net earnings + & 27.00

Add any other lncome + % 00.00 {eqg Interest, Dividends, Rent
received)

This is total A = $129.10

STEP 2 Calculate net weekly income while 1n full-time employment.

Gross Pay $101.79

Calculate net pay $ 95.36 (use P.A.Y.E. tables
if this is not
supplied)

Add Family Support/GMFI + § 36.00

Add any other income + $ 00.00 {e.g. Interest,
Dividends, Rent

received)
This 1is Total B $131.36

STEP 3 Calculate the Allowance payable per week.

Total A $129.1¢C

add $20.00 + $ 20.00

= $149.10

beduct Total B $131.36

$17.74 {not to exceed 3$40.00
a week)

Allowance Payable

Multiply this amount or $40.00 a week, whichever is the lesser, by 13 to
glve the total lump sum payable.

Advise applicant of ocutcome of application and attach papers to parent
benefit file.
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Advise applicant of outcome of application and attach papers to parent
benefit file.
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'RENEWALS
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Renewal of Benefit

After a beneflt has been current for fifty-two weeks, a renewal must be
carried ocut to authorise continuation of payment. The purpose of the
renewal is to check on the beneficiary's continuing eligibility by
requiring her to declare detalls of any income received and confirming,
if necessary, that dependent children are still in her care. .

Look over the Flow Chart on the next page. This summarises the various
preocesses lnvolved in renewing a benefit and shows you how they relate to
each other.
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*, T

RENEWAL FORMS ARE
PREPARED AND SENT TO
BENEFICIARY

R

BENEFICIARY COMPLETES
AND RETURKS FORMS

CAN BENEFIT BE
RENEWED BEFORE THE
DEADLINE F¥OR THE

FIRST DUE DATE COF
THE RONEWAL
YEAR?

WILL
BENEFIT BE REDUCED
ON ACCOUNT OF
INCOME?

“FLOW CHART”

T ERTTEY

LATE RENEWA
> el | (See procedure for
late renewal).
.-..~N0 -

FULL RATE RENEVAL
See procedure for

full rate renewals)

SRE REDUCED RATE
RENEWAL.

rate renewals)”

(see procedure for reduced
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The procedures involved in renewlng an E.M.A. are IDENTICAL to those
involved in renewing a D.P.B. However, we'll look at these procedures in
terms of D.P.B. examples only since these will make up the majority of

the cases you'll come across back in the Offilce.

And some terminology...

‘BENRFIT YRAR' ~ This is the perlod for which benefit is payable - that
is, the flfty-two week period ending on the EXPIRY DATE.

‘INCOME YEAR — The income year is the fifty-two week period ending on the
last day of the Pay Period but one preceding the one in which the benefit

expires.

For example ...

S.¥. 397

o_P.E.SL.P.C. PAYHENT CARLENDAR

jUE LAST KEYING .
PATE PAY PERIQD LDATE RENEWAL PRODUCTIONS
i " d .
-l & S — - b

19.11.87 4.11.87 28.10.87 Fortnightly Payments, Change Lists, LPC Actios List
4.10.87 Expiry {18.11.87 to 1.12.87), Renewal Lists (Code 12}
Renewzl Forms, Change Liats, LPC Action List
24.11.87 1i.11.87 0 Fortnightly Payments, Change Lists, LPC Action List
Change Lists, Expiry {2.12.87 to 15.12.87}

18.11.67
@ Children {2.12.87 to 29.12,87) LIC Action List 3
k

Portrightly Payments, Change Lists, LPC Action List |
Expiry {16.12.87 to 29.12.87), Renewal Lists {Code 13
Renewal Porms, Change List, LPC Action List
$.12.87 11 Fortrightly Payments, Change Lists, LPC Action List
29.12.87 16.12.87 Change Lists, Expiry {30.12.87 to 12. 1.88)
Children {10.12.87 to 26. 1.88), LPC Action List

B.12_87 2.12.87 25.11.87
2.12.87

Z2,)2.97~-

5. 1.8% 30.12.87 23.12.87 Fortnightly Payments, Change Lists, LPC Action List
Expiry (13. 1.88 to 6. 1,88}, Renewsl Lists {Code 1}

30.12.87
Renewal Porms, Change List, LPC Action List
Portnightly Payments, Change Lists, LPC Action List

. 1.88 &, 1.88 12
26. 1.8% 13. 1.88 Change Lists, Expiry (27.1.88 to 9. 2.88}
Children {27, 1.88 to 23.2,.88}, LPC Action List

Code 12 Benefit Year expires
26/1/88

Code 12 1 ne vear expires

1/12/87
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"ACTUAL INCOME" - This is the actual income received by the beneficlary
during the income year. At renewal, the actual income is always
charged. This is, all the income actually received by the beneficiary
during the Income Year 1s charged against the benefit she will recelive
during the next Benefit Year.

0K, let's see how thils works in practice ......

In cur examples we coded the beneflit Code 1. At renewal, any inome
Freda‘s recelived during the fifty weeks ended on 2/2/8%* {(the inconme
year) will be charged agalnst the beneflt she will receive during the
next benefit year {the fifty-two weeks beginning on 31/3/8*%

Simplé, isn't 1t?.

Renewals of benefit falls Into two categorles - full rate renewals and
reduced amount renewals. The term 'FULL _RATE RENEWAL' means the renewal
of a benefit that 1s not reduced on account of excess income but 1s pald
at the maxlmum rate. A 'REDUCE RATE RENEWAL' is one where the benefit is
reduced on account of excess income (income over $1300 gross per annum).

We'll lock at these two types of renewals separately.

Before we do this, however lets lock at preparation. The renewal forms
are prepared by the Data Processing Centre and forwarded to district
office together with a renewal list. BRefore posting the renewal to the
beneficiary, it is necessary to attach any other papers that may be
required i.e. Renewal of Accommodation Benefit, Disability Allowance etc.

Follow the procedures in your office to record the issue, return and

completion of the renewal. This 1s normally done by recording details on
the renewal list.
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Full Rate Renewal

The procedures invelved in a FULL RATE RENEWAL are really quite simple

and are summarised on the Flow Chart.

Full Rate Renewals Flow Chart

1. IS5 DECLARCD INCOME
URDER S1748-00G7

YES

2. IS FORM IB/ND 2
"Certificate of
enewal" required?

YES

3. COMPLETE FORM IB/WBE 2

A 4

4. PASS TO SUPRRVISOR
FOR CHECKIRG
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COMPLETION OF FORM IB/WB 5.

In some clrcumstances it 1s necessary to use form IB/WB 5 Certificate of
renewal, when giving the decision to renew benefit. A completed version
of this form 1ls on the next page. . .
Now read paragraph M 131 to M 136 of Four Heekly Manual

Some of the terms in this section of the manual may not be familiar to
you so we will elaborate.

(a) "Changed amount® refers to a benefit that has a change in rate. of
benefit. This is usually when the rate of beneflt is affected by
income and will be explained further when we cover the procedure for
reduced amount renewals.

(b} M.132(b) refers to additional concessions and exemptlons apart from
the normal income exemption of $3120 per annum. See your supervisor
for an explanation of these terms.

{c) "Late renewals"” — we will explajin this procedure later,

Now read paragraphs M.146, and M.160 — 161 Four Weekly Manual.

An example of completed IB/WB 5 1s as follows:
Remember: Income Exemptlons are:

1 $2600 pa for a beneficlary without children; or
2 $3120 pa for a beneficlary with children.
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B/wE. 5

CERTIFICATE OF RENEWAL | Domestic Puwposes | BENERT

&% oo lo {10010

Name: DAY CLanre
Surnamy Flrst naes
Address: 1ag+ Cobbesinme. Thmave. . Niddemarcs.
Occio Postal Code:...42 N ko

Beneficiary i maintaining X children | Maintenance — Direct Deduction § ad, "
a:nctammfzyam on  ~Lf TEt BT | Totai maintenance recetved $ [S31 9 & 2
Income for 52 weeks ended 8./ 021,87, | Outgoings paid by husband $ S TLY
Assets Incoms " Assesamnent
0050, 10200 0:0 CSrienant 18-85 ! o chageatic ta 885
Saction 66 axeap A
Net Charpratie i Qf s
Exemptioa . . 2120 -0
Exotss Soome . il
Income deduction .. nel
Bak Benefit . . M‘
Leat maintenance . h\‘ﬂ .
N . Total |G g ooome deduction .. nid
Prepared by ... ‘4/0 Clon h; 387, _ i
ARG ETORS A s
Checked by S JVU. Y A N Earnings Subedy . ﬁi.ﬁ
Interim Payment Order DECISION | oot poyctie A4g1- 20

App. Codn Paymanat Code Dwa Dute Amount R 1 -
7 Granted/doctimed "@_ﬁam:?;zg,pm-___.izen_,
o o R Y e +a.... et AT
://‘; 4T : Ole. £, - S Ted  o¥cims

> L s 0L a6l o it Cerbliote
Payee: LG e Oonae. o Toda S )

Address: remhea. S L sk Name et

5

Senal No. [ I . _ ’
Continving Instal. } s ' - '(I £ if ‘Lﬁ (C (é .
Account Number ;J L) A% If/l}i:ec:or @

It.ltll‘ltlkiflﬁm:g:!jJ{J

4 ;3 1 I I E 1 sirerned Frarsre

Check List Follow Up actiON v siseersmeecave veersieene

Comp, checked v nrrass SOL 2V wosedorcssrmenssnins
EPUE (05 v+ SW 65 ., - SO

FILE | 9-'

Notification ...vucscsmene SV . L T Ce'rt. N, S—




COMPLETION OF FORM SW 7

This is really quite simple!

Iook over the sample completed SW. 7 and read the captions at the bottam

of page

[ PP

IESUED BY THE DEPARTMENT OF SOCIAL Wi LFARE

Nra Clure TOYANT
1983 Cobblestome Drive,

;620216}'1m
4N 2 88 12 RIT 194.00

¥ = i 160-187-00
HOTIGE REGARCHNG BENTWAL
EEORTANT Felam -'m-ﬂmﬁmmwmumhwm
M“Mhﬂﬂ.ﬁﬂpﬂ“h st poputeg Yt

mwhwnmmahmnummm-ﬁwu-ﬁhw-
mhmwmumm“munmhm
PLEASE (DWPLETE Sacthn A, 3 Gacthon € 0 30 tn compiomd ¥ insema st racabent o dot o
you whuving The yhr.

mmwmamumm

SECTION A .
Tiwe Dirmcur of Scclal Wlare,
I Baraby apply for rwsewsl of my Dowswtin Furposes Benefit.

1 dedhrs That my votel fwooms other thag ata [rom the
2k of Bousial Felface for the 52 mae anded 1-3-85

»: a4 shows iz wection £ oo fhe back

;:.h‘“&h form. Thiw incleies momey received dizect Irva =y

sy se-nmaband.
-

b4 t recosailed with my baabasd sod 1 s ot 1iviog
ia the patwrs of & marTiage with way Oothar persds.

H o M-Mvmummhmmuﬁﬂvmﬂummh
st o Ipmet bt Somtiomn C o She ook of his Jorm,

1nam-muna-urm¢g__£::=_._——
Hamia sl st ol ey S ol

mwﬂt-

} - L

FON OEFICK USE ONLY
tran T 8 K -

|- F I S
’\ [T S A
[ i

Show here annual Sign here as
rate of benefit recommending
payable - |pfficer .
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Reduced Rate Renewal

Look over the Flow Chart on the next page. This summarises the
procedures lnvolved in a REDUCED RATE RENEWAL.

