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Headwel. Wellington 
Telephone: 727 666 
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Reference: 

6 May 1987 

To All Regional Directors,Directors 
and Area Welfare Officers. 

DOMESTIC PURPOSES BENEFIT and EMERGENCY MAINTENANCE 
ALLOWANCE PROCEDURES HAND BOOK 

•••••.•••.••• The 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 old handbooks and 
replace with the new (Gray and Maroon) edition. 
Additional supplies if required are available from 
Work Documentation,Head Office. 

R.S.White 
S.E.O.Work Documentation 
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Introduction 
Welcome to the Department of Social 
Welfare. You are now a member of a 
large team which is concerned with 
the wellbeing of people. Benefits 
work may be demanding at times but 
it is hoped that you will also find 
it satisfying and rewarding. 

The work you do plays a vital 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 is 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 designed to assist you to complete 
the course. It is also a how to do it guide for junior 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 Office. The 
addition of pages are to be restricted to those issued by Head Office and 
on no account is this book to be defaced or written on. 

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

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

The Domestic Purposes Benefit 
provides regular 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 
children. D.P.B. is 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. paid "WOMEN ALONE" 

3. D.P.B. paid to PERSONS CARING FOR THE SICK AND INFIRM. 

As the qualifications for each of these types of D.P.B. are different we 
will look at each category separately on the following pages. 
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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 
Benefit. Here, like most things, we are governed by an Act of 
Parliament. In this case it is known as the Social Security Act 1964 and 
the authority to pay Domestic Purposes Benefit is contained in Sections 
27B and 27C. 

READ THESE SECTIONS 

HOW DO WE KNOW HOW MUCH TO PAY 

Again the Social Security Act 1964 is the authority. The 16th and 17th 
schedules at the end of the act set out the maximum amount of Domestic 
purposes Benefit 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 categories of Domestic Purposes Benefit. Module D-l 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 
Benefit, this time in Sections 21A(1) and (2). 

READ THESE SECTIONS 

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

Basically a child born in New Zealand is a qualifying child unless it was 
born here when neither 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 outside New Zealand would not be a qualifying child unless 
it was born while its parent(s) were only temporary absent from N.Z. or; 

• both parents were ordinarily 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. 

*QUALIFYING 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 imprisonment 

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 grounds. 

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 

Applicant 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. 
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BXAMPLE B 

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

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

Now lets 'look at the basic qualifications for D.P.B. (Module Dl). 
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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!!! 
of the following criteria: 

A) APPLICANT MUST BE AGED 16 YEARS OR 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 solo parent. These are set out in 
section 27B(l) of the Social Security Act. 

TO SUMMARISE: the five classes of solo parent are: 

(i) SEPARATED MARRIED WOMEN with one or more children - section 
27B(1 )(a). 

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

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

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

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

Remember, the term 'marriage' includes a de facto marriage or 
relationship in the nature of marriage - further clarification of this 
term is on page 
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c) THB OTHER PARENT MUST .BB IDENTIFI&O IN LAW 

This is probably the most important qualification for D.P.B. as a solo 
parent. There can be no entitlement to D.P.B. unless this 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 important exceptions to this. 
These are: 

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

(ii) 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 is 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 contribution is called a Liable Parent Contribution. 

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

WHAT DOBS THE PHRASB .. IDENTIFIBD IN LAW" MEAN? 

Bssentially this means that the liable parent has acknowledged that he or 
she is the other parent of the applicant's child. 
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Generally you'll experience few. if 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 involving UNMARRIED WOKEN are however a little more complex. In 
these cases the other parent is "identified in law" only where: 

(1) the father's name is recorded on the birth certificate; Q[ 

(ii) a paternity order has been made; Q[ (see page 

(iii) the father has made a written acknowledgement of paternity. 

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

Note: the liable parentage condition does not apply to wives of 
prisoners. 

If you want to find more about 'liable parentage' you should read 
paragraphs Bl.50 to Bl.62 of the D.P.B. Manual. 

Look over the flow chart on the next page. This is a simplified way of 
looking at liable parentage. 
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Who IS the Other Parent 

No 

No 

No 

Other Parent Not Identiried 
in Law. Applicant May 
qualify for Emergency 
Maintenance Allowance 
See page 

Other, Parent is 
the other marriage 
partner 

Other Pare nt 
Identified in Birth 
Certificate 

Other. Parent 
Yes Identified in 

Paternity Order 

. Other Parent 
'jes Identified in the 

Agreement 
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D) APPLICANT MUST BB CARING FOR A DBPBNDBNT CHILD 
OR CHILDREN 

There are two things you must look at here: 

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

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

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

(1i) the child 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, RBFER THB CASB TO 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: 

B) IF APPLICANT'S CHILD WAS BORN OUTSIDB N.Z., 
THB 'RBSIDENCB TBST' MUST BE SATISFIED 

AS A GENERAL RULB, if a child is born inside New Zealand the 'residence 
test' need not be considered unless neither 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. is available to either a married or unmarried woman 
WITHOUT dependent children, when certain events, such as separation from 
a husband or cessation 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 BB RBFERRBD TO YOUR SUPERVISOR. 

Full details are on page 

* * * * 

D.P.B.(Care of Aged and Infirm) 
This type of D.P.B., is available to someone who is providing FULL TIME 
CARB 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 details are on page 

* * * * 
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Emergency Maintenance Allowance 
Reference Part C, D.P.B. Manual 

By now you should be aware of the basic qualifications 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 liable parent has NOT YET BEEN IDENTIFIED IN LAW. 

2. Solo parents whose children 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 PERIOD. 

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. 

* * * * 



Here's a simple way of looking at D.P.B. and E.M.A. 

Is applicant:-Is applicant a 
"solo pac-ent" -
- Section ?7B? 

(i) Over 50 years; aad. 
, (ii) has lost the support , 

Yes 

Is applicant 12 
years of age or 

over 

Y s 

Is applicant 
for a (lependent 
child or children 

Yes 

Was/were child(ren) 
born in N.:l. 

Yes 

Is Other parent 
identified in law 

Yes 

No 

Has applicant ceased 
work to 
care for children over 
a vacation oeriod 

No 
J, 

Qualifies ror D.P.B. 
as a solo parent 

o 

o 

of her husband; or 
(iii) Ceased caring tor 

children 

I 
No 

Is applicant caring tor 
sick or infirm 

No 

is doubt as to 
Submit tile 

to Senior who will direct 
on turther action. 

Consider grant of E.¥.A. 
No Refer to . supervl.sor. 

Yes 

-u-

May be entitled to 
D.P.B. - Woman alone - Ye..--. Refer to supervisor 

Yea 

see page 1'517 

May be entitled to 
D.P.B. - DomicilIary 
Ca.re. Refer to 
Supervisor. See pa 



Paternity 
In the previous pages we talked about Paternity orders. Here we explain 
this term. It is particularly important where R.M.A. is concerned. 
Remember we looked at R.M.A. on page 12. 

The first of these cases was where THR LIABLR PARENT HAD NOT YET BEEN 
IDENTIFIED IN LAW. The vast majority of the cases you'll come across 
where grant of R.M.A. should be considered, will be this type of case. 
So, we'll spend a little time looking more closely at this type of case 
and, in particular, at the 'CONDITIONS' imposed on grant of R.M.A. in 
this situation. 

'fou ARE mE 
FA'1ltEf( OF 
THE- CH-(8) 
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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. 

'MAINTENANCE AGREEMENT' - A written agreement acknowledging parenthood of 
a child and providing for the payment of a periodical 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 FATHER' - the alleged father of a child. 

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

'RESPONDENT' - 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'. 
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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 certain CONDITIONS .•• 

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 APPLICANT TAKES STEPS TO OBTAIN AN ACKNOWLEDGEMENT OF 
PATERNITY IN WRITING OR A PATERNITY ORDER. 

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

. (1) OBTAINS A MAINTENANCE ORDER FOR THE CHILDREN OF THE 
IDENTIFIED LIABLE PARENT AND FOR HERSELF; AND 

(2) TAKES STEPS TO OBTAIN AN ACKNOWLEDGEMENT OF PATERNITY IN 
WRITING OR A PATERNITY ORDER FOR THE REMAINING CHILDREN. 

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

If, however, it is finally established that the liable parent can't be 
identified for all of the dependent children, E.M.A. may be continued 
subject to the beneficiary seeking maintenance in respect of any child 

father has been identified and, if applicable, maintenance for 
herself. THESE CASES SHOULD BE REFERRED TO YOUR SUPERVISOR. 

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. 
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*CONDITIONS 
OFGP,ANT* 

HAS 
APPLICANT BEEN 
ACCEPTED FOR GRANT 

OF E.M.A.? 

t 
YES 
t 

HAS 
OTHER PARENT 

BEEN IDENTIFIED IN 
LAW FOR.ANI OF THE 

CHILDREN? 

t 
YES 
t 

t 
YES 

APPLICANT IS QUALIFIED 
FOR D.P.B. " 
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REFER TO 
SUPERVISOR. 

GRANT OF E.M.A. IS 
SUBJECT TO THE 

CONDITION THAT 
APPLICANT TAKES STEPS 
TO OBTAIN AN ACKNOW-

LEDGEJl.ffiNT OF PATERNITY 
IN WRITING OR A 
PATERNITY ORDER. 

---, 

GRANT OF S.M.A. IS SUBJECT 
TO THE CONDITION THAT 
APPLICANT: 
(1) OBTAINS A N.AINTENANCE 

ORDER FOR THE CHILDREN 
OF THE IDENTIFIED OTHER 
pARENT AND HERSELF:AND 

(2) TAKE STEPS TO OBTAIN 
AN ACKNO'lJLEUGEMENT OF 
PATERNITY IN WRITING 
OR A pATERNITY ORDER· 
FOR THE REMAINING 
CHILDREN. 



You will now have an idea as to the basic qualifications of the different 
types of assistance available by way of Domestic Purposes Benefit or 
Emergency Maintenance Allowance. We will expand on these as we look at 
application and grant actions. 

However, before you can attend to an applicant who wishes to apply for 
Domestic 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. 
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DEALING WITH 

THE PUBLIC 

I DEPT OF SOCIAL WELfARE " 

lHlS WA'I FoR 
fRlEWDLY, HELPFUL. 
ElTlOENT, SERVICE". 

• 
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DEALING WITH THE PUBLIC 

1. Introduction 

2. Privacy 

3. How to say no 

4. Is our service up to standard? 

5. Don't under estimate your own influence 

6. Final comment 

• 
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(Dealing with the public) 

1. INTRODUCTION 

Our aim is friendly. helpful and courteous service. 

NOTE: 

The public will include 
people enquiring about. 
applying for or receiving a 
Domestic Purposes Benefit. 

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

Extra sensitivity on your part is called for. 

When dealing with the public it is necessary in every case to be 

Tactful 

Patient 

Understanding 

Don't rush interviews 
- create a relaxed atmosphere. 

Be pleasant and respond POSITIVELY to any needs indicated by applicants 
or beneficiaries. 

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 out. 

People are sometimes referred to as: 

Applicant - Person who has applied for a benefit. 

- Person who receives a benefit. 

Client - Any person who has dealings with the Department. 

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

Remember: 

2. PRIVACY 

Be Sens it i ve 

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

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) 

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. 

i.e. 
* 

You may have to explain that benefit cannot be 
paid above a certain rate or there is nt" 
entitlement at all. 

YI:S/csy 
It is difficult to say no and still have a 
satisfied customer. YESvt" PJ'f6N 

Y&'s'f$ estES.,. 
'/#'1£ sy yf; 

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

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

Y?>Y# laY6S 
Y61'lES'16N 

- .. Ii) yt:J" 

It is our responsibility to ensure bene-
ficiaries or applicants depart satisfied, \ 
that they have been treated fairly and have 
received an adequate explanation. 

REMEMBER: 

1.* Any file decisions 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 
informed of how the reduced rate has been assessed. 

3. Also if beneficiary or applicant verbally expresses dissatisfaction 
as to some decision this constitutes an application for review of 
decision. 
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-- in such instances an 
application for review 
must be invited. This 
application'is to be 
entered in the appropriate 
register. 

-- Procedures in Part Y, Four 
weekly Manual then follows. 
See page 

continued. 



Dealing with the public (continued) 

4. IS OUR SERVICE UP TO STANDARD? 

A. 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 
satisfied with their treatment. 

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

Consider the following: 

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

Do you treat people the way you would like to be treated? 

Our service is 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? 

B. Also don't neglect the Public 

C. 

The Department primarily exists to serve 
the Public. Your actual job may not be 
directly involved with this service 
aspect. 

But 

does the client or beneficiary realise 
this when waiting for service and is 
ignored by you walking past or standing 
around. 
HELP ALL YOU CAN WHEN YOU CAN 

APPLY YOUR COMMON SENSE 
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At least go up and ask the person 
if 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. 

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

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

continued. 



Dealing with the Public (continued) 

5. DON 'T UNDERESTIMATB YOUR OWN INFLUENCE 

If you attend to people in a 
confident, positive and 
pleasant way they will most 
likely respond the same way. 

TRY IT OUT 

But if you display an overbearing or arrogant manner the 
reaction from beneficiaries may understandably be negative 
or unreasonable. 

Take a break and reflect: 

How do 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. III'rt 

& 
-

continued. 

-25-



Dealing with the Public (continued) 

6. FINALLY 

A. Disputes 

You may encounter unreasonable persons. 

Nothing will be achieved by trying to match their argument 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. 

B. Your Speech 

(i) One of the most fundamental aspects of public relations. 

Also one of the most common causes of complaint. 

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

AT ALL TIMES SPEAK: 

- Clearly 

- Pleasantly 

- In a simple language. 

(iii) Like your letter writing 

( i v) REMEMBER : 

Don't use jargon or big 
"impressive" words. 

The words please and thank you still form the 
basis of human politeness. 

-26-



APPLICATION 

. PROCEDURES 
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LODGEMENT AND INTERVIEW PROCEDURES 

Remember that we said that in order to assess a persons qualification for 
benefit, an application - Form DP I be completed. 

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 you: 

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

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

3. A smile 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 
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The Forms 
FORM DPB 1: "APPLICATION FOR DOMESTIC PURPOSES BENEFIT" 

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 official 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 is 
complete and that the account details have been verified by a bank 
officer or staff member. Remember that payments can only be made to an 
account in the applicant's name, or a joint account bearing his/her 
name. This information is important as both 8.M.A. and D.P.B. are paid 
by direct credit into a bank account so that benefit can't granted 
without account details. -

FORM DPB 4: "REPORT ON INTERVIEW WITH APPLICANT" 

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

Applications 
Reference: Part Bt Section II 

Domestic Purposes 
Benefit Manual. 

In order to receive Domestic Purposes Benefit the first step is to 
complete form DP 1 (Application for Domestic Purposes Benefit). 

Set out in 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 decision is made whether there is entitlement to statutory 
Domestic Purposes Benefit or if an Emergency Maintenance Allowance should 
be granted. The differences are explained on page (Basic 
QUalifications). The different payment systems etc are explained later. 

The next pages show a completed application form. In 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. 

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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P ... l 

Application for a Domestic Purposes Benefit 
Under Social Security Act 1964 

Important notice to applicants 

Please complete all of the spaces on this fonn. Blanks will not be accepted. The word "Nil" . .oN/A" (not 
applicable J. or a meaning "Nil" are to be used as appropriate. 

.• 1 

If this application is lodged on the grounds that the applicant is required to give full-time care to a sick or in finn 
person who would otherwise be admitted to hospital. a medical certificate. certifying the need for such full time 
care must accompany the application. 

Parment will be arranged by crediting the whole instalment direct to a Post Office Savings Bank. Trustee Savinp 
Bank or Trading Bank Account. 

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

This panel may be completed by your bank or alternatively leave the panel blank and forward your passbook or 
:I personalised 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 to open one but you should not delay lodging your application. . 

Details of any proposed absences from New Zealand must be notified to the Department of Social Welfare. 

To the Director:District Agent, 
Department of Social Wei fan: • 

..... ... 

L ...... _ .............. t.6.g..g.0.B .................. .. E.f. ................. : .................................. _ .................................. . < FUU ....... 

of .......... !.:l.. ........... f .. ............ W .. ... 'tl .. ... ............... .. ... 
Pia« of ._. Occupation 

hereby apply for a Domestic Purposes Benefit and solemnly and sincerely declare that the information contained 
in thIS :lnd the following three pages is true and correct and that no particular which would alTect the amount of 
l1enefit granted has been omitted. 

................ 1 ........ Sir(llOtllTr "I'tl 

. ,\ Ii0 
......................... . 

'."'01._ 10.000111110 "K 
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ForOtrIR U .. 
No. ____ • __ 

F.l. __ ._._._ .. ___ ....... . 

Reason __ .. _______ ..... _ 

If required to give fuU time care for a SICk and intinn or Inapadtated relative. show fuU name of ared ror: 

....... _ .............................. _ .......................... Relationship: .... .. l .. 9 .. : ......... -.-............ .. 
usual occupation: ... .. .. _____ Sex: ...... f..:... ____ . My telephone No • ..9's.9 .. :.9 .. 9.=L_. 

Date and place of birth: ... ... .. = .... .. _ Country: _ .... .. __ ._ ...... __ ._ ... 
Ie aniLable ploato produce your birth certificale or olher documeat.vy <'IiIIcnce show .... your .... Ie DOlonibble IIoow pomlU' fuD DImes. 

Parents: •••••• _ .. __ .. _ ...... _ ... r.:L./._'9-. _______ ...... ____ .... _ .. ______ ....• ________ .. _____ • .. .. _. __ .. ___ _ 
Lellith or continuous residence In New Zealand: .. __ .. #b .. 6 .... _. years ..... ....::. __ • months. 

Ifbom overseas - Date or arrival In New Zealand: .---::::!JIl:J./ .... _-. Port or arrival: • __ ._t:J-I_9 _____ ._. ___ _ 
Same and address ofa (not being a relative) who can confirm my residence In New Zealand: _____ ... _ ....... _ ........ _ • 

.... _ ....... .. e....A ....... N .. .... ..... A7..1 .... .... __ .. ...... _. 
State whether single. married, widowed, separated, divorced. or living apart: .... _h:-J_oJ .. .... ............. -........... -. .. ,.". ,r.. G,q . 1- \\. lie _: _ P,oduC'CmarriIp 
If married-State date and ........... ,. ........ ....... L. ........ Q ............. ........ .... 1-.----c:enif""'l" If,vuIabk 

FuU name fa.,..: ........ ..... ...... ______ .......... _ ................ . 
• \ddress: ... ....... !.:::.9. .. .... J."_!:?.t.O.q.. ........ ........... ____ Date of Binh: ... .. 
IUve you or your husband/wire been absent from :-lew Zealand Juring last five years? .. __ _______ ....... _ .............. __ . 
Ii so, give detllls: ._ ............ '::!. .. J .. B .......................... _ ................ _ .................................. _ ......... ________ ._._ .... _ .. _ .. _._ ... _ .. 

Ii Itparated or IMng apart, give the date you ceased to live with your husband, " .. :' I (mc; .. _ .. .. .. __ .... _ .. .. 
Ii your husband. wife. is in a prison. give name or institution. and date of 3dmlSSlon: ....... .. EL __ . ____ .... _ .......................... _ 

If WIdowed give date and place or death or husband/wife: ............ ......... _ .............. __ ... __ ..... ___ ... __ ._ ................... .. 
Ii Jlvorced give date and place of decree absolute: ........................... r::":'! .. l .. B ............................ _ .. __ .. _ ....... ___ ..... _._ ..... _ ...... _ ....... _ .. 
Details or any previous application, either In New Ze3land or overseas. for any or aUowance, benefit. or pension. including 

applications by )'our I;usband/wife. Quote refermce numbers • 

............... .. 6 ........... Q.!.t:.!.::-: .. .. ::.r.9...7.................................... Place: .. ................ .. 
Sllte whether you. your husband/wtre or dependents receive free board and/or lodgings. including that ror semces rendered. Supply 

Jelails and Indicate whether this IS likely to continue: 

............ -:.-...... ---.......... ................... - .. --.............. - .............................. _ .................. _._--_ .... _--... _ .. _. __ .. _-_ .. 

.......................................................................................................................................................................... ................................ . 
If "ther share your home. give n.nles and relationship. 3nd whether any contribution IS made towards living expenses: 

..J 1'--... -...... _ ................ _ ....................................................................................................................... _-... -.... __ ........ _ .............................. . 
. ................................................................................................................................................................................. _ ...................... .. 

Sames and Jates oibirth or no Jep.:n<iantltt 3nyl .. InduJe an>' child who may now be Jec.eased: 

............................................. ":':!. J .A .. : ......................................................................................... _ .. ___ ._ ........................ __ ... .. 
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The following are of the Income ccceived by mywlf or my husband/wife duriD& the 52 
""eeks prec:eding this appUcauon. 

I. Salary. wages. or other personal eaminsS (Before tax deducted) 

Cross income from buslnas. shop. fum. commission, sale of produce, etc:. (If expenses 
2. ....re in.:wred in production of this in.:ome a profit and loss account or statemetlt 

ofexpmses) 

Amount received from boardm - including c:hiIdccn oYer 16 yean 
3. __ .MM .. M._. boud.rs at S ____ .M. p.w. - memb.rs of family - Yes/No 

MM ..... _ .. M .... boudm at S ____ p.w. - members of family - Yes/No 

4. Allowances from relatives or others 

Cross rent from property - indudlllg rooms let 
If you sublet the property, state rent paid by you S __ ' __ M 

5. I Prod...,. reftt boOk) 
slate 

9. MalntelWl.:e - whether for self or for dependants 

10. Money received from any other source not detailed above S ,.,) II.... S 

Tlltal in.'Ome received during S2 weeks ,.,) II.... S J $, bOO 

Sames and addresus of employers or other persons from whom ;obo\'e in.:ome received. 
Item _ ............. :.::: ... /, ... .0;:;;1 ... _ .... __ ... _._ ... _._ .............................................................................. _M __ ._ .. ____ ......... M ....... _ .......... 

ltem ................ M .. MM ..•• M_M. __ M_M .. _ .. .... _ .............................................. M ............................. _ ........ ____ ....... __ . __ ........... __ ...... 1 
ltem ...................................... _ .. __ ........... M ..... M •• _ ............... " .... " .... " .... " .... " ............................. _____ ... __ ._ ... ___ •• _ .... _ ........... _ .. 

Item ........................... __ .... __ ._ .. _ ... _ .... _.M_. __ .. M __ ..... " .... " .... " ................... _._".MM. __ M ... _ ................. __ ._.M .......... _ .. M._ ...... -I 
item .M ................... _ ... __ .. __ ....... _ ........... M ............................... : ............ " ......................... M ... ___ .. _ ..... M ____ .• ______ ........... _ ........ , 
Ifhusband/wlfe is 1ft employment state name and address of employer. and weekly rate of earnings: .M .. _._ .................. MM._:" ... "._ .. _.I 

_ ..... ... ..... ... .. 
.. M._ .............. M ... ..... ::l:).\.<\.\.tY.:\O..O'.C .... ...... .. 
State whether you. your husband/wife or dependants anticipate reC:eiving any income.lnduding matntenance during the next 52 weeks 

Supply full det3lls of any anClclpated income: ... ..................................... M ..................................... _ ... _M ..... M ......... "MM ... _ 

Ifland and bwldings owned. state this is used as a hume .......... .................. " (Yes or no) 

If nllt used ;IS a home advise IOQlion and nature uf property .................... .. ... : ............................. M .. M ....................... _ ........ . 

.............................. ••• ................... u ................................................................................................................ _ ....... __ ........................... . 
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A: •• Assets held In New' ZeaIIncI or Elsewhere 
, • Item / Partlaalan Self 

I. / ..... I Alc No .... - .... - ..... --.. ---...... ---

Show ACC<MIIlt No. and Typo 
Type: ________ . __ 

Type: .. _____ _ 

. S 

rJ It-
• Ale No •• __ ....... _ .. ___ ... _____ .. _ .... _. Type: .. __________ .. __ _ 

\. 2. 
MOM)' ill olher bank - show accounl No. and name of bank. 
Bank .. __ . _____ . __ . Ale ... '0<.. 

Bulk .......... _____ .............................. _ ... _ ..... ___ Ale No •• __ .... __ .... _ •. __ ._. 

Cub held by yourself. or by any olher person on your behalf or money leal to lilY 
3. penon - sapply details: ._.: _______ .. ____ .. _____ • __ '0 

4. Government stock. shares. debeatwes, or bonds in any company, SocIety or Local Body ,..) \'-- S .. 
Inlerest in buslaea, stock In Irade or oenlure of any nature - adYise nature of blterest: 

5. ._ .. _--------_ .... _---_._---_ .. _ ...... _-------_._--_. rJ /L.. " 
Any OtMr _ not listed abow IdYise nature of asset 

6. ,J It.... ,-

AppUcadon for blaeased benefit In respect of dependent ehildren may be made by supplying details of lhe chUdren. including slep-
children. adopted children. and children OYer 16 years mil attending school. 

ChiId's Namo pale of 81nJt PIact of Borth Rolatloaslup Whote Raodinr N...... F ........ N ...... 

.... _ .. --_ ........ _--- .-...... __ .. -........ _--.... _-_._ ... : .............. -...... _._ .. _ .. _ ........... _--_ ... __ .. _ .. _._.- _ ... _----

Children's income- Including maintenance received on their behalf: _________ • ____ ... _____ ._ ... _ ... 

....... _ ...... -...... _ .... _ ........................ -_ ..................... _---............ __ .... _-------_.-..... _ ................ _-_ ..... _ .............. _ .. _-_._ ....... _-
"I HEREBY 

(a, authorise the Depanment of Social Welfare 10 pay all instalments due to me to my bank lccounl, 
(b) direct the bank manaaer to accepl from you as my agent any amount lhat may become due in terms of this authority. 

Offlaat or B ..... 
Sl.lmp 
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Lodgement of applications (continued) 

APPLICATION FORM COMPLB'l'ION 

If applicant calls at the office and has not filled out the D.P. 1. . 

Your job is to: 

1. Provide the form and suitable place to write. 

2. Request applicant to complete'the form herself. but 'if she has' 
difficulty provide assistance. 

with all applications ensure: 

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

, • it.. 

4. Check Again: 

Surname distinguishable. 
Full residential address. 
Telephone number. 

5. Don't forget the DATE STAMP. 
(not in top left'hand corner, file pin may obliterate necessary details). 

The date stamp 
is essential as: 

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

6. 

1. 

(b) Prevents dispute as to what date application received. 

Full details of where any income declared ) 
is derived i.e. source and nature, names ) 
and address. ,) 

) 
Details of birth and marriage clear ) 

Verification forms may 
have to be issued. 

8. Dependent children details fully set out - can applicant. remember 
family benefit number. 

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

lO. REMEMBER 
(a) Although there does not appear to be qualification for 

benefit don't turn applicant 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 details next page. 
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The Interview"'" 
Bvery applicant: for' Domestic Purposes Benef1t must be' interviewed by the 
Domestic Purposes Benefit Interviewing Officer. These officers (usually 
graded 007.103) have been specially 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.' , 

Although junior staff should not be' involved 'in the interview,' the 
procedures are covered fully in the following 'pages • 

These procedures, al though specific 'to DPB :" apply to all interview 
situations. 

1\ , • 
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Lodgement of Applications' (continued). , . . .. ' 

the application form fully completed the next step is to interview 
the applfcant :" ' "", ' 

" " -, , 

.' . , 

Maintaining that pleasant attitude you also must remember: 

- , (1) 
• of 

, ,( i1) 

(111) 

Even if busy do not give impression ,that the interview is, 
'being hurried. ' , 

Don't, use that interview room. 

If pr1vacy not possible take extreme care to preserve 
applicants confidentiality. 

(Also if applicant 1s aware 
other people can hear 
relevant points may be witheld.) 

(iv) Are you properly attired. 

'. f ,. 

Previous Papers 
,.', .. . . 

If the application form ind1cated previous papers - get out 
the old file. It may assist the interview. or there may be 
someth1ng that was not cleared up at the time of 

, . 
", . , 

... ••••• I!. 

", 

'p.' , 

to" • " ........ " ... . .. "\.. ... 
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The 1nterview 1s carried out 
by completing an interview 
sheet -- see next page. 



INTERVIEWING (completion of form DPB 4) 

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

LIABLE PARENTS DETAILS 

Ref: Sect. 271 S.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 is therefore extremely 
important that the information given 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. In 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 required 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 this order has 
been made then the father is the liable parent in law. 

The liable parent details 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 
payment is $15.00 per week. 

The amount of the contribution is assessed having regard to the liable 
parents income and commitments. 

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

Any information as to his 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 Del eligible to receive a Domestic Purposes 
Benefit. She may however qualify for an Emergency Maintenance 
Allowance. The above conditions 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 supplied 
benefit to be paid. 
obtain verification 
enable verification 

to this question may have an effect on the rate of 
It is therefore important to record full details and 

if available. Obtain sufficient information to 
if necessary. 
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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 marriage is a harrowing experience to most people. The applicant 
may well be distraught during the interview especially at this point. 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 - Marriage Guidance COunselling 

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

Question 14 - Residence. 

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

FINANCIAL CIRCUMSTANCES 

The questions here are self explanatory-and need no further expansion. 
If immediate assistance required consult with Senior Officer. 
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FORM OP4 INTBRVIBW 

The following pages show an example of a. properly completed OP 4 
Interview Sheet. 

O' •. ___ _ 
_ 01 _______ . 

Repor1 on I..-..tew wIdI 
tSuppleo,., ... 10 D.P.B. 11 

N_o' A""'icont: __ .. .. .. _________ . 

1._ 

'-' ... . . 
,-'M. 
v·----------r-------·t-------·------------------------l 
2. L_ ............. ' ....... ' ......... l.IIfIh, ...... _' ........ imtte .. 

. .. :::..:..· --------11 
--.... ----......... -·-----·----·------.....------1 

I 
111pr ..... wftt,r .... h ..... ........... ,...Of......_ .... _M ..... of ........... 1 

ofL .... '., ... : 

'-' ,_ .. ___ N./_Cl_, ____ .. _ .... _._._ . _I 
v.o ___________________________ . __________________________ _ 

S. H. ' .... .,., .... lit"'" Pf'O'I'''' tOf IN eNId, ......... bor."., of..,....,., "'"""*" . .,.... ................. 

.....•. . .\_ .... ....... . . ______ _ 
..... ...... .... -.-----. 
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t .. _ ... ___ __ ---.---

,., To .. ...... 
t ..... s -'it-!fh ..... CIokINo: • --·r.J.-bfi ... -., 

ENwe IICOIM .1 .,.,.... of D.P' . 

I. _"'_0' __ . ____ .. _. __ 
, .. _10 __ 0' __ \-' .. t-\, 

.. -.-- '--' 
t1 ..... .... ,......ClfII .. ,lf,... ..... d-. ..... _____________ .1 

-------_. __ ._._-----._-_. __ ._._-_._._--_. 
--_ .. _- ------_._-----------

... _ .......... ... tOft ........ .....,.. ........ uw.Plf ............. ...... oI,....... ................. .......... 
,.JQ 

-----------_ .•.•. __ ...... __ ._-_._-_. __ .. _._ .. __ .-
-----------_._-----------_._-_._----

- .. -... -.---.-.. ----.. _ .. ______ _ 
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Lodgement of applications (continued) 
.:', , 

SOME OF THE POINTS TO BE COVERED ON THE INTERVIEW SHEET: 
A. Birth and Marriage details 

Obviously to decide on entitlement these have to 
be verified. 
There are four ways this can be carried out. 

(i) If certificates provided at interview, arrange photocopy 
and hand originals back to applicant •. Attach. copies to 
interview sheet. The photocopy must be certified that it 
is a copy of the original. . .. ' 

(ii) If there are no photo copy facilities - Extract the details 
on form S. w. 2A & S. W. 2B - Have a graded officer" check. 

(iii) If 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. , 
Ensure: Applicant also sends a covering note with any 
certificates. Why? A birth certificate in her maiden name 
may be impossible to match up with a D.P.B. application in 
her married name. ' 

NOTE: Any certificates received via the mail must be copied 
without delay and returned by registered mail (local 
procedures apply). 

(iv) If applicant doesn't possess the Certificates - we will 
have to arrange verification. Full details required e.g. 
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) Income over $3120.00 p.a. ($60.00 p.w.) reduces the 

payable. 
(li) We are only interested in the income or possible income 

from ASSETS. 
(iii) Income only requires verification if the declared income is 

$3160.00 p.a. and over. 
(iv) If income $3160.00 p.a. and over ensure sufficient details 

(full name and addresses) etc recorded for ease of 
verification. 

(v) Can applicant help by producing bank passbooks, share 
Certificates etc. Extract details on s.w. 265 or on minute 
sheet (Graded officer must check): - Name of branch of 

organisation e.g. 
POSB, MARAC. 

- Amount of investment 
e.g. balance of bank 
account. 

- Interest rate 
- Account Nos. etc. 
- Unusual features. 

(vi) 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. position 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 Knowledqe 

Is it sufficient to supply all this information? 

It takes time to learn it all. 

Do not Guess - Check Up 

APPLICANT MUST LEAVE HAVING RECEIVED 
ACCURATE INFORMATION AND ALSO WITH 
THE IMPRESSION THAT A SYMPATHETIC 
HEARING WAS RECEIVED, AND THAT ACTION 
ON THE APPLICATION WILL BE PROMPT AND JUST. 

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

Finally 

ASK: (i) Applicant if there is any thing she would like to know 
regarding the benefit or other services offered by the 
Department. 

(ii) Phone Number: If not provided on the application form 
obtain contact phone number. 

(iii) Arrange a time for the home visit. 
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Home Visit 

HOME VISIT REPORT 

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

Details of the Home Visit are usually recorded on form SW 60: "Field 
Report". 

