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INTRODUCTION AND WELCOME

1. Welcome to the Sccial Welfare Department.
You are now the member of a large team which is
concerned with the well being of peorple.

Benefits work may be demanding at times but it is
hoped that you will also find it satisfying and
rewarding.

Your work plays a vital role in the organisaticn
; as many peoples livelihcod depend on the benefits

you administer. It is therefore important that deadlines are met, work

is completed quickly and correctly, and that you have the right

attitude. THIS HANDBOOK sets out to help you achieve these requirements,

and it is alsc intended as:

A, A how to do it guide for use
by basic and junior graded
staff.

B. An aid to staff training.

2, NOTE
IT IS NOT A REPLACEMENT FOR EXISTING MANUALS AND TO GAIN FULL
ADVANTAGE IT SHOULD BE READ IN CONJUNCTION WITH THOSE MANUALS.

If changes occur replacement pages will
be issued and these amendments must be
recorded on the previous page.

The addition of pages must be restricted to those issued by Head Office.

Issues of the handbook are on a position rather than a perscnal basis.

i re n £ wri n_on




WHAT IS THE WIDOWS BENEFIT?

The name is probably self explanatory., However
it is money paid to widows with, and in some circumstances without
dependent children. Income of the widow in excess of $2,600.00 p.a.
{(without children) or $3,120.00 p.a. {with children) reduces the amount
of benefit payable. ' CL :

Males with dependent childrern who have been widowed are
provided for by way of domestic purposes benefit.

WHERE I5 QUR AUTHORITY TQ PAY THE BENEFIT?
It is contained in Sectiom 21 of the Social Security Act 1964,

PLEASE READ THIS SECTION

W WE W WHAT RA' B
Again the Social Security Act 1964 is the authority. The third schedule

at the eng of the act sets out the maximum amount of widows benefit
payable,

The rates are usually increased at six monthly intervals.



GETTING THE MONEY TO THE WIDOH:
The benefit is paid two weekly by direct credit

to a trading or savings bank account, the United Building Society, or
the Public Service Investment Society. .

Crediting the Money
Iz a2 way similar to the public
service pay system the computer automatically

credits the benefit to the account selected by
the beneficiary.

For detailed explanation see Page 107,

_GeHing 4'\’\9 hmomey o Hre Widow

’ i/
\\f !///,/ \_i@_,//,
o A oIk
- ‘=E=f=5; = £::> T
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WHO QUALIFIES FOR A WIDOWS BENEFIT?

To fully understand the
qualificaions you must
do what was suggested on
page 6 - Read section 21
of the Social Security
Act. Widows Benefit
Manual Part A.2.

The following set out in non legal style is a summary of section 21.
{These are the widows who qualify)
NQTE: There are three categories:
1. Widows with a dependent child
or children.
2, Widows who have never had a
child,
3. Widows whose child is no
"longer a dependent. '
The latter tw ri r i for ol widows w ibly h
reduced employment prospects.

1, WIDOWS WITH DEPENDENT CHILDREN

No requirement as to sge.
B. Resgidence:
(i) Depen chil rn in New Zealan
No gqualifying period of
residence required - {Same applies if child born during
temporary absence from New Zealand)
{ii}y If =n hildren rn in New Zealan _
Three optional yresidental gggligigggignsz
{a) Both widow and husband had resided in
g N.Z, for 3 years immediately prior to
/; . his death.
or
{b} Either widow or husband being
ordinarily resident in N.Z2. at time of
death, has resided here gontinyously

A. Age:

j

for 5 years at any time.
or ’
(¢) Widow ordinarily resident in New
' - : Zealand on date of application and has
- resided here for not less than 10 years
o e at anytime before husbands death.
C. Marriage:
- No qualification if marriage dissolved (divorced).
DON'T - Marriage separations even if long term do not affect
QOVERLOOK qualification. '

- If defacto husband dies - refer to a Senior Officer.
Possible entitlement to Emergency Widows benefit.



Two options:

(i) Married at least 5 years and widowed after attaining 50 years.

OR

{ii} Pulfil ALL of the following:

(a)
(b)
{c)
(a)

B. Residence: - Again Two optlons

At least 50 years of age.
Widowed after age 40

Married for at least 10 years.
At least 15 years since married.