An A" REDUCED AMOUNT RenEwar” e <ARE
TO cHEcK THE REJIOUS YEARL REnGE WAL ..
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Reduced Rate Renewals Flow Chart .

1. IS BECLARED INCOME HO
OVER 5™ :

SEE_PROCEDURE
FORFULL, PATE
PETERATS

'l'lll..; _YEAR?

Interview beneficiary
and ask tiiem to
EXPLATN_ANY, CHIARGHS

. Are f{inancial cilcumstance?
declared LAST YEAR the HG
"SAME as theoe decliared

YES '

3. FSSUE ENUULIDRY FORMS ¢
to VERTYY DECLARED
INcosgE

v

4. AWAIT RETURN of
enquity LOrms

5. Can benefit be renewaed
BEFORE last deadliine for
First due date

ERE
I‘Oi‘

E_PROCEDURE
I.JsTl‘ RP;I- FWALS

following expiry date?

6. Are DLCTLARED and
VERIFIRD IMUOMES
Ehe SANE?

Intorvioew benefliciary and
nsk them to hvaélﬂ RP»SOha
I'OR DIFFERENC i

YES v | ‘ /

7. ASSnRLS IRCOME TO
BE cnm‘aw

8. COMPLETE FORM IB/Wn G

L S, PREPARE PORM £3 272 I
W
L 10. ADVISE BENEFICTARY |
A A
' 1}. ASSEMBLE IAPERS O FLLE |
12, PASS $Q SUPERVISOR TO

-——

CHYCK

REMEMBER THE INCOME

EXEMPTIONS..ccane

Bfy.without children -
$2600.C0 p.a

ny.With children - $3ﬁ20.
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1. DECLARED INCOME

In the last sectlon on Full Rate Renewals, we saw that, in cases where
the declared income 1s LESS THAN 3$3068.00, the benefit can be renewed at
the FULL RATE. However, in cases where the income EXCREDS $3068.00 the
rate of benefit payable wiil have to be recalculated and the following
procedures apply ...

2. PINANCIAL CIRCUMSTANCES

A check should be done of the previous year's renewal (or grant 1f this
is the first renewal) to ensure the beneficlary has not ommitted any
income she had previocusly or has declared income that the Department was
not aware of previously. The beneficiary would need to account for any
differences.

Example
At last renewal beneficiary's financial situation may have been like this:
Assets Income

Post Office Savings Bank

Investment $10,000 Interest 11% $1100.09
Australla New Zealand Savings

Account %2568 Interest $ 38.00
Australlan New Zealand Cheque

Rcoount $955.00 : Interest NIL
Buildings $50,000 Net rent $3089.65

when SW 7 is completed she declares:

P.O. Int. $1100.00
ANZ Int. $5065.00
Rent $ 200.00

There has obviously been a change in financial circumstances and when
questioned the beneflclary is able to explain that during the renewal
year she sold the property previously rented and invested the proceeds in
the Australian New Zealand bank. This explains the reduction in the rent
and the increase in bank interest.
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3. VEBRIFICATION OF INCOME

If the declared income is over $3068.00 gross, ALL income must be
verified. Forms lssued to verify income. The same enquiry forms are
used for renewal purposes. Detalls are verified for the 12 months ending
on the income year applicable to that case.

When you have issued the enqulry forms, record on flle the date the forms
were issued. These could be shown on a minute sheet like this.

MINUTE SHEET
DOPE TP Lorniaicc e et s een st e
Subject Section: .75 . @R
Eile No. ...‘::f'l’?"“_'?
Q O, TTomaty [0 P
To=- —_

e =W | EETARNNED

S B Ao A.Boxeetts . 0.8 0 10 R
S e e R.10-F7
<) 5 o osd 2-10-%7
< S = Pps.g 2 - 1087

Your office may use another type of form on which to record the issue and
return of forms. Local procedures may apply here, so check with your
supervisor.
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4. AWAIT RETURN OF ENQUIRY FORMS

After issulng enquiry forms the file is put onto “bring up" for two
weeks. In some offices the application for renewal is removed from the
file and held separately until all enquiry forms are returned. Your
supervisor will tell you what you do in your office.

If the enquiry form is not returned within two weeks, 1t may be necessary
to send a duplicate. If you do 1ssue a duplicate, ensure you note the
file of the date the duplicate form was issued. If thls second form is
not returned promptly, see your supervisor who will direct any further
action you'll need to take.

5. <CAN BENEFIT BE RENEWED BEFORE EXPIRY DATE?

If enuqiry forms are not returned in time to renew benefit, before the
deadline date affecting changes in first due date of renewal year,
benefit may need to be stopped. We'll look at what you should do in this
situation in the section on "Late Renewals®.

6. DECLARED AND VERIFIED INCOMES

On return of enquiry forms, check to see ...

aj) If the verified income is UNDER the exemption. If this is the
case the renewal can bhe completed oh form SW 7 as a full rate
renewal.

b) If the verified income 1s the SAME as that declared. If not,
the benefliclary should be asked how she/he arrived at the
figure declared. It could be that an incorrect fiqure has been
declared or that the enquiry forms have been completed i
incorrectly. This query can be made by way of a phone call if
the beneflclary lives locally, or by letter.
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7. ‘ASSESS INCOME

After all enquiry forms have been returned and the case is ready to -
renew, the income to be taken into account must be assessed. Read
paraqgraphs Dl and D17 Income and Property Manual. ’

8. COMPLETE FORM IB/WB 5

This form is used to glve the decision to renew benefit. Here'’s an
example of completed IB/WB 5.

CERTIFICATE OF RENEWAL | Dowarvic Pur-pores | BENEFIT

+ 4

PRI

=

& & e 2 mwe} {3 nan - -
e €E€9-6- -z + [ Aﬂ-ﬂ;d—l . . -
) P ey

M

| e 93 T KE ST TxanER.Ct e

| Fomtaf Codber, RELD |
Bemeheiary I sk st e A chrn | = Dirscs Ddocton 3 P -
Ot v hyosreom 1370980 Traat [y Mt - Z
T ot 32 wovits v A7 7LD | Owgriags puid by smbens 5. ril,
ey P ] Airibrisick
Wasrrac {0} Moo B0IC Sacrearpa e [ U X 0 W =T
e 2,0t OB lerea) palhh0f [ tmten ol |
4.0, ao.o0d 01 8 "-‘&ﬂ.&{n’;w‘ﬁ [ET-SERNTAE _%fhz:_'.m_
Larmings B0, lstpie omee - . A0 0O,
o Loy b - M
— i . %D GQ
Pk By . - ﬁﬂll-..ﬁ.a_.
. R v
X Tow | po e s« Foi- un
h-dv_omg_bﬂ-_m’__._.__ 3002087 |\ i . .
Chaont by P i
Tobees Tyt Gk DO |a s . BEGEL I
M e T — | Rttt y
1 TR [ LR % B AR SR
/ et
:

S104 | BT e | Pl M
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9. PREPARE FORM SW 272

Form SW 272 1s then completed to amend (or add, if appropriate)} income
details to the Master Record ...

NOTICE TO AMEND MASTER RECORD | Tw. 7T
Appoet
D vumber: DT
Mame: .Qo.(.\.mcr “SEENE. Check Toitish: 3502
_;m Code DETAILS OF CHANGES
C.o35 | IR .00
CHa | 28:85 K1
w2 HREEEN _
e R e -
Prepared By: oo \.\m‘&\ .. Checked By: Date: ...fud i
DP.C. USE ONLY
Action Comg
20824¢ - $0.000 RRIVY/TE N

10. ADVISE BENEFICIARY

The next step is the notification to the beneficilary.

Read paragraph 4.12 DPB, DPC Manual.

11. ASSEMBLE PAPRERS ON FILE

The papers are then assembled on file in the following order:

sw 7

enquiry forms in numerical order
record of issue of enquiry forms
duplicate copy of sSW 272

IB/WB 5

copy of letter to beneficlary on top.

* % % % % ¥
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12. PASS TO SUPERVISOR

You have now completed your renewal actlon and can give it to your
supervisor to check.

After your supervisor has checked and signed the renewal decision and
assessment, he/she will note the renewal list that beneflt has been
renewed. This 1s commonly termed "clearing the renewal list™.
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late Renewals

A LATE RENRWAL 1s one which has not been recelved by the deadline for the
first payment in the new benefit year.

Have a look at your payment calendar chart.

We will use a code 3 renewal as an example. The renewal year {(or benefit
year) commences on 26 May 198**, The first payment is due on ! June
198** and the last keylng date for any changes affecting the payment due
1 June 198%* ig 19 May 198**, If the beneflt ls not recelved by 19 May
198%*, it is termed a ’'late renewal’.

Now read paragraphs M.93 to M.99 Four Weekly Manual, paragraphs 4.1 to
4.12 pomestic Purposes Benefit DPC Manual.
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1. DREPARE "IATE
RENEWALS LIsT™

R 4

2, PREPARE FORM

sw 7Y to suspond
benefit

. @

3. PREPARE_FORM
sw T T

b 4

4. ADWISE BERCFICIARY

A 4

5. PASS TO SUPERVISOR
To CWECK

v

6. AWAIT INFORMATION
RECEGTARY 10 LIAGLE
RENEWAL T0 LE o
BORE— 7T

) 4

7. RESUME and RENEW
BENEFIT
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LATE RENEWALS LIST

SEVEN DAYS BEFORE the deadline date for changes affecting the first
payment in the new renewal year, the cases that are not shown as having
been renewed on the renewal lists, are listed on a separate list. This
is called a "Late Renewals List",

These cases should then be examined by your supervisor to see if any of
them can be actioned.

SUSPEND BENFIT

Those cases that can’'t be renewed before the expiry date, should then be
suspended. This 1s done using forms SW 23 and SW 272.Miscellaneous
Actlions™}.

There 1s a speclal infermation code used for suspending late renewals.
This code is '94° and is found on pages 66 and 67 of the DPB Data
Processing Manual. Read these pages now.

Here's a sample completed sW 272 using the *'94' information code to
suspend the benefit ...

©
)
KENEWAL
T 7.
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ADVISE BENEFICIARY

The beneficiary must be notified when payment is suspended. Local
procedure will apply here. See your supervisor.

PASS TO SUPERVISOR
Your supervisor will now sign the late renewal action.
AWAIT INFORMATION

You now walt for the information necessary tc renew benefit. This may be
the return of outstanding enquiry forms and you may need to issue
duplicates as explained earlier. While you are completing your
investigations the file may be put in B/U. <Check with your supervisor to
find out the procedure that appllies in your offlce.

RESUME AND RENEW BENEFIT

when the renewal 1s finally ready to complete, the decision to resume
payment and renew benefit 1s given on form IB/WB 5.

An input form (SW 272) 1s completed to delete the late renewal noting on
the Master Record so that DPC re-commence issuing payment. 1In this
example, the action to renew was taken on 4 Jun 198%*_ The input form
will meet the deadline for the payment due on 29 June 198%%, Arrears
will therefore have to be isued for the perlod 26 May 19** to 22 June
198*%* as you can see on the IB/WBS.