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

\ I ReALLY HATE THESF. EVENING CAUS I 
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FIELD REPORT S.W.60 

______ ':P.:J?.:..§,_ Benefit No. ___ __ •• __ • -_ 

_ •• __ MM_._. ____ ' ___ , __ -
S--.. .... lint .... 

Addr ... :_-L9. .. ___ .... . ___ ._. __ _ 
Nature of Inquby required and ... y IpeciallnstrucIioftI:_I:JR.f'lW...J.}., l ___ 

__ 
. 

-------,--------------------------_._._---:-'--------------------------------,-------------'-----------
------,(ii""ijd;.Oi---·--

Date: 

__________________ _ 

________ 
1 ____ 

--:C'tU c..o fV'I e. 

._ ......... M •.•. _ ..... _ .............. _. _________ .... __ .... _M ___ .......... M ••• _ ... _ ••••• 

..... _M ...... _ ......... _ ................... __ ... _.M.___ __ .••.• _ •.•. M .. 

!<Jtecked with file ..• ... • .... ii;ij;,·kj .. ···M ... ·· .. · .. ··iii;i:.-j .. • .... ·1 Brins up 01\ ................. - M· .. • .. ii;ii,;i;j...... .. •.• .... .. 
.. 1C 
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Application Forms' 

APPLICATION FORMS 

FORK sw 228: -APPLICATION FOR ACeXlMMODATION BBNBPIT-

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

Details of these costs (as well as income and circumstances) are obtained 
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 senior officer the case must be considered with: 

Tact and 
sympathy. 

Who may need an urgent pavrnent? 

What do you do? ' 

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

Do not commit yourself as regards any type of payment until 
matter discussed with a senior Officer as this person must 
give the decision. 

How do we make the pavrnent? 

These options. 
1. Special needs grant (SNG). 
2. Grant the benefit. Can be arranged on 

day assistance is 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 
applicant. 
NOTE: The actual benefit grant is the 

preferred option as applicant 
receives 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 necessary) 

1. Pin all application papers together. 

2. Refer to your local index to check 
common index. 

The index section will 

(i) Record details on the index. 

* (ii) Enter the application in a register. 

(iii) Give the application a number. 

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

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

IMPORTANT Avoid delays NOTE: 

The application must go to index 
without delay. Write up notes 
quickly. Don't leave the 
application lying around for 
notes that you may get around 

Local procedures apply. 
In some offices the 
register entry may be 
made before indexing. 

to writing up tomorrow. 

FINAL MESSAGE: 

CARE MUST BE TAKEN THAT ALL APPLICATION 
AND INTERVIEW FORM QUESTIONS ARE ANSWERED 
AND THAT NO POINT IS LEFT UNRESOLVED PRIOR 
TO APPLICANTS DEPARTURE FROM THE OFFICE. 

IMPORTANT: 

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

Before we go on to pre-grant verification and inquiry forms - the next 
page deals with what to do if an application is received via the mail. 
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.. . , . -:. 
APPLICATIONS RECEIVED VIA THE MAIL 

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.g. 
application form must be fully filled out etc. 

If additional details are required use the phone or write a letter asking 
the applicant to either call at the offtce or arrange a home visit. 

BE CONSIDERATE 

.. only in e](ceptional .circumstances should 
applicant be requested'to call at the office. 

Remember: 

These must be acknowledged by the issue'of 
form S.W. 34C. 

If application transferred from another district - amend common index 
record. 

one problem with mail 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 omissions minor - just clear up by 
letter. 

Example of letter to accompany such an application: 

NOTE: 

"Your application for Domestic Purposes 
benefit was not fully completed. 
Enclosed is a duplicate of your 
application. Please complete the 
unanswered questions on this 
duplicate. sign the form. and return 
it to me in the stamped addressed 
envelope provided." . 

any other 
details should 
also be 
requested in 
this letter. 

If application NOT SIGNED - it can't be registered etc and must 
be returned - see para L.26a four weekly manual. 
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,Enquiry Forms 
ENQUIRY FORMS 

SW 42 - "SCHBDULE OF ENQUIRIES" 

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

Used correctly it provides a handy guide 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 write instructions relating to 
enquiries on the bottom of this form. 

SCHEDULE OF INQUIRIES 

.M._ .. M ....... ::D_· ... e: .. .... Benefil I 
rcnsi<>n I 

S.W.41 

.. !:t ... ....... _ 

N,8,- The p<inlcd dcscriplion of forms is \0 flCilitJlc recordln& of issue IIId relurn IIId is nollo be laken u a dbeClion OOIIocrnin& Whll 
forms are 10 be issued in lilY parllcular cue. 

____ .. _ .. _ .. ____ M_M_M ____ •• M ___ • _____ •• _ •• MM •• M __ 

"M'M.15 __ • ___ __ _____ .. _____ .... '--"'--'" 

S.W.34C 

6 

2 

°2A 

Application adtnowledp 
Nollflc:atlon to H.O. 

Rear. Births. 

----------
028 Repstl'lr.(ieneral 
2C Rear. Deaths, ____ _ 

4 

S 

5 

S 

S 

S 

SA 

Inccme and property (busbllld 
or wife) 

1Ianb _____ _ 

_________ M_ 

-------_. 
-------

SA _____________ _ 

Date or Ol.e of F ... 
1_ Ito""" ...... 

S.W.SA 
S8 _______ _ 

S8 

8C 
8C _M _____ _ 
SO ______ M. __ .. _. __ _ 

9 

9 

29 

60 

66 

W.B. 7 

811 

NOTES 
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ENQUIRY FORMS, 

FORM SW 2A: "VERIFICATION OF BIRTH ENTRY" 

A verification of birth entry (on the birth certificate) is usually 
carried out in respect of all the children an applicant has claimed as 
dependants on page 4 of 'the 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 either the relevant information is copied from the Family Benefit 
File onto form SW 2A (must be checked by another person) or a photocopy 
is taken of form FB 9 on the Family Benefit file. 

In addition to verifying the birth entry you 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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j 
L 
I 

'i 

! 

i , • < 

SW.2A 
DEPARTMENT OF SOCIAL WELFARE 

VERIFICATION OF BIRTH ENTRY 

DIStrict Office. 

. . ...... _ .. __ ._----_ ................. -
The Rl9ltuor of Births. 'I' p. a Benefit } 

•• -O· .. Appllcotion -------•• -. 

-_ .. _---_ .... _ .. ...-.... __ .. _-. . Nllme of Applicant: 

Pl.- confirm elite of birth and porentage of the under·mentioned person. and retum !hit form to me .. promptly .. possible 
.Iter oompleting the oertlfleote below. If the entry CIntIOt be found. forwIrd the form to the Revistr ... ·Goner.1 for further 

. 

-------._ .. _--.. _ ............................ -_ .. _ ... 
Dir..-IOHI,ic1 ........ . 

Silted ell .. of birth: ._$l.].:._:8.;:"_ ... .. _._ .... ___ .. _____ .. _______ .. ____ .. __ ._ ......... . 

SIlted pIlOt of birth: .. _ ... _ .... _ ... __ . __ _ 
F.ther·, nome lin fulll: ________ .. ______ .. _. __ .. ___ ........ _ .. _________ .. _ .. _. __ 

Mother', n ..... lln fulll: _j __ _ ___ ... _ .. _ .... __ .... _. __ .. _ ..... _ ... .. ___ . __ ._ .... _ .. _ 
Mother', moIden sum ..... : ... ____ .. ____ .... ____ ..... _ .. _____ .............. __ .......... __ ................... ___ ..... _ ... _ .... _ ... 

Ther. i, no record .t \hit office. Inquiry 
referred to Revlstror·GonerIl. 

There i, no record .t thlt office. 

............. _ ........................... _ .... _ ........................ . Aogh., ... -Goftor .. . 

of Rogos ...... of !lor .... 

Office Otte Sr..., 
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au •• ". of Iw tI D.Me. 
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corroct I ... Itlred) • 

Af.ps".,-Getwr ... 



ENQUIRY FORMS 

sw 2B - "VERIFICATION OF MARRIAGE-

This form is used to confirm marriage details. 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 in 
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 Registrar-General. 

The Registrar-General. 
Private Bag, 
Lower Hutt. 

UEI'ARTMENT OF SOCIAL W.ELFARE S.W. 211 

VERIFICATION OF MARRIAGE 

llislricl Oflicc. 

Reference: .. .... .. 
Name of Applicant: .............. ....... ......................................................................................... 

PI.ease conlirm the particulars of marriage shown below and retum the completed form as soon 
possible. If the marriage has since been dissolved or annulled. give particulars • 

................. / ........... / ........... . .. .... •·· .. ···· .. ·o;;;i;.;i"Dbi;ki .. .. · .... · .... ···· 
Verilication required (print details): 

Date of marriage: .......... r.?: .. .IQ.: ... .I.9.::1.K ................ , ..................................................................................... . 
Place of marriage: ......... ................................................................................................... . 
Bridegroom (full name): .. ::::s.\.,.fn: ..... ..... .. E.E. ........................................................... . 
Bride (full name): ............ ............... ............................................................................... . 

There is no record of the above marriage ot this 
office: 

I certify that the above partlculars,;M.c corrcct 
.. ltered): 6- ... -J..... 

N(c.. 
__ ..6.4.+.::::::::-__ =====-_;::. ...... _ ......... . 

RePs"", Cencr.oJ. 

If additional information or ages of parties necessary state requirements below: 
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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 and address of the applicant and, if known, account 
number(s), must be shown to assist the bank with identification. 

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

The' 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 
Officer 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 details must be verified in cases where an applicants 
gross declared income from all sources is MORE THAN $3,068 p.a. ' 

NOTE: 

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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s.w .• 
DEPARTMENT Of SOCIAL WELfARI 

... -.-
____ . 

fl. 0'"5. . 
.. 

R.t.nnce No. ::::s:lP..5&_.tt./J2.I.QJ_Q_.L. .. _ 
FuI ....... "'---

AppllcInI: 

' ..... h \t..k 
Applic8nt·s HUIbwId (WIfe): U C 

. 
'ARTlCULARI Of ACCOUNT 

O_Slr. 

As the lbow-me,mouec! person h. midi Ipplic:atlon few or Is drIwIng I benefit. pie.- Incnc.e. below pwtIcul.-s of IItrf ICCOUnt 
In the ".". of the lppIiclnt wid the appIic8nt's (wifel. 

PI __ the type of InY -nu. the ICCOUnt numt.. IIId the rltl of i..-

Yours fllthfully. 

... ·i:NncWIO .... t· .... .. 
..._e_ 

o IACaWlIliaFiet J\gInt; 
Depu.,1Mt of SocW Welt... 

The following .. the detail •• 

M 
of .... ..... " --- .4f 

T ...... __ 'n_ ... /' .... -;l7h 

In ".". of Appllc8nC 

DO I 

In".". 01 HusbInd: " 
Wit.: 

Oau: ____ • ____ _ 
_ _ ._----_._-------_ .. _-- ",-"..,. 
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ENQUIRY FORMS 
J .:-•• 

sw 8 - "VERIFICATION OF EARNINGS" 

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 investments. 
etc) is MORE THAN $3.068.00 p.a. 

SoW.' 

DEPARTMENT OF SOCIAL WELFARE 

.. ce: _____ :,,:":: 

for 

... .. -.-----
... c ..... .. 

(.,. :D .... • ...:>c. 
. __ .. _ ... ....... _ .... _ 

Reference No .• v.f?.s. .. .. I... ••••• _ 

VERIFICATION OF EARNINGS 

M the alloft'menlioned penon has made application for (or Is In';eceipl of) a benetil.1 should be oblised if you 
supply particulars of earnings recefwd by Iotr ()Nt) ... __ .. _ ....................................................... ; .............. _ 

Prompl relum of this form is requested as any delay may cause inconwnicnce 10 the applicant. Addressed reply envelope 
enclosed. 

Yours faithfuUy. 

_ .............. =i.:;.f.\ .. .. ....... Director. 

) Whal is (or was) the I'OSS weekly wase payable to the 

(2) Whal was the lotal amounl. including Tax and holiday pay. paid 

during the S2 weeks ended ... _ ... . .:. ..• :2.: ... ................... 
(3) On whal date did emplClY"'!nl commence? 

(4) If employmenl has oeucd. please Sllle: 
(a) Dale of oesatlon lasl day al work) 
(b) Whal amounl of holiday pay was paYlble Ifler lhe dale of 

oesatlon of work and how many days does il 
(c) Whal graluily. superannuation, or rellrlng.allowancc-has b«n 

or will be paid, and from whal dalCS? 
(d) If (c) alloft is a lump sum payment whal porlion is laxable? .• 

(S) Is (or was) employee entitled 10 f«< board and/or loopng. free 
house or fuel or other benetil as pari remuneralion (slale del ails 
and values)? 

(6) If employee Is (or was) absenl on accounl of sickness or accidenl. 
whal allowance or compensalion IS (or was) payable 10 him (her) 
and Ihe covered? 

(a) ........................................................................... .. 

(b) .......................................................................... .. 

(c) .......................................................................... .. 
(d) .......................................................................... . 

Dale: ......................................... . Signature: ................................................................................ . 
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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 

DPB 1 

DPB 4 

SW 60 

ENQUIRY FORMS 

sw 42 

SW 2A 

SW 2B 

SW 5 

SW 8 

(all cases) 

. (all cases) 

(all cases) 

(all cases) 

(all cases) 

(where applicant is legally married) 

(where total gross income exceeds 
$3060.00 p.a.) 
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·" .t 

ALL INQUIRY FORMS MUST BE ") . 
ISSUED PROMPTLY AND WHERE 
POSSIBLE ON THE DAY THE 
APPLICATION IS RECEIVED. 

r', " 

. . .,. 
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HANDWRITING ON ALL FORMS 
MUST BE LEGIBLE. SEND TO 
CORRECT ADDRESS. IS RETURN. 
ADDRESS SHOWN AS WELL AS 
PERSONS NAME DEALING WITH 
THE APPLICATION? 



Pregrant verification (continued) . '." , 

APPLICATIONS THAT ARB NOT BBING WORKED ON 

SHOULD PRBFERABLY BB STORED AWA¥ FROM THB 
DESKS AT A CENTRAL POINT IN ALPHABETICAL ORDER 
THIS FACILITATES LOCATION OF FILBS WHEN 
QUERIES ARE RECEIVED. .. . 

LOOSE PAPERS MUST BE MATCHED TO THE RELEVANT 
APPLICATION WITHOUT DELAY. 

LOOSE PAPERS' ON HAND IN EXCESS OF ONE WEEK 

MUST BE REFERRED TO A SENIOR OFFICER. 

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

·-60-



AFTER THE APPLICATION LODGED 

We now have a completed application form and have issued the necessary 
enquiry forms. The next step is to grant the Benefit but first it is 
necessary to know:-

(a) How to establish the date from which benefit will commence. 

(b) How to assess income: 

(c) How to assess the rate of benefit. 

(d) How to assess and pay arrears of benefit. 

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

We will look at each of these subjects separately in the next few pages. 
We will look at things like child supplement and accommodation 
benefit/element. At the end we will be in a position to put these steps 
into pr.actice and GRANT the benefit. 
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ESTABLISH 
COMMENCEMENT 

-DATE-

s MTWa- f S 
j( 2 4 '5 " 7 
8 9 1(D A1 12 15 lit 
5'1611 IB 19 21 

25 21 
51 -- - -

I ----........... --
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How to-Establish the 'Date From' Which Benefit will commence (MOdule 03) 

Establishing the 'COMMENCEMENT DATE', or date from which an applicant is 
entitled to receive payment, is an important 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 basic qualifications for Domestic Purposes 
Benefit and Emergency Maintenance Allowance. ' Now we'll go a step further 
and look at how you can go about working out the commencement date for 
D.P.B. and E.M.A. 

Lets' start with Domestic Purposes Benefit ••• 

DoITl€5tic Purposes Benefit 
The COMMENCEMENT DATE for Domestic 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 M 

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

* THE DAY FOLLOWING SEPARATION, Q! 

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

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

OCcassionally, 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 is MORE THAN FOUR WEEKS, REFER THE CASE TO YOUR 
SUPERVISOR. 

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

EXAMPLE I 

Application lodged: 
Separated: .. 

30/8/8** 
27/8/8** 

Comencement date: 28/8/8** 
(Day following separation). 

EXAMPLE 2 
'" 

Application lodged: 
Child born: . 

17/5/8** 
28/4/8** 

Commencement date: 28/4/8** 
(Date of birth of child). 

EXAMPLE 3 

Application lodged: 
Husband imprisoned: 

6/7/8** 
6/7/8** 

commencement date: 6/7/8** 
(Date of husband's imprisonment). 

EXAMPLE 4 

Application lodged: 
Separated: 

Refer to supervisor . 

6/9/8** 
1/7/8** 

(Application n21 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 feeling 
reasonably confident about this area, go on to the next page. 

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

The rules for working out the COMKRNCEKENT DATE in each of these 
situations are: 

I • THE MONDAY OF THE WEEK OF APPLICATION, QR 

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 said, '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. 
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Here are some examples of the types of cases you're likely 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 I 

Application lodged: 
separated: •• 

3/8/8** 
29/1/8** 

Commencement date: 2/8/8** 
(Monday of week of application). 

EXAMPLE 2 

Application lodged: 
Separated: .• 

13/8/8** 
1l/8/8** 

Commencement date: 12/8/8** 
(Day following separation). 

EXAMPLE 3: 

Application lodged: 
Child born: 
Current receiving SB 
S.B. expires: 

1/12/8** 
1/9/8** 

5/12/8** 

Commencement date: '6/12/8**' 
(Day following expiry of S.B.). 

* * * * 
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NO 

NO 

Has applicant been 
accepted for grant 
of EMA? 

NO 

Is Applicant 
qualified for 
OPB? 

NO 

BaS applicant: 

1. Returned from overseas 
to take up permanent 
residence in 
New Zealand?; £E 

2. Ceased employment to go 
on benefit? 

YES 

Has applicant: Was application lodged 
within four weeks of 

1. Returned from overseas 
to take up permanent ' 
residence in 

the date on which 
applicant qualified for 

New Zealand?; £E 

2. 

NO 

Is applicant an 
unmarried mother 
receiving a 
SicKness Benefit? 

Is the day following 
separation BEFORE 
the Monday of the 
week of apolication 

Is the Monday of the 
week of application 
BEFORE the day following 

of the Sickness 
Benefit? 

benefit? 

Grant from 
Monday of the 
week of 
apphcation 

Grant day 
eXp1ry 

of Benefit 
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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 . LATB APPLICATIONS 

These will be very few in number as most applications.are received.within 
a couple of days of the qualifying date. However there is provision to 
grant benefit from a date 6 months prior to the application provided 
qualification exists. This is known as a retrospective grant. A senior 
officer will decide if a retrospective grant should be made but before 
doing so will need full details as to why the application was delayed. 
As a rule of thumb if an application is 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 applicant has 
supported herself in the interval. 

2. APPLICATIONS FOLLOWING EMPLOYMENT 

In these cases. provided the applicant is otherwise qualified to receive 
a Domestic 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 cessation 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 senior 
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 
overlapping payments received from another country i.e. portability 
pension from Australia. There is no entitlement to N.Z. benefit while a 
similar benefit/pension is being paid by another country. 
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ASSESS INCOME 
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DPB and EMA are both,' Income Tested,'.. Thif!i means that any income a 
beneficiary receives over. a certain limit. will affect. the. rate-.of benefit 
payable. To be able to calculate the rate of benefit 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 received. E.g. 
earnings from employment, interest from bank accounts, dividends from 
shares, and income from property. 

'Maintenance' - This is money, property or services received 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 .. 

Maintenance is.treated differently against DPB and EMA. cash maintenance 
is charged as income against DPB and operates as a direct deduction 
against EMA. Maintenance in respect of the child or children 1S 
disregarded for DPB purposes but operates as a direct deduction against 
EMA. 

'Outgoings' - Where the maintenance is outgoings, the amount to be 
charged is as follows: 

DPB -

EMA -

outgoings paid in excess of 50% of the total outgoings are 
charged as income. 
OR if the matrimonial property settlement has been finalised, 
outgoings paid by the spouse in excess of the amount stated in 
the M.P.S. are treated as income. 

outgoings operated as a direct deductionfrom the benefit. The 
deduction is 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, 
money on loan, shares,debentures. lottery winnings. property or 
realestate owned. Capital amounts or the value of property are not 
charged against benefit: only th income derived from such assets is 
charged. 

NOTE: 
apPly. 

Where benefit was granted prior to 1.4.81 different procedyres 
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'PROSPECTIVE INCOME' - Sometimes referred to as 'rated income'. this is 
the income that an applicant is expected to receive over the next 12 
months. 

For example: 

(a) Beneficiary has $40.000 in P.O.S.B. Account earning. 10\ interest. 
'Prospective income' would be $4.000 ($40.000 10\). 

(b) Beneficiary is employed. earning $97.00 per week. ,'Prospective 
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 is reduced. The income exemption for 
D.P.B. and R.M.A. is $3.120.00 per annum (for women alone it will be 
$2.600.00 p.a.).' 

'INCOME DEDUCTION' - This is the amount that is taken off the maximum 
benefit rate to arrive at the amount payable to the beneficiary. 

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'. 

Details of income are normally obtained from some of the enquiry forms we 
talked about in the "Application Procedures" MOdule. 

s.w. 8 to verify earnings; 
S.W. 265 and/or S.W. 5 to verify capital 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, income 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 obtain details of the applicant's gross weekly incomes from all 
sources, multiply this by 52 (weeks) to give the prospective incomes from 
these sources, and then enter this information on FORM DPB/IB/we 2 -
Certificate of Disposal of Application. The chargeable income is 
calculated by totalling the prospective incomes. 
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For example: 

Applicant has a regular part-time job earning $68.00 p.w. and $2960.05 in 
a P.O.S.B. account earning . interest :of'IO' p.a.:· ' 

The assessment would look like this 

_ ...... _ ..... _ .. _. __ .. _. ________ ...... ___ ._. .. ..:_·_· 
· ...... _·_ .... ·_ .. _·_-.... · .. __ .. _-------·---1-------------

char,oable ,Income AppL Spo_ ____ ..... 

.. _ ... _ .... _., __ I-__ __ +-___ __ _ 

_ ... _.t.:.A __ . ____ ____ 1· .... 111...... __ ..... _. __ .----.;.._ _ s.c::..':c.- _ t-..=.. _ 
--.-.---- - ._-- a.:::: ___ t-... 
-------- .. --.---- I!xaDptIoa ........... .. boIdy (lB) 
... _________ i-__ -I-__ -II!xcooo ........ - Plus W.S.D. 

_______ .. -_--.I 
Ooerlapplng _' __ "M"_'_'_ benefit at s. ____ .. __ . __ ....... _. p.w. from •• __ ./ __ .. ./_ to Prepared by ___ • ________ • 

.. : ... : • ./_ ...... ./. __ Amount $ ........ _ ........ _. plus outstanding debt (ffany) $. __ • Check by ._.:.. __ .. _._.... .. ....... _ 

Simple isn't it! 

When doing assessments involving income, always remember to round 
to the nearest whole cent. For 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 $2080. 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' (SW 40) on the following 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 
Income Exemption 
Excess Income 

$3832.05 
$3120.00 
$ 112.05 

To obtain the deduction use the Assessment Table. 

Total Deduction $213.60 

NOTE: Always round the chargeable income figure DOWN TO THE NEAREST 
WHOLE DOLLAR BEFORE looking up the deduction. 

NOTE: Examples are based on beneficiary with child/reno 
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TS - EFFECTIVE FROM 1.10.1986 

WITHOUT CHILDREN - EXEMPTION $2600.00 PER ANNUM 
OEDUCTION 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 

EXCESS 

DEDUCTION AT 0.30 CENTS PER 
11 .00 fOR 8ROKEN AMOUNTS 

fROM 11.00 TO 199.00 

INCOME OEoUCTIol 
EXCESS 
INCOME DEDUCTION 

I 1.00 
I 2.00 
I 3.00 
1 4.00 
I 5.00 
1 6.00 
1 7.00 
1 8.00 

i I 9.00 
110.00 
111.00 
IU.OO 
113.00 
114.00 
115.00 
116.00 
117.00 
118.00 
$19.00 
120.00 
121.00 
122.00 
123.00 
124.00 
125.00 
126.00 
127.00 
'28.00 
129.00 
130.00 
131.00 
132.00 
133.00 
134.00 
135.00 
136.00 
137.00 
138.00 
139.00 
140.00 
141.00 
142.00 
143.00 
144.00 
145.00 
1A6.00 
147.00 
148.00 
149.00 
ISO.OO 

I 0.30 
I 0.60 
1 0.90 
I 1.20 
1 1.50 
1 1.80 
I 2.10 
1 2.40 
I 2.70 
I 3.00 
1 3.30 
1 3.60 
1 3.90 
I 4.20 
1 4.SO 
1 4.80 
I 5.10 
I 5.40 
I 5.70 
I 6.00 
I 8.30 
1 6.60 
I 6.90 
I 7.20 
I 7.SO 
I 7.80 
1 8.10 
1 8.40 
I 8.70 
I 9.00 
I 9.30 
I 9.60 
I 9.90 
110.20 
110.SO 
110.80 
111.10 
111.40 
111 .70 
112.00 
112.30 
112.60 
112.90 
113.20 
113.SO 
113.80 
114.10 
114.40 
114.70 
115.00 

15100 
152.00 
153.00 
154.00 
155.00 
156.00 
157.00 
156.00 
159.00 
160.00 
161.00 
162.00 
163.00 
164.00 
165.00 
166.00 
167.00 
168.00 
169.00 
170.00 
171.00 
172.00 
173.00 
174.00 
175.00 
176.00 
177.00 
178.00 
179.00 
180.00 
181.00 
182.00 
183.00 
184.00 
185.00 
186.00 
187.00 
188.00 
189.00 
190.00 
191.00 
192.00 
193.00 
194.00 
195.00 
166.00 
197.00 
198.00 
199.00 

115.30 
115.60 
115.90 
116.20 
116.SO 
116.80 
117.10 
117.40 
117.70 
118.00 
118.30 
118.60 
118.90 
119.20 
I 19.5O 
119.80 
120.10 
120.40 
120.70 
121.00 
121 .30 
121 .60 
121 .90 
122.20 
122.SO 
122.80 
123.10 
123.40 
123.70 
124.00 
124.30 
124.60 
124.90 
125.20 
125.SO 
125.80 
126.10 
126.40 
126.70 
127.00 
127.30 
127.60 
127.90 
128.20 
128.SO 
128.80 
129.10 
129.40 
129.70 
130.00 

DEDUCTION AT D.30 CENTS PER 11 .00 AT 1100.00 RESTS 
UP TO 11560.00 fOR 8ENEfiCIARIES WITHOUT CHILOREN 

UP TO 11040.00 fOR 8ENEflClARIES WITH CHILOREN 

EXCESS 
INCOME 

1 100.00 
1 200.00 
I 300.00 
I 400.00 
1 500.00 
I 600.00 ' 
I 700.00 
I 800.00 
1 900.00 
11000.00 
11040.00 

11100.00 

11200.00 

11300.00 

11400.00 

11500.00 

11660.00 

DEDUCTION 
WITHOUT 
CHILDREN 

1 30.00 
I 60.00 
I 90.00 
1 120.00 
1 lSO.00 
1 180.00 
I 21 Q.00 
I 24000 
I 270.00 
1 300.00 

1 330.00 

1 360.00 

I 390.00 

I 420.00 

I 4SO.00 

1 468.00 

DEDUCTlol 

AT 0.70 CENTS PER 11.00 AT 1100.00 
FROM 11800.00 fOR 6ENEflC1ARlES WITHOUT CHILDREN 
AND fROM 11100.00 fOR BENEfICIARIES WITH CHILDREN 

EXCESS 
IICOME 

11100.00 
11200.00 
11300.00 
11400.00 
11500.00 
11600.00 
11700.00 
11800.00 
11900.00 
12000.00 
12100.00 
12200.00 
12300.00 
12400.00 
12500.00 
12600.00 
12700.00 
12800.00 
12900.00 
13000.00 
13100.00 
13200.00 
13300.00 

DEDUCTIOI 
WITHOUT 

1 496.00 
1 566.00 
I 636.00 
I 706.00 
1 776.00 
I 846.00 
I 916.00 
I 986.00 
11056.00 
11126.00 
11196.00 
11268.00 
11336.00 
11406.00 
11476.00 
11546.00 
11616.00 
11686.00 
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DEDUCTION AT 0.70 CENTS PER 
11.00 fOR 8ROKEN AMOUNTS 

fROM 11 .00 TO 199.00 

EXCESS 
II COME 

I 1.00 
I 2.00 
1 3.00 
I 4.00 
I 5.00 
1 6.00 
I 7.00 
I 8.00 
I 9.00 
110.00 
111.00 
112.00 
113.00 
114.00 
115.00 
116.00 
117.00 
118.00 
119.00 
120.00 
121.00 
122.00 
123.00 
124.00 
125.00 
128.00 
127.00 
128.00 
129.00 
130.00 
131.00 
132.00 
133.00 
134.00 
135.00 
136.00 
137.00 
138.00 
139.00 
140.00 
141.00 
142.00 
143.00 
144.00 
145.00 
146.00 
147.00 
148.00 
149.00 
ISO.OO 

oEOUCTIOI 

1 0.70 
I 1.40 
I 2.10 
I 2.80 
I 3.SO 
I 4.20 
I 4.90 
I 5.60 
I 6.30 
I 7.00 
I 7.70 
I 8.40 
I 9.10 
I 9.80 
110.SO 
111.20 
111.90 
112.60 
113.30 
114.00 
114.70 
115.40 
116.10 
116.80 
117.SO 
118.20 
118.90 
119.60 
120.30 
121.00 
121.10 
122.40 
123.10 
123.80 
124.SO 
125.20 
125.90 
126.60 
127.30 
128.00 
128.70 
129.40 
130.10 
130.80 
131.SO 
132.20 
132.90 
133.60 
134.30 
135.00 

EXCESS 
INCOME 

151 .00 
152.00 
153.00 
154.00 
155.00 
156.00 
157.00 
158.00 
159.00 
160.00 
161.00 
162.00 
163.00 
1601.00 
165.00 
168.00 
167.00 
168.00 
169.00 
170.00 
171.00 
172.00 
173.00 
174.00 
175.00 
176.00 
177.00 
178.00 
179.00 
180.00 
181.00 
182.00 
183.00 
184.00 
185.00 
186.00 
187.00 
188.00 
189.00 
190.00 
191.00 
192.00 
193.00 
194.00 
195.00 
196.00 
197.00 
198.00 
199.00 

135.70 
136.40 
137.10 
137.80 
138.SO 
139.20 
139.90 
140.60 
141.30 
142.00 
142.70 
143.40 
144.10 
144.80 
145.SO 
146.20 
146.90 
147.60 
148.30 
149.00 
149.70 
lSO.4O 
151.10 
151.80 
'52.SO 
'53.20 
153.90 
154.60 
155.30 
156.00 
156.70 
157.40 
158.10 
158.80 
159.SO 
160.20 
160.90 
161.60 
'62.30 
163.00 
163.70 
164.40 
165.10 
165.80 
166.50 
167.20 
167.90 
168.60 
169.30 



• 
DEOUCTIOI OEDUCTIOI OEDUCTION 

EXCESS EXCESS WITHOUT : CltllOREI EXCESS WITHOUT EXCESS WITHOUT 
CHILDREN INCLUDEO IICDME CHILDREI INClUDEO IICOIIIE CHILOREN "COME CKllDna 

13400.00 11756.00 1 91 00 00 114800.00 1 9736.(10 120500.00 113726.(10 

13500.00 11826.00 114900.00 1 981)6.(10 120600.00 11 3796.(10 

13600.00 11896 00 115000.00 1 9876.00 120700.00 113866.00 

13700.00 11966.00 I 9948.00 120800.00 113936.00 

1
13800

.
00 12036.00 110016.00 k 120900.00 114006.00 

13900.00 12106.00 115300.00 110086.00 r . ' 121000.00 114076.00 

14000.00 12176.00 115400.00 110156.00 ,.jil 0364.00 ' c. 121100.00 114146.(10 f 
110226.00 -'::' 

, 
14100.00 12246.00 115500.00 121200.00 114216.00 • 1144 24.00 

110296.00 ;:' •. ' . 14200.00 12316.00 115600.00 121300.00 114286.00 I 1144 114.00 

14300.00 12386.00 110366.00 [ ;}'0574.00 ., 121400.00 114356.00 1145 64.00 

14400.00 12456.00 110436.00 110644.00 . 121500.00 114426.00 

14500.00 12526.00 10714.00 ., 

14600.00 12596.00 110784.00 ; ,. 
'1_ .. 