{i} Widow and husband must have resided in New Zealand for the 3
years immediately before his death.

or

{ii) Either widow or husband being ordinarily resident in N.Z. at
time of death had resided here continuously for 5 years at any

time.
3. N NGER D

A. jAge and Duration of Marriage

3 Optioans
{ (i) Married at least 15 years,
{ or
{ (ii) Aggregate Period of Marriage and later care and control of one
{ under 15 child not less than 15 years.

or

(iii) Fulfil conditions of widow who has never had a child {See above)

B. Residence: As for widows who have never had a child - (See above)
BOTE: If married more than once the aggregate periods of any marriage

may be taken into account in computing periods of marriage for

qualification purposes.

Also see next page:



Qualification for Widows Benefits {(continued)

1.

ARTLY R

Alsc in order to gqualify
all widows and any
dependent children must
be ordinarily resident
in New Zealand.

20

RESIDENCE

{in all cases}

{a)

If residing PERMANENTLY in New Zealand
previous residence in United Kingdom
and Australia counts as New Zealand
residence. See page 86.

AGED 60 YFARS

Widows without dependent children would
be better off fimancially receiving
National Superannuation.

If there is no other income and
children are still dependent widows
benefit would be more advantageous.

For summary of qualifications
See next page.



BRI WIDOWS_BENE

A
Widows with dependent children: == ..
(a) ‘Any age:
(b) If ghild not born ig N.Z, ..,

(i) Widow and Husband:

(ii)

separated,

Either party in N.Z. for
3 years immediately
before death

or
Either party in N.Z.
when husband died, has 5
years continucus
residence any time.

or

10 years residence any time
before husbands death.
(c) Marriage dissolved. No

qualification but in order if only

Widows who have never had a child

(a) 5 years marriage, widowed after age 50

years.

{b} Widow and

or
at least 50
Widowed after 40
Married 10 years
at least 15 years since
married.

AND

husband

Either party in N.Z. 3
years before death

or
Either party in W,Z,
when husband died, and
has 5 years continuous
residence any time.

If residing permanently in NZ, previous residence in the UK or
Australia or birth of a child in those countries is treated as if it

occcurred in NZ.

Widow whose c¢hild is no longer dependent:

*#*{a) Residence as in 2 and 3 above.
(b) Age and Marriage as above

or

{i) Married at least 15 years.

or

{ii} Marriage and care of child for 15 years {total)

L CASES: Widow, and any dependent children must be ordimarily

resident in New Zealand.

10.

befinitions - see next page,



DEFINITIONS FOR QUALIFICATION
PURPOSES

WIDOW /\

A woman who has survived a man to
whom she was legally married at
the time of his death. Diveorced
{new term = marriage dissolved)
persons do not qualify.

CHILD

To qualify under section 21(1)(a)
the widow must be the mother of a
dependent child. A dependent child
NOTE is regarded as one the beneficiary
is maintaining.

STEPCHILDREN and those ADOPTED may
be accepted as a dependent child
{paragraph D9 four weekly manual
refers).

Children BORN QUT OF NEW ZEALAND
{scme exceptions) qo not meet the
*child" qualification for Widows
Benefit. {paragraph P9 - see
above. )

See section 21(1)%a) and 21(2}
of the Social Security Act
1964,

11



Qualifications for widows benefit (continued}

The geolden rule is that if in doubt take an application (see below®)
Alse
If there is clearly no qualification don't turn the person away but

discuss with a senior officer as there may be entitlement to some
cother benefit like an emergency one or a domestic purposes benefit.

W W W
W ENEFIT

First an application for widows benefit must be completed:- Form
wW.B. 1,

Procedures as to the completion of this form are detailed from
page 25,

N PLICA
We cannot refuse to accept an application.

Even if the applicant is clearly ineligible, but insists on applying you
must take the application.

sorRY/!
NOTHNG Fork

”BE rAfR -'Cénsidef other entifiements."

12,



WHAT IS MEANT BY FOUR WEEKLY?

1.
widows, invalida, orphans, and miners benefits are at times referred
to as four weekly benefits. The term is confusing as although the
benefits were once paid each four weeks they are now paid two weekly.

However what has been retaired is a

four weekly pay period

Essentially to ease renewal of benefits
the department breaks 52 weeks in to 13
periods. These periods which of course
= 4 weeks are termed pay periods and
alsc are the basis of renewal codes.
They are numbered 1-13. The particular
renewal code allocated depends on the

" date from which the benefit is granted,

3.
The Social Security Act frequently mestions pay period, and the
beginning of the period is used in some instances as the starting
date for grants of benefit or for the commencement of a review of
benefit.