Remember, 1f the renewal ls a reduced amount, you'll also need to amend

W W the income detalls on the Master Record.
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Cancellations

Cancellation action 1s taken when a beneficiary is NO LONGER ENTITLED TO
RECEIVE BENEFIT. It involves closing the computer Master Record and

beneficlary's personal file, and assessing the amount of any resulting
overpayment of benefit.

There are a number of clircumstances under which entitlement to benefit
ceases. Here are some of the most common ones ...
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A. MARRIAGE
This is one of the more common reasons for cancellatlon and therefore one
that you'’ll come across often.
Read paragraphs G6.21 and G6.22 of the DPB Manual.
If you come across any cases where you think that the beneficlary might

be living in a relationship in the nature of marrlage, refer them to your
supervisor IMMEDIATELY. DON'T try to deal with the situation yourself.

It is the beneficiary’s responsibllity to advise you of their marriage,
and this should be done IN WRITING. The beneficlary should also be asked
to produce their marriage certificate for sighting.

B. RECONCILIATION

Read paragraph G6.23 {(page 98) of the DPB Manual.

Again it 1s the beneficlary's responsibility to advise you of
reconcillation and this should be done in writilng.

€. RELEBASE OF SPOUSE FROM PRISON

Where qualification for Domestic Purposes Benefit is under Section
27B(1){d) of the Social Security Act {(j.e. the beneficiary is the wife of
a prisoner}, entitlement ceases on the husband's release from prison.
Read paragraphs G6.25 to G6.26 of the DPB Manual.

The beneficiary should advise of the spouse's release however you may
also recelve advice direct from the prison authorities.

D. PERMANENT DEPARTURE FROM NEW ZEALAND

Entitlement also ceases on departure from New Zealand for permanent
residence overseas.

Read paragraphs G6.27 and G6.28 {page 99) of the DPB Manual.
Advice of intended departure from New Zealand should be obtained in
writing. This can be in the form of a letter, a statement on form Sw 81

or on a locally produced departure statement.

Check with your Supervisor.
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E. EXCESS INCOME
where a beneficlary’'s income is such that it precludes payment of any
benefit at all, entitlment to beneflt ceases.
The most common example of this ig where a beneficlary applies for

renewal of their benefit and the income declared 1s too high to allow
payment of benefit.

F. NOC APPLICATION FOR RENEWAL

G. LAST CHILD CEASES TO BE DEPENDENT

Entitlement also ceases when the beneficlary's last child ceases to be a
“dependent”.

Remember the "Basic Qualifications" ... A dependent child is one for whom
Family Benefit is payable?

H. BENEFICIARY REQUESTS CANCELLATION

Read paragraphs G6.32 and G6.33 on page 99 of the DPB Manual.

OK ... now that you're aware of some of the reasons for which a beneflt
can be cancelled, let’s look at how you should go about the actual
cancellation actiomn.

We'll start by looking at the Flow Chart on the next page ...
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Cancellation Flow Chart

1. ADVICE received
from beneficiary.

been verified?

' YES
Has ber-fit been
overpald?

' YES

2. Assess QVERPAYMENT.

9

3. DELETE QUTSTANDING
BANK CREDITS.

) 4

4, PREPARE ?ORH_§H 23
"Certificate of Review".

v .

Has date of marriage VERIFY date {can be
reconiliation, etc, NO Followed up if necessary}.

5. PREPARE FORM DPB 12 13. FOLLOW UP ANY QUTSTANDING
“Notice to Close Domestic ACTIONS
Purposes Benefit -~ Master ¥ debts
Record.” * maintenance
* verification

A

6. ADVISE FAMILY BENEFIT

DIVISION {by minute] of
cancellation details, 12. ADVISE LOCAL INDEX

of cancellation details.

7. ADVISE THE NATIONAL INDEX

of cancellation detalils 1l. NOTE COVER SHEET AND FILE
{Form SW 6B}, TAG.

Was beneficiary in receipt 10. ADVISE BENEFICIARY.

of a Telephone concession?

Yo y' 3

9. TC_SUPERVISOR te check
8. CANCEL TELEPHONE CONCESSTON befsre papers leave asction,
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bon't be daunted by the size of the Flow Chart. Most of the actlions
involved are really quite simple. Let's look at each of them separately.

1. ADVICE

This can come in a varlety of forms, but should generally be IN WRITING
and SIGNED by the beneficiary. You may need to obtain verification of
the event (and date) in some cases. For example, where the beneficiary
has married, the marriage certificate should be sighted, or in the case
of excess income, the income should be verified.

2. ASSESS OVERPAYMENT

If you're unable to meet the computer deadline for the cancellation date
so that payment continues BEYOND that date, you'll have to assess the
amount of the resulting overpayment.

For example:
Beneficlary remarried 15/4/8%*, Entitlement ($263.93 per fortnight)

ceases from 15/4/8%%. RAdvice recelived on 17/5/%*., DPB 13 to close
Master Record acticned on 18/5/8*%_ Overpaid credit cannot be withdrawn.

Beneflt has therefore been overpald for the perlod 15/4/8%% to 25/5/8%*
(L.e. 2 and 13/14 fortnightrs at $263.93 per fortnight).

The assessment of the amount overpaid would look like this ...

1. 15/4/8%*% to 27/4/8%*

1.e. 13/14 F.N. at $263.93 P.F.N. = $245.06

2. 28/4/8%*% to 25/5/8%*
i.e. 2 F.N. at $263.92 P.F.N. = $527.84
$772.90

Always. remember, when assessing an overpayment, to round DOWN so that
the assessment 1s to the beneficlary's advantage. For example, in the
assessment above, $245.06856 was rounded down to $245.06.

Also Include in the assessment Family Support paid that beneficiaries not
entitled to for some period.
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Unless the beneficlary is in receipt of another type of benefit., the
overpayment would normally be recovered by cash refund. Overpayments
aren’'t usually offset from Family Benefit but, if the beneficiary can't
repay in any other way. and they consent in writing to this being done,
recovery can be made in this way.

If you come across any cases where you think that this method of recovery
should be considered, CONSULT YOUR SUPERVISOR.

3. DRLETE OUTSTANDING BANK CREDITS

Where an overpayment has occurred on cancellation, you may have to take
actlon to delete the overpaid bank credits.

Read paragraphs 1.32 and 1.33 Domestic Purposes Benefit Data Processing
Manual.

The Data Processing Centre is unable to delete payments to Trustee
Savings Bank accounts and requests for deletion should be made in writing
direct to the Trustee Savings Bank concerned.

Usually, the credit would be allowed to stand and an overpayment for the
amount would be established and recovered from the beneficiary. However,
if there is a likelihood that it would be difficult to recover an
overpayment from the beneficiary, or some other good reason, action could
be taken to delete the credit. BAgain, if you come across any cases where
yYou think this should be considered, CONSULT YOUR_SUPRRVISOR.

4. COMPLETE FORM SW 23

This form is used to record the decision to cancel the benefit and
detalils of any overpayment. Look over the sample completed form Sw 23 on
the next page.

Remember, when assessing an overpayment jto show your workings on the
reverse side of form SW 23 as you would for arrears.
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5w.11

CERTIFICATE OF REVIEW ~PUESTIC. PURPOSES

e Benefit

?.3]&60”!2/ 260231 l

PREVIOUL Ly FUR e ¥ 4

Benefiutary's name: AR.GL S CTL s o TAxNE A €S E
(Surnsme} (Full Firyt K}
Address: .... 2. LIS HTEpIN G | ARLEE 44 THES S
Scheduls Fayment Code wd Ajc Mo, Anl. Code

I:'f— Géoo—e:mn?-sol [ 7 & l

.............. BES MARLIED | AETEAR  cawfl. oA 'T ¥ a CYES)
....... ) — THEU AANK  AccOUNT
....... e AWOGL ORTAILS 0K AUNARAR WERE

CEER sAy MENT 04
QU R LAERINL k¥

Overpayments, debts, or vveriapping benefits to be adjusied: ¢ € £ 28y MENT a#‘,{‘.:.oo«:oy;g TEE L
AEre) | F-wm g FO Mo B RECOVBE | BY  CASH LERUND

De castunt
IEANCES DFB  Frer L w- fA i
EITREL/EN, v EX BEY NENT OF Aot and REOHEN 8V caft ¥ RESUND

INTEAIM FAYMENT URDERS
Appt ] Puymant _';P‘P f.,;,, Pay Compu e
Cos Dot Data ASWOumt 1';::\‘ et D\n_lh_ll
L./ 3 i
s
=~
i | ~3% !
Payee's "
AL oot et aeebre s eaes e et see e e it e be seeseeens ImrTehd pELE Form A
AQUIES, o v v e e . . AOL ACTIONTAMNL oy cart
. e+ ereveeeenennees - AV s47E 3. u/(.,.'.‘.'/"
Serial
o [T | ~— -

Paymwent Ordes \\ : Payinenit Crdes \ .
Bank Creds Ll ! | i‘\ tank Credir | ! ! I ;\\ | Hl.l-.:’/ﬁ' /247

SERH -3 000 dades 8. Bt Ao
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5. COMPLETE FORM DPB 13

Read paragraphs 2.20 to 2.21, and 2.64 and 2.65 of the DPB Data
Processing Manual.

Here's a sample completed DPB 13 ...

D.P.B. 13

NOTIGE TO CLOSE DOMESTIC PURPOSES BENEFIT—MASTER RECORD

aT2jelox[3]} . =17
Disirice Racord Humbar Chack Diglt Chuck Initials
Can] ERED I J
e -
Tha sbowe tecord s 10 :c clo;ud‘on account ol At
M‘ETJ: /* ::: " ‘ t I ! l | Iw-nrn-m . ,
102 | Geamt and death. l_l l l ] l lm.-dml — $ex
104 | Geant and cancellation, o N i
105 | Application deciined.
_ 108 | Application tramferred,
pAT AR WAT-Y OISO s o cancatison .

{Cwamtion Code} {Patch Mumbar) }
m.eax.oumorlosm:md.mmwmmmm 1¥fel2 | I { l _[ } -
m_tohemﬂ'aud} ~ S ] n-: __M—
hmﬂhmk&*kﬁ‘ﬁéhmw Checked by! Due

cere: o STEIOC ~ 1, I0ST/RT WA
Keylng Action Compl !

REMEMBER, 1if cancellatlon is on account of remarrlage, show the check
initlals of the beneflclary’'s MAIDEN NAMER as this is the name under which
the Master Record would have been established.
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6. ADVISE FAMILY BENEFIT DIVISION

In all cases, you should notify Family Benefit Division so that they can
delete the DPB/EMA cross reference from the Family Benefit Master Record.

Your advice should lock something like this ...

MINUTE SHEET Department: ...
AINIRA - M a7 B lex \7&/"— :D CRO-S-S [ﬁ/ﬂ!ﬂuf&[ Dm‘:T‘rl ‘T’Ve"‘)
‘ o 5 Lt A7

__ T jﬁb&gﬁ?_dhﬁkls

O«:/n Mameed] Feste, Cooa o~ /S -4_¥ra

"__u«iskcnnv ablactad ]
ce e/ O';'/OV\ I S-a-t2

d
—'&L_ag.&g 1S D¢ %%/Cnm Dacoe

v 7

It 304
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7. TO ALTER SURNAME ON MASTER RECORD. REFER CIRCULAR
MEMORANDUM 1986/47

Complete SW 739 - Notice to amend Common Index Master Record., Page 14 of
Common Index Manual for sample input.