14700.00 12666.00 110400.00 

14800.00 12736.00 110500.00 

14900.00 12806.00 110600.00 
15000.00 12876.00 110700.00 

15100.00 12946.00 110800.00 
15200.00 13016.00 110900.00 
15300.00 13086.00 111000.00 
15400.00 13156.00 111 100.00 
15500.00 13226.00 111200.00 

15600.00 13296.00 111300.00 
15700.00 13366.00 111400.00 

. 15800.00 13436.00 111500.00 
15900.00 13506.00 111600.00 115476.00 

16000.00 13576.00 111700.00 123100.00 115546.00 

18100.00 13646.00 111600.00 123200.00 115616.00 

16200.00 13716.00 111900.00 123300.00 115686.00 

• 16300.00 13786.00 112000.00 117700.00 123400.00 115756.00 
16400.00 13858.00 112100.00 117800.00 123500.00 115826.00 
16500.00 13926.00 112200.00 117900.00 123600.00 115896.00 
16600.00 13996.00 112300.00 118000.00 123700.00 115966.00 
16700.00 14066.00 112400.00 118100.0:1 123800.00 
16800.00 14136.00 112500.00 118200.00 
16900.00 14206.00 112600.00 118300.00 
17000.00 14276.00 112700.00 118400.00 
17100.00 14348.00 112800.00 
17200.00 14416.00 112900.00 
17300.00 14486.00 113000.00 
17400.00 14556.00 113100.00 
17500.00 14626.00 113200.00 118900.00 
17800.00 14696.00 113300.00 119000.00 
17700.00 14766.00 113400.00 119100.00 
17800.00 14836.00 113500.00 11 9200.00 
17900.00 14906.00 113600.00 119300.00 
18000.00 14976.00 119400.00 
18100 00 15046.00 
18200.00 15116.00 
18300.00 15186.00 
18400.00 15256.00 
18500.00 15326.00 
18600.00 15396.00 
18700.00 15466.00 
18800.00 15536.00 
18900.00 15606.00 
19000.00 15676.00 
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Finally. the income deduction is entered on Form DPB/IB/WS 2 and the Mlncome Assessment" section is completed like this ••• 

-.-.-........ -.--------...... -............ -.. -.----1--.------.--.. -.-----.---.. --.-........ -............... _ ...... - ................................. - .... _---_ .... _--------------_ .. _._----

Tolal 

Overlapping ........................... beneOt.t s ...... _ ..................... p.w. from ........ J ........ J_ ..... lo Prepared by ..................................... .. ........ J ........ J ......... Amount S .......................... DIllS o,,'oI.nclin. rIM, nr.nv) Ow-k hv ........................................ . 
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Unusual· Cases 

Watch-out also for the following unusual cases: 

(1) Cases where child care costs are being paid by a beneficiary so that 
s/he can work: 

(2) Cases where there is 'children's income': 

(3) Cases where accident compensation is being received: 

(4) cases where there are assets which do not produce income. or where 
assets have been given away: 

(5) cases involving Friendly (or similar) Society exemptions. 

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

* * * * 
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Income 

WHAT IS INCOME? 

References: 
- Income and Property 

Manual 
CM 1986/163 

Section 3 of the social security Act provides a 
definition, but in simple terms it is money derived 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 beneficiary 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 BENEFIT: 

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 (ie 
what will probably be received in that year) is charged, and at renewal 
the actual income received in the previous income year is charged against 
the benefit. 

What is the INCOME YEAR? 

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

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

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

Don't confuse with the BENEFIT YEAR 
which is 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 CAPITAL: 

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

We will illustrate the above principle from this example: 

Beneficiary wins $30,000 from a lottery 
. or receives the same amount from an 

Insurance policy $10,000 is spent on 
travel and furnishings. The 
remaining $20,000 is invested at 10% 
p.a .. Benefit in this case would be 

* reviewed from the date the money was 
invested or 1st available date 
thereafter not from the date of receipt 
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 income at 3% on the 
amount held: But be flexible where there is an intention to make some 
type of purchase. However up to $2,000 may be held without imposing an 
arbitrary assessment. 

See part F of the Income Property 
Manual for full details and for 
explanation of other instances 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 beneficiary deprives 
herself of income from property. But in assessing ACCOMMODATION 
BENEFIT property is taken into account. See Page 

See para 031 Income and Property Manual. , 

continued next page. 
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Income (continued) 

WATCH OUT!! 

The following income is NOT CHARGEABLE 

Family benefit 

War disability pension 

War widows pension 

Handicapped childs allowance 

capital payments (already discussed) 

Disability allowance 

Up to $104.00 p.a. received by way of sick benefit from a 
"friendly· or like society. 

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

OVerseas pension of a like nature 
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Income continued 

PROBLEMS! ! 

* 
IMPORTANT 

If you are not sure how to treat or verify certain 
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 certain 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 repaid is 
regarded as income. 

- National Savings Accounts 
Refer Para U.185 

Post Office National Development Bonds 
Refer Para U.189 

- Two Year Investment Accounts (U.19l) - charge interest as income in 
year of its receipt. 

- Dividends from shares - Dividends 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 \) - multiply this figure from 
the number of shares held. i.e. 25c x 100 = 2500 - $25.00. 

- Tertiary bursaries - regarded as income - but before charging check 
Para U.263 deductions can be made. 

- Income not actually received but accruing is still chargeable 
Any investments like 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 OPB. 
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Income From Farms,Business,etc 
Reference: Part M, Income and 

Property Manual. 

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

Before reading this section YOU MUST UNDBRSTAND the income principles 
set out on pages and 81. 

2. BUSINESS/FARM ACCOUNTS NOT PROFBSSIONALLY 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. 

(However most persons do get 
a Professional to organise 
their accounts.) 

Flexibility should be applied in 
that is chargeable. 

Ask beneficiary to produce: 
- Records of all payments received. 

Receipts of all expenses 
(ougtoings). (Bnsure these 
expenses are actually applicable 
to the business.) 

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

determining the income or profit 

Senior Officer who will have regard to Part 
M Income and Property Manual will decide. 
Kept in mind would be modern conditions and 
the out of date values on s.w. 125. 

3 • DETERMINING INCOME WHERB ACCOUNTS PREPARED BY ACCOUNTANT ETC 
A. FIRST Get beneficiary to produce copy of latest profit 

and loss account.. (These are prepared each 12 
months.) 

B. Ensure accounts are CERTIFIED by a member of Society of 
Accountants. 

C. The amount to be charged as income is: . 
(i) Personal drawings (i.e. amounts taken out as: 

- wages or directors fees 
.- personal income etc) 

withdrawn before net profit 
or 

(ii) The Business income (refer 
'Circular memorandums 1984/182, 
1985/29) • 

If beneficiary does not have a copy 
of the latest ·accounts. Obtain name 
and business address of accountant or 
solicitor; but AVOID BOTHERING PROFBSSIONAL 
PBOPLB, BENBFICIARY MUST MAKB ALL ATTBKPTS TO 
PRODUCB THB ACCOUNTS HERSBLF. 
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· Income from Farms, Business-etc-{continued). --

FARMS BUSINESSES - POINTS TO NOTE 

1. Flexibility 

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

The guiding-principles are-on pages 

2. Extraordinary Expenditure Items: 

Always examine the accounts. Certain items may require 
discussion with a senior officer and- later clarification with 
beneficiary or her accountant. 

3. 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 MBasic QUalifications M and MAssess Income-
Sections that D.P.B. is a long term statutory benefit assessed on an 
annual basis. Widows Benefit, Invalids Benefit and Orphans Benefit are 
also statutory benefits. 

Statutory benefits are also sometimes referred to as 'four-weekly 
benefits'. This term is confusing as, although these benefits were once 
paid each four weeks they are now paid each fortnight. However, what has 
been retained is a PAY PERIOD'. 

Each year is divided up into thirteen (13) pay periods. These pay 
periods, 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** Payment Calender showing two 
four-weekly pay periods ••• 

Note: For 1987, read 198**. 

198** CALENDER 

DUE DATE DATE PAY PERIOD RENEWAL CODE 

12. 1. S** 30.12. SU 6. 1. S** - 19. 1. S** 
26. 1. 8**- 13. 1. S** 20. 1.8** - 2. 2 -** .0 12 

9. 2.B** 27. 1. 8** . 3. 2.8** - 16. 2.8** 
23. 2.8** 10. 2.6** 17. 2.8** - 2. 3.8** 13 

The first four-weekly pay period 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 

Four-weekly pay'periods are 'a simple way of breaking up the year for 
renewal purposes. 

At grant, each benefit is allocated a 'renewal code'. 
number between 1 and 13) indicates the four-weekly pay 
the benefit falls due for renewal. (Each benefit must 
twelve months on the anniversary of grant). 

This code (a 
period in which 
be renewed every 

The renewal codes are set out on your Payment Calender alongside each 
four-weekly pay period like this .. '. 

DUE DATE 

12.1.B** 
26. 1.B** 

9.2.B**" 
23. 2.B** 

9. 
23. 

19B** CALENDER 

DEADLINE DATE 

30.12.B** 
13. 1. B** 

27. 1.B** 
10. 2.G** 

PAY PERIOD 

6. 1.B** - 19. 1.B** 
20. 1.B** - 2. 2.B'U 

3. 2. B** - 16. 2. B** 
17. 2.B** - 2. 3.8** 

3.B"'* - 16. 
3.B** - 30. 

RENEWAL CODE 

12 

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 21318**), '13'. 
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The renewal code to be allocated is 

For example, 

THAT APPLICABLE TO THE THIRTEENTH PAY 
PERIOD FROI1 AND INCLUDING THE PAY 
PERIOD IN WHICH THE APPLICATION WAS 
RECEIVED 

Date of application 
COmmencement date 

17/2/8** 
18/2/8** 

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

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

That is ••• 

FROI1 THE COMMENCBPtENT DATE 
TO THE LAST DAY OF THE 
PAY PERIOD 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***) 1s called the 'BENEFIT YEAR'. 
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ASSESSING THE RATE OF 
BENEFIT PAYABLE 

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

This is done by completing the "Computation Section" on Form DPBIIB/WS 2. 

Non-chazgeable Income Assets 

................................................................................ .. · .. · .... .... ··;··l·!.?!i·9. .. :·.9.·O'··:o·C· .. ··· .. · ........................... .. 
................................................................................. ................ () ..... 6. ........... .... ................................................. . 
. ................................................................................. ............. l.t!.e.t::t ............ f.,f.y'/;:;;;:;..<;;. ........................................................ .. 

Chargeable Income Appt. Spouse ............. ..... S.hC.(.!..r;:.J ..... f.. ... 7f.C::.:.q,Q ...................................... . 
Y..:Y.: .. fir:Jt: ... Lei/"..... ........... _ ....... 1--___ In_co_m_e _Asse_ssm_ert_t ___ 4-____ CO_m.:..p_uta_t_io_n ___ -I 

... .!!J ... .. : .. ............... .3.W:?.cS.9.... Benefit rate.. .. 
}QCLr.l. .... .f.J!: ... kRr(?£j, .. ............... Section 66. !1 (.A- 14-1.L . J 0 

.. .. .... l!.9..... ............... a;:::.:on ? I 'r
/

. ('"Q Less maintenance ..... nfr.1 ......... .. 
mcome .. .).\Slv. .. 1«.. ...... Q/4-1. 

,7, /10 '00 Plus earnings 
I..dil' ,('0 subsidy (lB) .... nit!.... ........ 

PlusW.5.D. fl'/It 
l·:;: .. ;; .. ·;:· .. = .. ::-:-.. ·:: .. ;: .. ·: .. ·;:;; .. ;;; .. ·: .. :; .. .. ;: .. j' _;;;;;3,0., q / q, 1· cro 
-

................................................................................ 

......................................... . ...................................... , Exemption .. 

Excess income 

Prepared by ..................................... . 
Checl<; by ........................................ . 
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Some of the cases you will come across will involve income. In 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 ••• 

. 1. 

Assets 

. .. ............... P..9..f.8. ....... g,l.?<?9. .. ....... · .................................................... . 
, .................. p.:.o..:f:.6..: ... ():r1i: .... 1.i!.. •. .......................................... . 

Chargeable Income 

__ ..... _ ................... ........ .. : .. ...................................................... . 
Appt. - ................... ..... $..l.QQ.: ..... Q.Q ................................................... . 

.... 9.r:?t ... lP.tJ: .. .J2.7..:£Q .... ................. I---Inco-m-e.--;Asse-s-sm-eIl_t __ +--__ ._CO_m:..-puta_t_ioD----::--_ 

.. ..... ................. .. Benefit rate.. .... ................. V) 111 /4..4. }a 
.... .. (f£??!J . ...... ................. Cha;rgeable '1 &,0 (. . Less maintenance .. .. ...... ':1/.f.!. ....... .. 

1ncome .. 914 z· 90 
Exemption.. Plus earnings . 1ft /. Cf 'SO subsidy (18) ....... rJ.,J ............ .. 
Excess income 1-1-0 Plus W.s.D. tA ........................................ /4.CJ- . J 0 allowance n ,., 

.c... _____ _____ .. q /4.2·10 . 
Prepared by ..................................... .. 
Check by ...•.•......••....•••.........••••••.••.... 



Once you've assessed the annual rate of benefit payable. your next step 
is to assess the FORTNIGHTLY RATB. This is necessary as benefit payments 
are made each fortnight. The fortnightly rate is assessed like this: 

- Benefit Payable (annual): 
- Divide this by 52 (weeks): 
- Round this off to the cent 

above: (if necessary) 
- Multiply this by two and 

you have the fortnightly 
rate of: 

Simple isn't it! 

$2966.16 
= $ 51.041538 

= $ 51.05 

$ 114.10 

*!**!! IMPORTANT NOTB !!**!* : If the fortnightly rate is NOT assessed 
like 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, you'll have all the information you need for 

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

When you complete the decision panel, you should show: 
(1) the type of benefit granted; (2) the annual rate of benefit 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 ..• 

Interim Pavmeot Order Decision Appt. Payment DPB Code Code Due Date Amount ..-...1 ____ +_:.:-..:....:.:.:....-_I Benefit-granted/refttsed: ..... c...Q ...................... . 

-t--=-: ---4 ..... (=+ .. 
r----1I---t-:..-

1 
.......... j.o.t .. .. .... £<.eY.lo. ........... . 

ee .. .J.9 .. : .. ....... .. . 
I .. .... ·············••••··•···•··················•••• •••.....•••..•.••.•.•.....••.•. ... .. ......... . IM-' ••• ................... •••••••••••••••••• •••••••••••••••••••• •••• •••••••••••••••• ",'. C r- ( .. f;l: ...... ....... t' .. :.':t .• : ...... .......... .. 

Serial .. ·i··· .. ······ .... ········ .... ··· .. · .... · .. ···· .. ···· .. ·-.. · ........... ·· .. .. :··9.··{:?·flol .. :V.J.. •• ; ............................ . 

............................ ! ................................................ . 

Account Number /..-:--,-,-:..:: :::;::,.::..:.:.: .. ····· .... · .... ···· .. · .. ···· .. · .. · .. · .. ··· ...... · .. ·· .. · .. ·· .. ·· ..... .. 
'---1--:..-...:...-.:.-L.....!-...!-..!.--!.... . ........................................................................ . 

.................................................. ' ........................... . Continuing Payment 
Payment order I 1 1 I Bank credit . ....... _______________ --_ -_ -_ -_ ------=---J .......... ····· .. ··· .. ··· ...... .......... · ........ . 

: ................. , ...... :.: 
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Check List 
S.W.310 
D.P.B. 12 ....................... . 

Notified •..•...•.•••••...••.••.... 

Appln Reg ...................... . 

lndex ............................. .. 

S.W. 6S to: 

Court: •.....•.......•......••••.... 

Maintenance Officer: ...•... 

Beneficiary ••....•••.....•.••..•. t 
Defendant ...................... . 

Follow up action: 

File. . 



FAMILY SUPPORT 

Family support became effective from 1.10.86. 

Bligibility Criteria 

Family support Tax 'Credit 
Policy Manual- Part C 
CM 86/179 

To receive Family Support a pre-requisite is that the applicant is 
receiving family benefit. 

Rate of Payment 

The maxLmurn 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 receipt family 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 famiy benefit in respect of the dependent child/ren does not 
cease. 

Part C of the Family Support Tax Credit Policy Manual covers, in greater 
depth, the criteria and requirements for ongoing family support 
payments. The Family Support Procedures Handbook (for beneficiaries), 
will guide you in completing assessments and reviews of entitlement. 
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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 information. 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 TO THE DATE FROM WHICH THE 
COMPUTER STARTS PAYMENT. 

In the module. we'll look at how you should go 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 immediately ••• 
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· " , .. 
DUg DATES 

Due dates are the dates on which payment is due - that is. the date on 
which payment is credited 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 received ON OR BgFORE the deadline for a particular due date. 
will be accepted for action on that date. Changes received AFTER the 
deadline won't be actioned until the following due date. 
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,DUE DATE OPERABLE 

This term is used in connection'with computer input. It simply ,means the 
due date from which information 1s operable, 
effect. 

or from which it takes' 

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 know that the arrears will cover, the 
period from the commencement date of benefit to the first day of the 
fortnightly period covered by the first computer payment. 

The dates of each due date 
'fortnightly pay period' 

and the corresponding deadline and 

this 
DUE 
0A'l"C 

11.2.11 

l. J.u 

)1. J.U 

.. , 
n. ,.11' 

" • •• 11 

, .... , 
.:J. i., 

4. , •• , 

U. '.11 

1. , •• , 

u • .,.n 

H. ,.11 

u.il.n 

.•. u.n 

1:1.12."· 

dates are shown on your payment calendars like 

I.AST UYIIIG 
PAl' Pf!lIlIOO DATe JIDImM&. 

1 •• 1.17 11. 1.11 
ZI.l.n 

to J.ll u 
14. J." U.2.11 

is. i.1I h. i.n 
n.3I." 
•. 1." 

•• l.U 11. J.U' 

D. J.I' II. l.n n. l.n 
1.4 •• 7 

11 ••• 11 to .... t 

u. ... .. :t. tol 
H. t." 
It ••• ,, 

1'. 1 •• ' 4. s.n 

... ... u. .• J'. S.11 

Jf.S.I' 
It. '.11 l.4·n 

.. , '.Il .... 
U. '." 

It ••• n 
-14.1.11 1.7.17 

... .. .. '0 u. t.n , 
It. '.11 

11 •••• , U. l.n 

... I.U s •••• , 
12. Ion 

It. 1.11 
10 , •• l U. I." 

,. t.I' J. ,.n 
I. '081 

1' .. ,oil 

'.1'." 1l. '." 

1.1'." Mo '.1' l.lI.n 
U.I •• 1l 

1.U." n ...... " 

... 11.17 n.u.IT 
4.J,1 •• 7 

n.u.IT II G;av lI.u.n 

2.11." 25.11.n 
1.12.11 

•. n.n 
H.ll •• ' .60 u.n 

,..11.17 u.n.n 
Mou.n 
6. 1.'1 

U.l." 
u 

--91-

PIIOCIUCTIOIOS 

r.,tattMlp • ...,.....: o.:;, .. .... &.PC' ;:;.11' ;-
-.ph, Ill. 2.n .. 24. J.Il), ....... L ..... 1CMoe: 

r.r-. a....,. LI ..... &.I'C' lets.. U.I. ..... u.""'." • .,.-..t," 01.-,. "".t •. UC An ... &.tHo 
ClMoI!t. I."". a..l'r US.J.n te le • .J.1l1 
OloW ... ,n.J.u __ : .... ,J.n' uc ","1_ &.1 ... 

"'-';SUr aaMi: Li.u. u:e IeU_ Liu 
""17 Ill.)." a. 14.).17, ....... 1 "in. fCIMoe" 
-.-, ...... -. a...... "".u. uc Ion"- " •• , ....... ,..u, ,..,....... e ....... "'.u. LI'C .. , .... 101 ... 

U.u. "'''' US.J.1l ... OU'UIII lu.,.n a. LI'C ........ Ll.et 

=:i I.!:' 
...... 1 ...... ..... u. LPC' "'"_ LIn 
""''''''''-'' .-r-t •• caa-.,. Iohw. LIe ....... U •• a. ......... u. IU.4.11 •• '.1.n, 
CIiIU ..... 121 ••• 11 '- Lt.,.Il, uc ...... _ Iota, 

:'::i :::.:c''::' 10;;' .. __ 1 ,...... a..-.. Lhu. UC _,_ I. ••• 
1M' ...... " ..,.... ... 0-.., ..... , •. uc .... &. .. ,." 
0..0., ............. r' uI.s.n -. l .•.• n 
on __ tH.S.1l , ...... Il) U'C: ......... ,., 

:;:., ... -:. ": _._..1 ,.,_. u •••• LI'C ....... U., 
...... ..-r-.... .... , •. UC ..... _ Ioh, 
a..-.. 10 ......... h' "r ••. n ,. H.,.nl • 
0'*_ ,U., •• , a. l •• 1.1l. Iof'C AC&_ Lht 

....... 1 rw-. a.-... U.' •• UC owt. ....... , 
""'_'",Uy ,..,.... ... ... Lin •• UC M'" 101., 

101., •• _tIY IU.l.1f w H.l.lf, 
OIUIII .. _ tll.1.n \.e 11.I.Il •• UC ... , ... Ll., 

... 
_I ,..... "'.Il ... UC oW, ... "'e! ..... 
..... ' ...... '1' •• Wa ••• LI'C _"' __ ., 

&.1 ..... &.pI,.., I.LI •••• ' HI It ••• n, CIiIlloH_ ,U.'.1l toe '.'."1 LI'C ... ,,_ ",.t 

k ..... s-I' .. dy ...,..... •• 101 .... LI'C Mt. .... Lin 
• _'IT .H •••• ' .. '.'.lfl. "'-I .... ,. tCMa " 

....... 1 ...... 0-,. &.1_u. ... "'at. 
• ,"tIt .... ,l, • .,...... •• 0.... .... , •• ue lell'" Lht 

aa...,. ",.t •• ""I'J' ".,.11 .. 21.,.11, 
& ........... ,.11 .. ,.".nl gc ....... &.l.1l 
f'Wul"'I'ilI,. ...,--•• ca.-t. "'.u. &oK Act'" Lht 
h.lc,. (2). '.Il toe I.l •• n, ....... , Lbt. tOM. 1', 
...... 1 , __ • 0.-,. "lets. LIC ACtS ... Lin 
rwu'''',l, • .,..., •• 0.-,. 1.1., •• LI'C ACt. ... "'., 
c:..-.. Lin •• ClIp"''' .1.1 •• 11 .. H.i'.'11 
a..I4C_ ".1'.1l .. loU.IlI. LI'C .. , .... "'.t 
........... Ill,. ........... 1014' •• IoI'C a.nl .. &.1., ".'ty 11I.1 •• n .. J.u.n, ........ I.'." 1<*1. 11, 
___._1 ....... "' .... UC liCIt .... ",.Il 
....... , ... ',,. • .,-.-t •• a. .......... LI'C' MU_ Ll.u 

LI .... Dtplrr ••• n.n .. U.ll.n, 
0I0'*,- , •• &l .. n tie 1.11.'11. U'C .a.t;_ I.'.' 
.... , ..... u., ............ "' .... U'C ....... ""_t 
... 1". IlI.U.1l .. I.U.IlI. -..-1 I.'.'. 12, 
...... , ........ 0.-. ........ uc: ........ Lin ...... ' ..... "1,. • .,..... •• LI.u. LI"C' Mil'" Lh' 

Lle ... DIP'" U .. 11.n te U.U •• " 
OolWc ... ,2.1J." a. U.11.'" uc. "'"'_ loin 

..... t.1tIIC1., o.a., ......... i.K' Lht bp.,,. ,U.12.1l hi n.u.Il, • ...--1 101.,. fCNoI lJ 
____ 1 ....... a..-,. I."'. &.PC Anl_ "'e. ,...t ........ ,. • .,.....t •• ....... &.f'C 1oCt;'" Iolat 

Iohili. I)t.n.1l ,. 1:1. 1.", 
ca. .. .., • ., •• 11.11 .. II. 1."', ....,.; ...... I.A.., 

,... .. ""ur .......... 0-,. "' .... t.IC ... , ... Iolat 
.... ry CU .. 1." .. ,. .. 1.11 •• -.-, .... u it 
'--I rw_. 00N0I. "".t;....: ............ Il 
...... ' ... '1., •• LI.u • ...c ....... Llet. I.'''' ... If, t21.1.11 .... 2.'" 
OI'WIt.. e:n. 1." 1M U.l ..... UC ...-.. Co'-' 



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 DUB DATB OPERABLE here is therefore 
9/3/8**. 

Let's take another example. Assume today is 8/3/8**. 
is 10/3/8**. Because you can catch this deadline, you 
computer to start payment from due date 23/3/8**. ' SO, 
OPERABLE here is 23/3/8**. 

Simple isn't it! 
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the DUE DATE 



Period Jor 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 payment will cover 

THE PERIOD FROM THE COMMENCEMENT DATE TO 
THE END OF THE FORTNIGHTLY PAY PERIOD 
BEFORE THE DUE DATE OPERABLE. 

FOR EXAMPLE, Winifred Wildchild is entitled to benefit from 11/11/8**. 
Today is say, 15/11/8**, so the due date operable is 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 benefit 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 assess 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 is to workout the amount 
of the arrears for this period. 

As you know. there are fourteen days in each. fortnightly period. 
Because Winifred's entitlement starts part way through a fortnightly 
period. you'll have to pay less than the full fortnightly rate (in this 
case say, $351.20). 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** 
i.e. 13/14 fortnight at $351.20 per fortnight = $331.69. 

[i.e. (351.20 x 13) - 14 = 331.68511 
= 331.69 (rounded up to nearest cent)] 

MILDRED MULLINS is a little 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 $351.20 P.F.N. = $306.11 

24/11/8** to 1/12/8** 
i.e. F.N. at $351.20 P.F.N. = $351.20 

Total Arrears Due: $663.31 
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Usually the arrears are credited direct to the beneficiary's bank 
account. This, is arranged by the computer. To do this. however. the 
computer will need certain information. 

This information is recorded ,on form SW 55 ("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 beneficiary's account TWO WORKING DAYS following the 'date of keying. 
i.e. if a payment request is keyed on Monday the credit should be 
available in the beneficiary's account on Wednesday. 

REMEMBER. when assessing the arrears due. it may be necessary to assess 
TWO AMOUNTS one in respect of payments ALREADY DUB and one to cover a 
subsequent payment which is NOT YET DUB. 

For example: 

Benefit rate: 
Commencement date: 
Today is: 

$351.20 per fortnight 
10/2/8** 
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 ALREADY DUE. and one for due date 23/3/8** 
which is NOT YET DUB. 

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 immediately. 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 is an example:of a completed form SW 55. Look over 
it and read the captions alongside. These will, tell you about the sorts 
of information required on this form. 

Then. look over the Flow Chart on page 104. This summarises the various 
processes involved in assessing and paying arrears. 

:' 
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The 'class code' - this is a 
numerical coding for the 

----t type of benefit. The class 
code for DPB is '660', and 
EMA, '613'. -

sw 55 

The 'apportionment code' -
this is usually '0'. If a 
portion of the benefit is 
paid to somebody else then 
the code me be different. 

Benefit number goes 

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

Appt o 
IMII IMI/INlol41 

.t.1: ....... ._-
.·P._..t 8y Dew 

PAY SECTION 

Beneficiary's 
.!!!!!!! goes here 

-.. ----
DeM 

Beneficiary's 
account number 
goes here. 
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TREQUEST 

Amount of paymen 
goes here. 

SW55 



Arrears Flow Chart 

1. Using today's date 
work out next 
DATE 

• 2. Using the deadline 
date, work out the 
DUE DATE OPERABLE 

3. Work out the 
beginning of the 
FORTNIGHTLY PERIOD 
in which due date 
operable falls. 
(Computer will pay 
from this date). 

4. Work out period 
for which arrers should 
be paid. (i.e. from 
the COMMENCEMENT DATE 

'to the day BEFORE the 
date 2 
(above) .) 

5. List, in date order, 
ALL the due dates falling 
rn-the period for which 
arrears are due. 

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

YES 

7. Assess TWO arrears payments: 
(a) one for the last due 

date; and 
(b) one for the other 

prior due dates. 

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. 

NO 
Assess ONE arrears payment· 
for total-period for which 
arrears are due. 

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 applicant requires urgent payment, 
REFER THEM TO YOUR SUPERVISOR. 

SPECIAL CASES 

WATCH OUT also for cases where there are outstanding OVERPAYMENTS or 
SPECIAL 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 initial and continuing fortnightly payments are arranged by the 
computer through the Data processing Centre (D.P.C.) located at Upper 
Hutt in Wellington. 

Payment is always made by DIRBCT CRBDIT to a bank account or building 
society account. 

To enable the D.P.C. to make the continuing fortnightly payment a MASTER 
RBCORD has to be established on the computer. A 'master record' is a 
record of all the details of each individual benefit, incorporating all 
the information necessary for the computer to arrange continuing payment. 

To establish a master record you complete an input form (DPB 12 - "Notice 
to Establish Domestic purposes Benefit Kaster Record"). This is 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 information 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 is established on the main 
computer file and continuing fortnightly payment arranged. 

The diagram on the next page shows how this all fits together 

-106-



You complete an input form 
(DPB 12) with all the 
information required to 
establish a MASTER RECORD. 

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

Another Senior Officer 
AUTHENTICATES the form. 

The form is then 
passed to Pay Section. 
where the information 
contained on the form is 
KEYED INTO A COMPUTER 
TERMINAL. This relays 
the information to 
the computer at the D.P.C. 

Q. 
The computer collects the 
information, establishes a 
MASTER RECORD and arranges 
CONTINUING PAYMENT to the 
beneficiary. 
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For 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 - "Notice to Establish Domestic Purposes Benefit Master 
Record". Later on, look at two more input forms: 

1. Form SW 272 - "Notice to Amend Master' 
Record"; and 

2. Form DPB 13 - "Notice to 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 various DPB/EMA change and Information codes are set out on pages 
17-18, and 19-21 of the DPB/EKA 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 convenience, 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. 

PLEASE NOTE: 

S9me of the codes on the 
may be obsolete and new codes have not yet been sided. 
See the following circulars for upr'lated inform:-.itj I'D ••• 

7, C M86/?OO ,CM86/179. 
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DPB IDENTIFICATION CODES S.W.316 

PAY."lENT IDE?ITIFICATION CODE 

HOI Payment Request 
SCHEDULE PAYMENT IDENTIFICATION CODES 

L02 
L03 
CHANGE CODES 

13 
C 
D 

F 
G 

. I 
;'{Ol 
;.;02 

Housing Corporation 
of Maori Affairs 

Establishment 
Addition 
Change 
Delete 

1. ;.ddress U." ... k:lo:.'n 
2. Under I:n/estigation 
3. In employmen t 
4. Declaration not returned 
5. Child out of Care 
6. Other 
Resume Paymen t 
Paid by Director 
Cancellation 
Precedes the Check Rate 
Precedes Batch 

CODES (Other than specified 
on form DP3 13). 

01 
02 
03 
0-1 

05 

In :·fental Hospi tal 
Left New Zealand 
Beneficiary in Prison 
In - Excess 
Income 
Excess Income !:om 
another source 
No longer Oualified 
Non-renewal 
Remarried 
Granted other benefit 
Reconciled 
Assumed Defacto 
Receiving 
Lack of prosecution 
Child left care 

IUFCR.'1ATION CODES 

06 
07· 
08 
09 
10 
11 
12 
13 
14 
15 Other 

02 
04 
05 
06 
:)7 
08 
09 
10 
T , .... 
13 
1-1 
1 .. 
• .:> 

16 
18 
21 
22 
23 
:6 
27 
29 
30 
31 
32 
38 
39 

District code 
Christian ::a:::es 
Surname 
Postal address 
Class codes 
Residential Address 
Renewal code 
Oyerseas reference 
Cross Reference 
Postal cede 
Bank account number 
H.C.N.Z. reference 
D •• If.A. reference 
Date of last payment 
Section 61G details 
Disability Allowance 
Section 61E details 
Payees .'Iame, .Vur.t1:e:, 3ar.k Accoun t Number, Weekly ra te 
Agents - agent 
Agents name - pay agent only 
Agent for - payment to an institution 
Childs first christian name, Date of birth and L.P. indicator 
Child over , CIA or E .O.S. Y. 
Date of birth 
Sex and status 
Male 
Benefit;iary 

01 
02 
03 
04 
05 
06 
07 
08 

Female 
Beneficiary 

11 
12 
13 
14 
15 
16 
17 
18 
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Di'J'orced 
Separated 
Separated from Defacto 
Widowed 
Defacto Spouse Deceased 
Defacto 
Married, care of sick or infirm 
Single (none of the above) 



40 

42 
44 
45 

Grant code 
.1 
2 
3 
4 

First Application 
Re-application 
Transfer from E.U.B. 
Other 

Entitlement date 

2. 
41 

Recovery of Bft paid in advance 
Overpayment being recovered by 
full forfei ture IoIi th expiry date 

Entitlement code 
1 
2 
3 
4 
5 
6 
7 

Statutory 
Spouse in !tfen tal Hospi tal 
Spouse in Prison 
Care of aged and infirm 
Caring for children 
Not residentially qualified 
Woman alone 

46 
47 

Overpayment being recovered by full forfeiture IoIithout expiry date 
Date of expiry and IoIeekly rate of overpayment being recovered by 
partial forfeiture 

48 Weekly rate of overpayment being recovered by partial forfeiture IoIithout 
expiry date 

62 
63 
68 
91 

Non-standa:d rate 
Chargeable income 
Direct deduction 
Rate payment indicator 

1 Standard 
2 Standard restricted 
3 Boarding' 
4 Free Board and Lodgings 
5 Hospital Rate 
6 &asic Rate less child supplement 
7 .Von stan card 

93 
94 
96 
99 

Telephone Rental Concession 
Late Renelolal 
Bring-up date 
Full benefi t 

LPC IDENTIFICATION CODES 

A 
B 
C 
D 

or K 
Change Codes 
Establishment 
Additicn 
Change 
Delete 

IlIFOR:1ATION CODES 

01 
02 
04 
05 
06 
oe 
II 
13 
.14 
19 

38 
39 

L.P. Suffix Number 
Dist:ict code 
C.'u: istian names 
SUZ7lame 
Posul address 
Residential address 
Cross reference 
Postal code 
Ban.!c Acccun t .Vur:t!:>er 
L.P. Status Code 
1 Default Assessment 
2 Withhold Action 
3 Default and IoIithhold 
Date of Birt.I] 
Sex 
a I Hale 

Female 
49 - . Anni versary Day 
50 L.P.C. 1 to be issued for revielol 
51 Objection notice to be issued 
52 Next revielol date 
53 Con tri bu tion details 
54 Previous Contribution details 

72 - Occupation 

Fo::;rr T'ypes 
K - Establish LP Details 
L - Amend LP Details 

73 - Employer Name 
74 - Employer Address 
79 - Deposit Book 
96 - Bring-up date 

55 to Arrears to statement 
57 Decuction Notice 
59 No statement 
70 I.R .D. Number 
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I Name 

STANDARDS FOR COMPLETION 
OF INPUT FORMS 

When completing form DPB 12 (and other input forms) always remember that 
ALL of the information entered on the form(s) WILL BB INCORPORATBD IN THB 
MASTBR RBCORD. 