4.

Each Pay period has 2 pay days or due
dates for example:

16.G.%% - 13,10,.%* - one pay period
22.9.%% and 6.10.%*% are the benefit pay
days. '
5. h rm_"F W "
When communicating with the public especially

when answering the phone dont mention terms like “four weekly section" as
to outsiders it will be absolutely meaningless.

6. Social s ity Benefi

Sometimes the benefits mentioned above (W.B.,
1.B., M.B. and 0.B.) are referred to as Social Security Benefits.

To prevent confusion with outsiders
avoid this term for categorising such
benefits as any benefit paid under the
Social Security Act such as family,
D.P.B. and unemployment are in fact
Social Security benefits

13.







DEALING WITH THE PUBLIC

1. Introduction

2. Privacy-

3. How to say no

4. TIs our service up to standard?

5. Don't under estimate your own influence

G. Final comment

14.



1. INTIRODUCTION
Our aim is friendly, helpful and courteous service.
The public will include
people enquiring abhout,

applying for or receiving a
widows bexnefit.

NOIE: It requires no elaboration as to the effect a close relatives
death may have on a person. Understandably, widows 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.

ALSO

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. TIf 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.

Beneficiary - Person who receives a benefit.

Client - Any person who has dealings with the Department.

The need for privacy next page.

15.



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. '

" S0 YOUVE HAD

NINE CH !LDJQEN 'ro
DI FEERENT MEN AND YouR
HeSBAND CoMM(TTED
SUHCIDE —wﬁw

‘Be Sensitive

Ensure Confidentiality is preserved AT ALL TIMES, and

interview roams, when available, should be used.whether
requested or not.

As a minimm, use screened partitions for interviews.

16.



3. HOW IO 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 no
. entitlement at all.

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

It is therefeore important that
unfavourable decisions are
communicated fully in a pleagant

m LU

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

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 - (See page 218).

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

Alse if beneficiary or applicant verbally expresses dissatisfaction
as te some decision this constitutes an application for review of
decision.

—- in such instances an
applicatior 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 232.

continued,

17.



4. IS QUR_SERVICE UP TQ STANDARD?

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

Consider the following:

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

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

- Our service is a unique ome - ocur customers have not got
competitors they can go to!

- Your way of dress (See page 244) and manner - is it acceptable
within an office setting?

. B. nt 1 i

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 CaAN
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.

C. APP ¥ N SEN
We are not a railway yvard. Don't
shunt the bemeficiary from person
to person or from section to
section.

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

continued.

1s.



5. ' R MATE

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

TRY IT QUT

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 9
down" by being overbearing,
arrecgant or showing disinterest.

L THING 175 asour

TIME TO ARRANGE A
coupt

19.



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

{(1ii) Like your letter writing
Don't use jargon or big
*impressive” words.

{iv) REMEMBER:

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

REMEMBER:

The Departments aim is to provide friendly, helpful,
courteous service.

You as employees of the Department are obliged
to ensure this aim is fulfilled,

20,



D wri hi

If you are not sure of the answer to any question read the
Section again. You will find the answer there.

Where is our authority to make payment of Widows benefit?

Does the fact that applicant was separated from her husband affect
gualification for widows benefit?

If applicant does not appear to meet the qualifications for widows
benefit under Section 21 should you still take an application?

When dealing with the public¢ you must be 1
2

3

Where should you interview or discuss matters with an applicant or
beneficiary?

21.



Section 21 of the Social Security Act 1964.

No. However there is no entitlement where the marriage has been
dissolved. {Divorced)

Yes. If in doubt an application should always be takea. If there is
clearly no gualification entitlement to ancther benefit type should
be loocked at. )

1l, Tactfual.
2. Patient.

3. Understanding.

In an interview room or if not available a private situation.

22.



APPLICATION PROCEDURES



INVITING APPLICATIONS =
'SERVICE TO WIDOWS

Reference: Part B

Widows Berefit Manual

IMPORTANT The Department has a responsibility to identify women

1)

(2)

recently widowed and invite an application for widows
benefit.

Local procedures apply but the usual system is for records
staff to scan the death notice in the local newspaper.

- Following on from this ..........

1. Death Netice pasted onte S.W., 242,

2. Indexed.

3. Referred to widows section.

4, Place on file if application already received,
5. If no application send this letter.