NOTICE TO AMEND COMMON INDEX MASTER RECORD

D T

SW 739

District B

ARE EAN PENEDRERE

?tul Social Welfare Number Chedk Init

Name: ?Ol\ﬁ : :)—QCO\’JS o ‘Z'Qﬂﬁl

---------

Seq. No.

IDENT CODE DETAILS OF CHANGES

SIS

= I

PREPARED BY: A

N CHECKED BY: @“\ijg.dfcfs DATE:Q‘.&QJ.Q(.-.HQ.(LQ.

16400G-—-2,000pads/5/84MK
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This is a skill you'll learn at your job.

8. CANCEL TELEPHONE CONCESSION

invelving a concession, CONSULT YOUR SUPERVISOR.

when you come across a case

You®ll be able to identify cases involving concessions by the special tag
{usually red) on the file.

9. SUPERVISOR TO CHECK

Before advising the beneflciary, ensure that the file has been checked

and signed by your supervisor.

overpayment or cancellation date.

10. ADVISE BENEFICIARY

write to the beneficiary telling them ...

A.
B.
C.
D.

the reason for cancellation;

the date benefit has been cancelled from;
their Revliew and Appeal Rights

details of any overpayment.

Read paragraph N30 of the Four-wWeekly Manual.

11. NQTE COVER SHEET AND FILE TAG

Local procedures wlll apply here. Check with your supervisor
the procedure is in your Office.
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12. ADVISE LOCAL INDERX

Usually the file is sent to Index Section to note that beneflt has been
cancelled and the date from which it has been cancelled.

Again, check with your supervisor. In your office, you may be required
tce do your own lndexing. o

13. FOLLOW UP ANY OUTSTANDING ACTIONS

* DEBTS —~ the file will need to go to Debt Section, after you have
done the advice letter, for further actlon. :

* MAINTENANCE/LPC — 1if the case 1s a Domestic Purposes Benefit which
was granted BEFORE 1 APRIL 1981, you will have to advise Maintenance
Division of cancellation detalls.

This is so that any malntenance payvable under an existing
maintenance order or agreement can be released to the beneficlary.

If the case was granted ARTER 1 APRIL 1981, advise LPC Division so
that they can cancel the Liable Parent Contribution.

* VERIFICIATION ~ in some cases, verification of cancellation details
may be required before cancellation action is complete.

You should note any follow up actions on the bottom of form SW 23 like
this ...

INTERIM PAYMENT URDERS

Dus Cate A L.
N s ;.- Des Dun Asmoumt Py Compatsno

—— S,

{7 $ 7 s s =0 T S
I_ ¢ $ Y, s sw oyl vy

{7 3 'Y s

Appt. | Puymant
Loda

Payee's
Kame,

Add,

Na, ' L ' ln-&.: PR

Continiamg laataimar
Pavamens Ordes -
Banik Credst s 4 T J parmenoee
ediy

AT - ) 000 Dl 81 MK

PNV Ferio w «p
ATIONE  Lrae
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This will ensure that these actions don't get overlooked.

AND THAT'S IT! ... SIMPLE WHEN YOU KNOW HOW ISN'T ITI!!

SW, 3}
CERTIFICATE OF REVIEW Benefit
Claw
az| [/ |
| Beneflciary’s name: .
(Swrname) {Full Firet Hames}
Scheduaie Fryment Code and Afc No. Rl Conde
Review required on sccount of I* | I’ l
Cverpayments, dobls, or avertapping benefits to be sdjusted: ...
Decision:
Stop cards lnath, dwe
f. ] and
Recxmnmeernding for
JUURUOODE DN SRR+ ;- RPN s Sp— 1T Orders fOBOMBE! wromerrerreer oo
INTERIM PAYMENT ORDERS
Pay O tier!
_‘ag: hgﬁl Duwe Dete Amount %ﬁi P'g:;"' Due Date: Amount ¥ Computrie
i ] P s
SW TN
I 5 i} 3
[ 3 i ! $
Payee's
IAITHE. oo rr bt s e e RS R paat s Sannasses
Address:
Serlal
Ny, [ I l |
Conthaming Instaiment .
Paymeni Crder Pryment Order
Bank Credtt L ¢t | Bank Credit Ly i | I
BBRG1H - D408 prci/B/Bt MX
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OTHER RELATED

ACTIONS
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Hospitalisation

References:

Part G.3 DPB Manual
Part T Miscellanecus
Provislions Manual

Introduction

1. For all classes of benefit
payment continues at the full rate
for the first 13 weeks of hospltalisation.

After 13 weeks action
varies according to
status l.e. with or
without dependent
children.

2. {(a) There 1s no action if admission is to
a private hospital, but watch if beneficiary
relinquishes responsibility for care of child
{child supplement}.

{b) There is no distinction between admlssions
tc a psychiatric hospital and admission to other
Hospltal Board hospitals.

In any communlication with beneficiary DO NOT use the term
Psychlatrlc - Just refer to Hospital.

See next 2 pages for
procedures.
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Hospitalisation (continued)

WITHOUT DEPENDENT CHILDREN (Women alone)

PROCEDURE
1. Record detalls of hospital admission on flle,
2. Bring up for 8 weeks.
3. If discharged prior ensure bring up cancelled.
STAGE 1 4. Still in hospital at 8 weeks — issue letter, see page
5. File back in bring up for reduction from 13 weeks
- ENSURE BRING UP EARLY
"ENCOUGH TO MBET 13 WEEK
DEADLINE.
STAGE 2

Discuss any 6. Reduce from expiry of 13 weeks to $520.00 ($10.00 p.w.)
cases of
hardship with

a senior A. Action on form SW 23

officer. H.O.

can approve e.g. Admitted to hosplital
higher rates - 6.3.81. Reduce from 7.6.81

if necessary.
B. Prepare SwW 272 -~ B61 — Standard hospital rate
' HO1 -~ Date & amount of broken
payment!!
B29 or 30 - if required.
Cc06 - if necessary.
8. Notification - see suggested one. Paqge

SUMMARY
{No dependents)
A. Full benefit 13 weeks.
B. After 13 weeks reduce to $10.00

pw
C. $10.00 pw further 13 weeks.
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Hospitalisation {continued}

WITH DEPENDENT CHILDREN
PROCEDURE:
1. Record detalls of héspital admlsslion on the file.
2. WELFARE OF CHILDREN - This is important - 1s there somebody

to care for them?
If not!

Refer to senilor officer so
soclal work division may be
alerted,

3. Benefit continues at full rate for 13 weeks.

q. Check with beneficlary (if possible) or hospital if necessary.
How does she want payment made?

— Is apportionment to those having care of children
required?

5. If hospitalisation continues —

Before expiry of further 13 weeks -
submit to Head Office with recommendation as to

— Rate of future benefit
or
— Apportionment.

H

Cover these points in submission: apportlonment

- who is caring for children

- costs involved

- anticipated period in hospital

- ongolng commitments

See next Page for
misce] laneous prowvisions.
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Hospltalisation {continued)

POINTS TO NOTE

1. CHECK
: - Getting the benefit to the beneficary:
A. Agents " ;
Now in hospital beneficlary may require that payment be
sent to somebody else. (An Agent.)
(1} Preferably have SW 17 completed and signed by
both agent and beneflclary.
See page (i1) 1If beneficlary unable to sign etc common sense
applies in the appointment of agents.
{(i11) Don't forget Sw 272 action -~ B27.
IMPORTANT (iv) Beneficlary as well as the agent must be
* notified if any chanqe whatsoever in benefit
entitlement etc.
B. Direct Credlt Cases
Beneficlary may arrange with the bank to have someone
else draw on the account - Assist here if necessary.

2. WATCH
PSYCHIATRIC HOSPITAL
Beneflcliarys portion should be paid to the
superintendent of the hospital. -
- 272 cCode - B30.

3. OVERPAYMENTS
Do not establish overpayment if there is delay
in actioning hospital reductilons.
Refer circumstances to Senior Officer.

4. ACCOMMODATION BENKFIT

~ May continue for first 13 weeks of

hosplitalisation.
= Watch —-- Review if accommodation expenses
alter.

5. CHILD ADMITTED TO HOSPITAL

Child supplement may continue providing beneficiary still maintains an
interest in the child.

6. FINALLY
A. Discharqe
= Increase benefit to full rate from date of
discharge.
B. Readmission
(1) After discharge if readmitted within
2 months pay rate prior to
discharge.
(1i) If discharge longer than two months
orlginal provisions apply.

See next page for letters.

~-268-



HOSPITAL NOTIFICATIONS
1. LETTER TO BE SENT AFTER 8 WEEKS
of hospitalisation (single person)
no dependants

Dear ,

Domestlc Purposes Beneflit

I am sorry to learn of your admission to hospital on

This letter is to let you know that under the provisions of the Soclal
Securlty Act it is usual, in the case of a single or widowed beneficlary to
continue payment at the existing rate for 13 weeks and then reduce it to
$10.00 a week. Payment is continued at this rate for a further period of
13 weeks, at which stage the question of payment beyond that period will be
considered.

However, the Social Security Commission may pay a higher rate than the
above amount where there are continuing expenses, for example - rent,
mortgage interest, rates, or insurance premiums which cannot reasonably be
met from the patient’s own resources. If you need to take advantage of
this increased amount, please communicate with me and let me know of the
circumstances by *completing the attached form and returning it to me, or
perhaps someone on your behalf could call and see me.

If I do not recelve a reply from you, your benefit will contlnue at the
full rate until and will then be reduced to $9.00 a week. You
will be pald this rate until ~ but before this date, an officer will
call on you to discuss your position.

on receipt of advice of your discharge from hospital, your benefit, if it
has been reduced, will be immediately restored to the existing rate.

If you have any financial or other difficulty that you would like to
discuss please let me know.

Yours falthfully,
Director

* Form SW 47 Enclosed

2. SUGGESTED LETTER ——-
At pay actlion after 13
weeks. {(may need adapting
to meet clrcumstances)

Dear .

Domestic Purposes Benefit

Further to my letter of , your benefit has now been reduced

to from (following expiry of 13 weeks hospitalisation).
The payment order due consists of part of the reduced rate. Future
two weekly instalments will be at $20.00. Remember I informed you

on that a higher rate of benefit may be approved in certain
circumstances where you have continuing expenses.

If you are stlill in hospital at a person from this office will
call on you to discuss your position.

for Director Include review riqghts
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Departure From N.Z.

References: CM 1979/51
CM 1981/71
Section 77 §.8. Act

Permanent departure:

Benefit ceases from day after departure.

Temporary absence:

Entitled to payment while absent from New Zealand
if absence is for up to 26 weeks provided the
period of absence is for 30 weeks or less.

NOTE
(1) 1If absence EXCEEDS 30 weeks
payment cannot be approved for — Except 1f DELAYS see
any period of the absence. page 285.

(ii1) while absent for thirty weeks or less — payment may continue
in New Zealand {agent bank account) for 26 weeks or suspend
payment and lssue arrears on return.

PROCEDURE Permanent Departure
(T.17{a) 4 Weekly Manual)
1. We want to know: - Date of departure from N.Z.
— Overseas address or if not avallable N.Z,

contact. Preferably complete S.W. 422
interview form.