For this reason it's vital that this information is absolutely correct. 
Incorrect information on the Master Record is difficult to detect and 

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 this 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 CLBAR, BOLD, BLOCK, CAPITAL 
LBTTBRS. When typists are keying information from input forms they must 
work quickly and do not have time to decipher bad handwriting. Poor 
handwriting can result in incorrect information being included in the 
Master Record, or in rejections. 

overwriting and using correcting fluids is 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 •.• 

lAOS I 
Address 

Now carefully read paragraphs 2.1 - 2.13 on page 12 of the DPB/BMA Data 
Processing Manual. 
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COMPLETION OF FORM DPB 12 -
"NOTICE TO ESTABLISH DPB MASTER RECORD" 

OK, let's see how all this fits together. 

REMEMBER .....•. 

Ensure Your Writing is always Legible an 

o 
NERDl 

is Entered .. ...... 
F AlLURE to FOLLOW THESE GUIDELINES MAY RESULT IN 

REJECTED INPUT FORMS nnunmm 
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COMPLETING THE D.P.B 12 

D.P.i' 

IDENTCOOE 

.1.._ ...... _ .................................................................... _ ..................................................................................... .: ...... _ ............ _ ........... . 

.1. .......... _ ....... _ .... _ .................................................................................. _ ... _ ... _ ....... _ ..... _ ... _ ........... _ •• _. __ .... _ ................ . 

).. ...................................................................................................................... __ ........... _-_ ..... _ .... : ... _ ... _ .. _ ..... __ ....... -
I w Ie II \/11 W: lo 10 I 
'. ChccI: ROle 

I Poscal Cod. i KU I J;}T tl I I " I i I ",2..,.'---------------. 

I ,--------
. ." .... _ ...... _.: _._ .. _ . __ .... __ .. _________ • __ ._. __ 

.... b)o: " C!!l"d. ",11 . . 1>,",: 00 ____ •••• __ .. ___ ••••••• ,,,,,.0 _ •..••• __ •• _ .• _. • • __ .• ___ .. .. ..... -_ .. _ .... _-- ..... _-- - ... __ ._----
., "I • .. I I.""" 

On the following pages we will look at each section 

separately. 
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The benefit number 
goes here. C; et 
this number from 
this part of page 1 
of Form DPB 1: 
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The Check Digit 
(always a number 
between '0' and '9') 
appears immediately 
after the benefit 
number in the register 



Name 

get the 
. name and address 

page 1 DPB 1: 

I AO<i I 
(Christian J'.:amesl '- (Surname) 

I Address. 

I Code 

. ClassCode 

The class code goes 
here. This will 
always be '660' 
for DPB or 'ill.' 
for SMA. 
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Get the 
postal Code 
from a booklet 
of postal COdes 
issued by the 
Post Office: You 
should have 
one on your 
section. 

Renewal Code 

The Renewal Code 
goes here. 



l 

The beneficiary's Family 
Benefit number goes here. 
Get this from the F.B. 
Master Record 
Print out. 

\ BankA/CNumber \A14\O ollo\3\S I 01, ICi 
J . 

The number of the bank account into which the 
benefit is to be paid goes here. Get this 

from this part of page 4 of form 
DPB 1 • 

........................................................................ -.... __ .................................... __ .. -_ ..................................................................... _ ......... . 
"I HEREBY 

(a) authorise the Department of Social Welfare to pay aU instalments due 10 me to my bank aecount, 
(b) direct the bank manager to accept from you as my agent any amoWltthat may become due in terms of this authority. 
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I 
Get the date 
of birth from this [ I Date of Birth I A3S1 ;2..11 bV 
part of page 1 of form 
DPB 1 . 

_ .. -- _. -
My usu-\ oecuP"!on: .. I.!.:-f.----- Sex: .. ••• .: ••• - •••••••• - •••• My lelephOne NO. -

Dale lAd place of birth: ._.;a .. .... Counlry: • __ .. :z....:::._ .... 
If .nIIa .... p ..... PfO'I- your 1>inh ccni/lcalC or other cIocu_tary nldcacc show .... your &p. If 1101 ............. puellto' (UU .... 

Rate of Payment 

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. 

Sex and StatuI 
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The codes for 
'Sex and Status' 
are found on 
page 45 of 
the Data Processing 
Manual. 



. 

I 
i Entitlement Code j'i41 1,1 a r 

/ 
And still more codes: The 'Entitlement 
The 'Grant Codes' are Codes' are on 
on page 46 of page 47. 
the Data Processins 
Manual. 

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

Entitlement Date 

10 

The Commencement 
Date goes here. 

SOCIAL WELFARE NUMBER 
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Child's Name 

Child's Name 

The Children's christian names 
and dates of birth are 
entered here. Set 
these details from 
this part of page 2 of 
form DPB 1. 

W I am maintaining the following children who are in my care and I wish to apply for family support. 
(Give details of all children dependant on you, Including stepchildren, adopted children and cl'lildren over 15 
years of age w..ho are attending school.) -----......,..-'----.------_. __ ._._-----------_._-_....:....-,..., --

Chlld·s Name ; Date Of Place 01 B,rth i Aelat,onsh,o 
, Birth ; to You Where·Lov,,,; Mother 'lame F alher s Nanoe 

• .1'II:..::-_...j.I,.:.,_ct:.....!.:R:..:.. • .... :..;.:If:..l.l'J::..ii !.-_ ':J "1:."£_,.,.., = j 
.. 1:0; . 

I I I I I : 

I I I i 
I I I 
I I I 

REMEMBER, benefit is only payable in respect of 'dependent' children and 
that a dependent child is defined, amongst other things, as one 1n 
respect of whom Family Benefit is payable. So always check to see that 
Family Benefit is paid for ALL THE CHILDREN! 
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Ifill 
I. J 

L.P. .. j -
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 is '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 identified by the suffixes 
'2' ••• '3' ••• '4' and so on 
up to a maximum of '8'. 
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!DENT CODE ADDITIONAL DETAILS 

A ......... ,..,.3. ................. .. : .. ro. ............... N H... <1 laO . 00 \ ........................ "'"".. . ........................................................................................... . 
A ................................................................................................................................................................................................................... . 

A .................................................................................................................................................................................................................. . 

'\ ......................................... . 
'\ ..................................................................................................... : ............................................................................................................ . 
A • ..................................... ............................................................................................................................................................................ . 
A ................................................................................................................................................................................................................ . 

J>.. 

These would include further 
child details (where there 
are more than two children, 
details of any accommodation 
element payable in the case 
of an B.M.A., and details 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 THESE PAGES NOW. 

Enter the 
weekly rate 
of payment 
here. 

Leave this panel 
blank. 
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1.IABLE PAR·ENT DETAILS 'L.P. Suffix 'K01' , 1 I Dist. Code I K02 10 1 41 
's.w. Number I KI2 I 1 \ I, 1-5 13 I I b 1 0 I 

I Kosi 

I Dale of Birth I K38 10 12.. I I II I b 10 
Name 

(Christian Names) (Surname) 

I K061 S P-rr-1 N A \£.S:=:. "il ( lLl.+...\C K6 j,-I :!:h-. V-I V'toA f-{. JQ 

Postal Code I K 13 I A I I I I b I Sex I K39 I 0 I Occupation I K72 I C;;T1.-\ f= r:"€ r'Z 

Employers Name I K73 I (, vt 0 0 \.."1 

Employers Address I K74 I b ,,",,",CO 

ADDITIONAL DET_A_'_L_S_!I...--K _______ T ..... __ . _____ . ____ . ____________________ .. 
. ..:.::.::..:.:.:..:.::::.:.:.:_:_:.:.=:..:.:.:.:: ... ::::.:.:.._ .. by:...:.:.:.:::::...:.:.:.:.:.. ............... : . ...... :::_=:.: . .:.::.:::::: .................. . 

JKcying Action Cmlpkte: .. . .. 

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

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

KOI L.P. suffix 
K02 District Code 
K04 L.P. Christian names 
K05 L.P. surname 
K39 L.P. sex 

You can get most of the details above from form DPB 5 - "Report on 
Interview with Spouse or Father of Child" If this form not completed 
there should still be sufficient information on other papers • 

• 
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L.P. SIlfIlx 

The 'Liable Parent SuCCix' 
goes here. 

IC there is more than 
one Liable Parent, the 
additional Liable Parent(s 
is (are) established 
using Corm LPC 21 
or LPC 22. In these 
cases be very careful 
to match the correct 
suffix with the right 
Liable Parent. 

• 

Dilt:Code 
' ... 
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The 'District 
Code' is that 
of the district 
in which the 
Liable Parent 
lives. If this 
is not known 
enter the code 
for the district 
in which the 
beneficiary lives. 



The 'Sex Codes' are: 
'0' = Male 
'1' = Female 

Occupation 

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

OR 

DECLINE 

.a 

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

We have now looked 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 
qualifying for a benefit. We do not therefore pay her 
any money. 

We will look 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 office 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 benefit. Remember! we covered all these points earlier - the 
flow chart sets out the simple terms the steps required. 
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Grant/Decline 
Flowchart 

No 

Yes 
I 

ComJ..>lete top part of fOrlll C?B/IB/Io.'B 2 (or 
from 5WS7 for £MAl using infomation from forJll,l; 
CPB 1, OPB 4 and OPB 5. 

f 
Establishment enlLtlement date. (and enter on 
form 5WS7 if I::KA)' 

i-
Does 

applicant No ...... have chargeable 
income? 

yts 
f 

Assess income and LnCOIIIe deductlon 
and enter on form O?a/IB/WEI 2. (or form SWS7 
for £MA) 

. Allocate a renewal code (and enter on torm 
OPB/IB/WB 2 if OPB) 

+ 
ASsess rate of beneiLt payable complecLnq 
"Computation" Section on form CPB/IS/WB 2 (for 
"ASsessment" section on form SWS7 if F.JoIA) 

t 
Complete "Decision" panel on fom OPB/IS/WB 2 
(or "Authority" section on form SWS7 Lf EMA) 

t 

No 

Investigate and 
arrange for IntervieYill9 
Officer to complete H.V. 

, 

j , 

Calculate due date of computer payment (and 
enter this and contLnuing fortnlghtly rate on 
form OPB/IB/WS 2 if Opal . 

Y-
Are there 

any arrears No 
payable? 

yts , 
I 

Assess arrears and complete fom (s) 

t . I 
Complete fom OPO 12 to e .. tabllsh a mcl .. ter 
record and ... rran2e 
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Co.al'l..,lt: tOr.;ilO 
Dl'b/ICl/WB2 
OPB 12 to 

applicatlon 



The Completed D.P.B. 2 

CERTIFICATE OF DISPOSAL OF APPLICATION 

. MaintmaRot 

Defendant's na .... : .......................... ,(\/*. ........................................................... .. 
Date and place of order: ........................... r.!}8 .................................................. .. 

N ..... lwJeable Income A_ts 

..... f:.8. .. :: .... .. : .. L2.1.:: .. 1i:'.7 ... _ .. __ ..... _ .... _ ........ _ ............... _ .. IY..Il.. ....... _ ................................................. _ ................ . 

•• _ •••••••••••• u ................................... _._ ... _ .. __ ._ •• _.... • •••••• ____ ._ .............. ____ ..... _ ....... _ ... __ ._. _____ ._._._ ....... _._ ....... . 

Charrable Iacome Appl • Spouse 

... _ ................................... ...... N.IL ...... ...................... i-__ ::::.laco::.::;m:;;,;.:..;,A;;;;=;;;;-n==M;;,.I __ -I-___ CO=m;!:;p .. ;;;; ... :,::lIo;;;;";.,-__ _ 

......................................... ... .. _ ... _. __ .""""""".__ .. .. ..... ......... _01 rll... ..1..91.f..1.:.:.2C ... 

......................................... . ............ -.... _................... s.c::, .... /oJ fL ..... nt' ( 

............................................................... _ ........ - ....... ... __ .... ...... tenaace .. __ .. f1i/ ...... _ .... 
_ -;/1 3f) .(JC 

..................................................................................... Ex __ .. ....... 0./1'-... .... . 

......................................... Ex ..... incoIII. '" I (.. .. YlIO-
TOI" N IL In_ dedocuon .. 8e-::!..._nded }lri'1 '1&fZ . 10 

O_lapping ......... r2/1L ....... benefit at 5.. ........................... p.w. from ......... / ........ -1 ......... to Prepored by .... \:. ........ .. 
......... / ......... / ......... Amount S ........................ plus ouutanding debt (ifony) 5......................... Checlc by ..... .. . 

Interim P:avment Onl..- ! 'OPE, Decision ChecIc List 
! i D ... 0... A_I I 8ertefrt panted/,ef...-J : .. . \02.. ....... ,(, .......... . 

,./ ./ .J.. liS : .... {J:.ta .......... B.:atnn. ...... 'l.O :9bf..l.. Hour .... ......... ..L ....... .... . 
. /: : S ....... +.J!L .. A.7i.: .... .. :.l:.J .... : .................... 1 Appla R., ... .. .L .......... .. . 

--....,...;.:==----'----'-,' _'_..i,.;1 .. .. .i ............................. . 

•••. 
....... . ...... 

! () : io : to:1 1 :; :4 IJ '::.' ....... : .. 
Cunllnwng P.yment ; ............... , ........................ : .............................. , ............................ . 

i':P'8.ru..., .. miii ... .... i 17 !Ol'S',] ... _ . __ : ............. .. "'1.1. .... .......... ::: ................ ! ........................ . 
(or OU'C'('tt.tr : •••••.••.. , .•.•.•••••.• 

•• 018, -20,0001,/84SMK ......... ;.......... ......... I ...... J .... . 

In this case arrears are payable.Sho"! the assessment on 
the reverse of the DPB 2 like this •••••• 
Basic Amount = $357.20 pfn DD 20.1.87 ;:0.1.87 - 27.1.87 
Accom Ben = $ 40.00 pfn = 8/14 $226.97 
Due = $397.20 pfn DD 3.2.87 $397.20 
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ACCOMMODATION BENEFIT 

When we took Farrah's application we also took an application for 
Accommodation Benefit. A senior officer will decide when the payments of 
Accommodation Benefit will commence and in Farrah's case it is LIKELY 
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 Benefit complete this form. 

S.W.221 

ERTIFICATE OF DISPOSAL'- ACCOMMODATION BENEFIT 
.......... ... Beneflt/Pension No .1t:.J.f!.!'Q .. :i.Q.L 

Sumame ................ N. .. .. f...f. ................ _.................. First name ....... ......................... . 
ACCOMMODA nON COSTS Entitlement 

Rent/Q 'tgaiAI. Oil hail,e " Is bO° 00 I 
Board .. .. . . IS I s 20.00 

Cash assets .. .. Is NIl- I 
Income 

Eamlngs .. .. S 

Less child care costs .. S Is ,v/l...- I 
Assessed income (Assets) .. Is tJlL I 
Other income " .. Is ,..JIL-. I 
Total Income .. .. S 
Less Income exemption .. S 

Deduct chargeable Income 
(Complete OoUan) S 

Accommodation benefit payable S 20.CO --(rounded off next complete SOc above) 

Authorisation 29.12087 S.?O • 00 a week from .. .. 9..!: .. ................... to .......... ft..................... .. ................. . 

............................................... .......... -... -...................................... ... :{( .... : ................... .. 
. Officer ..... ... .......... .. .......... :. Authorising ............. . 

_ ____ _ 
S.W. 54 ...................... Input fOrr;;z::::::::<, Applicant Register 

to O.P.C ......... A1A .......... advised................................. cleared .................................. . 

Interim Payment Order 

Appt. Code .. I No. 

Payee ....................................................................................................................................................................... .. 

Address ....................................................................................................................... ............................................. . 

File ............................. .. 

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 this ••••••••••••••• 

$WH 

DIRECT CREDIT - PAYMENT REQUEST 

o-CMt s.c. .. ""' ... ,.....,., ..... 
161blol lol4-:qJlJ..ruPJlljj 0 _\clc:ro,,! ___ ._ 

0.. .... 

'-""""""""" 
............. 0....... ... .... 

1 610TijZilfi 7 I ?{4ia"IO 1 oo,mIiJ Eo 

Siit&0 
.. .....".,..., 0_ o-.c ..... .., ... 

DD3·!2·8'1 
DIRECT CREDIT - PAYMENT REQUEST 

a..c.. ,.......,_......, ...... 

'''Iblol '011,,011/0131011191 0 !dCtT,.J ....... '-1E1,,1J(,11iI 0liI1l1 I 1 1 1 1 1 1 1 I 

swss 

.. A ..... 

131$101 ii2ililll i1LL i310 1 ,;j3 bCj l1ji@ Eo 
\ 11 . 

o..c .... .., - 0.-: ._- -

Remember what we said about deadlines.In Farrah's case we are 
actioning the grant on - the next deadline is on 4.2.87 
and affects payment due 17.2.87 • 
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COMPLETION OF INPUT FORMS FOR E. K. 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 A2l to add Accommodation Element details 

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) Accommodation benefit entered in register. 

(3) Employment details (if 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) Childs birth details (Form F.B.9) on file. 

(10) Name and Address of solicitor 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 

Prior to OCtober 1981 
this benefit was called 
ADDITIONAL BENEFIT 
Therefore some forms and 
file notes etc may still 
show the old name. 

Reference: 
Part C Supp Services Kanual 
C.K. 1981/79 
Section 6lE Social Security 
Act 

1. PURPOSE 

To assist with accommodation costs where beneficiaries 
income and cash assets are limited. 

2. WHAT DATE IS IT GRANTED FROK? 

A. New Benefits (i) With dependent children 

If HARDSHIP EXISTS refer to 
Senior officer. The 4 or 6 week 

After benefit has been 
current for four weeks. 

waiting period may be waived. (ii) No dependent children 

B. Existing Benefits 

After benefit has been 
current for six weeks. 

Date of eligibility or on the first day of the four weekly pay 
period in which the application is received whichever is 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 TO ASSBSS THIS AMOUNT PAYABLB 
(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 children paying board. 

C. $58.00 p.w. Dependent children and pays board. 

Note: Rates are subject to change 

5. BFFBCT OF INCOME AND ASSBTS 

A. Assets 

B. Income 

For each $100.00 of cash assets is treated as 
chargeable income 

(i) Dependent children: 

1. e. added to 

Disregard first $12.00 
of income 

(ii) No Dependent children: Disregard first $8.00 of 
income 

Note: 

--

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

If child care costs incurred due to 
employment. Up to $20.00 p.w. may be 
deducted from earnings chargeable as income. 

See next page for procedures. 

-134-



Accommodation Benefit (Continued) 

FINALLY 

PROCEDURE 

A. Application lodged on Form S.W. 228 - ENSURB - REGISTERED and 
N'UKBER ALLOTTED. 

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

C. only verify assets or income if maximum rate is to be 
effected. 

D. If earning - Child care costs? If so verify. 

E. Complete S.W. 229 - Example next page. 

F. Complete S.W. 272 - HOI request on S.W. 272 is preferable. 
- B. 60 - $ weekly amount of accommodation 

benefit followed by NIL. 
- Check rate - include 2 weekly rate of 

accommodation benefit. 

G. Issue grant letter to beneficiary (S.W. 237). 

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

A C COM MOD A T ION BEN E FIT DEC LIN E D 

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

2. Complete action sheet and clear register. 

(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 grant. 

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 expiry date. 

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

7. NOTE: 

THE HOLDER IS EXEMPTED FROM THE CHARGE FOR 
PRESCRIPTIONS AND IS ENTITLED TO THE HIGHER OF 
MEDICAL BENEFIT." 

If payment is made to an agent the certificate must be issued 
direct to beneficiary. 

* * * * * * * * * * 
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Accommodation Benefit (continued) 

APPLICATION FOR ACCOMMODATION BENEFIT 

Department of Sodal Welfa ... 
S.W.228 

Application for Accommodation Benefit 
Under Section 61 E of the Social Security Act 1964 

For Office Use Only 

Appln No •••••••••••••••••••••••••• 

(to be lodged at nearest office of Department of Social Welfare) Index ............................... . 

This application may be completed by either husband or wife for a married couple 
S.W.6 ••••••.•.••••••. ••••••••••••• 

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

Full name .................................................................. _ ........................................................................................ . 
Please print Surname First Namels) 

Wife/husband ...................................................................................................................................................... . 
Please print Surname First Name(s) 

Address ............................................................................ Benefit/Pension No ................................................. . 

Phone No .................... . 

Have you a dependent child or children? Yes/No 

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

or for the inclusion of a dependent spouse in National Superannuation, the income panel need not be completed. 
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. 

1. Gross salary. wages. superannuation. income from business 
. 

2. Amount received from boarders (including children over 16 years) 
• .. ............ _ •• boarders at $ .• _ ...... _ ....... I week 

................... boarders at $ .•••.. _ ••• _ •• a week 

3. Allowances flom relatives or others (include free board and lodgings) " ••• 

4. Gross rent you receive from property or rooms let. If you sublet the property. 
state weekly rental paid by you $ ................... If property owned by you 
state annual outgoings $ ................... (e.g. mortgage interest. rates. insurances. 
repairs) 

5. Interest or dividends from bank Iccounts. P.O.S.B. accounts. shares, debentures. 
bonds. mortgages. loans. etc. 

6. Money received from Iny other source such as maintenance. annuity. Maori rents. 
lodge. compensation. retiring allowance. etc. 

Total Income 

Applicant 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

. Wife/Husband 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Item 
Item 
Item 
Item 

.........................•....................................................................................................•..... _ ..........................••. 

..................................................................................................................... ..................................... ; ..... . 
Do you or your wife/husband anticipate receiving any income in the next twelve months? If so, give details: 
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Accommodation Benefit Continued 

REVERSE OF APPLICATION FORK 

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. 

Land and buildings other than my house .. .. .. .. .. 
Money loaned to other persons or organisations .. .. .. .. 
Bank accounts and P.O.S.B. accounts .. .. .. .. .. 
Bonus 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 rental only and the full 
names of the other people. 

Landlord's name: .•.............•.......•......•............•...........•.......... 

Address: ••.••...•..•............•.....••......•..•.........•.......................•...•. 

Phone No ................... . 

(b) BOARD Amount paid weekly for yourself, spouse, and dependents. 
(Show name and address of person to whom board paid.) 

Name: ................................................................................... .. 
Address: ........................................................... : .................... . 

(c) OUTGOINGS 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. 

1. Mortgage payments (interest and principal).. .. 

2. House insurance (not furniture and contents insurance) 
3. Rates (less rebate) during last 12 months .. .. 

4. Repairs and maintenance during the last 12 months 

Child Care Costs 

Applicant 

Amount 

$ 
$ 

$ 
$ 

Wife/Husband 

Period Covered 

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: $ ............................. .. 
(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 completed 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 Accommodation Benefit or the rate of that benefit I am to be paid. I realise 
that I must advise the Department immediately 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: ................................................................................... . 
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Benefit continued 

ASSESSMENT FORM 

S.W.229 

CERTIFICATE OF DISPOSAL ACCOMMODATION BENEFIT 
..•..•.••••..••.••..•..•••...••... Benefit/Pension No .................................. . 

Surname ............................................................................. First name ................................................................ .. 

ACCOMMODATION COSTS E nt itlement 

Rent/Outgoings on home · . 1$ I 
Board . . · . .. 1$ I $ 
Cash assets · . · . 1$ I 

Income 
Earnings . . .. $ 
Less child care costs · . $ 1$ I 
Assessed income (Assets) · . 1$ I 
Other income · . · . 1$ I 
Total income · . " $ 
Less income exemption · . $ 
Deduct chargeable income 

(Complete Dollars) $ 
Accommodation benefit payable $ (rounded off next complete SOc above) 

Authorisation 
Grant Renew at $ ................... a week from ......................................................... to ....................................................... . 

Recommending Officer .............................................. Authorising Officer ................................................... . 
........ J ........ J ........ . .. ...... J ........ J ........ . 

S.W. 54 ...................... Input form Applicant Register to D.P.C............................. advised................................. cleared .................................. . 
Interim Payment Order 

CI.aCode Appt.Code Plyment Code olte Due Amount Serial No. 

I I $ 

I I $ 

Payee ..................................................................................... " ................................................................................. . 
Addre5$ .................................................................................................................................................................... .. 
32224H-II,OOOpodol3I8I1MK File .............................. . 
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Assessing Applictions (continued) 

Declining an Application 
1. Most benefits applications are granted - i.e.: meet the 

qua lif1ca tions 
and are, thus, 
paid the benefit. 

2. An application is declined 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. 

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

3. The decision to decline will be given by a Senior Officer. Your job 
will then be to: 

A. Complete OPB 2 - show reason for decline. 
B. Complete input form - DPB 13 
c. Prepare S.W. 68 for H.O. index. 
D. Notification 
E. Refer file for: (i) Register clearance. 

(ii) Local index noting. 

POINTS TO NOTE 

Income: 

1. If benefit declined on account of income - that income 
taken 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. 
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Special 'T ypes 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 solo parent. In these circumstances 
follow the procedures for applications received from solo parents. 

Let's now look more closely at the other two classes. 

1. WOMAN ALONE (Section 27C of the Act, Part 0, D.P.B. Manual) 

The first and perhaps most important qualification to enable a person to 
receive benefit as a 'woman alone' is 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 
at tained age 50' 

Qt 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 something 
that occurred prior to arrival in N.Z. will never qualify for benefit 
under Section 27C. 

The major·ity 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 maintenance (e.g. 
from her husband) she should be instructed to seek an order. 

Procedures 

As mentioned 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 is no 
child supplement payment. 
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2. DOMESTIC PURPOSES BENEFIT 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 Domestic Purposes Benefit 
to a person who stays at home to provide full time 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 infirm 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 hospital. 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 senior 
will decide if there is any need for this to be done. 

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

It is to be noted that the spouse of the person receiving 
the care is specifically excluded from receiving 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 0 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. In some instances this may be 
followed up after grant. 

4. Verification Procedure 
A. Ask beneficiary to produce certificates (s/he must make all 

possible efforts to do so). 

*Photocopy or extract details on s.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 Registrar General of Births. 

7. If the Registrar 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. Every effort must be made to verify by other means. 

see next page 
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Birth, Marriage verification (COntinued) 

WHAT IS THIS SBCONDARY EVIDENCB OF BIRTH? 

It is other documentation or evidence 
that may be able to show the date of beneficiary's birth. 

See list page 81 and paragraph 011 four 
weekly manual. 

When verifying birth from secondary evidence 
as many sources as possible must be 
used to establish the event. 

ALSO NOTB 

A Senior Officers approval is required 
for the acceptability of this evidence. 

Marriage cannot be proved by secondary evidence see para 050 four 
weekly manual - But if Maori custom marriage para. 051 refers. 

Name discrepancies - Birth or marriage certificate details or names on 
application forms - if identity obvious don't 
worry, but watch for any definite aliases -

MAORI BIRTHS: 

these must be recorded on index. (S.W. 81 if 
necessary) 

Some prior to 1935 are not registered. If Maori 
applicant cannot produce birth certificate HAVE FORM S.W. 225 
COMPLETED AT THB INTERVIEW - Should normal verification fail this 
saves time in the long run. (Paras 031 - 36 4 Wk1y Manual refer.) 

continued next page. 
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Verification of Birth continued. 

Sources for Secondary Evidence if Birth Certificate not Available 

1. Baptismal Certificate or Confirmation Certificate. 

2. Family Bible. 

3. Family Tree or pedigree chart. 

4. pukapuka Wbakapapa (Maori family tree). 

5. Marriage certificate. 

6. spouses death certificate. 

1. Registration of child's birth. 

8. School Records. Ask for years attended, headmaster's name or 
prominent teacher's name. Send enquiry to Education Board not the 
Education Department. Enquiries for Maori school records prior to 
February 1969 should go to Regional Superintendent, Department of 
Education, Private Bag, Newmarket, Auckland. 

9. Passport. 

10. Travel Documents - often issued to refugees at the end of the Second 
World War. 

11. Naturalisation Papers. 

12. Seaman's discharge certificate. 

13. Passenger tickets. 

14. Personal keepsakes e.g. Newspaper clippings, Birthday book etc. 

15. War Service Records - Army, Navy, Air Force. 

16. Lodge Records. 

11. Life Insurance - obtain Policy number if possible. 

18. Employers - Apprenticeship Records. 

19. Union Records. 

20. Hospital Records - age of admission. 

21. As a last resort, appearance. In this case applicant is to be seen by 
a senior officer. 
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Letter Writing 
A HIGH STANDARD OF LETTER WRITING IS ESSENTIAL AS THIS FORM OF PUBLIC 
CONTACT IS OUR MOST FREQUENT 

Never delay replies - if unable to 
reply in full issue an interim reply. 

ALL letters must be answered in interim 
form or fully within two weeks of their 
receipt. 

THE FORMAT OF YOUR LETTER 

NOTE: 

1. Typed form .• hand written 
letters only acceptable in 
exceptional circumstances. 

2. The writers name must be 
typed under the signature. 

3. Always show the contact 
person in the top right hand 
corner. 

4. Departmental letter heads 
must always be used. 

5. 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 it if necessary. 

6. Always show the benefit 
reference. 

1. Some letters require 
inclusion of REVIEW 
PROVISIONS. 

8. A COPY OF ALL LETTImS MUST BE 
PLACED ON THE FILE. 

(i) Letters OVERSEAS must be sent airmail. 

(ii) ALL letters must be signed by persons graded 001.102 or 
above. 

(iii) The date on the letter must be the day of posting. 

More techniques next page 
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Letter Writing (continued) 

HOW TO WRITE A GOOD LETTER 

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 it BRIBF - but ensure you will be understood. 

4. Set it out in LOGICAL SBOUENCE - 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 
in which you advised me of your 
contemplation to be engaged in 
remunerative employment ••• • 

"Thank you for letting me know 
that you are starting work .•. " 

ONE TBST IS: 

WOULD YOU LIKB TO RECIUVE THB LETTER YOU HAVE WRITT&N? 

THESE WILL ASSIST IN IMPROVING YOUR LETTER WRITING SKILLS: 

1. LETTER EXAMPLES in this handbook indicate the general style to be 
followed. 

2. Books available from your library at Head Office: (Just send a note to 
the library to make your request): 

The books in order of usefulness are: 

Classification No. 
A. BETTER BUSINESS LETTERS 

2nd edition Reid & Silleck 

B. A GUIDE TO THE WRITING OF BUSINESS 
LETTERS. Bacie 

3. State Services training publications on correspondence. 

658.435 

651. 75BRI 

What to avoid - see next page. 
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Letter Writinq (continued) 

WATCH THE LANGUAGE YOU USE 

1 • ARE YOU BEING UNDERSTOOD'? 

Avoid Use 

approximately about 
frequently often 
sufficient enough 
peruse read 
communicate write 
residence house, 
therefore advise 
this office let me 

2. AVOID STOCK PHRASES: 

in the near future 
at the present time 
give your consideration to 
please do not hesitate to 
costs the sum of 
until such time as 
at your early convenience 
at this moment in time 
come to a decision 
for an amount of 
in the event of 
regret exceedingly to advise 

home 

know. 

we find ourselves in complete agreement with 

3. MEANINGLESS EXPRESSIONS: 

Avoid 

endeavour 
ascertain 
negligible 
numerous 
dispatch 
institute 

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 
- will 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 illustrations 
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Letter Writing (continued) 

Be polite dont upset the reader 

Keep the letter brief - but ensure the message is clear 
Bad letters are always longer than good ones. 

continued 
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Letter Writing (continued) 

Big Words don't impress anyone. 

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 available 
for use: 

Form S.W. 34A - Interim reply. 

Form S.W. 348 - Requesting early reply to a letter. 

Form S.W. 34D - Letter form. 

Form S.W. 82 - Request for additional information. 

When using these forms ensure: 

- Handwriting is not only legible but very neat. 

- Signature is clear. 

- 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 
with the date. 
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How to Charge Earnings 

1. INTRODUCTION 

2. CHARGING EARNINGS AT GRANT 

A. Earnings to continue 

B. Earnings temporary 

3. EARNINGS CHASE 

4. CHARGING EARNINGS 

- differing situations 

5 EXAMPLE OF AN EARNINGS REVIEW 

6. CHECK LIST 
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How to Charge Barnings 

1. INTRODUCTION 

References: 

281-94 - Four Weekly Manual 
0,7.17.23 - Income & property 

Manual 
Part S - Income & Property 

Manual 

When we talk of earnings we mean the likes of wages and salary from some 
type of employment. 

Of course earnings are 
included as income. Remember 
that if income exceeds $2600.00 p.a. 
(without children) or $3120.00 pa 
(with children) benefit payments 
will be affected. 

Adjusting the earnings with the maximum benefit payable is usually termed 
bringing the earnings to charge. 