"DEAr MES cvvnvnnsnsne

I bhave learned with regret that your husband has recently passed
away and I am writing this letter to let you know that my
Deparment can assist you by way of a benefit under the Social
Security Amendment Act if you are in need of immediate
assistance. To enable the Social Security Commission to give
urgent consideration to your case, I suggest that:
you complete the enclosed form of application and return it to
me as soon as possible. The question of granting you some
immediate help will be counsidered and later your eligibility for
a2 widows benefit under the Social Security Act will be decided.
Even if you do not require immediate assitance, you should
enquire at the nearest Social Welfare office concerning payment
of the lump sum payment after the death of your husband.
However, if your husband died as a result of injuries sustained
in an accident the lump sum payment would be made by the
Accident Compensation Corporation and in this event your inguiry
should be made to the State Insurance Office.
If there is any further information you would like, please let
me know and I shall be happy to assist you.
Yours faithfully,
Director/District Agent
(1) Enclosed Forms W.B. 1 - Application for Widows Benefit

§.W. 231 Application for lump sum

payment after death.

6. File as miscellaneous correspondence.

23.



APPLICATIONS: -
INTRODUCTION ™% w775

To receive the widows benefit the first step is to complete form W.B., 1 -
{application for widows benefit). .

o = Set out on the next few
e o P "W ‘“.__—
(romriinessfosiznry Hp— pages are the steps to
[FEEEmEE _ be followed from the

o

o : time the beneficiary

T —

e e e et
e e

[~ E R e e | '
- ——t calls at the office to

apply for widows benefit

P : to actual payment of

benefit.

The steps are broken into three main stages:
1. Lodgement of application and interview procedures,
2, Pre-grant verification including inéuiry,form issua.
3. The grant action including arranging payment.

{also called mssessment}).

An application example page 26 is based on a
straightforward situation. Widow in employment
with dependent children. Husband recently died
of natural causes.

Complications that may arise from aspects such as overseas residence and
accident compensation etc are covered on subsequent pages.

Also our responsibility in inviting applications from women recently
widowed is explained on page 23.

24,



STAGE ONE...
LODGEMENT OF APPLICATION AND

INTERVIEW PROCEDURES

Remember on ‘page 12 we said that in order to sort out if a person
qualifies for widows benefit an application - Form W,B, 1 must be
completed.

The majority of these widows benefit
applications are lodged personally at
the office,.

Also
Most applications are from widows with
dependent children born in New Zealand,
and personal income is usually below
the exemption of $3,120.00 {exemption
"with children) per annum,

When the widow does come to the office to apply your TIAT. APPROACH is
very important,

It 3 ntial th H
1. Greet callers by their name in a pleasant manner.
2. Dont forget in most cases the applicants husbard has just died.

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

4. A smile costs nothing,
E. Dont smoke or chew.

6. Create a relaxed atmosphere and deal personally with each applicant.

7. 1pows
gqtsgof‘

IMAGINE
(a)} How would you feel
if you were in the
widows place.

{b} How would you like
te be dealt with

On the next page is an ezample of a typical widows
benefit application.

The next page also explains what is required in the
completion of such applications

25.



APPLICATION EXAMPLE.

(SOMETIMES THE APPLICATION IS REFERRED TO AS A CLAIM).

APPLICATION FOR WIDOW’S BENEFIT WwB
{Under the Social Security Act. 1963} :
Alm-onahhfmwhmumm-wd“ﬁu“annwh-u-'u‘d“ No
mmaummmuwumm.mduum. Index:

To the Director. N —— -

i Depertment of Social Welfare, Wewitnaion FoBo ettt airmcsimsescssinss
1, the undasigned. hereby apply for 2 widow's benefil. -
My full name is {Please Print} TONES TEN .!N‘IJ"(-

1Smrngane) (Christien mbsmees or [irse samect)

My former name (or-nimes} Ware =N ST HSONS . Teephone No. (f mn&m{.‘{?
My full address is... L0 . THE TELLACE, WeELLTNGTaN

L b e BORE . NG 2D, o the e D iy o OCTOBE R . 198
Coumtry) (Submar bicth cortiflcaie il avmdabbe

{Towrs o parish} ¢
My parents namcs were—Father:G HECT AT _ARGHEERLD _ SerTHEON,  Mother: GERT Rssvie_Somarriian.
| First srvived in New Zealand on the P8/ day of o8 19
at the Port of. Nr} 9. on the ship/airtine " N{fﬁ