2, Cancel from day after departure. RAction on Sw 23.
BUT

3. If instalment collected prior to departure payment may be

confirmed to the end of that two weekly pay perilod.
4. Prepare SW 273 - Don't delay. Avold overpayment.
5, Normal cancellation (letter etc) procedures apply.
See page 261 (Also see stage 7 below).

6. Deletion of bank credit - Don't overlock using this facility
if necessary.

7. If overpayment to be recovered and benefilciary overseas — see

para Q.87 Pay Manual.

Next page - Temporary absence.
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Departure from New Zealand {(continued)

PROCEDURES: — TEMPORARY ABSENCE

Period of absence 26 weeks and Period of absence exceeds 26 weeks

under

1. Beneficlary does not have to 1.
notify .
But if does

2. And calls at office. Have
- interview sheet from 2.
leaflet S.W. 442 completed
and give leaflet to

Have intervliew sheet from leaflet
5.W. 442 completed and give
leaflet to beneficiary.

Example page

SW 272 actlon - to stop payment
URGENT - Don't delay so to avoid
overpayment.

beneficlary. .

Bxample page Note: If period of absence is
between 26 -~ 30 weeks payment may be
made for the first 26 weeks.

3. Record suspensioﬁ on SW 23.
3. Place interview sheet, 4. Suspension date is from - day
beneficiarys letter or phone after departure.
details on file. But
If instalment
4. Payment may continue in N.Z. collected prior to departure -
during period of absence. payment may be confirmed to the
end of that two weekly pay pericd.
5. Letter to beneficiary polnt out —-
5. LETTER must be issued in every ~ Date of suspension
case - see Specimen A Page 168 - Quote Section of act (5.77) that
Also see stage 8 below prohibits payment.
= Review rights.
6. Flle may then be filed.
7. No need for any other action
like bring up etc.
8. WATCH (1)} Intentlon not clear

as to period of absence may -
be safer to suspend payment to
avold overpayment —-- discuss
with beneflciary.
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Departure from New Zealand (contilnued)

If beneficlary calls at office to notify of departure have thils form

completed.

—--— After detaching the form from leaflet S.W. 422 give the

leaflet to beneficlary.

122P/374W

DEPARTURR FROM NBW ZBALAND
Fationsl Superannuation Wo:..........
Benefit No. Q39213 ... ......

Mra
Me ..PEADODY FELICTY....

{Surnames) {Firat Namea}
Address '2%Q, GLASGOW, STRERT, WARLKURALL i iiirrenannranes
I gm leaving New Zesland on.&....8d..for teoporary/permenent absence,
I have booked to arrive back in New Zesland on. B 4.8 cv.vrieernanren
I have not booked bu$ expact to arrive back in New Zealand on,MN/A .....
My overseas address{or forwarding address)will be.T®% MENOANA ...,
AYENUE, HONIARA, SOLOMON TSLANDS

MR L R R E R R R E R R R R NN RN Y

If recieving family benefit:

The names of my children also leaving are,PERNEPOER; QERM
The names of my children remaining in New Zealand are. NA . ...l
The neme and addrass of the guardian of ay children remaining in

Now Zealand 18. .00 ittt it ettt aisssseassssanssnesosnnans

DI

E

.

Is family bemefit required to be paid to the guardien? Yes/No
I will make an application for bensfit in- United Zingdom: Yesa/No NfA
- Australia: Yes/No

F.Pat{’og’;t 101281

P T R R R

{3ignature) {Date)

FOR OFFICE USE:

t.Letter sent $o beneficiary(required in all  2.Payment action
cages). taken.

-

- T - e RG -
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Departure from New Zealand {(continued)

WHAT TO DO WHEN BENEFICIARY RETURNS TO NEW ZERLAND

Absent for 26 weeks or less Absent for longer than 26 weeks

1. If calls at office have standard 1. If absence exceeded 2 years a
return to New Zealand form fresh application should be taken.
completed —~- see appendix IV
M 1981/71.

2. If beneficiary phones — record Under 2 years
detalls required by above form :
on the file. 1. Have return to New Zealand form

completed (see appendlx IV

M 1981/71).
3. If payment stopped
2. Resume payment from day of

arrival
- RESUME payment and issue in New Zealand
arrears (payment for perlod - SW 23
of absence) — SW 272 authenticate

(see resumption procedures page 197)
if not absent for over 30 weeks
pay for 1lst 26 weeks of absence.

4. If dependent children - have 3. Letter.
they returned? entitlement to
child suppiement.
turned 15 years while away? 4. Watch if beneficlary did not intend

to be absent for more than 13 weeks and
was held up beyond her control - discuss
with senior officer. There may be
entitlement to payment for period of
absence.

5. bon't forget sSw 272 if payment
to be resumed. Must be
authenticated as well as checked.

See resumption procedures
page 197
6. Letter to beneficiary.

7. If payment was not stopped ---
no action required (record
details on file)
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Departure from New Zealand (contlnued)

Speciman Letter A
INTENDED DEPARTURE
26 WEEK OR LESS

"Thank you for letting me know that you intend to
leave New Zealand for a temporary period,

Please note that Section 77,0f the Social Security Act,
states that ‘benefit will not be paid for any pericd of
absence unless the absence is for 26 weeks or less',
Should you return within 30 weeks benefit may be paid
for the first 26 weeks of your absence,

The Socia) Security Commision has discretionary
authority to approve payment for 26 weeks where the
absence for more than 30 weeks was due to circumstances
beyond the control of the beneficiary and which arose
while the beneficiary was absent'®.

As you only intend to be absent for 4 weeks your benefit
will copntinue to be credited to your bank account.

If you do decide to extend your overseas absence to
& period exceeding 26 weeks bPlease let me know

without delay so an overpayment of your benefit can
be avoided,”

Specimen Letter B
DEPARTING FOR

"As you are intending to leave New Zealand for permsnent PERMANENT RESIDENCE
residence inliustralia your benafit hss been cancelled OVERSEAS.

b4 v T tievecn “sthe day follewing your projected

departure.

The enclosed order repressnts payment for the poriocd

S eereriieneeaan. PO weiiiinininna. NEOI* daily direct

credit depending
¥hen making spplication for ths2iuatraliarn Widows on time available

Pension3pleame present this letter to the RegionalqOftice
of the Depariment of Soc¢lal Jecurdty nearest to you. To
agsiet in determining this application deta.i_la ?r your
cess hava been referred to theS®irsctor of Social
Jecurity..isvecads”

Por United Eingdom:
T..United Kingdom

2, Pension under the National Insurance Scheme

3. United Eingdem

4. The neareat office of Department of Health and Social
Security

5. Departiment of Health and Social Security -~
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Departure from New Zealand {(continued)

PCINTS TC NOTE

DELAYS

1. If return to New Zealand delayed, resulting in
absence exceeding 30 weeks and delay no fault
of beneficlary - (See para 3 CM 1981/71)

PAYMENT MAY BE AUTHORISED FOR THE 26 WEEK
ABSENCE.

INTENTION

2. Does beneficiary understand that if absence
exceeds 30 weeks - There 1s no entitlement
to any payment for period of absence.
watch -

Cases where extent of Intended absence not clear
at time of departure.

CARE OF CHILDREN

3. what is position of dependent children following
departure ~—-

- If no longer cared for - entitlement to

family support?

~ Qualification for domestic purposes beneflt affected?
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DeparFure from N.Z. {Continued)
ABSENCE PROM NEW ZEALAND
SUMMARY
TEMPORARY PERMANENT

30 weeks and under " over 30 weeks

1. BEntitled to payment 1. No entitlement for 1. Cancel benefit from
for 1st 2 weeks period of absence day after departure.
absence. - suspend payment.

absence uncertain.

RETURN: 1. Bbsence over 30 weeks:

Resume from date of arrival in N.Z.

2. If payment was suspended and absence
30 weeks or under — lssue arrears.

3. Payment suspended for more than
two years take fresh application.

q. If intended to be absent for 30
weeks and under but delayed through
no fault of own —-- discuss with senior
of ficer possible entitlement to payment
for period of absence.
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Miscellaneous Provisions ¢
SELCTION 4 APPENDIX I

~18-

INFORMATION SHEET ~ DEPARTURE FROM NEW ZEALAND

Mational Stperamrxaation KO, ciessscscs

mrevesneenassss Benefit NO, ..... renes
Mr
Mrs
Miss
M= : _
{Surname) {First Names)
Address
T am leaving New Zealand on for temporary/permanent absence

T have booked to arrive back in Kew Zealand on _
T have not booked but expect to arrive back in New Zealand on
My overseas address [or forwarding address} will be

¥ receiving Pamily Benelit:-
The names of my children also leaving are
The names of my children remaining in N.Z. are
The name and address of the quardian of my children remainin in R.2.
is
Ts Tamily DeneflL required to be paid to the guardian? Yes/No

I will make an apolication for benefit/pension in - United Kingdom : Yes/Ho
- Australia : Yes/No

I understand that the maximm pariod for which benhefit payments may be wade is
26 weeks from the day following date of departure from New Zealand provided

the period of absence ig 30 weeks or less.

As I will not be in the United Kingdom my absence I would like my United
Kingdam Pension paid direct to my New Zealand Bank Account
numbher {Delete that which does not apply).

I also understand that the Department of Social Welfare may consider payment
of my New Zealand benefit for a period of 26 weeks if my absence for more than
30 weeks it caused by unforessen circumstances heyond my control which
mrevented my return to New Zesland within the 30 week per iod,

{Signature} {Date)

For Office Use:

i. Letter sent to beneficiary (required in all cases).
2. Payment action taken.
Note:

The only opticaal form to be used is the tear-off sheet on oW o442,

Pé?;se check with your supervisor to see what/which form is used
of flce.

in your



Benefit Overpaid

References:
- Part Q Pay Manual An overpayment occurs
~ 4.63 — 75 D.P. Manual when beneficlary is paid
- Pages 45-57 D.P. Manual and cashed beneflt to
which she is not
entitled.

There are a variety of ways in which benefit may be overpaid.

Recovery of the overpayment may be made elther by:
- Cash refund
- Offsetting {deducting) a

weekly amount from current
benefit.

Assessing the overpayment

The actlon is recorded on S.W. 23 as below.

This example 1s based on

the continuation of the old additilonal
benefit after receipt of income prohibited
entitlement.

1 THINK INE
BEEN (NERPAVD/

Procedure continued next page.
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Overpayments {continued)
PROCEDURE
1. Complete S.W. 23 (Example previous page)
-~ show assessment of overpayment on
reverse of form.
2. If possible discuss with beneficlary —- offset or cash

refund. If beneflciary has a sufficlient cash assets -
request cash refund.

3. If offset:

A. Beneficlary to decide on reasonable amount to be
deducted each week.

B. ON NO ACCOUNT IS A HARSH OR UNREASONABLE AMOUNT
TO BE DEDUCTED FROM CURRENT BENEFIT.

C. Prepare S5.W. 220 - see example page 236
D. S.W. 272 ~ Bxplry date and weekly amount of
recovery. Reduce check rate.

See next page.

4. If cash refund

- S.W. 272 only required if because of
circumstances giving rise to overpayment
rate etc needs changlng.

~ Debt details here not recorded on
Master record.

5. Send letter - see example page

6. After checking ——- The file is referred to accounts section
for debt card preparation etc, and if necessary follow up
for refund.

NOTE: In some offices debt cards
are completed prior to
referring file to accounts.