2. CHARGING EARNINGS AT THB TIKB OF GRANT OF BBNBFIT 

usually no problems if 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. This amount is the proposed 
annual earnings income. The amount then forms part of the 
chargeable income and benefit assessment would start off 
like this: 

Solo parent with children Woman Alone or Caring for sick and 
Infirm 

Barnings: $3640.00 pa $3640.00 pa 
Other Chargeable Income 

(say) 15.00 pa 15.00 pa 
3655.00 pa 3655.00 pa 

Less Income Bxemption 3120.00 pa 2600.00 pa 
Bxcess Income 535.00 1055.00 
Deduction 160.50 316.50 
Benefit Payable 9287.20 6820.32 
Less deduction on 
account excess Income 160.50 316.60 
benefit payable $9126.70 pa ' $6503.82 pa 
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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 emp.loyed for only part of the year e. g. part-t ime 
teachers - assessment maybe earnings x 40 weeks instead of 
x 52. 

continued next page. 

2B. What say at grant earnings are not to continue indefinately 

For example applicant may say: 

"r 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 benefit entitlement. 

rf beneficiary changes her mind and continues working she should be given 
the option of having earnaings charged at rate or actual. The senior 
officer who decfdes will have regard to section V, Part G, of the DPB 
Manual. 

IMPORTANT Before doing ahything with earnings it 
is important the options are carefully 
explained to beneficiary. 
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charging earnings (continued) 

Examples 

A summary of examples including other situations like if 
beneficiary commences employment while in receipt of 
benefit 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 
beneficiary will never work again e.g. health problems. 
Then benefit may be increased from the day after earnings 
and holiday pay ceased, and the earnings disregarded at 
renewal. 

D. Benefit has been payment stopped: 

Resume from day after 
cessation of earnings or holiday pay, providing request 
within 6 months. (Para G5.13 DPB Manual refers.) 

Special Action-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 

commences employment 
but rate of earnings 
disqualifies benefit 
entitlement. 

Earnings are spasmodic 
and combined with other 
income will possibly 
exceed income exemption 
eg seasonal work or 
typist works when 
required. 

ACTION AVAILABLE 

Suspend benefit 

WHAT TO 00 AT RENEWAL 

A. If still working four 
weeks from end of income 
year cancel benefit. 

B. NOTB 

1. While benefit suspended 
these earnings must 
never be brought to 
charge. 

2. If beneficiary stops 
work before end of 
income year and benefit 
resumed, earnings of 
course are disregarded. 
If a continuing event 
refer to H.O. (consider 
charging of the 
earnings) . 

It may be' impossible to 
rate (prospectively charge) 
the earnings and there is 
no option but to bring the 
actual earnings to charge 
at the next renewal. ________ -,. This must be explained in 
writing to beneficiary. As 
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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Examples of charging earnings (continued) 

SITUATION 

1. commences work say at 
$70.00 pw. Employment 
to be indefinite and· 
earnings not expected 
to vary. 

2. 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 in the benefit 
year. Work then stops 
completely. 

ACTION AVAILABLE 

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 until renewal. 

WHAT TO DO AT RENEWAL 

A. 1st Renewal after 
commencement of work -

charge prospective 
earnings. 

B. 2cnd Renewal charge 
actual earnings 
received in income 
year. 
See Paras D7 and 
D17 income and 
property manuaL 

A. Benefit may continue Earnings and other 
at full rate. income should permit 

renewal at full rate. 

If earnings continue 
and charge actual earnings 

received in income year. 

B. If beneficiary 
changes her mind 
income exceeds 
$3120.00 - two 
options (beneficiary 
to decide) 

1. Charge at rate 
or actual. 

2. Bring earnings But if earnings have 
to charge at the ceased beneficiary has 
next renewal. the disadvantage of 

reduced benefit while not 
earning. 

Continued next page 
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Examples of charging earnings (continued) 

SITUATION ACTION AVAILABLE WHAT TO 00 AT RENEWAL 

5. Not in receipt of Investigate entitlement 
benefit because earnings to E.M.A. 
disqualify and ceases 
work temporarily during 
school holidays to care 
for children. 

NOTE: 1. ANY CASES OUTSIDE THE ABOVE CATBGORIES SHOULD BE DISCUSSED 
WITH A SENIOR OFFICER. ANY DECISIONS TO ADJUST BImEFIT 
MUST BE ADVANTAGEOUS TO BENEFICIARY PROVIDING OF COURSE IT 
IS WITHIN THE SCOPE OF THE LEGISLATION AND DEPARTMENTAL 
INSTRUCTION. 

2. SOME EXCEPTIONS HAVE BEEN MENTIONED BUT THE BASIC RULE IS 
TO CHARGE PROSPECTIVE (RATE) EARNINGS AT THE OUTSET. 
(Although this is not mandatory) 
FROM SECOND RENEWAL AND THEREAFTER CHARGE THE ACTUAL 
EARNINGS RECEIVED. 

3. INCOME EXEMPTION RATES USED ARE THOSE FOR A BENEFICIARY A 
CHILD/REN. 
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Earnings (continued) 

5. HERE IS AN EXAMPLE OF WHAT TO 00 IF BENEFICIARY ADVISES THAT SHE IS 
STARTING WORK 

1. Record details on the file (see next page) 
commencement date 

- Employers name and address. If large organisation -
Immediate bosses name. 

- Wage - will it vary? 
- Job she will be doing - Particular area of employment 
- Understanding of how earnings to'be charged. 

- Remember the chart previous page 

Ensure beneficiary 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 

4. 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 nuisance with 
frequent phone calls). 

Points to note with S.W. 8 Completion: 
(i) If big organisation - show beneficiarys 

actual job and what 
division employed at. 

(ii) The S.W. 8 is a multi-purpose form - Before 
issue delete questions not required. 

(iii) See paras S.35 - s.38 Income and property 
Manual. 

6. Record review on form S.W. 23 see example next page. 
(i) Remember other income like bank interest 

must also be brought to charge. 
(ii) Watch if there are child care costs - add up 

to $20.00 pw to the income exemption. 

7. Letter to beneficiary 

8. Follow up S.W. 8 if necessary. 

9. Summary - (a) Details on file 
(b) beneficiary understands 
(c) S.W. 8 
(d) S .W. 272 
(e) S. W. 23 
(f) Letter 

Discuss with Senior office if late notification received of earnings 
commencement. Review will depend on beneficiary's intentions and 
circumstances. 

Examples next page. 
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Barnings (continued) 

6. 
Earnings Checklist 

When reviewing benefit on account of earnings ensure the following has 
been covered: 

1.) Barnings 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 
Bxplain the charging arrangements available 

Ask beneficiary if she 
understands the effect 
earnings will have on her 
.benefit both now and at renewal. 

4. Notification 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 earnings. 

6. Verification 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 
TO 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: 

Social security Act Section 
61G. 
Part J Supp Servo Manual 

If beneficiary 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 Special Benefit. 

NOTE: Procedures in Part J Supplementary Services Manual apply - Also 

ensure list of commitments has been covered with beneficiary. 

Full details must be recorded of any unusual commitments. Also 

if HIRE PURCHASE expense find out: 

- what is it for 
- Balance owing 
- Arrears 
- Expiry 
- Facility by shop for extension of repayment period. 
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I OLD SYSTEM 

\ 
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OLD SYSTEM 
In 1981 the Government, through the Social Security Amendment Act, 
introduced the 'Liable Parent Contribution Scheme'. The scheme carne 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, 1981. 

These changes are discussed here. In particular, we'll look at the old 
requirements which still apply to those Domestic Purposes Benefits 
granted BEFORE 1 APRIL, 1981. 

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

'MAINTENANCE ORDER' - A court order directing a person to pay a 
periodical sum of money towards the maintenance of a child and/or the 
childs mother. NOTE. Maintenance action in general cannot be taken if 
the child is ex-nuptial 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 periodical sum of money " 
towards the maintenance of that child 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/AGREEMENT' - 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.). 

-165-



DOMESTIC PURPOSES BENEFIT 
BEFORE AND AFTER 1 APRIL, 1981 

To qualify for Domestic Purposes Benefit under the legislation in effect 
BEFORE 1 April, 1981, an applicant was required: 

(I) to have obtained a MAINTENANCE ORDER for themselves and their 
children; 2£ 

(2) to have entered into and registered a MAINTENANCE AGREEMENT 
acceptable to the Department. 

All maintenance payable under the order or agreement is paid to the 
Department as a contribution towards the cost of the applicant'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 obtain 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 Maintenance requirements still apply, and 
enforcement of maintenance orders and agreements is still required in 
these cases. 

There are basically three situations where this will be relevant to your 
work on D.P.B. Division. These are summarised on the chart on the 
following page. 
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DOMESTIC PURPOSBS BENEFIT 
GRANTED BEPORE 1 APRIL 81 

Granted DPB prior to 1 April 1981 
as beneficiary met the maintenance 
requirements at the time. 

1 BIRTH OF ANOTHER CHILD 

If the beneficiary gives 
birth to another child she 
must: A-
(a) obtain a maintenance 

order: or I 
(b) enter into (and register) 

a maintenance agreement II' 
satisfactory to the 
department. 

If beneficiary fails to comply 
with requirements: CONSULT YOUR 
SUPERVISOR. 

2 TREATMENT OF MAINTENANCR 

(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".) 

3 VARIATION OF MAINTENANCE 

DOMESTIC 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 beneficiary gives 
birth to another child then • 
the Liable Parent must be 
identified in law. (See 
"Basic Qualification" module.) 
Beneficiary must obtain an 
acknowledgement of paternity 
order UNLBSS the father of the 
child has signed the BIRTH 
CERTIFICATE. 

If beneficiary fails to comply 
with requirements: CONSULT YOUR 
SUPERVISOR. 

2 

'3 

TREATMENT OF MAINTENANCE 

In both cases maintenance 
and rent/outgoings paid by 
the other parent are treated 
as INCOME. 

Where the maintenance 
is rent/outgoings the amount to 
be charged as income is: 
(a) the amount in excess of 

50\ of the total outgoings 
or: 

(b) the amount inexcess of that 
agreed in the matrimonial 
property settlement - (If 
Finalised) • 

VARIATION OF MAINTENANCE 

Not relevant to DPB's granted 
after 1 April 1981. 

If defendant makes applicationtl\ 
for variation of maintenance 
order the beneficiary MUST 
defend the application. ''il-_______________ -l 
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EXPLANATORY NOTES 

(1) TREATMENT OF MAINTENANCE 
(BEFORE 1 APRIL, 1981) 

In any case where cash maintenance is received by the beneficiary, 
it is 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 thernself is 
meeting the cost of some of the outgoings. In such cases, the 
assessed amount of outgoings to be applied as a direct deduction is 
adjusted accordingly. 

For Example: 

Outgoings paid by husband: 
Assessed charge: 

* Less outgoings paid by beneficiary: 
Deduction from benefit: 

$38.00 
25.00 
13.00 

$12.00 

Note: The outgoings paid by the beneficiary are deducted from the 
deduction assessed on the husbands outgoings and NOT the total 
outgoings themselves. 

(2) PAYMENT OF SCHOOL FEES 
(BEFORE AND AFTER 1 APRIL, 1981 ) 

You may also occassional1y come across cases where the other parent, 
or some person other than the beneficiary, is paying school fees. 

These cases are rare and should be REFERRED TO YOUR SUPERVISOR. 

(3) EMERGENCY MAINTENANCE ALLOWANCE 
(BEFORE 1 APRIL, 1981) 

Read paragraphs Al.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 familiar 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 
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MISCELLANEOUS 
Change of Address 

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 going to an incorrect address. 

Look over the Flow Chart on the next page. This summarises all of the 
various actions involved in changing an address. 
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Change of 'Address Flow Chart 

1. AnYI CE RECEIVED 
and at t.daed to 
file. 

ItEVIEW B!:MErIT 
lATE - see 
-TeYl..,. Modul.-

.£VI r:w ACCOfMO[)A T ION 
HNEFIT/ELT.MEMT 

.......... -... ::-................ I Cbecll if any 
., . of proceede. 



Let's look at each of these actions in more detail ••• 

11. ADVICE RECEIVEDI 

The advice of change of address will usually be .received on form SW 12, 
like this one here ••• 

NOTICE OF C NGE OF ADDRESS S.W.12 

o 
Full name nnuitant 

..... n._ 
'-'--"1 .L"' .... _ . _ _ ContlCt telephone number ._ •• __ . 

O,t. """"na to new address: 

New oddross Is fOelet. IS requlrtd) Use 'or HatioMl 

and D.P.B.onIy PrevlousAddross •• 
....... " ... " ........... " .................... " ........ -... ................... _ ....... "_ ... " 
Oetlils of othtr benefit/pension received: •• "." ••••••• " •••• " .... " .......... __ • 

........ " .... .. " ..... .Q.!:f: .. ,.::; ... .. .. 
Ouote refeteftCt \ 

\ ( I I I I I I ..... '-.. , ... S .. J .. X.3 ." .............. ................ : .... " 
!' ; 2 .... ... trict"-' ____ D .. _. ___ __________ .;$;,;;1 _+_...J 

_ _ _ _ S.W.l4E 

Actloned: ." •••••••••••• "" ... _" ................. _."." •• : ••••.•• _ 
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Or on form SW 81 like this ••• 

STATEMENT S.W.SI 

(For the purpose of the Social Security Act 1964 Of the Wu Pensions Act 1954) 

Type of Benellt/penslon .,.:: ... -!...: ... §. ............................ . 
ReferellCC Nu .......... I:t:" .. P..J. .. ...................... .. 

I ................ ............ .. f;;i.;;O;;'-'.lii.,ioli ................................................................................................. . 

of ............... ........... .. :\:.::1 .. ...... ...... , ........ ....... e.\ .. .. . 

st.teth.t ......... ..... .. ........ .......... ........ ...... ..... . 

...................................................................................................................................................................................................... , .... .. 

.......... :::l:' ........ ...... ..• \\ ........ ..... " .. bQ.: .. O'Q ...... .... ........ .. 

. 

.......... 
NOTE: If the Ibo¥e st.tement wu not wlltl"1I by the person makln. the slitement, the certillcate below is to be completed. 

I understand the .bove stltement which his been read to/by me .nd I confirm 
thlt It is true. 

Sipature _ .................................................................................. . 

CertirlCate b) officer .ttendln. person IIIIklnsthe st.tement-to be comp!e';? e;ery cue. 

I ............ ..... ..................... wrote the .bO'le 
stltement 

or (b) I wrote the above slltement from Information supplied to me by 
............................................................... _............... and haw reid it bIcIt to 
h1m/her and he/me appears to understlnd It and did confirm that what 

it stites is trIIe. of officer __ .b) .. : .. .. : .................. _ .. _. _ 
_ O-I._MK OesIsnation of ofl'icer ... _-..... ;5).rv._ .......................................... . 
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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 Items you 
should also use form SW 272. 

Here's an example of a completed form SW 12 ready for keying into the 
computer. 

. NonCE OF CHANGE OF ADDRESS S.W.12 

I I l=j 
y=-____ -l Full n.m. of benofici.ry/pen.Ion ... /lUpennnuit.nl 

. ........ h . '--: . 

101 'Siol , c-
I _.fiIN_ I A_'I 

OIl' lor NetioA..l 
$vCWl'.ftftu.tIOft 

Md 0.'.8.0I\Iy 

ConI lel,phon. number ......... .. ...... _"" .. 
O. mooting 10 new Kldre .. : ."J.L/_5 ... ./ ... 

ow IddrH. I. (001'1t IS required' 

PreYlou. Address ..... .f .• 5 ........ .. .. .. .. 
....................................... .. " .... : ....... _ .. .. 
Oelili. of olh ... benefil/penslon received: ......................................... _. 

········ .... ···· .. ·· .. .. ·· 
.... 9 ... ... ....... " .. ........ --.. 

$1 .01 P.YH or Mlthoftted _genl. 

This is the information to 
be keyed. 
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Here's an SW 272 completed to change an address. REMEMBER, you can use 
either form SW 12 OR form SW 272. 

NOTICE TO AMEND MASTER RECORD 

c::: ..... 4: .. J .. .. !.. ........ ;:s .... . 
Name: ........................ .. b. ......... : ..... N.y .. f.:.E............................................ Oleck Initials: ... E.: ......... ................ . 

Ident Code DETAILS OF CHANGES . 

.C..Q .. b 

.................................................................................................................................................................................. 

.................................................................................................................................................................................. 
I W02 I I I I I I I I I I I I 

I I Daje I I W01ISJit-H-O 
Prepared By: .. .. .. ... \ ..... : ....................... Checked By: ............................................................. Date: . ., .. 

D.P.C. USE ONLY 
Action Complete: ....................................... .. 

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. Read this page 
NOW. 
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The next step is to ... 

8. ADVISB FAMILY BBNBFIT DIVISION 

Your advice to Family Benefit Division should look something like this .•• 

MINUlF SlIeeT 

Subject 

()eP<llllinenl: .................................. . 

Sec\lon: ................................... . 

F.le NO:J)f'(3·1f /0·/0 '!,o I 
0.. •• : ............................. . 

.. N.<AQ> 
""'E:>a:/\IO(\ __ ... . 

1----.. --- .. - --- -_ .. - - - ---- ----- ... . 

e----.- --- .. ____ l.b. .. . 
_ .... _ ... New t? I ,. _ 

I- -. 

This is done so that Family Divison can amend the address held on the 
FAMILY BBNBFIT Master Record. 
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9. ADVISE BBNBFICIARY 

This is usually done by using form SW 34 ••. 

DEPARTMENT OF SOCIAL WELFARE 

DISTRICT OFFice " ... 

Il.· 

Dear ••• ....... ............. _ .................. _ ............... . 

II SW.3AC 

... 
... .oout 'hit "ft.,. 

........... ot. tet_eftCIe --
Reference "I2f..f!;p .•. t:t..j.P'.!'Q.3 0 \ 

Your notifICation or chan. or address is acknowlcd.d. P ...... IIolC I'll .. Ill. first 

t d t )'0\." ,ddieL will be ",at due 0 ................................................... .. Pi) .'Rt poo c tI ... 

t should with your local post offICe for Ir you have not already done 50, you arran. 
re-direclion or maD. 

:"paj: Xi :l1li'1 b, ", •• 11.". PLOCC) J. £alh in, PC) iiiCllt, t luau its It C91d l 
':1" or d, • at.II4 ill it) .,' 

y- .. 

ror Director. 

... ........ ..................... _ ........ '" .. ... .. ..... .. ........................... _ .. 
- •••••• - •••••••• - ••••••••• ••••••• •• <: •••••••••••••••••••••• 

If you use form SW 12 as the input form. prepare the SW 34E 
DUPLICATE. The duplicate copy is.kept on file as a record. just do one copy. 
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lO. PASS TO SUPERVISOR FOR CHECKING 

Finally, assemble the advice to Family Benefit Division, input form and 
SW 34B 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 action to take when a beneficiary 
changes his/her address. In Farrah's case. however. she has also moved 
from one Social Welfare district to another. We will now look at the 
action required to transfer her file. 

Let's have a look at a flow chart:-
1. ADVICE RECEIVED 

l2lP/33W 

and attached to 
file . 

•• 

NO • 4. COMPLETE FORM 
51"1 2'72To. chailg-e 
address on 1-taster 
Record. 

• 
5. COHPLr:TE FOm! SW 10 

•• 
NO • O. PASS TO SUPERVISOH 

TO CIIl::CK ----

• 
9. MAIL 
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CANCEL 
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ACTIONS ._---



As you can see a transfer out action is an extension of a change of address. The difference is that the file has to be sent to another district. 

The transfer out form (SWIOA) is completed as follows. 

NOTE: 

TRANSFER OF PERSONAL PAPERS 
(Nole-Fo<m to Jlftpoftd 10 dallllcote:"D.P.C. to ",oeh. Grip"". Not to he _d (0< weekly benefill. 

RtoeMna Director's Notln .. , 

S.W.IO 

:: ....... per Annum/per (rom - •••• J ....... .I.-.. _ -subject to renewal 

...................... __ ..... _. __ ...... __ .... _ ..... _.......... (or Director. 
at .................... _ .. _ •• _ ...... __ •• _ ............ _ 

Application Repster: ................................ DIstrict Card: .................................................. S.W. IIC _ ... _ ... :._ ...... _ ... __ ._ 
Debt Card: ................................................ Index noted:_ ......................................... _ .. .. 

tile Block Letten .................................................................................. II-r; -r"; -TI_OIItdctT"": ;;"1""';;-':;:; ""1';-1 
Full name: ......................................................... IAi • .;;;o; .. j.; .. j;.';bO;i; •• .;;,_.;p;;;,;; .. ;;,;;;j)"_ .. - ......... - ...... _ ..... _-_ ................ .. 

I I 
'_1 Code 

D98 

a.edc rat. lL.,s ______ -' 

As SW 10 is 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 is the use of form sw 10 or SW lOA. 

Another is the numbering of the benefit. When transferring a DPB (or 
EKA) file between districts only the district code changes. for example, 
if you were transferring a file from Palmerston North ('11') to 
Christchurch ('02'), you would have to change the District Code from '11' 
to '02'. 

Now look over the Flow Chart on the next page. This summarises all the 
actions involved in 'Transferring In' a benefit 
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Transfer In 

1. FILE RECEIVED 

2. INDEX NOTED 

3. FILE TO SECTION 
. FOR1;ffiON----

NO. 
5. CHANGE DISTRICT CODE 

( 6. ADVISE BENEFICIARY 

• 
7. PREPARE NEl<1 CERTIFICATE 
OF EN'l' 

8. ADVISE NATIONAL 
INDEX 

Flow Chart 

YES 
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Let's look at these actions in more details ..• 

1 • FILE RECEIVRD; and 
2. INDEX NOTED 

The point at which you first get the file to action varies from office to 
office. In some offices, 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 is in your office. 

3. FILE TO SECTION TO ACTION 

on receipt of the file, you should complete the "Reauthorlsation of 
Benefit Panel" on form sw 10 like this ••. 

Receiving DIrector's Notln,,: 
1I t:l Q-1. ..,'" 4 f from ... I .. 1 :7 -sybj!f.t to Continue .t S.':-J . .6MI' ••••••• ...c..v. •••. p-.r;.' •.. _____ ", .• -r.,pe ..",l"O.oO ___ lbO· ..... "-' 

actiOll - If requi.ed. -- .,.".. 

. .:.-. for Dlf"tor . 
• t 

GeL ""'d t...J J A --.. W .. --------App1i t10n Register· • DIstrict ...... :_ ••• -............. .---.----.. • • 

Debt 
:"d.. ;:J '.fl .. --_ .. _ .. lndex noted: ...• - •••• -.-•.•..••.. - •• ---

\,.aI -_.· __ •• ... - .. ·f· ...... -.......... ",. 
... .. ... .. 
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Then, assuming that the beneficiary hasn't changed her bank account (STEP 
4), the next action is ••• 

5. CHANGB DISTRICT CODB 

The District COde is changed to that of the New Office using form SW 272 
like this 

NOTICE TO AMEND "'ASTER RECORD s.w 27l 

"- £:aggQ!:L ..... -I 
IdeaICode'- .. '--- DETAlUOfCHANGES ., . ·F 

_1.2._ ....................................... __ .. _ ............ _ .. _ ... __ ..... _ ... __ ................ __ ...................................... _ .......... . 
"--

. . -.....-... ._ ............................. _ ............... _---....... -....... _.--....................... _ ................. _ .. _ ............................ . 

\ 'r 

''':lOt "<LHX '& '" '.'" 
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6. ADVISE BENEFICIARY 

The beneficiary is then advised using form SW 11C ••• 

DEPARTMENT OF SOCIAL WELFARE 

DISTRICT OFFICE .. .... . ... 

Dear ..... ...... ................................................. . 
Reference .:R:.v.: .. ..... I.-:l.I . .......................... . 

S.W.11C 

If telephoning or calling 
about this letter, please 
ask for 

... t1 .. c: ••• C.\O*-: ......... . 

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 ofiice and you should quote the new number. 

It essential that you keep this office informed of your correct 
postal address. 

Yours faithfully, 

......... H.t:::) ....... ........ ...................................... . 

............. ....... .. ... ..................................... . 

................ ...... p. .. .. ........................................ . 
823550-600 pads/5/82MK 
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1. PREPARE NEW CERTIFICATE 
OF BNTITLBMBNT 

A new certificate of entitlement is then prepared. Form SW IIC 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 this might have to be done. The most common are: 

* a request from the beneficiary herself; 

* beneficiary'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 following 
Flow Chart •.• 

• 
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Suspension Flow Chart 

1. REQUEST FROM 
TO SUSPEND BENEFIT: .Q! 

UNKNOWN: 

OTHER REASONS 

2. SUBMIT TO SUPERVISOR 
FOR DeCISION REGARDING 
SUSPENSION 

3. PREPARE FOJU.1 SW 23 

• 
4. PREPARE FOFU-1 SW 272 

•• 
5. P1\SS TO SUPERVlSOR 
TO CHECK AND SIGN 

• 
J 6. ADVISE BENEFICIARY 
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Let's look at the various steps in the Flow Chart in terms of an, example. Assume that mail 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 like this .•• 

MINUTE SHEET 

Department: •••••••.•••• N .................. N ••••• 

Sub/ect Section: ••••• :J?:.f.: .. !3. ......•.••.•.•..... 
• Fil. No. )#:: I .. 

e>.te: ..........................•......... 

To- -_ .. _----- ----

.... oj <\s:::LL-
____ _ 

-:bo Y\,zu..::> oQ 
'De ' __ 

-'-'-

-189:" 



If the supervisor gives a decision to suspend the benefit. your next act ion is to •• , 

3 • PREPARE FROM SW 23 

Here's a sample completed SW 23 .•• 

S.W.lJ 

CERTIFICATE OF REVIEW ................ :;:D..: .. .. "._ .. _ ...... "." ... Benefic 

Beneficiary's name: """_ •••. .. F E __ .. " ................ " .. " ............ ............. "_ ......... "_"_ .... " ....... . Addtess: .. ...... .. ..... ....... ..... .. Sehc<IIIIe hymene Code ODd Ale No. .. U Code .... __ ._" .. "._" ...... _ ....... " .. "_ .. "_ ... __ ... _ ... ..1 I I '5 I .. -... .;-:......-.. .. ... --.-.-....... . ........ __ . __ .. beQ"C .......... . .. .... .... .. 
\" 

...•. _ .. _--_._--" ........ "" .... _ .... _._ ...... " .....•...... -................. -...... -..... " ... ..... ..... -..... --" .. "._ ................... . ,------_."-".-" .•.................• " ............................. _"""._._ .... "_ .. " ........ " .. " .. " .. _ ............... "-.. "." •••••................ ----_ ....... __ .....•.•.. " ......... , •....... _ ............ " ... " .. __ .. """_ ....... "------_ ...•.. " .................................... " .....•..•.....• -................ . 
.... __ ........ _._ ........ _._ ................................................................ _ .................................... _ _ .... H ........................................................... U' ................... _ .......................................................................................................... _ ......... _ ........................................................................ . Overpayments, c£=bta. or benefics co be adjusted: .. " ........................ " ...... _ ••••••••••.••• _ •• __ •••• ____ ._ ................... " ................. .. ......... _ ........................ -._ ................................................ _ ....................................................................•... _ ..... -..... _ ................................. . 

. 2..!.J .. 8 .. 

Pa}mene Order 
Bank Credil 

eo.dtI .... ...----....,-S----., Paymene Order _ . Banlc Credie 
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SlOP cardllIIId. due 
uod • __ •• ... 

orders foUowlAa: ....................... .. 

hy COtIlpucado:: 

Clledted •• "-'"JilJ ..... . 
S.W.17U27J'ftCo .. .. 

F_3A •• ___ . 

OobL cor I ... " •• " •• " •• " ... 
s.s. 68 _" •••• " .......... .. 
IDda "" ......... _ ....... .. 

("ode canI ••• "._ ..... .. 



4. PREPARE FORK SW 212 

Next form SW 212 is,prepared to suspend the computer master record 

NOTICE TO AMEND MASTER RECORD S.W 272 . F'l 
NU ..!..6_J._(UQ_3.Q ... L ............... LJ 

Namt:_ __... • ......... _ ....•.•....... Check InItlJ1a: 

DETAILS OF CHANGES 

_ ... .,.......................... .. ........ ................................................................ _ ........ : ......................... u: .................. . 
. . 

.......... a. ............................................................................................................................ . 

. 

. DII< 

I 
!>lie' ; I 

The Check Rate Panel 
is left BLANK. 

NOTE: the information code "42" must always be used where there is a 
change or alteration to the rate of payment. The date used is the date 
'from which the decision 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 completed forms to your supervisor for 
checking and signing. 

After this has been done, the beneficiary must be advised. 

6. ADVISE BENBFICIARY 

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' is the name given to the action taken to RESUME a 
suspended benefit. 

The procedure for resuming a suspended benefit is summarised in the Flow 
Chart on the next page. Read through this now. 
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r. 

Res'umption Flow Chart 
1. ADVICE received 
from beneficiary and 
attached to file. 

• 
.NO 

NO • 
4. PREPARE FORl-1 S\1 23 

• 
5. PREPARE FORM SW 272 

• 

7. PASS TO SUPERVISOR 
TO CHECK AND SIGN -

•• 
9. FOLI..o\'l UP FOR"iAL 
ADVYCi:r'f(5J)tNEFfClARY 

YES 

YES 

YES 
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Let's look at some of the steps in the Flow Chart more closely using the 
example we used in the last section. 

1. ADVICE 

You'll remember that, in that example, the benefit was suspended because 
the beneficiary's whereabouts were unknown. The advice, in this case 
then, would look something like this ..• 

. STATEMENT S.W.81 

(For Ibe purpose of the Sueial Security Act 1964 or Ihe W .. Pe" .. ""s ACI 19S4) 

Type IIf Benetil/Pension .. :p .... f.. ............................ .. 
Reference I'u ....... .I7..-.f.9..!.O'."$9 .. L. .................... .. 

............................................................ ; ................................................................................................................................................... . 

............. _ .................................................................................................................................... : ............................................................. . 

. 

.):!::J .. L9 .. U . Slptur .... •••• .............................. .. 

NOTE: If lhe above stalemenl WIS no' wriU·o by the penon making the Slatemenl, lhe certificate below I, 10 be compleled. 

I undersland the above Slatemenl which has been read lo/by me and I confirl!l 
lhal II Is lrue. 

Slplure .................................................................................... .. 

Certificale by officer atlendlng penon making Ihe stalement-Io be completed In every case. 

I .............. ....... .... "" ............................... wrote Ihe above 
stalemenl lMtnscIf/hcrself. 

or (b) I wrOle Ihe above stalement from Informallon supplied to me by 
................................... "............................................ and have read II back to 
hlm/ber and he/shO appears 10 uneentand It and did confirm that what 
it Slales Is true. 

Slpturc of officer .. ".".... ....... ....... ...... • ......... " .. -\ .......... .. 
OesIption of o!licer __ .... .... .. 
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As the beneficiary 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 

Form SW 23 is I>_reltared like this 
J.J 

CERTIFICATE OF REVIEW ............... J2.P...l3 ..... _ .................................... Benefit 

g: IO,OlOf 

Beneficiary's name: .................. rY..I.:d..£f:: .................................................. E..!':I .. g.l! .. &../:!. ...... ____ ..... _ ........ _ ............ _ .......... _ .............. . 
($--) (Filii Fim H_ .. , 

Address: .... - ... LIa .......... £. .. ['f.tt.: ... ::1o.ctf:.._ .... ..s.J.,. ...... ... ...................... R;,L.c;;d; .... · 

Review required on account of' I I I I 
.... _ .... ....... ... _ .. _....... I \ 
- ___ __ __ -_---._ .. -
---_ .. _._ ... _------_ .. -----_._ ... _ .. _--_._---------- ---_ ... __ ....... _-_ ..... 

._---_._----------_._-----------_. 

---,--------------------- -----------_._ .... _._--_ .. -
Owrpayments, deba. or overlapping benefiu to be adjusted: _____ .. __ ._ .. __________ • ___ ._. _______ ..... 

Decision: 
___ ._. __ .Q._ .. lLesk\r!:'_e. __ D.I?B .. / 
__ ._ .. _.(i! __ . .:? ... __ ... ___ . .... _ ... __ ._ .. 
__ ... _._ ... _ ... ___ fN. __ .. _S!2.tt?(:!. ____ ..... -.-.. . . ___ . __ . __ .............. _._ .. 
.......... ___ .. fij .. __ ...... .... ... __ ... -.... --.-._ ... _ ... _._. __ .. _._ .. __ ._ ......... _ ........... _ ............... . 

. Stop cards insd. d ... 

.. /c.sJ. .. 2. Officer. .--:::1---../........ Director. 

_._ • ./ __ • ./._._ and ............... . 

ORDERS 

Due Dale .... nt· Due Date Amount 

S 
; I I S 

"., SIS 

....... ......... ·.· .................................................................................................................. .. 
Ac.ldro:ss: ............................................................ .. 

Smal 
No. 

•••• •••••••••••• • ................................................. • ........... u ••••••••••••••••••••• u ••••••••••••••••••••••••••••••••••••••••••••••• 

[ I I 

Pay Compulalion 

Checked ................... .. 

Input form ........ _ ....... 

Form lA/ ............ _ ... .. 
Leiter 

Debl. card ............ .. 

S.W.611 ................. ,. 

I' .. on':llI O"I"r 
Dallk 

I -19 c.ler I s 
COftC..... ., 

__ -I FILE: 

------------____ ________________ , 



.. 

5. PREPARE FORM SW 272 . 

And form sw 272 prepared to resume the 'Kaster Record. 

NOTICE TO AMEND MASTER RECORD s.w. 272 . Fi1 
c;:: . ..l.'b.J .... Q.J .. .. !? ... ................. 

Name: • .. ... ...................................................................................................... Check lnitiala: 

[deftl Code DETAILS OF CHANGE! 

.--'"--. 

I I I I I I I I I I I I 
I I Dale I I 

..... . By' . .. .. ..................... . Oat.· .. ! / .. 