~Were you ov your husband absent from New Zealand during the 3 years immediately procoding his death? MO
It 3o, supply details of absences: . -

_ Have you made any previous application Class of pansion of beneli F DT Y o..

fors n o benelit Cither N e ".] g5 .. If so, stale

Mew ar overseas? Where applications made: Heer
1 was married a ALEsm g on e o SR day of CXTQKEK‘

Full name of husband JoHnN ZEVO  TRonNet (ubak
Date of death of husband Q= QI &7 Piace of deatht o lOGIS ML

Was your husbands deuh the result of an accidem? {YESor NO) L MO J

If YES have you applied for Accident Compensation? (YESor NO) LAMQOQ !

Were you and your husband living together a1 the date of his death? (YESor NO) [ 4E3 ]

If “NG*, have you d any procesdings in divorce? (YES or NOY [V}

Daze snd place decree nisi or absolute granted: f‘jfﬂ'
Nagne xnd address of the sdminisirator of your husband’s etate and brief pnmcuh:};}' the assels lu%:z_: life insurano
e SHARKY = EACUE. LeeAt (A0 - BARITER] cvd J0hcrlcrd Gax 17, . el

AL SANE v"(COU-‘g' ﬁrmd TG It\.:{*r"‘&.ff fun{c*w 4 ’

Wit your hus a contrbulor 1o any Superannuatica Fand, NMational Provident . or sienitar Fund? If so, supply parthculer
- e - e
Particulars of my children under 18 years of sge and of those over 16 still at sehool:

Foll Flrwr MNaswe of Chikd Date of Bk Wik Whom ST Ao
~KIOBTE - Qi=Obm1.3 4 T Wi ﬁf.E.. RS A - R o R
S1Aa0e 1) :%&::‘gﬁ" A rgSetf ] Ay g, TNT:
TNoRwdn IO - OF T ] - 2 ETON.. TCE. 5
s, e 1Y) 25 -0 - LU IALER: ¥ CeTETonN 766 ..
Parriculars of other Children born to me (fachide any children since deceased):

Foll Fiest Mame of Child Dute of Btk Boir k eyt 1 Chidd Deceas 4, Purnish Dase
*1 HEREBY

{#) authorise the Department of Social Welfare 1o pay all instalments due (0 me 10 my bank account,
direct_the bank manager 1o from as my apent any mount that may become dwe in terms of this authoriry,
*DETAILS OF ACCOUNT

Please pay all inm;m:s of benefit due 10 me 1o the gedit of my account with:
KT QA S A B AN TTE L2
{Name of Organbsarion

/]
The account is in the name ofi... JEMMEE SHICT RSO~ _ToMNEs

BANK ARANCH ACQUUNT SUFFIX O fdal
Please present your book for noting. Dqsiis of, A/t shown sre correct ]
A é—LUdZA. : for Di /M 1

TBeamch Officn) [

Reverse of form next page.

26.



‘RE E OF B ATI

L3 . f - “’B I
My Income During the 12 Moaths Preceding This Date
Iuem Pacticalars
5 | Salary, wages or othar persomal onrwings - - e . - - - vt Jaemn
3 | Gross imcome frowm betihols, thop, Tarm, sabe of prods dcsiom, o40, {If exp were o W Ut produce
o(msmmammwhumwwo(m - - P - — - v s

3| Asum sweet from Doarders mcludiey children over 14 yaws . e s e
I bonrdr gt weeck,) Mombere of {aﬂy YESM -
] Boarters M e work.) Members of fapaly YESNO,
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Whett rooms ar ML please Al .
Eitber = Toual werkly rou paid by pou {produce remt book} o - R WO
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7 | Supoansustica, pamsion of BaR M0 et} e - - - . - -
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% | Incerest om money lene, in PLOS.B., in Natdonal Savi T Other DMK OF ¢ECWITE e e e owme s ]
16 | Moncy rexived from kay odher st {buch Bﬁ"‘,. Bife & bodpt, ac.) e e e e
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[— o P e =] .nu-l an—. d\-‘\ éerf'A P&CO’? CQJ'J\CE L

fom: : t"‘\WSh

toem: LO..,... C.ra-é GO D £ EsTaTE. ._muxm_w - fx:u‘:%—,. ;

em ﬁg bumS %&.aw.,f £ ... OGRS, ).