7. If offset - no need for bring up - DPC increase

benefit automaticaliy --- but there is expiry list action
to notify beneificary.

Forms example nhext page.
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Overpayments {(continued)

EXAMPLE OF LETTER
EXPLAINING BENEFIT
OVERPATD AND RECOVERY
ACTION

Mrs Trudy Bartholomew,
105 High Street,

LOWER HUTT.

Dear Mrs Bartholomew,

Domestic Purposes Benefit 22/17412

Your additional beneflt has been cancelled from 22.7.81 as the income
you receive from the job you commenced on 22.7.81 precludes
entitlement to the benefit.

The revised assessment of your additional benefit is as follows:
Barnings = $24.00 p.w.

RBach $1.00 reduces Additional
benefit by $1.00.

NOTE:

From 14.10.81 Accom benefit = $16.00
1. Accommodation Benefit. Reduction = $24.00
2. 1lst $5.00 p.a. income Amount payable NIL
disregarded.

Your Additional benefit has been pald to 18.8.86 and as a result has
been overpaid by $64.00 For the period 22.7.86 to 18.8.86.

As requested by you thls overpayment is to be offset from your
domestlc purposes benefit at the rate of $4.00 p.w.

Therefore the two weekly instalment from 25.5.86 to 1.12.86 will be
at $133.50.

From due date 15.12.86 payments will be restored to the normal rate
of $141.50 per two weeks.

If you are dissatisfied with the decision above, you are entitled to
have the declision reviewed by the Soclal Security Commission.

If you wish to have the decision reviewed you should apply in writing
within three months, setting out briefly the grounds on which you
object, to the decision. A form for this purpose is available from
any office of thls Department (SW 143 Application for Review of
Decision}.

Yours falthfully

Example of cash refund letter
next page.
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Overpayments {(continued)

CASH REFUND

EXAMPLE OF LETTER CONTENT

If recovery of overpayment to be by cash
refund (e.q. benefit cancelled) instead
of offset include wording something like

this in the letter:

M reiaa as a result your domestic purposes benefit has been
overpald by $....... ...

A refund of this amount is now required.

This may be paid to the Accounts division of this office.
If making your payment by post please quote the benefit
number above. If paying at thls office please bring this
letter with you.

If you are unable to make this repayment in a lump sum,
reqular instalments would be acceptable.

Your prompt attention 1s required in this matter

Include review rights etc.




Overpayments {continued)

WHEN BENEFIT HAS BEEN OVERPAID DON'T OVERLOOK THE FOLLOWING

1. QFFICE ERRORS

If the overpayment 1is due to an office error
~ The officers concerned must record their
explanation on the flle.
- There is provision to write the debt off
rather than arrange recovery.
— Speclal letters etc are required.
- Paras 27-44 CM 1973/85 have full details.

2. FRAUD:
Most overpayments are unintentional.
But
If it is apparent that the
cashing of any orders or
collecting of any bank credit
to which not entitled was a
deliberate attempt to defraud
the case must be:

Discussed urgently with a senior
NOTE: officer. 1In such instances the
Pollce are required to be notied.

3. FAILURE TC REFUND
If beneficlary has elected to refund the overpayment
by cash refund but after reminders fails to do so,
discuss with senlor officer to consider commencing
recovery by offset. — Accounts sectlon may initiate
this action.

4. OFFSET
{Referred to as fForfeiture)
A. S.W. 220 - place at front of file.
B. If beneflt later cancelled and
offset not completed — Request
cash refund.
C. See section 2 Pages 45 - 47 D.P.
Manual. - recovery by offset.
{1) Minimum period 8 weeks.
Maximum pericd 2 years.
{11} Expiry must be end of a pay
period.
(1i1) odd amounts - recover
locally.
{iv) Watch children attaining 16
years during offset pericd.
5. BENEFICIARY LEFT N.Z. !
For overpayment fecovery see Para Q87 Pay Manual.
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Telephone Rental Concessionis

References:
- 8. 52 Supp Services
Manual.
- Section 69A Scocial.
Security Act

what 1s the Concession

Reduces Post Office telephone rental by half while
in receipt of benefit.

Requirements:(in brief) - Phone in own name and meeting cost of rental.
Procedure
1. Beneficlary to complete S.W. 120 Application
2. No Application reglster.
3. Post Office to complete portion of S.W. 120. {(See next page.)
4. 1If application received without this completed - Send S.w. 120 to Post
Office.
5. S.w. 120 on file. You complete bottom portion — See example next page.
6. Grant date: (S. 73 Supplementary Services Manual)
A. 1st day of rental period in which application received
in S.W.D. or P.O.
B. Watch that new connections dont start earlier than the
lease commencement date.
C. New Applications - of course the concession can't start
prior to the benefit grant.
7. You will need: Copy of Post Offlce rental periods and deadlines.
TA. If can't meet Post Office deadlline dates - local order to be issued:
{See example S.W. 120 - Can't be made via D.P.C.
over page) - Class code is 780
Important - avold payment
queries.
8. sS.W. 272 - show B. 93
9. Complete S.W. 121
R. Original is benefliciary’'s notification
B. Duplicate (s.W. 121A) goes to Post Office
- Approving officer to sign
- bont forget office date stamp.
10. On receiving the S.W. 121A the Post Offlce reduces beneficiary future
telephone accounts by half.
11. Note file cover and attach tag to file showing - "Telephone Concession®

CANCELLATION OF CONCESSICN {in brief)

1. Reference {5.88 sSupp Services Manual)

2. Send S.W. 124 to Post Office
3. S.W. 272 - D.93
4. Change of address? Letter to beneflcary. Suggest reapplication
1f has phone at new address.
Foerms examples — next page
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Supplementary Services

Supplementary services is
a term for benefits and
grants that may be paid in
addltion to the domestic
‘purposes benefit,

It is IMPORTANT that you be aware of the qualifications for these benefits
as 1f it appears applicant or beneficiary may have entitlement an
application MUST BE INVITED.

Also if benefilclary complains of financial
problemns the possibility of supplementary
service entitlement must be locked at.

Listed on the next few pages are the supplementary services that may be
relevant to a domestic purposes beneficiary.

General Qualifications only are
outlined. Space does not permit
detalled explanation or the setting
out of application processing
procedures.

However Manual References are quoted
and you should make an effort to
familiarise yourself with those
instructions.
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Supplementary Services {continued)

6. PROVISIONS FOR THR DISABLED

If beneficiary or his/her dependent children have a disability there may be
entitlement to one or several of the following provisions:

A. DISABILITY ALLOWANCE:

Reference: Part I Supplementary Services Manual
C.M. 1981/69

Application form: S.W. 247

Rate: $30.00 p.w. (maximum)

General Qualification: Disability that creates extra expense.

B. AID TO FAMILY/ALTERNATIVE CARK:

Reference: Part Al Supplementary Services Manual
Application form: S.W. 251
Rate: Reasonable costs of alternative care.

General cualifications: Caring for serlously disabled person.
Alternative care permitted for up to
four weeks in any one year.

Purpose: To provide relief from the emotional
and physlcal strain involved in
providing care for a sericusly disabled

person.
C. HANDICAPPED CHILDS ALLOWANCE:
Reference: Part F Supplementary Services Manual
Application form: S.W. 243
Rate: $22.00 p.w.

General Qualification: Child must be seriocusly mentally or
physically disabled.

NOTE: The allowance 1s included with normal family benefit payments.

D. GRANTS ALTERATIONS TO THE HOME:

Reference: Part A3 Supplementary Services Manual
Application: No form. Written request only.
Payment Suspensory loan.

General Qualifications: Essential alterations required in order

- to accommodate wheelchair etc

- to provide handrails handgrips etc

- te assist disabled person by
altering plumbing, the kitchen or
electrical fittings. ,

- provide a separate bedroom for use
by a disabled person to enable the
disabled person to remaln in
his/her own home.

Continued next page
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Supplementary Services — Provisions for the disabled (continued)

E. AIDS AND APPLIRNCES:

Reference: - Part A4 Supplementary Services
Manual

application: : .

General Qualifications: If ald or appliance not available free
of charge the Department may meet the
cost.

F. TRAVELLING EXPENSES:

Reference: Part R. Supplementary Services Manual

Application: Adapt form s.wW. 236

General Qualifications: Reasonable costs may be met where
amputee required to visit a LIMB CENTRE
or travels to:

- Undertake medical treatment or
examination.
- Be interviewed by Departmental
staff
- Be assessed etc 1n connection with
disability.
G. CAR LOANS:

Reference:

Application:
what is available:
General Qualifications:

Part AS of Supplementary Services
Manual

Adapt form war 86.

Suspenscory loan of up to $7500.00.

Where vehlcle is essentlal for disabled
person to undergo rehabilitative
training for employment or enable
employment to be malntained or
voluntary social work.

Other Supplementary Services available
next page.
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supplementary Servcies (continued)

7. RBMISSION SCHOOL CERT./U.E. FEES:
Reference: S.11 - 14 Supplementary Services Manual
The Department investigates and reports for the Department of Bducatlon.
8., FIRE LOSS:
Reference: C.M. 1982/8.
{Payable Part B. Supplementary Services Manual
under Application: Adapt form S.W. 236.
speclal General Qualifications: Depending on circumstances grant may be
needs N : made where household and personal
qrants) belongings lost as a result of a fire.
9. MAJOR RRPAIRS ADVANCE:
Reference: Part O. Supplementary Services Manual
Application: No form. Written request only.
Amount: Loan of up to $2100.00. Interest is
payable but lcan usually repald when
: home sold.
pualifications: - For essential repalrs and maintenance.
or .
- For essentlal services to the premises
or
- Conversion domestic heating equipment
($500.00) (in Christchurch area only).
- Property must be owned by beneficiary.
10. HOME_HELP:
Reference: Part K. Supplementary

Services Manual

Usually applies to elderly persons. However if beneficlary 1s sick and
help is needed in the home the Department may meet the cost of the help.

Adopt form S.W. 236 for appllication purposes.

continued next page
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Supplementary Services (contlinued)

11. SOCIAL WORK SERVICE:
If beneficiary requires assistance or gquidance with child care the
Departments Soclal Work Division should be contacted. Social workers can
also help with other personal problems even though not directly concerned
with the domestic purposes benefit.
12, CONCESSIONS AVAILABLE FROM OTHER ORGANISATIONS:
Doh’t overlook referring beneficlary to the following places:
Organisation: Concession:
A. CITY COUNCILS - Rates Rebate
- Reduced bus fares {some
places)
B. STATE INSURANCE - Reduced insurance policy
premiums.
C. MACRI AFFAIRS DEPARTMENT Housing Loans
13. MEDICAL FEES:
Beneficlary is issued with a certificate at grant which entitles
him/her to lower Doctors fees,
Reference: $.15 Supplementary Services Manual
14. FINALLY:

BUDGETING SERVICE:

IMPORTANT: If beneficiary is having financial troubles.
DON'T OQVERLOOK that a budgeter could be of
value. If there is not a budgeter attached to
your office refer beneficlary to one of the local
services, Ciltizen advice bureaus can usually

r\:zifst.