Oat. 

6. ARREARS 

In most cases some arrears will be due. These are calculated on the back 
of form SW 23 and form SW 55 completed to arrange payment by DIRECT 
CREDIT to the beneficiary'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 paid. ALWAYS send an interim advice to 
the beneficiary explaining what the money is for. This can easily be 
done by way of a hand written note on form SW 34D. 

1. ADVISE BENEFICIARY 

In all cases. however. the beneficiary 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 action is really self-explanatory. From time to time 
you'll receive advice that a beneficiary 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 . .. 

Change of Bank Account 

1. ADVICE received 
.and-attached to file. 

2. Has ben.ficiary's 
ADDHESS CHANGED? 

NO . . 
3. PREPARE .FORl-! SW 272 

•• 
4. lillVISE BENEFICIJ,RY 

5. PASS TO SUPERVISOR 
TO CHECK AND SIGN 

YES 
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Let's look at the procedure more closely •.• 

1. ADVICE 

Usually, this will be on form SW 188 (referred to 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 action. 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 212 

This is necessary to amend the bank account details held on the computer 
master record. (Form SW 188 can also be used as an input form.) 

Form SW 212 is completed like this .•• 

4. ADVISE BENEFICIARY 

Next you'll have to notify the beneficiary of the date that payments will 
start going into her new account. This is done using form SW 99 like 
this ••• 

5. PASS TO SUPBRVISOR 
TO CHBCK AND SIGN 
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REMEMBER to note your actions on the bottom of form SW 272 or SW 188 like 
this ••• 

w 'Q. 2 

T District I 
Code 

Date SW 96 \ I \ . Family 
BenefIt 

I 'c: l'''!'j use only 

Date Transfer effective 

..... ........ 1 .............. 1 ............. . 
I------------tprepared . .... Note here action 

by: ...................................... · .... ·· ---? taken. Initial 
Checked and date. 
by: ................ ·.·· .. ····· ....................... .. 

Action Complete 

............................................................................................................................ ......................................... . 

Prepared By: .......•..••...•..••••.•..•••••••..••••.•.•.••...•.•.•..•........•.••. . •.. 

Authenlicated: ......................................................................... . 

D."W. ua ONLY 
FORWARD TO DIRECTOR. 

................. , ....................................... -0. 
W02 

/. 

Note ere the action taken. 
Initial and date. 

RECORDS UPDATED •••••••• 1 ........ 1 ....... . 
48115F - 2.OOOp=taIl111M 
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Apportionment of Benefit 

An 'APPORTIONMENT' is payment of part of a benefit to a person other than 
the beneficiary. The most common type of apportionment are made to the 
Housing COrporation in respect of a beneficiary's rent or mortgage 
repayments. 

The procedure for arranging an apportionment is 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. J>.l'PLICATIOH received 
a'1d attached to file . 

• 
2. SUBMIT TO SUPERVISOR 
FOR 

• 
3. PREPARE FOR."\ 23 

• 
". PREPARE FORM SW 272 

• 
5. ADVISE BENP.FIC1ARY 

• 
6. rASS TO SUPERVISOR 
TO CHECK AND SIGN 
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1. APPLICATION 

Application for an apportionment of benefit is made on a form similar to. 
or the same as. this one. . 

Here's a sample form 
A 7/8 (Part 

HOUSING CORPORATION OF NEW ZEALAND 

ArPQRTTQtC1Ptrr or HEtWIT rm.TIS 

The Dir.ctor/D:iiufcc Agm'l1':7 

Oepart»ent of SOci .. l Welfare, 

.. we:: I-L-l NG..""-O .....J 

____ -.:... ___ . =Ss-_ Senotit No • .-.:..'*'---I jOj '08 
. 

__ _____ _ 
(Name in full) 

Of_ ....... __ _ 
(Adclru. ) -:;::::s;: 

requ •• t and you to pay to Lhe Housing 0orporation of New Zealand the sum of 

Q,,) e.. dollars cents ($ ) 

per week frora the above benefit payable to ae. ThIs aWl: 18 to cover curr.,t paymenlil 
of $ . Q..C per weelt plus $ :l .00 per ._.It in reduction of arrears 
which a.ount to $ 110" '50· ... at 30·Q. , 

'X further authoriae you to incr .... the above payment by the &IIIOunt of 
£Oy increaae •• a result of: (the annUAl review of current rental 

(tho 3 yearly review of the current 
interest rate 

as by Housing Corporation of Now zealand. 
X under.tand that I can cancel this authority at any time 

DeparbHnt of Social Welfare and t.he HoUling Corporation 
on .. iving notice to the 

S1 ... 
I . 

Dete 3 . 

The Hanager/Resident Officer 
Housing Corporation 

An apport.ionDIent for $ 

$ per week, plus $ 

. 
of New Zealand, 

A 7/6 (Part. I 

I I ... _ C, .h:{mT /E:, .. 
\ "" <:6s=e<2..lJ-

per weelt,. in reduction of the 

arreara has been approved. The first pAyaent will be deducted fro. the benefit 

pAyable on 

Oate 
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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 SUPERVISOR 

Once you have the application, the next step is to submit it to your 
supervisor for a decision. 

Your submission should look something like this 

M.NUTE SHEET 
o.s--t: __ _ 

Soc\Ion: ___ M_"M 
. !'i •• No. 'Ml:tIS.OS.3.0.s 

Oat.: _ ..... M .... M .................. .. 

To-

. Ceo C}A-CZ..k_ 

. __ _. 

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. PREPARB FORM SW 23 

The completed From SW23 should look like this •... 

S.W.23 

CERTIFICATE OF REVIEW -::D. P. , ............. _ ............ ___ ............ __ • __ ... Benenl 

&": !qoac q cA 
Beneficiary's name: ............... •. r.:J. ............................ ........................................................ . 

Address: .. _ ... _ ...... l._ ........... LA.: .. ............ G .. ...... .. a... . ................................................ .. 
Schedule r.y-.. ..... Ale No. Rni. Code ........ _ ....... _ ..... _ ............ _ ... _._ .. _ ................... _ ... I II <0 I 

...................... .. ....... ...... .. .. .. ........................ . 

.... _ ................................................................................................... -............................................... -.......................................................... . 
Overpayments, or overlapping benefits to be adjusled: ..................................................................................................................... .. 

........................................................................................................................................................................................................................ 

Slop cards instI. due 
........ / ........ /._..... and ................ . lor ........ I ....... J........ Diroclor. orden 1011_,: ._ ................... .. 

tbecked .:a2: ... . 
S.W.272/ ... .. . 

INTERIM 
Appl. Poy_1 Due Dale Appl. Paymelll Due Dlte A ....... Code Code Code 

I Y s 1 1 ..$""""'-
1--' Vi 1/'1" s s 

Plr Computatloc 

/' s 
----

1-""/ $ 

Payee's . -Name: ....................................................................... .. Form 3A __ • ___ ..... 

Address: ." ....... , .......................................................... . DebL cor I '"_''_''''''''' 

_ ................................................................... . ........................................... _ ...................................... . s.s. 68 " ... ___ ..... .. 

Serial 
No. [ I I 
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4. PREPARE FORM SW 272 

An input form is also prepared to establish the apportionment on the 
master record ••• 

,... 

$.W.171 
NOnCE TO AMEND MASTER RECOIlD" Fi1 

U ';P..:.e£Umbcr: . __ .. _._ . 
. =\...Q<lSQ....:§:9.. .......... ........................... CMd:lDltillt: 

-_. . ....... .. .......... - .. ...... DETAlU OF CHA.'1GES . • 

Ideal Code' 
... : .. .§ .. .......... _ ... _. ___ . __ ..... _ ................................... . 

.b£.).2. fQ. 7 1. $Q - !+.O "'1" ___ ....... " ....... _ ..................... . 
... ... ::---=: ... :: .. .. ::: ... .... : ... ::::: .. ... -....... -----............................ . 

l2= ..... -_.......................................................... ._......................................... . ...... _ ....................................................... . 

/ == ..... _ ........... -.............................................................................. _ ...................................................................... . 

.................................................................................................. 

r 1 , 'T I , 'I I J J 
I '!",-:C' I Oate I I 

... !n.< 

\ 
., 

\ 
is the next available 

due date. wer.kly .ca.';:iP. 

, 
is the amount to 

be :n the due /J' ...... 

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 paqes now. 
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5. ADVISE BENEFICIARY AND 
HOUSING CORPORATION 

A letter should be sent to both the beneficiary and the Housing 
COrporation, advising them of details of the apportionment. 

Finally •.• 

6. PASS TO SUPBRVISOR TO 
CHECK AND SIGN 

Assemble all the papers on the file and give them to your supervisor for 
checking and signing. 

And that's all there is to it. Simple. isn't it! 

* * * * 

APfOl2.·-flD#tJMrE,.Jr IS Of" A 
"'-0 A..JOT'·US.R., oa. 
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REVIEWS 
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1 • ADVAN'CB PAYMBNT OF BBNBFIT 

In certain circumstances. a beneficiary may be entitled to a lump sum 
advance on their benefit to help them with certain expenses. In 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 LBAVING SCHOOL 

Where an 'over-15-child' leaves school. 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. In this situation you would 
have to REVIEW the family support to RBDUCB the rate payable to exclude 
the over-15 child. 
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RBTROSP BCT ION 

Many reviews are backdated and the variation in rate applied from a date 
in the past. These are called RBTROSPBCTIVB RBVIBWS. 

ARREARS 

A retrospective review where the benefit is being INCREASED will usually 
result in some ARREARS being due to the beneficiary. These. are 
sometimes called 'UNDERPAYMENTS'. The arrears are usually paid to the 
beneficiary by direct credit into their bank account. 

OVERPAYMBNTS 

A retrospective review where benefit is being REDUCED will usually result 
in the beneficiary having been paid too much. These are called 
OVERPAYMENTS and a DBBT must be established and. in most cases, recovered 
from the beneficiary. Recovery is made either by requesting a cash 
refund or by deducting it from any future benefit payable. This is known 
as a FORFBITED OVERPAYMENT (F.O.P.) or OFFSBT. 
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Advance Payment of Benefit 
Advance Payment Flow Chart 

( 

1. APPLICATION LODGED 
on form SW 20 
appropriate accounts 
etc for sighting • 

• 
2. ATTACH TO FILE 
AND ENTER IN 
ADVANCE REGISTER 

• 3. SUBMIT TO DIVISIONAL 
OFFICER FOR APPROVAL 

• 
HAS PAYMENT OF 
ADVANCE BEEN APPROVED? 

YES. 

4. ARRANGE PAYMENT 
OF ADVANCE AND 
RECOVERY FROM BENEFIT 

• 5. CLEAR ADVANCE 
REGISTER 

• 6. NOTE COVER 
SHEET 
to local procedure 

• 7. ADVISE BENEFICIARY 
of decision in 
writing 

9. TO SUPERVISOR TO 

NO 
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Let's look at some of these actions in more detail •.• 

1. APPLICATION LODGED 

Here's a sample form SW 20 
S.W.lO 

Application for Advance Payment of Benefit 
(Section 82(6) Social Security Act 1964) 

Class of Benefit .::;;p.: . .e: .. No. .. 

Name: .••••••••..•..•.•••••.•••••.. N .. ................................................ .......................... . 
CFlnt_' 

Address: ........ ....... ..... .... ........ ... ..... 
I wish to apply for an advance payment of benefit of $ :J. SO· 00 for the eason • .--:-

relton advance reqUired) ..... ,J., ...... .... Y.:lQ. ... ..... ... De.. .. ........ 
........ ······· .. .... ..... · .. .... .. ·'·-·f'; 
.... ..... ....... ....... ..................... 
.......... .... ......... .. : ........................................................ .. 
My asseU are as follows ...... ........................................................................................................... .. ... 

.................. , ................................................................................... · .. · .... · .... : .... ·_ .... .......... · ...... ·· .......... · 
Signature ...... ............................ .. 

For' Office Use Only 

Oac:ision: Advance $ ........................ Approved/Not Approved 

Review and Pay Action 

Reduce benefit to $ ...................... .. from ................................ to .............................. .. 

Increase benefit to $ ....................... . from ................................ to .............................. .. 
LIS/A Expired 

···· .. ······· .. .. ··..... .. ·········· ......... . 
Interim Payment Order 

Duo Dot. 

Payee's name ................................................ :............. Serial No ................................................................ . 
Address ......................................................................................................................................................... . 

Input form/SW 54 card ........................................ .. Register cleared ............................................ .. 

Beneficiary advised ............................................... .. File ............ : .................................................. .. 
Note Cover sheet .................................................. .. 
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... 

2. BNTER IN ADVANCE 
REGISTER 

This register is kept on DPB Division and details of BVERY application 
for an advance must be entered in it. Paragraph 26 of Circular 
Memorandum 1979/86 tells you the details 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 register. the application is referred to the 
Divisional Officer for a decision. 

The Divisional officer will show whether or not the advance is approved 
on form sw 20 like this ••• 

For Office Use Onl 

Decision: 

Review and Pay Action 
\/ ........ ....... .. 

Reduce benefit to S .•.•.••••.......••...... from ................................ to .............................. .. 

I ncrease benefit to S ...................... .. from ................................ to •.•.••...•.•.•.••..•.•••.•..•..• 
USIA Expired 

........ · .... · .... · .. · .... .......... · .. ···· .. ···.. ···· .. ·· .... ········ .... ·· .. ·iAw.;i;,;j·oiik;:j'···· .... · .. ·· ...... · ...... · 
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4. ARRANGE PAYMENT OF ADVANCE 
AND RECOVERY FROM BENEFIT 

When the decision has been given. the file is returned to you to complete 
the pay and review action. 

Usually payment is made by DIRECT CREDIT to the.beneficiary·s bank 
account. However in urgent cases payment is made by way of cheque to the 
beneficiary or to the person from whom the account came. i.e. direct to 
the dentist. 

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 S .. Approved/Not ApprOYed 

Review and Pay Action 

Reduce benefit to 

I ncrease benefit to 
LIS/A Expired 

.. b.Q f-A 

ptA 

--.:--' . .. · .. .. ·'Itj"' 
from ... 2.6.: . ./9..Jft to .9.:.J.Q. .. ..... . 

from ... .tQ.: .. ... ... \) 
.. ·· .. ·········•·· .. ··• .. .. ············· .. ···.. .. ........ · .. ················i ... ;;;;.;;;;;·Oifl:,;;j·· .. •• .... • .. •• .... • .... • .. • 
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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 code appear on page 48 of the OPe Manual. Read these now. 

OTHER ACTIONS 

(a) Clear the advance of benefit application register by entering the 
details of final decision and date. 

(b) Beneficiary must be advised of the advance by letter. See the 
sample letter on page 

(c) Note cover sheet of amount of advance and period of recovery. Local 
procedures apply here. Your office may not do this action. Check 
with your supervisor. 

NOTE: 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. 

,* * * * 
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Child of Age Action 
Ref: DPB Manual G6.9 - G6.26 

CK 1986/115 

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 solo parent (and EMA) is that the beneficiary 
is caring for a dependent child or children AND that a 'dependent child' 
is defined as one for whom Family 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 

121P/36W 
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Exclusion of Child Flow Chart 
1. l\OVICE RECEIVED 
and attached to 
file . .. 

YES .. 

2. REFER TO SUPERVISOR -
no rurtner as 
a solo parent - may be 
entitled to DPB -
'Woman Alone" 

3. 

4. 

s . 

6. 

HAS .BENI!:FIT BEEN 
OVERPAID? 

YES • ASSESS THE 

• ARRANGE RF.COVERY 

• PREPARE FORM SW 23 .. 
PREPARE FORM SW 272 

• 7. ADVISE 
(in writing) .. 
8. ADVISE DEBT SECTION 

• 
9. TO SUrF.RVISOR TO 
C.H.F;.ar---
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Let's look at each of the actions involved in roore detail ••• 

1. A.I:mCE ROCEIVED 

Usually the beneficiary will either phone or write to you or saneone on 
Family Benefit Division with the information. 

If she advises Family Benefits division, they will advise you on form FB 
34 ••• 

In the example we're using here, the beneficiary didn't advise that her 
eldest child had left school until sometine 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 per iod of the overpayment ••• 

PAID: 

1. 31/3/8** to 25/5/8** 
1.e. 4 F.N. at $273.92 P.F.N. = 

DUE: 

1. 31/3/8** to 25/5/8** 
i.e. 4 F.N. at $263.92 P.F.N. = 
Total OVerpaid = 

Having assessed the overpayment, you then move to ••• 

4 • ARRANGE REX::OJERY 

$1095.68 

$1055.68 

$ 40.00 

In the example we're us inq here, we'll recover the overpayment by OFFSETS 
from future instalments of benefit. Consult your supervisor regarding 
the aI'OC>unt of the offsets. 
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The recovery action is recorded on form SW 220 like this ••• 

OVERPAYMENT TO BE RECOVERED BY OFFSET 

.............. :P..: .. .e.: ... ............ Benenl/l'easlon No • •••.•••••••••. .J:f:. ..... I ....... .. I ............... . 
Suma_: ................. •• ... .. ................. _..................... Firsl Names: ....... I:: .. .. .. : ............................... _ ..... _ ....... . 
I. Pension or BeMIiI OYe'pald: .......... .......... No ... l:t: ... J .... b..b..b..9..Q.L. :!. Amounl_rpaidjH.Q.: .. 
3. Periucl of ... erpaymenr: .. :: .. .. .. ...... ... ... 4. Perioclur Ie.: : .. 

.' '. .to- ,If- . q. 1)2. '---S. Form on which overpay_n! eslabhshed - 0 ..................... ... 1-

(Form S,:!l, 74, mtmo .. and dale): ... .•. d::S ...... _ .. .......... .. :..j> .. .. J. :s .......................................................... . 
.. .. .. P w' l'I 6 J W 

7. Remarks: .............. 9..lt.f:9. ............ .. .. ... .... Ppd.by .... ,J ......................... . 
A ..... nI 
OITICI 

Cull 
Ref ...... ' 

........... 
OfDcbl 

..I.: .. ... S .. ....... = ...... ................................. . 
l:6.: .. .... $..:.@. .................. .. ................................ .. 

.......... .'.:..... .. ...... :.:....... .. .. S.: .. C!!:? .................. ......... ........ .. ............... . 
L3 .. .. ......... :: .............. ::......... ..:.:$.: .. .................. .. :?P. .. .................................. . 

........ :!........ . ....... ::........ .. .. .. .................. .. .}.S'.:.f.(; ........ ........ .. .............. .. 

.. _ ............. . 

=:::::::::::::: ;t:::::::::: I 

[):[[:::;) 
- ..... _-

The next deadline 
available is for 
due date 1/6/8** 
i.e. the Pay Period 
commencing 26/5/8**. 
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in which recovery 
of the overpayment 
is completed. 



5. PREPARE FORM SW 23 

Form SW 23 is then completed as follows ••• 
S.W.IJ 

CERTIFICATE OF REVIEW ............................. :.:P..: .. .. .............. Benefit 

1(,(,0 II J.i.! bbboO \ 

Beneficlary's name: ................... .. ........................................................................ .. .. _ .... __ ................... . 
(f'uJ\ FInI N ..... ) 

Address: ....... jg ............. ... _ ... ... r ........ ...................... . 
Scl*uIe ""'_1 C ........ AI. No. RIlL Code 

.. .............................................. ................................ ..1 I I c, I 
...................................... _ ...................................... · .. ···· .. .. n····· .... ·· .... ·· .. · ........ ····· .. · ...... ······ .. ·· ............................................................. . 
.... ........... ....... .. ......... ......... 2..:J .. :: ... .. , .. J ............... . 

I.ti:r- ...................................................................................................................................................................................................................... . 

d:bts. or overlapping benefits to be •. Q ... ..... ... .. ......................... . 
...... ... l .. .. ... .. : .. 5. ... ........ ....... 4 ... ee. ..... .. ;:f ..... Q.:t:r.Q ... p.e.e. .... :.: ... :+. . ......... .. 
Decision: 

......... 1' .. } ..... (') ............................................................................................................................................................................................. . 

......... ..... ....... ...... :q. .. ... ...... f. . .f.l ...... ..... 3.'.:3.: .. ?$. .. Z ..... . 

................................................... . 
...... .. . ..................... : ............ : ........................................................................................... 1 Slop JCOIds 

........ / ........ / ........ ....... J ........ /........ I ::.. .. ........ 
Appl. Paymenl 
Code 

Payment Order 
Bank Credit 

INTP.RJW PA YIoIF.NT ORDERS 

Due Dale AIIIOUJII AppL Paymenl 
Code 

/ I s 
/ I S .1-

S .--

r--.,-__ --.-___ Coft_tift., ...... IMIaI-..1 

, I,,"""" s'" '1. SL Payment Order 
Bank Credit 

H -3000 _./8/81 "K / 

Duo Dale 

s . -
J' s 
/ s 

Fonn JA ..................... . 

DebL ear I ................... . 

SOS. 68 ........................ . 

Index .......................... . 

Code c:ard ................... . 

PILI!: ........................ . 

Amount of fortnightly 
instalment after 
deducting amount 
of offset. 
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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 ..QEf 
Manual. Read these pages now. 

The completed SW 272 should look like this 

._...I:t:' .. L. .. .. ! ............ . 

... ;Q.:$..I .. 

.................. ., 
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The check rate 
is the fortnightly 
rate after u<::\ .. u .... 

of the amount of 
the 

ChICk 
lb •• 

Action Complete: ••..••••..••.••.•....••.••••••••.•. ..•.. I 



TRANSITION TO WORK ALLOWANCE 

Ref: CK 1985/203 
Social Security Act 
1964 (1986 Amendment 
69D) 

Transition 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 is NON-TAXABLE and NON-RECOVERABLE. 

Transition to Work Allowance is payable for 13 weeks from the date of 
cessation of benefit. I 
payment of Transition to Work Allowance can be paid inla lump sum or in 
regular weekly or fortnightly instalments (in line with benefits 
payments). 

APPLICATIONS: 

These can either be received from the beneficiary or if the beneficiary 
advises that they are commencing full-time, permanent, employment you 
should send the beneficiary on an application for Transition to Work 
Allowance. 

RECEIPT OF APPLICATION: 

When you have received the application 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 312) to assess beneficiary's 
entitlement to Transition to Work Allowance. 
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Any other allowances received while on benefit. such as Accommodation 
Benefit. special Benefit and Disability Allowance. are also to be 
included in the total net weekly income. 

There are three basic steps involved in the calculation process: 

STEP ONE 

(i) 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 income while on benefit. 

(ii) Add $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 Family Support payments as 
well as any payments under the Guaranteed Minimum Family Income 
scheme. and any other income. (This is total B). 

STEP THRBE 

(i) 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). 

(ii) The balance is 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 benefit rates). 

ON BENEFIT 

Benefit (abated on account 
of income) 

Family Support (1 child) 
Net Earnings (G tax code) 

Add $20.00 
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$ 

153.18 
+ 36.00 
+ 59.65 
= 248.83 
+ 20.00 
= 268.83 



IN WORK 

Example 

$ 
Gross Pay 265.00 
Net Pay (*G code) 213.21 
Add Family support/GKFl + 36.00* 
This is Total B = 249.21 

Total A 268.83 
Deduct Total B 249.21 
Allowance Payable = 19.62 

1 Example 

$ 
250.00 
202.11 

+ 41.29 * 
= 244.00 

268.83 
244.00 

= 24.83 

2 

* If the applicant does not know the amount of Family support/GKFI 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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APPLICTION FOR TRANSITION TO WORK ALLOWANCE 

Nllmber •...•••.•...••.•.••••••• 
F • P •••••••••••••.••••••••••••• 
Index ........................ . 

PERSONAL DETAILS 

Full Name ....................... ' .................. .. " .................... . 

Full Address ............................................................ . 

Type of benefi t : 

EMPLOYMENT DETAILS 

Name of employer: .................•...................................... 

Address of employer: .................................................... . 

• • • • . . . • • •• • . •. . • • • • • • • • • . .. Bmployer I s telephone number •...•..........•.. 

Date of commencement of employment 

Is employment permanent? YES 

If "NO", how long is employment for 

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 Family Support are 
you and/or your spouse receiving 

per week? 

METHOD OF PAYMENT 

NO 

...•....• years ......••.... months 

There are 2 options listed below. Please tick ( ) the box next to the 
option that describes how you want to be paid 

Option 1 

Option 2 

DECLARATION 

Regular fornightly or weekly payments of your Allowance 
for 13 week; or 

A full lump sum payment of your 13 weeks Allowance. 

The statements and answers in this application are to the best of my 
knowledge true and correct. 

Applicant I s signature ••••••.•...••••.••••..•... Date •.....••.•••••• 
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, ( 

TRANSITION TO WORK ALLOWANCE CALCULATION SHEET 

STEP 1 Calculate net weekly income while on benefit. 

Total net benefit 
Add net earnings 
Add any other income 

This is total A 

$102.10 
+ $ 21.00 
+ $ 00.00 

= $129.10 

(includes Family Support) 

(eg Interest, Dividends, Rent 
received) 

STEP 2 Calculate net weekly income while in full-time employment. 

Gross Pay 
Calculate net pay 

Add Family support/GMFI 
Add any other income 

This is Total B 

$101.19 
$ 95.36 (use P.A.Y.E. tables 

if this is not 
supplied) 

+ $ 36.00 
+ $ 00.00 

$131. 36 

(e.g. Interest, 
Dividends, Rent 
received) 

STEP 3 Calculate the Allowance payable per week. 

Total A 

Add $20.00 

Deduct Total B 

Allowance payable 

$129.10 

+ $ 20.00 

$149.10 

$131.36 

$ 11.14 (not to exceed $40.00 
a week) 

Multiply this amount or $40.00 a week, whichever is the lesser, by 13 to 
give the total lump sum payable. 

Advise applicant of outcome 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 benefit has been current for fifty-two weeks, a renewal must be 
carried out to authorise continuation of payment. The purpose of the 
renewal is to check on the beneficiary's continuing eligibility by 
requiring her to declare details 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 
processes involved 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 

BENEFICIARY COMPLETES 
AND FORMS 

CAN BENEFIT BE 
RENEWED BEFORE THE 
DEADLINE FOR THE 
FIRST DUE DATE OF 

THE R2NEWAL 
YEAR? 

YES 

WILL 
BENEFIT BE REDUCED 

ON ACC OUNT OF 5 • 
INCOME? 

YES 

REDUCED RATE 
H!!.1TEWAL. 
(see procedure for reduced 
rate renewals)" 

« 

NO 

ern ) NO 
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fL.OW CHART» . " 

LATE RENE\t,TAL 
(See procedure for 
late renewal). 

FULL RATE RENEWAL 
(See procedure for 
full rate 



.... 

The procedures involved in renewing an B.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 office. 

And some terminology ..• 

'BENEFIT YEAR' - This is the period for which benefit is payable - that 
is, the fifty-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 

UE LAST KEYING 
ATE PAY PERIOD DATE 

10.11.87 4.ll.87 28.10.87 
4.10.87 

H.11.87 11.ll.87 
18.11.87 

25.11.87 
2.12.87 

9.12.87 
16.12.87 

5. 1.88 30.12.87 23.12.87 
30.12.87 

9. 1.88 6. 1.88 
13. 1.118 

D.P.B./L.P.C. PAYMENT CALENDAR S.W. 397 

RENEWAL 

10 

11 

12 

PRODUCTIONS .' 
Fortnightly Payaente, Change Lists, LPC Action List 
Expiry (18.11.87 to 1.12.87), Renewal Lists (Code 12) 
Renewal Foras, Change Lists, LPC Action List 
Fortnightly Payments, Change Lists, LPC Action List 
Change Lists, Expiry (2.12.87 to 15.12.87) 
Children (2.12.87 to 29.12.87) LPC Action Lilt 

Fortnightly Payaents, Change Lists, LPC Action List 
Expiry (16.12.87 to 29.12.87), Renewal Lists '(Code 13· 
Renewal Fora., Change List, LPC Action List 
Fortnightly Payments, Change Lists, LPC Action List 
Change Lists, Expiry (JO.12.87 to 12. 1.88) 
Children (JO.12.87 to 26. 1.88), LPC Action List 

Fortnightly payaents, Change Lists, LPC Action List 
Expiry (13. 1.88 to 26. 1.88), Renewal Lists (Code 1) 
Renewal For.s, Change List, LPC Action List 
Fortnightly payaents, Change Lists, LPC Action List 
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 Income Year expires 
1/12/87" 
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"ACTUAL INCOMB" - This is the actual income received by the beneficiary 
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 is charged against the benefit she will receive 
during the next Benefit Year. 

OK, let's see how this works in practice •••••• 

In our examples we coded the benefit COde 1. At renewal, any inome 
Freda's received during the fifty weeks ended on 2/2/8** (the income 
year) will be charged against the benefit she will receive during the 
next benefit year (the fifty-two weeks beginning on 31/3/8**. 

Simple, isn't it!. 

Renewals of benefit falls into two categories - full rate renewals and 
reduced amount renewals. The term 'FULL RATE RBNEWAL' means the renewal 
of a benefit that is not reduced on account of excess income but is paid 
at the maximum rate. A 'REDUCE RATE RENEWAL' .is one where the benefit is 
reduced on account of excess income over $1300 gross per annum). 

We'll look at these two types of renewals separately. 

Before we do this, however lets look at preparation. The renewal forms 
are prepared by the Data processing Centre and forwarded to district 
office together with a renewal list. Before 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 is normally done by recording details on 
the renewal list. 
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·, 

Full Rate Renewal 

The procedures involved in a FULL RATE RENEWAL are really quite simple 
and are summarised on the Flow Chart. 

Full Rate Renewals Flow Chart 

YEG 

2. IS PORN IB/I'm 2 
• CertIfI ca Eiler.--
enewal" req ui red? 

YES 

4. PkSS TO SUPRRVJSOR 
J:o'OR CHECKING ---

r NO 

NO 
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COMPLETION OF FORK IB/WS 5. 

In some circumstances it is necessary to use form IB/wa 5 certificate of 
renewal"when giving the decision to renew benefit. A completed version· 
of this form is on the next page. 

Now read paragraph M 131 to M 136 of Four Weekly Manual 

Some of the terms in this section of the manual may not be familiar to 
you 50 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 benefit 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 exemptions apart' from 
the normal income exemption of $3120 per annum. See your supervisor 
for an explanation of these terms. 

(c) "Late renewals" - we will this procedure later. 

Now read paragraphs M.146, and M.160 - 161 Four Weekly Manual. 

An example of completed Is/ws 5 is as follows: 

Remember: Income Exemptions are: 

1 $2600 pa for a beneficiary without children; or 
2 $3120 pa for a beneficiary with children. 
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.. -

IB/W.B. S 

CERTIFICATE OF RENEWAL I I BENEFIT 

I CJoO Ilt-'_Io..!..I'_oo_,o_, ___ --II . 
Name: •• _ •••••••••••••• _ ••••• .... _ .. _ .......... __ ._ .. __ .. ______ ..... ........... _ ........ _ ......................... : ..... _ .... _ .. __ ._ ...... _ ..... . 

FlDt_ 
Addr_: •••••••••••• _.J.S.r.:3_ .. _._ ..... __ .. _ ... , ..... .. _ .. __ .. _. __ .. 

. -.... -.. -.. .. --.... --.-.-..... -..... --.--.-:--.. -.. _ ..... -....... _ ... Postal code: •••. __ .. _ .. _._._ 
Beoeflc:Wy is malntallliD& • ___ •• _ •• _ •• cbDchen MainteDallCe - DIrect Deduction S •••• _. __ ••• ••••••••• _ ••• ___ 

CbBd attains ltYeaJI on _1.._/ .•• :J .. I .. Total maintenance receiYed S_ •• _____ •• _._.'-:?.lk ... __ ._. __ 
Inc:ome for 52 weeki ended .. 'i.J.. Outgoinp paid by husband S __ •••••• _ •• _. ___ ••• _ •••••• _._. 

t-------·----t---I 

----··-------·----t--------t--

ExceIIIDcome 

Income deduction 

BaicS-lIt _ 

a-lltpayable 
App. Cod. AIDoIuII Renewal n . 

Graated/deeHned •• 
__ .+.Q_ ... 

/ / s .•. QJ:-<?"1. ....... .. .. -
.... .. A:w.(&;-t-.... 

Payee: •••. _ ..•...••••••••••••••••...•.•••••••..••..•••••..•• _ ••••••.••••.••....••..•..•••• ... Y.f: ....... .•.•..• ••..••• ..••.•.. 

Address: .................................................................. _ .•••••.•.•..•••...• ..... =:t.\t., ... ............................... .. 
....................................................................... u .......... .. 

............................................... _ •• _ .................................. 0 •••••••••••••••••••••••••••••••• 

Senal :-10. I ..... ______ =:J 
r::ount NUmbe? .......................... :. · ... .. ........... : .. 

Jcl ( J ) for Director : : : I : : ......... / ... ? ... J ........ . 

Continuing Instal. 

Check Ust Follow up action: ......................................................................... .. 

.Comp. checked ........... ........ Sol: advisecJ ...... l ....................... .. 
.. ........................... .. 

..... 

-;f. -----



<n1PLE.'l'ION OF FORM SW 7 

This is really quite simple! 

!£>ok over the sample completed gy. 7 and read the captions at the bottan 
of paqe 

APpLI[ATlOn 1111 
ISSIJED BY THI l1li' ..... _ Of' SOCIAL wtLfAM 

.... Clue 'fOr.ur! 
"." Cobble., ... Dri .... 
84l1GAJIIII 

660 16/100001 
1C2 
CB 2 IS 12 II'tt rJe.1IC 
lit ,.. 160-187-')20 

NOI!C!! !!!9A!!p!HC "ENEPAL 
F_ .. ·_ .... _ .. _.--..1 .... _ .. ..., .. __ 

TWI __ bo __ .,."""'If...-.-.,---_-
__ .. __ .. --.. 100- ...... 01Il00----...... 100-.. _ .. __ 101'_0l0i----.... --.. -
"1M! Q;M1 m Secdoft A. • -......... _. _C .... bo...-" ___ ......... 