Do you expect to receive any income dsnn; the next {welve manths? If so, give details:....... 8% ..
Pt T Co_om vl S A D [ I

Property Owned in New Zesiand or Elsewhere by Me
Iiemn Particulary ’ 5

1} Land and building:
18) Used 33 my iwi‘-—”

b} NOT used =5 demme:
2 | rose asx mu-mc‘s,‘}».sz.zzx L= R Quﬂ iF.-..':-:.ﬁ b S - {pradwc book)
3 | Naciooal Savings Asc Mo, booi) .
4 | Money w any other bank {produse bask book, amcwbﬂtmhﬁl
faak): tAfc Moy JUURIR FOUNEI <.t 0
5 { P.OS.B. Thrafi Club u {Adc Mok Subd:

6 | Momcy nou in bank or i
T | Mowey fent 10, of 0 hands of, amy pereoa (five name aat adds

% | Liveweck {give parocul
% | Plast and machi e ! R T

10 | Gavernment uock, thare, dobeniures, o Sondt #r BRY OMPRRY oF Jockery {pive partinudank " I
11 | Isermu in busheens, mock wn trade, or wonedre of any kind (g Foulary: |
12 | Any ocieer prop o assets not speciled abovt Jaciuding imcred in say emare tgive parnculars): .
...... " ! Y'\‘i
Abee PEOPEMLY LUE uivuaesiencren} B MOgaped or othorwise tecured (o (--rk.,,,........N..I!? : . of
ddreas) Imierenr is&pn'd 10 {name of apom of oBOHIrs)
Jpr— ¢ } ey e« e
The name and address of 2 person (nol 4 relaxive) who car confirn my ¢ ; residence in New Zealand:
B ﬁ,cd} fncv’(fnal'f— Nindice, |20 Ariseed Orncve, IO
—
L. e TenCs . TFA0 || T HE e E RS geren
“ (e in Tutn' {Place of aboudc} /
menkoee 2s Y lemnly and sincerely dectare
| (Oocupation}

that the contents of this applicarion are true and correet and that no particular which would affect the amount of benefit granted
has been omitied

R I L s Signature of applicant:..._7 /.
L FmA =R TR YR

Completion details next page.

REMEMBER: W:.dows Benefit is now taxed and Familly Support paid. Also
when taklng an application you require and I.R.D, Humber.
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APPLICATION FORM COMPLETION

If applicant calls at the office and has mnot filled out the W.B. 1.

Your job is to:

Provide the form and suitable place to write.
Request widow to complete the foxm hergeif, but if she has dAifficulty
provide assistance.
With all applications ensure:

ALL QUESTIQNS FULLY ANSWERED in ink, not pencil or eraseable ball
point.
Check Again:

- Surname distinguishable.

- Full residential address.

- Telephone number.
Don't forget the DATE STAMP. (not in top left hand corner, file pin

may obliterate necessary details).

The date sgamp

ey B essential aS: (,) 1t may have bearirng on the
SOCIAL WELPARE entitlement date.

{b) Prevents dispute as to what date
3
” 2007 '981 application received.
WELLINGTON
6. Full details of where any income declared )
is derived i.e. source and nature, names } Verification forms may
and address. ' } have to be issued.
)
7. Details of birth, marriage and husband’s )
death clear )
8. Dependent children details fully set out - can widow remember family
benefit number.
9. Inland Revenue Department number obtained.
10. Finally - Has the application been SIGNED - We can't process it until
the widow signs it.
11. REMEMBER

{(a) Although there does not appear to be gqualification for
widows benefit don't turn applicant away - perhaps
entitlement to DPB 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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IHE ARFLICATION INTERVIEW

With the application form fully completed the next step is to 1nterv1ew
the appllcant'

Maintaining that pleasant attitude you amlsc must:
(Remember pages 15-21)

- (i) Ever if busy do not give impression that the interview is
being hurried.

- (ii) Don't forget use that interview room.

- (iii)} 1If privacy not possible take extreme care to preserve
applicants confidentiality.

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

- {iv) Are you properly attired.

Previous Papers

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

The interview is carried out
by completing an interview
sheet ~- see next page.
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1HE INTERVIEW SHEET

Should be completed
for every application

Serves as a reminder that
important points have been
covered.

There is not a standard interview sheet - The example below isx a
suggested format only, and the answers to the questions are based on our

application example page 26.