G\ETADVICE
3
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' Allegations

ALLEGATIONS THAT BENEFICIARY IS LIVING IN A RELATIONSHIP
IN THE NATURE OF R MARRIAGE

{Part D Misc. Prov. Manual)

From time to time people will call the Department with accusations that a
beneficliary has entered a relationship that is in the nature of a marrliage.
Most of our Domestic Purposes Benefits are paid to SOLO PARENTS and they cease
to be SOLO PARENTS when they enter such a relationship. It follows, therefore
that entitlement to benefit also ceases. :

As some of these calls can be malicious, it is highly desirable that a senior
officer talks to the caller. RAll calls should be passed to the Divisional
Officer, who will decide what action, if any should be taken.

UNDER NO CIRCUMSTANCES SHOULD THESE CALLS BE DEALT WITH AT A-LEVEL BELOW
007-104.
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WHAT TO DO IF ALLBGATIONS RECEIVED
THAT BENEFICIARY IN EMPLOYMENT

The principles on the previous page apply.

Allegation by phone:

Request-callers name and address - don’t insist
if wishes to remaln anonymous. Explain that the detalls
provided are confidential to
the department and as such
beneficiary willl not be told.

Obtain this information: ~ where beneficiary working, {full name and
address of employer).

— How long working for.

Credibility
a. Remember the allegations may nhot be true.

b. Intention: :
Beneficiary may only be intending to
earn up to $1300.00 and then declare
the income at renewal.

It 1s desirable that we be informed of all changes in clrcumstances
put in the above situation there may be no intention to deceive.

- Refer notes of phone call or if letter, (both on file) to senlor officer

without delay.

ON no account prior to above referral is payment to be stopped or
beneficiary contacted.

Senlor officer may decide to check direct with the employer, and then
advise how to approach beneficiary or instruct that no further action be
taken.

IMPORTANT:

If no action is directed - you are not permitted to start your own
private detective campalgn.

Get your priorities right.

Energies should be put into arranging
payment in other cases where there is obvious entitlement rather
than wasting time on cases where there is an unfounded suqgestion
that_entitlement is in leopardy.
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LISTS RECEIVED FROM THE DATA PROCESSING CENTRE

Change List
Rejectlon Llst
Explry List

Renewal List

1.
2.
3.
4. Reglster of Issues
5
6

Master Record Listings

These lists are the most important others are produced, and reading the
Data Processing Manual will make you familiar with thelr function.

why the need for the computer to produce

the above lists?

See below.
Also explalned briefly on the next

few pages is what action if any the lists require.

1. CHANGE LIST

- Large paper list produced each week.
- Shows changes to Master records, and payment requests following

action of input forms

~  For reference or information purposes only.

2. REJECTION LIST

-  Produced dally via office terminal
- One list for all benefit classes.
-  shows inputs form details which due to incorrect information have

not been accepted.

-  The rejected input forms are attached to the list.

Action Preocedure:

WATCH

G.

senior Officer extracts messages from the
list.
As well as the rejected input form, in
some cases attached may be a copy of
master record details.
These papers must be put on the file.
Your job is to correct the error by
completing a further input form - ACTION
IMMEIDATELY.
(1} Does payment need adijusting?
(11) Deadline missed?
{ii1) oOverpayment?
{(iv) Local pay action required?
Notify beneficiary if necessary.
Graded Officer to clear list

Bxpiry llst next page
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D.P.C. Lists (continued)

3. EXPIRY LIST

- Entries extracted by a senlor officer

- Extract then to be placed on the benefit file. .
- Your job is to find the file and do the necessary review action.
- The messages or entries on the list that require action usually

comprise of the followling:

MESSAGE

*
Child attaining 15 years

BRIEF CQUTI.INE
OF ACTION

chlld of age action see Page
219,

Beneficiary attaining 60 years

If no dependent children invite
application for National
Superannuation.

Partial forfeiture

Overpayment recovered -
Automatic increase or resumption

Full forfelture

Letter to beneficlary.

Bring Up

NOTE

File will show why bring up
made - take necessary action.

Avold unnecessary work - If the
action is completed before the
related bring up. Delete the
bring up notings from the
master record.

Benefit payment stopped -
over 2 years

Unless file indicates benefit
to be resumed - arrange
cancellation see page 251.

End of School Year action

Chlld of age action see Page
219,

Entries on the list are cleared by a Senior Officer

* If youngest child attains 16 years special letter
polnting out reduction in benefit required.

Format of letter should be BASED on the example

Master Record listings etc next page.
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.¢. Lists {(Continued)
4. REGISTER OF ISSUES

- Paper list
- Produced prior to each due date
- Shows - payment for that due date and

- to what bank account credited.
- No actlon required. Reference purposes only.
- Bssential for enquiries regarding missing payments etc.

5. RENEWAL LIST
This has already been discussed in the renewals section.

6. MASTER RECORD LISTINGS
- Microfiche list - Produced each four week.

- use Microfiche reader to see detalls (simple to use)

- For reference purposes only - No action required.

- Useful for answering general enquiries and for reference when

reviewling benefits.
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Review andAppeal Rights

Reference: ,
Part Y Four Weekly Manual

Revlew: Section 10(6)}(7) Social
Appeal: Sectlon 12{J}{k) Securlty
Act

WHAT ARE THEY? =~ If beneficlary or applicant Is dissatisfied with a
decision he/she can formally apply to have that
decislon reconsidered. ’

Review: Is an application to the Department to have a District
or Head Office decision reconsldered.

Appeal: Is an application to the Soclal Security Appeal
Authority to have a Head Office (Soclal Security
Commission) decision reconsidered.

" NOTE: = The appeal authority
comprlses of people
independent from the
Dept and is
administered by the
Tribunals Division
of the Justice
Department.

TIME LIMIT Applications must be lodged within three months of the
decision that is to be reconsidered.

NOTIFICATION OF REVIEW RIGHTS:
Beneficlary must be notified of review rights in these circumstnaces:
{1} Following all new applications.

{i1) Following all reviews,
(1it) All changed amount renewals.

You notify the review rights by adding this message to the letter that
advises of the above action.

“If you are dissatisfled with the decision above, you are entitled to
have the declsion revlewed by the Social Security Commisslon.

If you wish to have the declision reviewed, you should apply in writing,
within three months, setting out briefly the grounds on which you object

to the decision. A form for this purpose is available from any office of
this Department (S.W. 143 - Application for Review of Decision).*

Procedures next page
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Appeal Review Rights {continued)

RRVIEW PROCEDURE

1. If beneficlary complalns verbally about a decision an application for
review should be invited. Letters complalning of a benefit decision
must be accepted as a "review of decision™ application.

2. TYPES OF APPLICATION: A. Form S.W. 143 - TAKE CARE not to
issue Appeal form
, S.W. 144,
or

B. Letter - should show reason for review.
- Endorse or stamp 1t ...

"Application for review".
3. Enter in register.

4. becision to be reconsidered at higher level than orlginal decision
given.

5. Any new information? - investigate first.

6. If decision wholly favourable.
{(Wholly favourable means = Meets in full the point on which the
request for review was based.)

A. Rectify - flle action.
B, Letter to beneflciary polnting out matter rectified.
C. Clear register.

1. If unable to qive wholly favourable decision refer flle to Senior
Cfficer. The decision will be reviewed agaln and if a favourable
decision is still]l not able to be made the beneficlary is to be advised
that she/he may have the decislion further reviewed by the Social
Security Commission. If she/he wishes this the file will have to be
submitted to Head Offlce.

8. File now in Head Offilce:

A. wholly favourable decision B. becision Partially or Wholly
given: unfavourable

{1} Flile returned to district. {1} H.O. will notify applicant.

(11) take appropriate action (11} The notification will include
e.g. perhaps lssue arrears advice of appeal rights.
etc.

(11i) Letter ' {iii) Pile returned - some
corrective action may be
necessary.

(iv) Clear register {iv} Clear register.

{v) I1f APPEAL Iodged - see next

page.
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Appeal/Review rights (continued)

6.
1.

10.

1l.

12.

13.

14,

15,

APPRAL PROCEDURE

girst read review procedure previous page.
Before APPEAL lodged - application for review must be lodged and decided.

Applications: FPorm S.W. 144
or
Letter - should show reason for appeal.
bon*t enter in register at this stage.
send the application for appeal direct to:

The Secretary.

Soctal Security Appeal Authorlty.
Tribunals Dpivislon,

Department of Justice.

Private Bag,

Postal Centre,

WELLINGTON.

Authority secretary sends copy of appeal to Head Office.
Head Offlce will A, Enter in their register.

B. send the copy and memo to district office.
Appeal details NOW entered in local register.

Get file: If no review carried out {see previous page}
A. Tell Head office,.
B. H.O. will point out to Ruthority that no appeal lles.
C. Enter in review register.
D. Review procedures (previous page) apply.
CASE ALREADY REVIEWED BY HEAD OFFICB:— (ensure 1t 1s for the point appeal
lodged in respect of):
send file promptly to Head office ~ Ensure coverlng memo clearly shows
file forwarded for Appeal purposes.
watch - Before above if there is any fresh information investigate and
take correctlve action if necessary.
How in possession of the file H.O. will prepare a report for the
authority and may be represented at the actual appeal hearing.
NOTE: A. Beneficiary may be required to attend the appeal hearing -
see Para Y.59A re expenses refund.
B. Beneficlary is referred to as the appellant.
After the appeal hearing - the Authority will inform beneficiary of the
decision.

Appeal Allowed Appeal Disallowed
A. H.0. will issue instructions A. H.C. will return file
to rectify. with copy of the appeal
decision.
B. Actioned at district office. B. No need for notificiation
Already issued by Appeal
Authority.

C. Notify beneficiary commence with
these words ... "In accordance with
the decision of the Social Security
Appeal Authority ..... date ....... "
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Reviews/Appeals {Final message)

1. ACTION REQUBSTS FOR REVIEW OR APPRAL PROMPTLY.

REMEMBER : A declsion cannot be
conslidered for appeal
untll a review of the
decision has been carried
out, '
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Miscellaneous- Provisions

‘In Brief)

1. BENRFICIARY IMPRISONED

Reference:

A. No Dependents: . -

B. Dependent children: 1.
2.
3.
4,
5.

- Section 76{(1) Social Secﬁrity Act.
- part ¢ 51 - 61 4 Weekly Manual

Suspend benefit from day after taken
intoc custody.

For forms to ‘use etc. See suspension

section.
Benefit shall be suspended in the
interim. (Page 188)

prime consideration is to be given to
the welfare of the children.

May require discussion with Social work
divisiloen.

whole or part of the benefit may be
paid to persons caring for the:
children. Refer to Head office {(Para
Q. 57). T

Action H.O. decision without delay.

2. BENEBFICIARY DIES

Reference:

A. No Dependents: 1.

- section 85 Soclial Security Act.
- Part W. 4 Weekly Manual.

- pParts S and W T Miscellaneous

Provisions Manual.
cancel benefit from day following date
of death.

B. pependent Children: (1)

(L)

NOTE:

Any letters following

death should express {(b)

sympathy.
(1ii}
{iv)

cancel benefit from day following date

of death. - Use form S.W., 242.

pependent children entltled to:

(a) Any instalment unpald prior to
death.

tump sum of 2 benefit instalments
including child supplement element.
sympathy.

1f death in hospital - check para T. 30
4 weekly Manual. _

For where to pay amount for chilldren
see para W.77 Four Weekly Manual.