HS:IIIIIU __ tJlSocIoI_ 

I ber-b7 app1:t' r_ ... _1 or yq _.tic PIIrpo ....... Cit. 

_ .... '04 '0 , .... '9'$ ........ i ..... tiOD COD tbe back 
oC thto Co .... ft.1. 1001 .... "7 .... d_ 41Hct Croe a7 
bMbao4 OZ' __ "-DII. 
I be ........... 0001104 .t'" a7 h .. ko4 .. 04 I ... DO' l1rlac 
1a "'" ....... or .. Uft'iap with &a7 o'ho .. po ..... . 

If .. ___ ......... _ ........ -.-__ 'MII.· ........... __ ... _ .. _ .. _C ...... _01 .. _ 

1_ .. _....". It ... ..., _ tJI ... ___ _ 
_ .... ____ tlrl./!.!: .... =-_____ -:-_____ _ 
My ................ te: .4(3. cf"'kIrlc.b".. :se,eY. ,0AMsaA*" ' 

I .................................................. _-- ...... 

... I I 

01 I 
'-' """" __ IT 

.......... ............. -......... ,...-----........ .......................... -...... _ ........ ..-...... --......... 
FOIl Of'FICI usa DHL Y _ _ ;al If au .. -'2:r.;;z.. ... ...... IfI __ 

ft ".1.1. &,. • '\ _ 1 , 

...:L <..;) t' _'--"1--1.' __ 

:::::'" ...L . \ ,. 1 

Show here annual Sign nere as This is the 
rate of benefit recommending commencement 

i officer date of renewaJ 
(benefit year) 
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Reduced Rate Renewal 

Look over the Flow Chart on the next page. This summarises the 
procedures involved in a REDUCED RATE RENEWAL. 

It ,., 
A'-'- K"''])w:!.e:J) ee. 

et-Jt£c.JC. IMF- '1EAtCs:. 
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Reduced Rate Renewals Flow Chart 
'. 

INCOME 

YES 

• Are financial cilcumstance. 
declared lAST YF.1\H the 

• SMtF. as tno&cui!(,lilrr1cl 
__ 

NO 

? 
Intervie'''' beneficiary 
nnd ask. them t.O 

.. 

3. JSSUE J-:tl<lUIRY }'ORMS 
to vE"ffij,'YDEc1..XriED--
---

• 
4. J\I\'AIT FE'fURN of 
enquT.i:y forms 

7. INCOMe ')'0 
BE . -----_ ... -

8. CO"lPI,E'.!'E lB!WT\ 5 

9. 272 -------_ ... ---_ .. _--
10. l\l>V1SP. n1':Nt;PICJARY --- ------_ .. .. 

Jnt.crvjow bnnefjcinr'l and 
l1S): them to I-:XI'LAJN rmJl.s<.om; ron [) 1 

REMEMBER THE INCOME 
EXEMPTIONS •...•.• 
BfYowithout children 

$2600.00 p.a 
Bfy.with children - $3120. 
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1. DECLARED INCOME 

In the last section on Full Rate Renewals, we saw that, in cases where 
the declared income is LBSS THAN $3068.00, the benefit can be renewed at 
the FULL RATE. However, in cases where the income EXCEEDS $3068.00 the 
rate of benefit payable will have to be recalculated and the follOWing 
procedures apply ••• 

2. FINANCIAL CIRCUMSTANCES 

A check should be done of the previous year's renewal (or grant if this 
is the first renewal) to ensure the beneficiary has not ommitted any 
income she had previously 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 

Post office Savings Bank 
Investment $10,000 

Australia New Zealand Savings 
Account $2568 

Australian New Zealand Cheque 
Account $959.00 

Buildings $50,000 

When Sw 7 is completed she declares: 

P.O. Int. 
ANZ Int. 
Rent 

$1100.00 
$5065.00 
$ 200.00 

Income 

Interest 11\ 

Interest 

Interest 
Net rent 

$1100.00 

$ 38.00 

NIL 
$3089.65 

There has obviously been a change in financial circumstances and when 
questioned the beneficiary 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. VERIFICATION OF INCOME 

If the declared income is over $3068.00 gross, ALL income must be 
verified. 'Forms issued to verify income. The same enquiry forms are 
used for renewal purposes. Details are verified for the 12 months ending 
on the income year applicable to that case. 

When you have issued the enquiry forms, record on file the date the forms 
were issued. These could be shown on a minute sheet like this. 

MINUTE SHEin 

Depolt ...... t: ............. " •.•• ""." ....... "" .. 

Soe\ion: .. "" .. "". 
File No. .. ,,. 

0 ..... 0("'\ .... -=:"'c::.c:;",\\ Dote: """""""." ... """""""" 

To- ·_-... _----

-"'6W -g -k, 10 

-.k> 10' <g"1 -
S +0 

$W -S P·D·'S,. g !" lO·'t!.; 

I 
I 

I 
I 

I 
I 

- . 

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 issuing 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, it may be necessary 
to send a duplicate. If you do issue a duplicate, ensure you note the 
file of the date the duplicate form was issued. If this 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 •.. 

a) If the verified income is UNDER the exemption. If this is the 
case the renewal can be completed on form sw 7 as a full rate 
renewal. 

b) If the verified income is the SAME as that declared. 
the beneficiary should be asked how she/he arrived at 
figure declared. It could be that an incorrect figure 
declared or that the enquiry forms have been completed 
incorrectly. This query can be made by way of a phone 
the beneficiary lives locally, or by letter. 
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1. :ASSBSS 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' 
paragraphs Dl and D11 Income and Property·Manual. 

8. . COMPLETE FORM IS/WB 5 

This form is used to give the decision to renew benefit. Here's an 
example of completed IS/we 5. 

.. ........ ; " ..,.., ... S 

I t)o ..... P ... ,/X>fe.J I . 
" " - ;,;,= . , -' ., _ . 
.. '.' .", .... 1.1.1'1,'1, , I A .. ''!':"i.. .. ... .. .-

",. ". . . .l ... . -r"-- . - .".... .,;- -. . .... -, ".C.(P-Ii - --• .!' •• "l!P.;l : __ l!I..""Ht.P..r r! : ....... . . 
P.aI c .... :_1).!:!.<u 

--, ........ • ...... ----1--I--o-oDNoctlooS--J:olJ.<---0 cww_l1s-o .. T .... __ S ____ .I'flt... __ - 2... _,.,52_ ..... .l.Ic..Jo;;.J..1 ..... ..,. __ s - - -
\lauH..c...!:r.:.D.l:- ·,oklte.rrs fJ2O'...!! 

0-__ 

-"- nl" 
.Ai.:.O .... o..,..w.___. .f.l.If.b2: -Q;2 - . - UI2Q"2Q -- · ;(IJII 2 .Q:z -- · YOl' 1.&.9 -- - - 9:181· ,.., 

.... - - "'"',,., 
--_. • 

T .... ,n.,. -- -
;. 

......... ..,. () I t J J'fnI f 2.2J.21£1_ ....... - · -..,. --J--J -- --r.r-- - - ....... · _ ..... _ ..... -- - = .... I I S 
I I s .!IS·'·ll - . 
I I S 1'1-04-''2. I ..... . ...,..., .-t"-r - · 

...... lfe.1 I 
c..-., ...... -I s I I 

i --I : J , · : I . , , I . : I . --1--1.--, • I I I • • • 
000cIc1Jol -.,-, 
c-,.-.-__ 501._ 

' .... - SW6S • -
IIttiIlaIloo ....... eo ... FIll _ ..... .. ......... ,.....,.,.. .. .-
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9. PREPARE FORM SW 212 

Form SW 212 1s then completed to amend (or add. if appropriate) income 
details to the Master Record ••• 

NOTICE TO AMEND MASTER RECORD ES.W.2 . 
A_' 

Number: ... ];_J .. :H3 . 
Name: ................. ............ Check Initials: .. ................. .. 

Ident Code 

C .. 
DETAJI.S OF CHANGES 

_ .. _-._-_ ........... : ............. _ .......... _-.... -..... __ .. _-_ .. _._----............................. _ .......... . 

10. ADVISE BENEFICIARY 

The next step is the notification to the beneficiary. 

Read paragraph 4.12 DPB. DPC Manual. 

11 . ASSEKBLE PAPERS 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 sw 212 
* IB/ws 5 
* copy of letter to beneficiary on top. 
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12. PASS TO SUPERVISOR 

You have now completed your renewal action 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 benefit has been 
renewed. This is commonly termed ·clearing the renewal list M

• 

* * * * 
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.... , 

late Renewals 

A LATH RBNBWAL is one which has not been received 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 1 June 
198** and the last keying date for any changes affecting the payment due 
1 June 198** is 19 May 198**. If the benefit is not received 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 Domestic Purposes Benefit DPC Manual • 
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2. PREPARE TORM 
SW to su'spend 
benefit .. 
3. PREPARF. FORM 
SW 

• 
5. PASS TO SUrERVISOR 
TO CIlF:CK 
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LATE RBNBWALS LIST 

SBVEN 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 MLate Renewals List". 

These cases should then be examined by your supervisor to see if any of 
them can be actioned. 

SUSPEND BBNFIT 

Those cases that can't be renewed before the expiry date. should then be 
suspended. This is done using forms SW 23 and SW 212.Miscellaneous 
Actions M) • 

There is a special information code used for suspending late renewals. 
This code is '94' and is found on pages 66 and 61 of the DPB Data 
Processing Manual. Read these pages now. 

Here's a sample completed SW 212 using the '94' information code to 
suspend the benefit ••• 
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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 wait for the information necessary to 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 applies in your office. 

RESUME AND RENEW BENEFIT 

When the renewal is finally ready to complete, the decision to resume 
payment and renew benefit is given on form IB/wa 5. 

An input form (sw 212) is completed to delete the late renewal noting on 
the Master Record so that OPC re-commence issuing payment. In 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 period 26 May 19** to 22 June 
198** as you can see on the IB/wa5. 

you'll also need to amend 

* * * * 
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CANCELLATIONS 

GO No 
/FlURTlHlEtT< 
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Cancella tions 

Cancellation action is taken when a beneficiary is NO LONGER ENTITLED TO 
RECEIVE BENEFIT. It involves closing the computer Kaster Record and 
beneficiary's personal file. and assessing the amount of any resulting 
overpayment of benefit. 

There are a number of circumstances 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 cancellation 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 beneficiary might 
be living in a relationship in the nature of marriage. refer them to your 
supervisor IMMEDIATELY. DON'T try to deal with the situation yourself. 

It 1s the beneficiary's responsibility to advise you of their marriage. 
and this should be done IN WRITING. The beneficiary should also be asked 
to produce their marriage certificate for sighting. 

B. RECONCILIATION 

Read paragraph G6.23 (page 98) of the OPB Manual. 

Again it is the beneficiary's responsibility to advise you of 
reconciliation and this should be done in writing. 

C. RELEASE OF SPOUSE FROM PRISON 

Where qualification for Domestic Purposes Benefit is under Section 
27B(1)(d) of the Social Security Act (i.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 OPB Manual. 

The beneficiary should advise of the spouse's release however you may 
also receive 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 OPB 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 beneficiary's income is such that it precludes payment of any 
benefit at all. entitlment to benefit ceases. 

The most common example of this is where a beneficiary applies for 
renewal of their benefit and the income declared is too high to allow 
payment of benefit. 

F. NO APPLICATION FOR RENEWAL 

G. LAST CHILD CEASES TO BE DEPENDENT 

Entitlement also ceases when the beneficiary'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 benefit 
can be cancelled. let's look at how you should go about the actual 
cancellation action. 

We'll start by looking at the Flow Chart on the next page ... 

-253-



Cancellation Flow Chart 
1. ADVICE received 
from beneficiary • 

• 
/tas date of marriage 
reconiliation, etc, 
been verified? 

. 
• YES 

been 

• YES 

2. 

3. DELETE OUTSTANDING 
BANK CREDITS. 

4. PREPARE FORM SW 23 
NCertihcate of Review- •. 

5. PREPARE FORM DPB 13 
NNotlce to Close Domestic 
Purposes Benefit - Master 
Record ... • 6. ADVISE FAMILY BENEFIT 
DIVISION (by minute) of 
cancellation details. 

• 7. ADVISE THE NATIONAL INDEX 
of cancellation detalls 
(Form SW 68). • 

Was beneficiary in receipt 
of a Telephone concession? 

• YES 

8. CANCEL TELEPHONE CONCESSTON --

NO 
(can be 
if necessary). 

13. FOLLOW UP ANY 
ACTIONS 
• debts 
• maintenance 
• verification 

12. ADVISE LOCAL INDEX 
of cancellatlon details. 

11. NOTE COVER SHEET AND FILE 

10. ADVISE BENF.FICIARY. 

9. TO SUPERVISOR to check 
papers 

,I 
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... 

Don't be daunted by the size of the Flow Chart. Most of the actions 
involved are really quite simple. Let's look at each of them separately. 

1. ADVICE 

This can come in a variety 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: 

Beneficiary remarried 15/4/8**. Entitlement ($263.93 per fortnight) 
ceases from 15/4/8**. Advice received on 11/5/**. DPB 13 to close 
Master Record actioned on 18/5/8**. Overpaid credit cannot be withdrawn. 

Benefit has therefore been overpaid for the period 15/4/8** to 25/5/8** 
(i.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** 
i.e. 13/14 F.N. at $263.93 P.F.N. = 

2. 28/4/8** to 25/5/8** 
i.e. 2 F.N. at $263.92 P.F.N. = 

$245.06 

$527.84 

$772.90 

Always, remember, when assessing an overpayment, to round DOWN so that 
the assessment is to the beneficiary'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 sqme period. 
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Unless the beneficiary 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. DELETB OUTSTANDING BANK CRBDITS 

Where an overpayment has occurred on cancellation, you may have to take 
action 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. Again, if you come across any cases where 
you think this should be considered, CONSULT YOUR SUPERVISOR. 

4 . COMPLBTB FORM SW 23 

This form is used to record the decision to cancel the benefit and 
details of any overpayment. Look over the sample completed form SW 23 on 
the next page. 

Remember, when assessing an overpayment;to show your workings on the 
reverse side of form sw 23 as you would for arrears. 
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S.W.21 

CERTIFICATE OF REVIEW .... ... ................. Benefil 

In.; 
,-UK. NCo (. 

Beneli.:lary's name: ./!(.fl .• W ........ .. ... ...................... _ ................... :I: . .f.N. c. ............ _ .. t1./ .. ......................................... . 
IS_.) (filII fine H .... ) 

Address: •.•.....•.••.•• ... ............ .. ........... ................................ ................................... , ... . 
SdMdw. "y_e Code acid Ale No. lUll. Code .. ................................................................ __ ....... _ . .-.111-

......••..... " . .7.. ....•.. ................ ....... ·.t. . .!, •••••••.•. fl.!Y............................. . .. :: .. ... , ... ..... .(..'I.!7 .. . .1 .... . 

......................... ......................................................................................................................... n==='======:s;r 

.............................................................. • ... I.Jf..,..w. ...... .... .. 1 

.............................................................. _ ••...•..•... ..t.ItI!!.w. ... 4!.i .. .. .... ........ i4f..1t .•.. ...•••. ........ . 

......... ............................................. ........ . ................ I!.Ii .:<. •. ... .... . ......................................................................... . 

Overpaynwnls. debts. or u.erlapPIOI ber.efiu 10 be adJUst..!: .. (. .. •••.•• •••.•• I.. .. .. J: .. ....... .. .. ...... . 

... :L ....... S.-.. -:-........ .... . r..O ......... ..I.J ... .... I .. ), .. ......... .. ........• Y.. .. . .. r./I. ..... <fi..!!,: .. ,:/'Y.!l .... . 
Dc.:.seun: 

Il .. <.-'t!:"c 1f.J..., •• _QPS ..... .... " ........ :r.: ... .... .. .................................. ..................................................................................... . 
•. /. ........ 9 .. tr..1f .• .... '!. .. ... 1.. ... .. 1. .... .. ':(.! .... .. ,. ........ 6 . .Y. ...... . .f...'!. ...... .. .. .. 

INTEIUW , ... VW liNT OItDl: R.S 

-;:X-pp--- ... r--:: ... .. -r--:-':"-'.e ---j' ... ::..y.;;i;i!;l_!!-e+-_l>uo __ Pa_ .. _-I-_. ____ •. _-I Code _1--_:-:-__ 
............. , " S 

S S "J'. 
I---i---i-' , ....... N. , -,........ S • '--__ 
Paycc's 
Name ...................................................................... . 

Ad<.lress .................................... . 

Slmal 
Nil 

P.) uw:nl Orller 
IWIk Credil 

.................. 
I s "'= I PJ)oncnlOrder 
. . IIank Coedn 
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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 

NOTICE TO CLOSE DOMESTIC PURPOSES BENEfIT-MA$TER RECORD 

ltttl 
; AOoII I ./ AOS I I 

(SoI_) 
IChrlalioA _I 

lIM abo« ,.c(ltd Is 10 be closed Oft account or: ·Iml I I I I I I 
IIto4Icalc wilh / ",hIch 10 appllcoblol I I I I I I I (Oo1 .. Co-lII) 

Dol& otltrrll 

.@![] 
I I I I I 1 (0010 or 0-111) 

Sex . i 102 Cicut and «kath. I 
I 1001 C,"nl and canccllallon. 

• ..! • t 

! 105 Application declined. 

106 Application uansr.,red. 

V'i 109 I I 101 .... I:lI(Oolaor __ • 

CC-I;o.,CodoI ( .. I ...... "") 

I I (When 104. or lOS ate licked. III Clclds with an uterlslt Iw I 121 I I I I I 
art to be compleled) IDIoICDdoI . Dola 

Cl.edcecl by: 0.1.:._ 

- I '7.,OC .. ,.5OOI7,., "'1(. 
Key\nl Mion Complete: .. .... --.. _ ...... -_ .... 

RBMEMBBR, if cancellation is on account of remarriage. show the check 
initials of the beneficiary's MAIDEN NAME 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/BMA cross reference from the Family Benefit Master Record. 
Your advice should look something like this 

MINUTE SHEET ............................... .. .. 
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1. TO ALTER SURNAME ON MASTER RECORD. REFER CIRCULAR 
MEMORANDUM 1986/41 

complete SW 139 - Notice to amend common Index Master Record, Page 14 of 
Common Index Manual for sample input. 

NOTICE TO AMEND COMMON INDEX MASTER RECORD 

.... ............................. . 

SW739 

!l it.,i I s,L I 
Type 

District 

Name: ... ... ........ .... 7 ........ :t ........................................................................................... . 
IDENT CODE DETAILS OF CHANGES 

.... ............. .... G.0.CQ\Q.J .... ..... ... .... · .. ··· ..... ..... ....... ................................... . 

.... ........................ .. ......................... ... ......... .... .. .. ........ ..... ... ....... ...... ............. ......... ..... ... ... .... ........ ...... .... ..... .. 

PREPARED BY: .. A .... ...... CHECKED .... £0 ..... :.... (e.ck:--. DATE ,.t.\a . .I.Q;C119.do. 

, 6400G - 2. OOOpad s/5/84M K 
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8. CANCBL TBLEPHONB CONCBSSION 

This is a skill you'll learn at your job. When you come across a case 
involving a concession, CONSULT YOUR SUPERVISOR. 

You'll be able to identify cases involving concessions by the special tag 
(usually red) on'the file. 

9. SUPERVISOR TO CHBCK 

Before advising the beneficiary, ensure that the file has been checked 
and signed by your supervisor. You may have incorrectly assessed the 
overpayment or cancellation date. 

10. ADVISB BENEFICIARY 

Write to the beneficiary telling them ... 

A. the reason for cancellation; 
B. the date benefit has been cancelled from; 
C. their Review and Appeal Rights 
D. details of any overpayment. 

Read paragraph N30 of the Four-Weekly Manual. 

11 • NOTE COVER SHEET AND FILE TAG 

Local procedures will apply here. Check with your supervisor to see what 
the procedure is in your Office. 
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12. ADVISE LOCAL INDEX 

usually the file is sent to Index section to note that benefit has been cancelled and the date from which it has been cancelled. 
Again, check with your supervisor. In your office, you may be required 
to do your own indexing. 

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 action. 
* MAINTENANCE/LPC - if the case is a Domestic purposes Benefit which was granted BEFORE 1 APRIL 1981, you will have to advise Maintenance 

Division of cancellation details. 
This is so that any maintenance payable under an existing maintenance order or agreement can be released to the beneficiary. 
If the case was granted AFTER 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 •.. 

INTEIUW r A YWE:'IT URDUS 

"-, PoyC_Ia_ 

s s 
s. w. .. 1t'/S' s s 

s s 
P.yee·s 
N.me: .••..••........•....•................................................... f_JA ................. _ 
Addrna: _ ..•....•.......•..••...•.••••••.••• _ •••.••••......... 00bC. cor I .............. _ ·t······ .. ························ .. ··········· $.S. 'Il.j:r.!..!. .... . 

1 ... _ ...... - •••••.••••••••• II 
.............. ................................................. . 

Orckr 
B.onk Credll 

r ......................... . 
1''')I_nl Orller Bank. Cltdrl I I S 

s 
flU.: .".. ..... . 

.... •• 1 WI( - .,.T6 

- D& 4'1 
-
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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 IT:: 

* • * * 
S.W.13 

CERTIFICATE OF REVIEW .......................... _ .............................. _ ••••••.•• BeneOI 

DI L---1..1 __ ---' 
Beneficiary's name: ..••••••••••••• (ii;;;;.;;;.;j" ....................................... ············(ioiii·fj;;t·N· ... r· .... ··· .. ····· .. ···················· ...................................... . 
Address: ...................................................................................................................... .............. .... . 

.. .................................................................................. 1 I 1 I 

Overpaymenls, or overlapping beneOls 10 be adjusled: :;; .... y.-: .................................................................................. . 
•••••••••••••• u ................................ u ........................................... .............................................................................................. . 

Decision: r 

... : ... .. .... 
................................................................................................................................................................... .------,-----1 

Stop ..... d.lnsll. duo 

R_mendIna 
........ / •••••••• /........ OfrlCOl. ..•.••.. / ••••••• J ....... . for 

Director. 
..•..••• / •.•..••. /...... and •..•••....•...... 

orden foDowtn,: ..•.••.•••.......•....... 

INTERIM PAYMF.NTORDERS 

Cod. CO<!e!<-.-I-______ -+ ____ . ___ --l 
s s 
$ 

s s 
Payee's 
Name: .•.•...........••.•...•••••••••••.••.••••...••.••....••...............•. 

Address: ..................................................................... . 

...................................................................... .................................................................................... 
Serial 
Nfl. [ 

Paymenl Order 
Bank Credit 

I I 
CoIIdn ..... ..... t 

Payment Order 
. BanIc Credit 

88991 H • 3 000 D8ds/818 1 M K 
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Par Compulllli ... , 

Chec:lr.ocI •••••••••••••••••••••• 

S.W. 272/273 ..••....•..... 

Form 3A ................... .. 

Debt. car I •••••••••••••.••••• 

S.S. 68 ••••••••••••••••..••..... 

rode card .................. . 

FILE ......................... . 



OTHER RELATED 

ACTIONS 

-264-



Introduction 

, 

Hospitalisa tion 

References: 

Part G.3 DPB Manual 
Part T Miscellaneous 
Provisions Manual 

1. For all classes of benefit 
payment continues at the full rate 
for the first 13 weeks of hospitalisation. 

After 13 weeks action 
varies according to 
status i.e. with or 
without dependent 
children. 

2. (a) There is 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 admissions 
to a psychiatric hospital and admission to other 
Hospital Board hospitals. 

In any communication with beneficiary DO NOT use the term 
psychiatric - just 'refer to Hospital. 
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See next 2 pages for 
procedures. 



Hospitalisation (continued) 

PROCEDURE 

l. 
2. 
3. 

STAGE 1 4. 
5. 

STAGE 2 
Discuss any 6. 
cases of 
hardship with 
a senior 
officer. H.O. 
can approve 
higher rates 
if necessary. 

WITHOUT DEPENDENT CHILDREN (Women alone) 

Record details of hospital admission on file. 
Bring up for 8 weeks. 
If discharged prior ensure bring up cancelled. 
Still in hospital at 8 weeks - issue letter, see page 
File back in bring up for reduction from 13 weeks 

- ENSURE BRING UP EARLY 
. ENOUGH TO MEET 13 WEEK 
DEADLINE. 

Reduce from expiry of 13 weeks to $520.00 ($10.00 p.w.) 

A. Action on form SW 23 

B. Prepare SW 212 

e.g. Admitted to hospital 
6.3.81. Reduce from 1.6.81 

B61 - Standard hospital rate 
HOI - Date & amount of broken 

payment! ! 
B29 or 30 - if required. 
C06 - if necessary. 

8. Notification - see suggested one. Page 

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 details of hospital admission on the file. 

2. WELFARE OF CHILDREN - This is important - is there somebody 
to care for them? 
If not! 

Refer to senior officer so 
social work division may be 
alerted. 

3. Benefit continues at full rate for 13 weeks. 

4. Check with beneficiary (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. 

COver these points in submission: 
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apportionment 
who is caring for children 
costs involved 
anticipated period in hospital 
ongoing commitments 

See next Page for 
miscellaneous provisions. 



Hospitalisation (continued) 

1. CHBCK 

A. 

See page 

IMPORTANT 

B. 

2. WATCH 

POINTS TO NOTB 

Getting the benefit to the beneficary: 
Agents 

Now in hospital beneficiary may require that payment be 
sent to somebody else. (An Agent.) 

(i) Preferably have SW 11 completed and signed by 
both agent and beneficiary. 

(ii) If beneficiary unable to sign etc common sense 
applies in the appointment of agents. 

(iii) Don't forget SW 212 action -- B21. 
(iv) Beneficiary as well as the agent must be 
* notified if any change whatsoever in benefit 

entitlement etc. 
Direct Credit cases 

Beneficiary may arrange with the bank to have someone 
else draw on the account - Assist here if necessary. 

PSYCHIATRIC HOSPITAL 
Beneficiarys portion should' be paid to the 

superintendent of the hospital. 

3. OVERPAYMENTS 

4. ACCOMMODATION BENEFIT 

- 212 COde - B30. 

Do not establish overpayment if there is delay 
in actioning hospital 

Refer circumstances to Senior Officer. 

- May continue for first 13 weeks of 
hospitalisation. 

- 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. Discharge 

- Increase benefit to full rate from date of 
discharge. 

B. Readmission 
(i) After discharge if readmitted within 

2 months pay rate prior to 
discharge. 

(ii) If discharge longer than two months 
original proviSions apply. 

See next page for letters. 

-268-



HOSPITAL NOTIFICATIONS 
1. LETTER TO BE SImT AFTER 8 WEEKS 

of hospitalisation (single person) 
no dependants 

Dear , 

Domestic Purposes Benefit 

I am sorry to learn of your admission to hospital on 
This letter is to let you know that under the provisions of the Social 
Security Act it is usual, in the case of a single or widowed beneficiary 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 receive a reply from you, your benefit will continue at the 
full rate until and will then be reduced to $9.00 a week. You 
will be paid this rate until . but before this date, an officer will 
calIon 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 faithfully, 

Director 

* Form SW 47 Enclosed 

2. SUGGESTED LETTER ---
At pay action after 13 
weeks. (may need adapting 
to meet circumstances) 

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 still in hospital at a person from this office will 
calIon you to discuss your poSition. 

for Director Include review rights 
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.... 

From N.Z. 
References: CK 1919/51 

CK 1981/71 
Section 11 5.5. 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. 

(i) If absence EXCEEDS 30 weeks 
payment cannot be approved for - Except if DELAYS see 
any period of the absence. page 285. 

(ii) While absent for thirty weeks or less - payment may continue 
in New Zealand (agent bank account) for 26 weeks or suspend 
payment and issue arrears on return. 

PROCEDURE 

1. 

2. 

Permanent Departure 
(T.11{a) 4 Weekly Manual) 

We want to know: - Date of departure from N.Z. 
- overseas address or if not available N.Z. 

contact. Preferably complete S.W. 422 
interview form. 

Cancel from day after departure. Action on SW 23. 
BUT 

3. If instalment collected prior to departure payment may be 
confirmed to the end of that two weekly pay period. 

4. Prepare SW 213 - Don't delay. Avoid overpayment. 
5. Normal cancellation (letter etc) procedures apply. 

See page 261 (Also see stage 1 below). 
6. Deletion of bank credit - Don't overlook using this facility 

if necessary. 
1. If overpayment to be recovered and beneficiary overseas - see 

para Q.81 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. Beneficiary does not have to 
notify 

But if does 

2. And calls at office. Have 
- interview sheet from 

leaflet S.W. 442 completed 
and give leaflet to 
beneficiary. 
Example page 

3. Place interview sheet, 
beneficiarys letter or phone 
details on file. 

4. Payment may continue in N.Z. 
during period of absence. 

5. LETTER must be issued in every 
case - see Specimen A Page 168 
Also see stage 8 below 

6. File may then be filed. 

7. No need for any other action 
like bring up etc. 

1. Have interview sheet from leaflet 
S.W. 442 completed and give 
leaflet to beneficiary. 
Example page 

2. SW 212 action - to stop payment 
URGENT - Don't delay so to avoid 
overpayment. 

Note: if period of absence is 
between 26 - 30 weeks payment may be 
made for the first 26 weeks. 

3. Record suspension on SW 23. 

4. Suspension date is from - day 
after departure. 

But 
If instalment 

collected prior to departure -
payment may be confirmed to the 
end of that two weekly pay period. 

5. Letter to beneficiary point out --
- Date of suspension 
- Quote Section of act (S.17) that 

prohibits payment. 
- Review rights. 

8. WATCH (1) Intention not clear 
as to period of absence may -
be safer to suspend payment to 
avoid overpayment -- discuss 
with beneficiary. 
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Departure from New Zealand (continued) 

If beneficiary calls at office to notify of departure have this form 
completed. --- After detaching the form from leaflet s.w. 422 give the 
leaflet to beneficiary. 

I 22P/37W 

.JHo-
Mrs 

DEPARTURE FROM NEW ZEALAND 
National Superannuation No: .•.••••••• 

......•.... 

•• •....•••..•..... • •••••• TY . .........•.•.•...... 
(Surname) (First Names) 

Address .. ••••••••.•••.••••••••••••..•• .. 
I am leaving New Zealand on. tJ.: .I •.• 'i'7-••• for temporary/lie_Meat absence. 
I have booked to arrive back in New Zealand on • • '\D. •• ..•••••.••••.•• 
I have not booked but expect to arrive back in New Zealand on. •...• 
My overseas address( or torwarding address) will be. .••.... 

.• •••••••••••••••••••••••••••••••••••• 

It recieving tamily benetit: 
The names ot my childran also leaving are. •• 
The names ot my children remaining in New Zealand are • .r-:it:-••••••••• 
The name and address of the guardian ot my children remaining in 
New Zealand is •• • "fL": ••••••••••••••••••••••••••••••••••••••••••••••• 

Is family benefit required to be paid to the guardian? Yes/No 
Yes/No N/A 
Yes/No 

I will make an application tor benefit in- United Kingdom: 
- Australia: 

.. ..... . 
(Signature) 

FOR OFFICB USE: 
1.Letter sent to beneficiary(required in all 

cases) • 

... 
• • • • • • • • • • • • • • • • • • • e, •••••••••••••••••••••• ... 
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(Date) 

2.payment action 
taken. 



Departure from New Zealand (continued) 

WHAT TO 00 WHEN BBNBFICIARY RETURNS TO NBW ZEALAND 

Absent for 26 weeks or less Absent for longer than 26 weeks 

1. If calls at office have standard 
return to New Zealand form 
completed --- see appendix IV 
CM 1981111. 

1. If absence exceeded 2 years a 
fresh application should be taken. 

Under 2 years 2. If beneficiary phones - record 
details required by above form 
on the file. 1. Have return to New Zealand form 

completed (see appendix IV 
CM 1981/71). 

3. If payment stopped 

RESUME payment and issue 
arrears (payment for period 
of absence) 

2. Resume payment from day of 
arrival 

in New Zealand 
- SW 23 

'- SW 212 authenticate 
(see resumption procedures page 191) 

if not absent for over 30 weeks 
pay for 1st 26 weeks of absence. 

4. If dependent children - have 3. Letter. 
they returned? entitlement to 
child supplement. 

Turned 15 years while away? 4. Watch if beneficiary 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. Don't forget SW 212 if payment 
to be resumed. Must be 
authenticated as well as checked. 

See resumption procedures 
page 191 

6. Letter to beneficiary. 

1. If payment was not stopped 
no action required (record 
details on file) 

( 

-213-



Departure from New zealand (continued) 
speelman 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,of the Social Security Act, states that 'benefit will not be paid for any period 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 Social Security Commision has discretionary authority to approve payment for 26 weeks where the absence for more than 30 weeks was 1ue 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 continue to be credited to your bank account. 
If you do decide to extend your overseas absence to a period exceeding 26 weeks please let me know without delay so an overpayment of your benefit can be avoided. tt 

"As you are intending to leave New Zealand tor permanent 
residence in1Australia your benetit has been cancelled 
trom ••••••••••••••••• '. ,the day tollowing your prOjected 
departure • 

Specimen Letter B 
DEPARTING FOR 
PERMANENT RESIDENCE 
OVERSEAS. 