1. Following beneficiary’s death the first consideration must be the
childrens welfare ... adequate care and cash? Discuss with Social Work
division if necessary, consider orphans benefit etc. )

IMPORTANT

2. BEFORE TAKING ANY ACTION FOLLOWING ADVICE OF DEATH — ENSURE
IDENTITY IS 100% ESTABLISHED - don't actlon the wrong file.
-298~



Submitting Files

FOR_A DECISION

1. LOCALLY:

Directions from Senlor officers may be obtalned verbally.

However occaslons do arise where the complications of a
case require details to be submitted in writing for a

decision.’

How to set out a Submission

A.

Ensure your writing is legible.
Say WHY you are submitting the case.

Number your para@raphs and use sub headings.

Mention that you have checked the relevant manual or clrcular

instruction. Quote the paragraph numbers etc.

EXCLUDE irrelevant information.

ALWAYS end with a RRCOMMENDATION.

sending files to Head Offlice
page.
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Submitting files for a decision {(continued)

TC _HEAD COFFICE

1. MUST BR TYPED in triplilcate:
- Retain 1 copy skeleton file.

- Cther 2 go to Head office on
the file.

2. Bndorse submission attention particular Head Offlce division or
person 1if knowm.

3. Must be signed by Senlor Officer. In some instances this must be
Asst. Director or Dlrector.

4, Bnsure file has a DISTRICT ORFICE TAG.
5. BE as BRIEF as possible but ensure all relevant information included.

6. DETAILS to be conveyed under these headings .......

. Benefit type and number
Name :

Address:

1. Rate of benefit:
{show supplementary services grants separate)

2. Decision sublect to a review:

3. Status; age; and financial circumstances:

4. Benefit'sﬁmmary:
(Relevant to reasons for submission}.

5. Comment :
{including legal advice as appropriate).

6. Recommendation: -

This means how would vou
decide the casge.
Essential in all
instances.
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Sending Messages

TC OTHRR _OFFICES

References:
- F.62 Administration Manual
- C.M. 1981/92

There are a varlety of reasons why another of Fice in the Department may
have to be contacted urgently.
e.g. — obtaining a file on loan
- Requesting transfer of a file
- ro check employment detalls from
previous employer etc.

TOLL CALLS AND TRELEGRAMS MUST BE AVOIDED.
If there is no urgency and detailéd explanatlons are required send a
letter but otherwise: ' ' :
NETWORK MESSAGES should be sent.
HOW TO SEND A NETWORK MESSAGE:

1. r111 out input form S.W. 161

A. Print in block letters — Neathess essential

B. Also in columns 1 & 2 of the message section show pesignation
and Section of person sending messade, and same detalls of
person message intended for.

¢c. Person preparing the message must slign the S5.W. 161.

pD. ALL messages must be APPROVED at 007.103 level.

HOW_THE_MESSAGE GETS THERE:

Keyed in via the local computer terminal, and received in the other office via
the printer attached to the terminal. Local procedures apply in delivering
the message to your desk.

once the S.W. 161 detalls are keyed the form 1s returned for placement on the
benefit file ... check date and time of transmission shown.

FOR_RFFICIENT OPERATION OF THE SYSTEM

I. If reply needed mention date it is requied by in the message..

2. If you receive a message that needs a reply think of others and ANSWER
WITHOUT DELAY - mentlon you are replying to their message, and ensure the
message 1s addressed to the other sender.

3. send an INTERIM REPLY if necessary.

4, once received via the local printer messages should be dellvered quickly

to the sectlion concerned.
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Telephone Behaviour

As with letter writing the telephone presents us with much of our public

contact.

Remember we have an aim of friendly helpful
cour teous service.

so therefore when using the phone
Ensurg:

" Incoming Calis
{1)Answer promptly and politely.

{i1)If the phone rings on
somebody elses desk and
that person s not there
- pon't ignore it and hope
somebody else will answer
or it will stop ringing.

. The person Closest is to Get Up
and answer it.

{1ii)Introduce yourself like this:
“gsmith, Domestlc Purposes
Benefit section speaking can
I help you."

(1) if you work on a section
where several benefits are
handled it is best just to
answer like thi ... Good
Morning/Aternoon Smith
speaking can I help you.”

(iv)If you have to break the
conversation to obtain
information ~ use your
common _sense and don’t
leave the person hanging on
for a prolonged perilod -

Go back and explaln you may
be sometime. Perhaps suggest
you will phone back.

(v) If you do say you will phone
back - keep your promise and

do it. {continued next page)

outwards Calls

{1)Introduce yourself pleasantly and
say why you are calling e.q.
*Hello could I speak to Mrs Jones
please, Good, morning Mrs Jones
I am Smith of the Social welfare
Department and wish to talk to
you about your recent application
for domestic purposes benefit

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

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

Close the conversation with
“Goodbye, thank you®

{ii)bon't disappear if you have asked
the operator to place a Toll Call

General

If you are going to be away from
your desk for a while let the
telephone operator and somebody
nearby know where you can be
contacted and when you will be

back at your desk.

(ii)wWhen you do get back to your
desk let the operator know.

{ii1)}Keep a telephone directory
by the phone and a list of
frequently called numbers.

{Continued Next Page)
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Telephone behaviour {(continued}

Incoming calls {(continued)

{vil)The requirements to be pleasant

etc at the counter also apply
to telephone conversations.
Also speak clearly.

{vii)If you answer somebody elses
phone and the caller wants to
speak to that absent person,

apologlse and without hestlation
ask if you can help or take a message.

(viii)Make sure you pass messages

(iv)

{(v)

{vi)

oni. Leave a legible dated note on the
absent persons desk. Don't forget the

number that has to be called.

General (continued)

Your friendly helpful attitude
can't be seen. It all relies
on the tone of your volce.

If you are cut off the person
who initiates the call should
ring back.

DON'T INTERRUPT your phone
conversation. If there are
two calls for you. Filnish the
first. A message should be
taken for the second call.

" The requirements on this and the
previous page do appear basic but
observe the telephone manners in

yvour office

FINALLY:

1. bont treat a telephone call
as low priority. It may be
more lmportant than the work
it interrupts.

2. Any Information:

- Get it into writing quickly.
- Not all memories are reliable.

= Avold scrap paper and always
sign and date your notes.

if you had to rate them out of
ten what mark would you give.
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10.

Work Methods

You will clear your work quicker
if you keep a tidy desk, and have
- an orderly approach.
Action Files according to their PRIORTTY
- pon't just do the next one in the bundle.

bon't keep a "HARD BASKET" - If you don't
xnow what to do — Ask — Don’t put the file
at the bottom of your tray. It won't do away.

PLAN what you are going to do EARCH DAY.

pPerhaps do the harder files early morning

and the easier ones late afternocon.

- Set yourself REALISTIC TARGRTS and -
try to achieve them.

You should know whose file you have on
your desk and what NEEDS DOING TC IT.

pon't overload your memory. AT ALL TIMES
record notes on minute sheets and place on
the fille.

when absent on sick or annual leave:
will others be able to FIND YOUR FILES
without trouble? - and easily determine
the files up to date position?

- Are your trays LABELLED in, out etc.

Loose Péﬁers ’ .
Keep in alphabetical order. Have a daily search plan. ANY
older than 2 weeks see your senlor officer.

Does your desk resemble an antique shop or archlves library?
- Get rid of useless old equipment
- DRSTROY outdated charts, calenders. boocklets etc.

Each office has a stationery room — your desk should not be onhe
- pon't have more than a FORTNIGHTS SUPPLY OF FORMS etc, around
yourself.

Utilise the bring up or expiry system for files (Except
applications) you don't immediately need. THE FILING SYSTEM
SHOULD BE YOUR HOLDING TRAY. ’

ii.

" 'Remember:.
- check those outstanding 12. That counter Buzzer
applications each week. ’

Answer promptly if the

- Any other unactioned flles receptionist or usual
or papers older than two person is not there.
weeks must be discussed with Don't wait for it to
your senior officer. ring again or sit tight

and hope some other
person will answer 1t.

see next page.
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WORK METHODS {(Continued)

SENIOR OFFICERS

REMEMEBER ....
Before 'E;ling' a flle — is ALL actlion complete
- po any briné ups or expiry dates need cancelling
If file is bulky - arrange split into two parts.
Has the cover sheet correct name and number.
Those coﬁputer print outs and other lists:

Store neatly
in a central point
and label their position

Applications - check them each week
See page

Check your clerks' work daily - never let actioned
files bulld up on the basic grader's desk.
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Work methods (continued)

ERASABLE BALL POINT
PENS MUST NOT BE USED.

CORRECTING FLUID LIXKE "TWINK™
OR "SNOPAKE™ MUST NOT BE

USED IN AMENDING AMOUNTS ON
ASSESSMENT, ACCOUNTING OR
INPUT FORMS.
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ABBREVIATIONS

To make yourself clear
avold them but if you

encounter some this is
what they mean ...

ACC. ‘Accident Compensation (Corporation)

ACCOM. BEN. Accommodation Benefit

A.D. Asslstant Director

A/N Abovenamed

APPLIC. Application or Applicant

Appn. Application

AWO Area Welfare Officer

B.C. Birth Certificate

BFT Benefit

BFY Beneficilary

B.O.D. Beneflits on Death

B&P Beneflits and Pensions

B.U. Bring Up

c/a Child of Age or Cheque Account

D.A. District Bgent or Disability Allowance
p.c. Direct Credit

o.D. Direct Deduction or bue Date

D.O. District Office or Divisional Officer
D.0O.B. Date of Birth

D.P. Data Processing

D.P.C. Data Processing Centre

D.5.W. Department of Soclal Welfare

Dup. Duplicate

RDD. Effective Due Date

E.O. Executlve Officer

F.B. Family Benefit

F.0.P. Forfeiture of Payment {Recovery by Offset)

Follow Up

Family Support

Housing Corporation

Head Office

Invalids Benefit

Marrlage Certificate

Master Record

Natlional Superannuation
Qverseas Pension or Overpayment
Child over 16 years

Oo0Z T IXHIMTEMT
MU~ ADOGW0NC

-
.

P, Payday

P.F. Putative Pather or Per Fortnight

P.O. Payment Order or Post Office

P.P.P. Per Pay Period

Reclp. Recliprocal

RNL Renewal

R.U.K. Recliprocal United Kingdom

s.C. . Section Clerk or Certificate of Attendance at School
S.D.0. Senior Divisional Officer
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EXxnnuny
DAL ENVE

Special Needs Grant
Senior Sectlon Clerk
Senior Social Worker
Soclal Worker

Social wWelfare Department
Verified

Widows Benefit

war Penslon
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IMPORTANT:

when communicating (by letter
or verbally) wlth the Public
or a beneficlary never uses
abbreviations. The will be
meaningless and will possibly
create confusion.



B FINALLY I&X

You are here to provide a service
To do so helpfully and efficiently you

must know all the instructions relating to your job.

GOOD LUCK.

FINALLY

DREALING WITH INQUIRTES

we know at times your Jjob is demanding
but if beneficlary or applicant makes an
inquiry don’t evade the issue by failing
to provide an adequate answer.

Sure, in some instances it takes you time and
effort to find out the true situation and
perhaps rectify the matter. But this is what
your job 1s all about.

THINK =
£7 |
How would you like 1it, if [_ZM__ o
on one pay day your pay did : WA
not arrive, and on making inquiries ~— VAL Y
received some unintelligent and \E;
implausible answer that really

meant — don't bother me now .
but it may turn up in a couple
of weeks.
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