The enclosed order represents payment tor the period 
• • • • • • • • • • • • • •• to ............... .::..'111:-=-:----:.---Jl-_...J Or da i 1 y di re c t credit depending When making application tor the2Australian Widowa 
Pension3please present this letter to the Regional40ttice 
ot the Department o"t Social. Security nearest to you.. To 
assist in this application details o"t your 
case have been ret erred to the5!)irector o"t Sociiu 
Security •••••••••• • 

For United Kingdom: 
1 •• United Kingdom 
2. Pension under 'the National Insurance Scheme 
3. Un! ted Kingdom 
4. The nearest o"ttice o"t Department o"t Heal.th and Social 

Security 
5. Department ot Health and Social. Security 
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Departure from New Zealand (continued) 

POINTS TO NOTB 

DELAYS 

1. If return to New Zealand delayed, resulting in 
absence exceeding 30 weeks and delay no fault 
of beneficiary - (See para 3 CK 1981/71) 
PAYMENT MAY BE AUTHORISED FOR THB 26 WEEK 
ABSENCB. 

INTENTION 

2. Does beneficiary understand that if absence 
exceeds 30 weeks - There is 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 benefit affected? 
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.. 

Departure from N.Z. (Continued) 

ABSENCE FROM NEW ZEALAND 

SUMMARY 

TBMPORARY PERMANBNT 

30 weeks and under over 30 weeks 

1. Entitled to payment 
for 1st 2 weeks 
absence. 

1. No entitlement for 
period of absence 
- suspend payment. 

1. Cancel benefit from 
day after departure. 

absence uncertain. 

RETURN: 1. over 30 weeks: 

Resume from date of arrival in N.Z. 

2. If payment was suspended and absence 
30 weeks or under - issue arrears . 

3. Payment suspended for more than 
two years take fresh application. 

4. If intended to·be absent for 30 
weeks and under but delayed through 
no fault of own --- discuss with senior 
officer possible entitlement to payment 
for period of absence. 
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Mr 
Mrs 
Miss 
M,c; 

Adrlress 
(Surname) 

-18-

Miscellaneous Pr OIl is i CY.'IS \) 
SECTtClol 4 I 

National SUperannuation No • 
•• •• , •••••••••• Benefit No. 

(First NameS) 

I am leaving New Zealand on for t:enp:>rary/perllllU'lellt absence 
I have booked to arr ive back in New Zealand on 
I have not booked but expect to arrive back in "New,..... ... Zea:--l ... 
My overseas address (or forwarding address) will be __________ _ 

If rece1vtng FamIly senefi€:-
The names of Iff'/ children also leaving are 
The names of Iff'/ children remaining in N.Z.-:::ar:"::e:--------------
The name and address of the guardian of JIfj children remallun 1n N. Z. 
is 
Is -=F,...am-1 .. ll,...y...,Bene.,-.....,f .. it,-r-equ-... ir-ed ...... .... 

I will ml(e an application for benefit/pension in - United Kingdom: Yes/No 
- Australia : Yes/NO 

I understand that the maxillUll period for which benefit payments may be made is 
26 weel(s from the day following date of departure from New Zealand prOllided 
the period of absence is 30 weeks or less. 

lIS I will not be in the United Kingdom· JIfj absenoe I would like IIIf United 
Kinqdoll\ Pension paid direct to IIIf New zealand Bank Account 
nunber (Delete that which does not apply). 

I also understand that the Deparbnent of Social Welfare may consider payment 
of my New Zealand benefit for a period of 26 weeks if JIfj absence for nore than 
30 weeks is caused by unforeseen cirCI.DStances beyond JIfj control which 
prevented IIIf return to New Zealand within the 30 week period. 

(Signature) (Date) 

For Office Use: 

1. Letter sent to beneficiary (required in aU cases) • 

2. Payment action taken. 

The only optional form to be used is the tear-off sheet on 911 442. 

Please check with your supervisor to see what/which form is used in your 
office. 



Benefit Overpaid 
References: 

- Part Q Pay Manual 
4.63 - 15 D.P. Manual 

- Pages 45-51 D.P. Manual 

An overpayment occurs 
when beneficiary is paid 
and cashed benefit 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 either by: 

Assessing the overpayment 

- Cash refund 

- Offsetting (deducting) a 
weekly amount from current 
benefit. 

The action is recorded on S.W. 23 as below. 

This example is based on 
the continuation of the old additional 
benefit after receipt of income prohibited 
entitlement. 

-,:------
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 beneficiary --- offset or cash 
refund. If beneficiary has a sufficient cash assets -

request cash refund. 

3. If offset: 

A. Beneficiary 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 S.W. 220 - see example page 236 

D. S.W. 272 - Expiry date and weekly amount of 
recovery. Reduce check rate. 
See next page. 

4. If cash refund 
- S.W. 212 only required if because of 

circumstances giving rise to overpayment 
rate etc needs changing. 

- 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. 

In some offices debt cards 
are completed prior to 
referring file to accounts. 

7. If offset - no need for bring up - DPC increase 
benefit automatically --- but there is expiry list action 

to notify beneificary. 

Forms example next page. 
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... -

Overpayments (continued) 

Mrs Trudy Bartholomew, 
105 High Street, 
LOWER HUTT. 

Dear Mrs Bartholomew, 

pomestic Purposes Benefit 22/11412 

EXAMPLE OF LETTER 
EXPLAINING BENEFIT 
OVERPAID AND RECOVERY 
ACTION 

Your additional benefit has been cancelled from 22.1.81 as the income 
you receive from the job you commenced on 22.1.81 precludes 
entitlement to the benefit. 

The revised assessment of your additional benefit is as follows: 

Earnings = $24.00 p.w. 
Bach $1.00 reduces Additional 
benefit by $1.00. 

From 14.10.81 
1. Accommodation Benefit. 
2. 1st $5.00 p.a. income 
disregarded. 

Accom benefit = $16.00 
Reduction = $24.00 
Amount payable NIL 

Your Additional benefit has been paid to 18.8.86 and as a result has 
been overpaid by $64.00 for the period 22.1.86 to 18.8.86. 

As requested by you this overpayment is to be offset from your 
domestic 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 decision reviewed by the Social 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 this Department (sw 143 Application for Review of 
Decision) • 

Yours faithfully 
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Example of cash refund letter 
next page. 



OVerpayments (continued) 

CASH REFUND 

EXAMPLE OF LETTER CONTENT 

If recovery of overpayment to be by cash 

refund (e.g. benefit cancelled) instead 

of offset include wording something like 

this in the letter: 

" .....• as a result your domest,ic purposes benefit has been 
overpaid 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 this office please bring this 
letter with you. 

If you are unable to make this repayment in a lump sum, 
regular instalments would be acceptable. 

Your prompt attention is !equired in this matter 
" 

Include review rights etc. 



OVerpayments (continued) 

WHEN BENEFIT HAS BEEN OVERPAID DON'T OVERLOOK THE FOLLOWING 

1. OFFICE ERRORS 

2. FRAUD: 

If the overpayment is due to an office error 
- The officers concerned must record their 

explanation on the file. 
- There is provision to write the debt off 

rather than arrange recovery. 
- Special letters etc are required. 
- Paras 27-44 CM 1973/85 have full details. 

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. In such instances the 

Police are required to be notied. 

3. FAILURE TO REFUND 

4. OFFSET 

If beneficiary has elected to refund the overpayment 
by cash refund but after reminders fails to do so, 
discuss with senior officer to consider commencing 
recovery by offset. - Accounts section may initiate 
this action. 

(Referred to as forfeiture) 
A. 
B. 

S.w. 220 - place at front of file. 
If benefit later cancelled and 
offset not completed - Request 
cash refund. 

C. See section 2 Pages 45 - 47 D.P. 
Manual. - recovery by offset. 
(i) Minimum period 8 weeks. 

Maximum period 2 years. 
(ii) Expiry must be end of a pay 

period. 
(iii) Odd amounts - recover 

locally. 
(iv) Watch children attaining 16 

years during offset period. 
5. BENEFICIARY LEFT N.Z. I 

For overpayment recovery see Para Q87 Pay Manual. 
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Telephone Rental Concessions 
References: 

S. 52 Supp Services 
Manual. 
Section 69A Social. 
Security Act 

What is 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. Beneficiary to complete S.W. 120 Application 
2. No Application register. 
3. Post Office to complete portion of S.W. 120. (See next page.) 
4. If 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. 

7. 
7A. 

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. 

You will need: Copy of Post office 
If can't meet Post Office deadline 

(See example S.W. 120 
over page) 

rental periods and deadlines. 
dates - local order to be issued: 
Can't be made via D.P.C. 
Class code is 780 

Important - avoid payment 
queries. 

8. S.W. 272 show B. 93 
9. Complete S.W. 121 

A. Original is beneficiary's notification 
B. Duplicate (S.W. 121A) goes to Post Office 

Approving officer to sign 
Dont forget office date stamp. 

10. On receiving the S.W. 12lA the Post office reduces beneficiary future 
telephone accounts by half. 

11. Note file cover and attach tag to file showing - "Telephone Concession" 

CANCBLLATION OF CONCBSSION (in brief) 

1. Reference (S.88 Supp Services Manual) 

2. Send S.W. 124 to Post Office 
3. S.W. 272 - D.93 
4. Change of address? Letter to beneficary. Suggest reapplication 

if has phone at new address. 
Forms examples - next page 
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Supplementary Services 

supplementary services is 
a term for benefits and 
grants that may be paid in 
addition to the domestic 
'purposes benefit. 

It is IMPORTANT that you be aware of the qualifications for these benefits 
as if it appears applicant or beneficiary may have entitlement an 
application MUST BE INVITED. 

Also if beneficiary complains of financial 
problems the possibility of supplementary 
service entitlement must be looked 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 
detailed 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. 

-284-



Supplementary Services (continued) 

6. PROVISIONS FOR THE DISABLIID 

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: 

Application form: 
Rate: 
General Qualification: 

B. AID TO FAMILY/ALTERNATIVE CARE: 

Reference: 
Application form: 
Bate: 
General Qualifications: 

Purpose: 

C. HANDICAPPED CHILDS ALLOWANCE: 

Reference: 
Application form: 
Rate: 
General Qualification: 

Part I Supplementary Services Manual 
C.M. 1981/69 
S.W. 241 
$30.00 p.w. (maximum) 
Disability that creates extra expense. 

Part Al Supplementary Services Manual 
S.W. 251 
Reasonable costs of alternative care. 
Caring for seriously disabled person. 
Alternative care permitted for up to 
four weeks in anyone year. 
To provide relief from the emotional 
and physical strain involved in 
providing care for a seriously disabled 
person. 

Part F Supplementary Services Manual 
S.W. 243 
$22.00 p.w. 
Child must be seriously mentally or 
physically disabled. 

NOTE: The allowance is included with normal family benefit payments. 

D. GRANTS ALTERATIONS TO THE HOKE: 

Reference: 
Application: 
Payment 
General Qualifications: 

Part A3 Supplementary Services Manual 
No form. written request only. 
Suspensory loan. 
Essential alterations required in order 

to accommodate wheelchair etc 
to provide handrails handgrips etc 
to 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 remain in 
his/her own home. 

Continued next page 
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EYEP.lementary Services - Provisions for the disabled (continued) 

E. AIDS AND APPLIANCES: 

. 

Application: 
General Qualifications: 

F. TRAVELLING EXPENSES: 

Reference: 
Application: 
General Qualifications : 

G . CAR LOANS: 

Application: 
What is available: 
General Qualifications: 

Part A4 Supplementary Services 
Manual 

If aid or appliance not available free 
of charge the Department may meet the 
cost. 

Part R. Supplementary Services Manual 
Adapt form S.W. 236 
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 in connection with 
disability. 

Part A5 of Supplementary Services 
Manual 
Adapt form war 86. 
suspensory loan of up to $7500.00. 

Where vehicle is essential for disabled 
person to undergo rehabilitative 
training for employment or enable 
employment to be maintained or 
voluntary social work. 

Other supplementary Services available 
next page. 
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Servcies (continued) 

7. RBMISSION SCHOOL CERT. /U • E. FBBS: 

Reference: S.ll - 14 Supplementary Services Manual 

The Department investigates and reports for the Department of Bducation. 

8. FIRB LOSS: 

(Payable 
under 

special 
needs 
grants) 

Application: 
General Qualifications: 

9. MAJOR REPAIRS ADVANCE: 

Reference: 

Amount: 

Qual ifications: 

10. HOMB HBLP: 

C.M. 1982/8. 
Part B. Supplementary Services Manual 
Adapt form S.W. 236. 
Depending on circumstances grant may be 
made where household and personal 
belongings lost as a result of a fire. 

Part o. Supplementary Services Manual 
No form. Written request only. 
Loan of up to $2100.00. Interest is 
payable but loan usually repaid when 
home sold. 
For essential repairs and maintenance. 

or _ 
For essential services to the premises 

or 
Conversion domestic heating equipment 
($500.00) (in Christchurch area only). 
Property must be owned by beneficiary. 

Part K. Supplementary 
Services Manual 

Usually applies to elderly persons. However if beneficiary is sick and 
help is needed in the home the Department may meet the cost of the help. 

Adopt form S.W. 236 for application purposes. 

continued next page 
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Supplementary Services (continued) 

11 . SOCIAL WORK SERVICE: 

If beneficiary requires assistance or guidance with child care the 
Departments Social Work Division should be contacted. Social workers can 
also help with other personal problems even though not directly concerned 
with the domestic purposes benefit. 

'.j 

12. CONCESSIONS AVAILABLE FROM OTHER ORGANISATIONS: 

Don't overlook referring beneficiary to 'the following places: 

organisation: 

A. CITY COUNCILS 

B. STATE INSURANCE 

C. MAORI AFFAIRS DEPARTMENT 

Rates Rebate 
Reduced bus fares (some 
places) 
Reduced insurance policy 
premiums. 

Housing Loans 

13. MEDICAL FEES: 

Beneficiary is issued with a certificate at grant which entitles 
him/her to lower Doctors fees. 

Reference: 

14. FINALL¥,;_ 

IMPORTANT: 

S.15 Supplementary Services Manual 

SERVICE: 

If beneficiary is having financial troubles. 
DON'T OVERLOOK that a budgeter could be of 
value. If there is not a budgeter attached to 
your office refer beneficiary to one of the local 
services. Citizen advice bureaus can usually 

r-__________ 
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Allegations 
ALLBGATIONS THAT BENEFICIARY IS LIVING IN A RELATIONSHIP 

IN THE NATURE OF A MARRIAGE 

(part D Misc. Provo Manual) 

From time to time people will call the Department with accusations that a 
beneficiary has entered a relationship that is in the nature of a marriage. 
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. All 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 ALLEGATIONS RECEIVED 
THAT BENEFICIARY IN EMPLOYMENT 

1. The principles on the previous page apply. 

2. Allegation by phone: 
Request-callers name and address - don't insist 

if wishes to remain anonymous. Explain that the details 
provided are confidential to 
the department and as such 
beneficiary will not be told. 

Obtain this information: - Where beneficiary working. (full name and 
address of employer). 

- How long working for. 

3. CredibiJlli 

a. Remember the allegations may not be true. 

b. Intention: 
Beneficiary may only be intending to . 
earn up to $1300.00 and then declare 
the income at renewal. 

It is desirable that we be informed of all changes in circumstances 
but in the above situation there may be no intention to deceive. 

4 .. Refer notes of phone call or if letter. (both on file) to senior officer 
without delay. 

5. ON no account prior to above referral is payment to be stopped or 
beneficiary contacted. 

6. Senior 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: 

7. If no action is directed - you are not permitted to start your own 
private detective campaign. 

Get your priorities right. 

Energies should be put into arranging 
payment in other cases where there is obvious entitlement rather 
than time on cases where there is an unfounded suggestion 
that entitlement is in jeopardy. 
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LISTS __ RECEIVRD FROK THE DATA PROCESSING CENTRE 

1. Change List 
2. Rejection List 
3. Expiry List 
4. Register of Issues 
5. Renewal List 
6. Kaster Record Listings 

These lists are the most important others are produced. and reading the 
Data Processing Manual- will make you familiar with their function. 

Why the need for the computer to produce 
the above lists? 

See below. 
Also explained 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 daily 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. 

WATCH 

A. 

B. 

C. 
D. 

E. 

F. 
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 
IMKEIDATELY. 

(i) Does payment need adjusting? 
(ii) Deadline missed? 

(iii) Overpayment? 
(iv) Local pay action required? 

Notify beneficiary if necessary. 
Graded Officer to clear list 

Expiry list next page 
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D.P.C. Lists (continued) 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

* 

3. EXPIRY LIST 

Entries extracted by a senior 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 following: 

MESSAGE OUTLINE 
OF ACT.ION 

Child attaining 15 years child of age action see Page 
219. 

Beneficiary attaining 60 years If no dependent children invite 
application for National 
superannuation. 

Partial forfeiture 

Full forfeiture 

Bring Up 

Benefit payment stopped -
over 2 years 

End of school Year action 

overpayment recovered -
Automatic increase or resumption 

Letter to beneficiary. 

File will show why bring up 
made - take necessary action. 

NQTE Avoid unnecessary work - If the 
action is completed before the 
related bring up. Delete the 
bring up notings from the 
master record. 

Unless file indicates benefit 
to be resumed - arrange 
cancellation see page 251. 

Child of age action see Page 
219. 

Entries on the list are cleared by a Senior Officer 

* If youngest child attains 16 years special letter 
pointing out reduction in benefit required. 

Format of letter should be BASED on the example 

Master Record listings etc next page. 
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D.P.C. 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 action required. Reference purposes only. 
Essential for enquiries regarding missing payments etc. 

5. RENEWAL LIST 
This has already been discussed in the renewals section. 

6. MASTER RECORD LISTINGS 
Microfiche Produced each four week. 
use Microfiche reader to see details (simple to use) 
For reference purposes only - No action required. 
Useful for answering general enquiries and for reference when 
reviewing benefits. 
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WHAT THEY? 

Appeal: 

Review andAppeal Rights 
Reference: 

Part Y Four'Weekly Manual 

Review: Section 10(6)(7) 
Appeal: Section 12(J)(k) 

Social 
security 
Act 

If beneficiary or applicant is dissatisfied with a 
decision he/she can formally apply 'to have that 
decision reconsidered. 

Is an application to the Department to have a District 
or Head Office decision reconsidered. 

Is an application to the Social security Appeal 
Authority to have a Head Office (social Security 
Commission) decision reconsidered. 

The appeal authority 
comprises 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. 

OF REVIEW RIGHTS: 

Beneficiary must be notified of review rights in these circumstnaces: 

(i) Following all new applications. 
(ii) Following all reviews. 

(iii) 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 dissatisfied with the decision above. you are entitled to 
have the decision reviewed by the Social 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 
this Department (S.W. 143 - Application for Review of Decision).-

Procedures next page 
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Review Rights (continued) 

REVIEW PROCEDURE 

1. If beneficiary complains verbally about a decision an application for 
review should be invited. Letters complaining of a benefit decision 
must be accepted as a "review,of decision" application. 

2. TYPES OF APPLICATION: A. 

or 

Form S.W. 143 TAKE CARE not to 
issue Appeal form 
S.W. 144. 

B. Letter - should show reason for review. 
- Endorse or stamp it •.• 

"Application for review". 

3. Enter in register. 

4. Decision to be reconsidered at higher level than original 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 - file action. 
B. Letter to beneficiary pointing out matter rectified. 
C. Clear register. 

7. If unable to give wholly favourable decision refer file to Senior 
Officer. The decision will be reviewed again and if a favourable 
decision is still not able to be made the beneficiary is to be advised 
that she/he may have the decision further reviewed by the Social 
Security COmmission. If she/he wishes this the file will have to be 
submitted to Head Office. 

8. File now in Head Office: 

A. Wholly f!3vourable decision 
given: 

(1) File returned to district. 

(ii) take appropriate action 
e.g. perhaps issue arrears 
etc. 

(1ii) Letter 

(iv) Clear register 

B. DecisioQ Partially or Wholly 
unfavourable 

(i) H.O. will notify applicant. 

(11) The notification will include 
advice of appeal rights. 

(iii) File returned - some 
corrective action may be 
necessary. 

(iv) Clear register. 

(v) If APPEAL lodged - see next 
page. 
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Appeal/Review rights (continued) 

APPEAL PROCEDURE 

1. First read review procedure previous page. 
2. Before APPEAL lodged - application for review must be lodged and decided. 

3. Applications: Form S.W. 144 
or 

Letter - should show reason for appeal. 
4. Don't enter in register at this stage. 
5. Send the application for appeal direct to: 

The Secretary, 
Social Security Appeal 
Tribunals Division, 
Department of Justice, 
Private Bag, 

Authority, 

Postal Centre, 
WBLLINGTON. 

6. Authority secretary sends copy of appeal to Head Office. 
7. Head Office will A. Enter in their register. 

B. Send the copy and memo to district office. 
8. Appeal details NOW entered in local register. 

9. Get file: If no review carried out (see previous page) 
A. Tell Head Office. 
B. H.O. will point out to Authority that no appeal lies. 
C. Enter in review register. 
D. Review procedures (previous page) apply. 

10. CASE REVIEWED BY HEAD OFFICE:- (ensure it is for the point appeal 
lodged in respect of): 

11. Send file promptly to Head office - Ensure covering memo clearly shows 
file forwarded for Appeal purposes. 

12. Watch - Before above if there is any fresh information investigate and 
take corrective action if necessary. 

13. Now in possession of the file H.O. will prepare a report for the 
authority and may be represented at the actual appeal hearing. 

14. NOTE: A. Beneficiary may be required to attend the appeal hearing -
see Para Y.59A re expenses refund. 

B. Beneficiary is referred to as the appellant. 
15. After the appeal hearing - the Authority will inform beneficiary of the 

decision. 

A. 

B. 

H.O. will issue instructions 
to rectify. 

Actioned at district office. 

C. Notify beneficiary commence with 
these words ..• "In accordance with 
the decision of the Social Security 
Appeal Authority ..... date .....•• " 
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A. 

B. 

H.O. will return f11e 
with copy of the appeal 
decision. 

No need for notificiation 
Already issued by Appeal 
Authority. 



Reviews/Appeals (Final message) 

1. ACTION RBQUBSTS FOR REVIEW OR APPEAL PROMPTLY. 

2. RBKBMBBR: 

) 
i 

/ '.-

A·decision cannot be 
considered for appeal 
until a review of the 
decision has been carried 
out. ' 
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Provisions 
:In Brief) 

1. BENEFICIARY IMPRISONED 

A.' No Dependents: 

B. Dependent children: 

Reference: 

1. 

2. 

3. 

4. 

5. 

Section 76(1) Social Security Act. 
Part Q 51 - 61 4 Weekly Manual 

Suspend benefit from day after taken 
into 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 
division. 
Whole or part of the benefit may be 
paid to persons caring for the' 
children. Refer to Head office (Para 
Q. 57). 
Action H.O. decision without delay. 

2. BENEFICIARY DIES 

A. 

B. Dependent Children: 

NOTE: 

1. 

Section 85 social security Act. 
Part W. 4 Weekly Manual. 
Parts Sand W T Miscellaneous 
Provisions Manual. 

Cancel benefit from day following date 
of death. 

(i) Cancel benefit from day following date 
of death. - Use form S.W. 242. 

(ii) Dependent children entitled to: 
(a) Any instalment unpaid prior to 

death. 
Any letters following 
death should express 
sympathy. 

(b) Lump sum of 2 benefit instalments 
including child supplement element. 

sympathy. 

(iii) If death in hospital - check,para T. 30 
4 weekly Manual. . 

(iv) For where to pay amount for children 
see para W.?7 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. 

IMPORTAtrt 

2. BEFORE TAKING ANY ACTION FOLLOWING ADVICE OF DEATH - ENSURE 
IDENTITY IS 100\ ESTABLISHED - don't action the wrong file. 
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1. 

Submitting Files 
FOR A DECISION 

Direct\ons from senior Officers may be obtained verbally. 

However occasions do arise where the complications of a 
case require details to be submitted in writing for a 
decision.' 

tlQW to set out a Submission 

A. Ensure your writing is legible. 

B. say WHY you are submitting the case. 

C.. Number your paragraphs and use sub headings. 

D. Mention that you have checked the relevant manual or circular 
instruction. Quote the paragraph numbers etc. 

E. EXCLUDE irrelevant information. 

F. ALWAYS end with a RECOMMENDATION. 

Sending files to Head Office see next 
page. 
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Submitting files for a decision (continued) 

TO HEAD OFFICE 

1. MUST BE TYPED in triplicate: 

Retain 1 copy skeleton file. 

Other 2 go to Head office on 
the file. 

2. Endorse submission attention particular Head Office division or 
person if known. 

3. Must be signed by Senior Officer. In some instances this must be 
Asst. Director or Director. 

4. Ensure file has a DISTRICT OFFICE 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 subject to a review: 

3. Status; age; and financial circumstances: 

4. Benefit "summary: 
(Relevant to reasons for submission). 

5. Comment: 
(including legal advice as appropriate). 

6. Recommendation:-
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Sending Messages 
TO OTHER OFFICES 

References: 
F.62 Administration Manual 
C.M. 1981/92 

There are a variety of reasons why another office in the Department may 
have to be contacted urgently. 

e.g. - Obtaining a file on loan 
Requesting transfer of a file 
To check employment details from 
previous employer etc. 

TOLL CALLS AND TELEGRAMS MUST BE AVOIDED. 

If there is no urgency and detailed explanations are required send a 
letter but otherwise: 

NETWORK MESSAGES should be sent. 

HOW TO .. l?END A NETWORK MESSAGE: 

1. Fill out input form S.W. 161 

A. Print in block letters - Neatness essential 

B. Also in columns 1 & 2 of the message section show Designation 
and of person sending message. and same details of 
person message intended for. 

C. Person preparing the message must sign the S.W. 161. 

D. ALL messages must be APPROVED at 001.103 level. 

!:lOW THE_.MESSAGE Gin'S 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 details are keyed the form is returned for placement on the 

benefit file ••• check date and time of transmission shown. 

FOR OPERATION OF THE SYSTEM 

1. If reply needed mention date it is requied by 1n the message •. 

2. If you receive a message that needs a reply think of others 'and ANSWER 
WITHOUT DELAY - mention you are replying to their message. and ensure the 

message is addressed to the other sender. 

3. Send an INTERIM REPLY if necessary. 

4. Once received via the local printer messages should be delivered quickly 
to the section 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 
courteous service. 

so therefore when using the phone 
Ensure: 

. Incomin.9 Ca lIs 

(i)Answer promptly and politely. 

(ii)If the phone rings on 
somebody elses desk and 
that person is not there 
- Don't ignore it and hope 
somebody else will answer 
or it will stop ringing. 

The person Closest is to Get Up 
and answer it. 

yourself like this: 
"Smith. Domestic Purposes 
Benefit section speaking can 
I help-,You." 

(i) 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 
conversa.tion to obtain 
information - use your 
conunon. sense and don't '. 
leave the person hanging on 
for a prolonged period -
Go back and explain 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) 
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Outwards Calls 

(i) Introduce yourself pleasantly and 
say why you are calling e.g. 
"Hello could I speak to Krs 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)Don't disappear if you have asked 
the operator to place a Toll call 

If you are going to be away from 
your 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)When you do,get back to your 
desk let the operator know. 

(iii)Keep a telephone directory 
by the phone and a list of 
frequently called numbers. 

(Continued Next Page) 



Telephone behaviour (continued) 

Incoming calls (continued) 
, 

(vi)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. 
apologise and without hestiatlon 

General (continued) 

(iv) Your friendly helpful attitude 
can't be seen. It all relies 
on the tone of your voice. 

(v) If you are cut off the person 
who initiates the call should 
ring back. 

ask if you can help or take a message. 

(viii)Make sure you pass messages , 
on. Leave a legible dated note on 
absent persons desk. Don't forget 
number that has to be called. 

(vi) 
the 
the 

DON'T INTERRUPT your phone 
conversation. If, there are 
two calls for ,you. Finish 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 
your office 

FINALLY: 

1. Dont treat a telephone call 
as low priority. It may be 
more important than the work 
it interrupts. 

2. Any In(ormation: 

Get it into writing quickly. 

Not all memories are reliable. 

Avoid scrap paper and always 
sign and date your notes. 
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Work Methods 
You will clear your work quicker 
if you keep a tidy desk, and have 
an orderly approach. 

1. Action files according to their PRIORITY 
- Don't just do the next one in the bundle. 

2. Don't keep a "HARD BASKET" - If you don't 
know what to do - Ask - Don't put the file 
at the bottom of your tray. It won't go 

3. PLAN what you are going to do EACH DAY. 
Perhaps do the harder files early morning 
and the easier ones late afternoon. 

Set yourself REALISTIC TARGETS and, 
try to achieve them. 

4. You should know whose file you have on 
your desk and what NEEDS DOING TO IT. 

5. Don't overload your memory. AT ALL TIMES 
record notes on minute sheets and place on 
the file. 

6. When 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. 

7. Loose Papers 
Keep in alphabetical order. Have a daily search plan. ANY 
older than 2 weeks see your senior officer. 

8. Does your desk resemble an antique shop or archives library? 
Get rid of useless old equipment 
DESTROY outdated charts, calenders, booklets etc. 

9. Each office has a stationery room - your desk should not be one 
- Don't have more than a FORTNIGHTS SUPPLY OF FORMS etc, around 
yourself. 

-------,-------------------------------------------------------10. Utilise the bring up or expiry system for files (Except 

11. 

applications) you don't immediately need. THE FILING SYSTEM 
SHOULD YOUR HOLDING TRAY. 

Remembe r :_ 
Check those outstanding 
applications each week. 

Any other unactioned files 
or papers older than two 
weeks must be discussed with 
your senior officer. 
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12. That Buzzer 

Answer promptly' if the 
receptionist or usual 

person is not there. 
Don't wait for it to 
ring again or sit tight 
and hope some other 
person will answer it. 

see next page. 



WORK METHODS (Continued) 

SBNIOR OFFICERS 

REMEMBER •••• 

1. Before 'filing' a file - is ALL action complete 

- Do any bring ups or expiry dates need cancelling 

2. If file is bulky - arrange split into two parts. 

3. Has the cover sheet correct name and number. 

4. Those computer print outs and other lists: 

Store neatly 
in a central point 
and label their position 

5. Applications - check them each week 

See page 

6. Check your clerks' work daily - never let actioned 
files build up on the basic grader's desk. 
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Work methods (continued) 

ERASABLE BALL POINT 
PENS MUST NOT BE USED. 

CORRECTING FLUID LIKE "!WINK". 
OR "SNOPAKE" MUST NOT BE 
USED IN AMENDING AMOUNTS ON 
ASSESSMENT, ACCOUNTING OR 
INPUT FORMS. 
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ABBREVIATIONS 

To make yourself clear 
avoid them but if you 
encounter some this is 
what they mean 

ACC. 
ACCOK. BEN. 
A.D. 
AIN 
APPLIC. 
Appn. 
AWO 
B.C. 
BFT 
BFY 
B.O.D. 
B & P 
B.U. 
CIA 
D.A. 
D.C. 
D.D. 
D.O. 
D.O.B. 
D.P. 
D.P.C. 
D.S.W. 
DUp. 
EDD. 
E.O. 
F.B. 
F.O.P. 
F.U. 
F.S. 
H.C. 
H.O. 
LB. 
M.C. 
M.R. 
N.S. 
O.P. 
0/16 
P.D. 
P.F. 
P.O. 
P.P.P. 
Recip. 
RNL 
R.U.K. 
s.C. 
S.D.O. 

-Accident COMpensation (Corporation) 
Accommodation Benefit 
Assistant Director 
Abovenamed 
Application or Applicant 
Application 
Area Welfare Officer 
Birth Certificate 
Benefit 
Beneficiary 
Benefits on Death 
Benefits and Pensions 
Bring Up 
Child of Age or Cheque Account 
District Agent or Disability Allowance 
Direct Credit 
Direct Deduction or Due Date 
District Office or Divisional Officer 
Date of Birth 
Data Processing 
Data Processing Centre 
Department of social Welfare 
Duplicate 
Effective Due Date 
Executive Officer 
Family Benefit 
Forfeiture of Payment (Recovery by Offset) 
Follow Up 
Family support 
Housing Corporation 
Head Office 
Invalids Benefit 
Marriage Certificate 
Master Record 
National Superannuation 
OVerseas Pension or Overpayment 
Child over 16 years 
Payday 
Putative Father or Per Fortnight 
Payment Order or Post Office 
Per Pay Period 
Reciprocal 
Renewal 
Reciprocal United Kingdom 
Section Clerk or Certificate of Attendance at School 
Senior Divisional Officer 
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S.N.G. 
S.S.C. 
S.S.W. 
S.W. 
S.W.D. 
vfd 
W.B. 
W.P. 

Special Needs Grant 
Senior section Clerk 
Senior Social Worker 
Social Worker 
Social Welfare Department 
Verified 
Widows Benefit 
War Pension 
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IMPORTANT: 

When communicating (by letter 
or verbally) with the Public 
or a beneficiary never uses 
abbreviations. The will be 
meaningless and will possibly 
create confusion. 



• 

B FINALLY Ii 
You are here to provide a service 

To do so helpfully and efficiently you 
must know all the instructions relating to your job. 

THINK 

GOOD LUCK. 

FINALLY 

DEALING WITH INQUIRIES 

We know at times your job is demanding 
but if beneficiary 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 is all about. 

How would you like it, if 
on one pay day your pay did 
not arrive, and on making inqu1.ries 
received some unintelligent and 
implausible answer that really 
meant - don't bother me now 
but it may turn up in a couple 
of weeks. 
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Date Due 
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Zealand. Dept. 
of Social wel#ace 

Do.est ic 
purpOses benetit 
and e.ec gene V 
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Name Date Due 
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