— W
- g ar UBIMEt:  Teaws Famed: f st iesciees sl semants it

‘ -
"m%“:‘"ﬁ*"'y o it oal

S Mrtat juane wamer provided?

/
D WAL SMULGEIYS |\ grtatile o0 ROUTEE ST, s Svteties

- -t aghebr b el

. MEEACIZE 0_SSATY: “m‘..:/uwwu-um-wvﬂ"‘““""

LM&“ Monmmﬂwﬂ- .
ms—uu::rnmmumm ull-—hu.nd

BaiaFit = Beata. Py L ar Mt affive
. ERLIN o~ ards
= day Shaariirian o Welisitor ¢ Pimt Sotag oo Maleisimme. SOl

el
4. FEEIIAL PECLICS: frwp— wight sny dpwesmis
mn—-ll--:"‘“::‘.“mmh'ﬂ wopiviet,
5. anttared dnsans gwer §40E poomoriFlanbien will waynd

"}
T
|

seimltmelazst ACRINTRL ST, oy prelit sl oas abetmt.
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|
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¥) Fie Male sheet b tiv appltsetia Tem.

What details should you
obtain -- see next page.
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(i}

(ii) -

(iii)

HQE&;

{iv)

Obvicusly to decide on entitlement these have to

be verified. ’

There are four ways this can be carried out.
If certificates provided at interview, arrange photocopy
and hand originals back to applicant. Attach copies to
interview sheet. The photocopy must be certlfzed that it

.is 2 copy of the original.

If there are no photocopy facilities - Extract the details
oo form S.W. 2A & S5.W, 2B - Have a graded officer check.
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 widows application-in
her married name. ’

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

If applicant doesn't possess the Certificates, we will have
to arrange verificatiom. Full details required e.g. where
born, married exact dates. Parents full names ete See
page 88B.

) - WE MUST SEE THE ORIGINAL CERTIFICATE - NEVER ACCEPT A PHOTOCOPY DIRECT

FROM APPLICANT

B. Income and Assetls

(i)

{ii)

{iii)

- {iv)

{v}

(vi}

{wvii)

787F/81P

Income over $2,600.00 p.a. ($50.00 p.w.) reduces the
benefit payable to applicants without dependent children
and income over $3,120.00 p.a. or ($60.00 p.w.) reduces the
benefit payable to applicants with dependent children.
we are only interested in the income or possible income
from ASSETS. See page 113
Income only requires verification if the declared income is
$2,548.00 p.a. and over for applicants without dependent
children and $3,068.00 p.a. and over for applicants with
dependent children.
If income is over the above limits ensure sufficient
details (full name and addresses) etc recorded for ease of
verification.
Can applicant help by producing bank pass books, share
Certificates etc. Extract details on S.W. 265 or on minute
sheet: - 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.
Dont waste your time verlfylng details if income is under
the above limits,
If husband was employed by local body or Government
Department --- was he a contributor to the Superannuation
Fund?

31l.



INTERVIEWING (continued)

Obtaining those details mentioned on the previous page completes the bulk
of the interview but the following points also have to he covered:

1.

2.

10.

EARNINGS

These come under the heading of

income but special provisions apply.

See page 130.

HUSBANDS ESTATE

Unless widow can provide further details

only requirement at this stage is to obtain Solicitors

name, firm, and address. See page 73.

PA 1T LDI
RV NVE NT IE
If this has been requested on
application form. Form §,W, 96 must be completed. See example
next page. ’

(i) If widow has bank bock with her: - check account
name and number - have graded officer sign bottom
of form.

{ii) If bank book etc not produced - widow must take
the S.W. 96 to the bank for verification or bring
the bank bock into the office later.

FROM QVERSEAS

{especially Australia or United Kingdom.)
Special provisions apply. See page 95.

HOT NATURAL MOTHER OF DEPENDENT CHILDREN

TELEPHONE - Take concession application if appropriate. Ses
page 218.

MPE iy
If husbands death was as a result of an
accident, There may be entitlement to accident compensation.
Procedures page 84 apply.

ENEF. N A

If husbands death was not an accident and
the net value of his estate was less than $10,000, Lump Sum
Payment after Death application should be taken - See page 76.

ACCOMMODATION DETAILS

-~ Entitlement to Accommodation Benefit.
See page 141.

ADDITIONAL NOTES
1f necessary record neatly and clearly on a
minute sheet. Sign and date. Never write in obscure places

like the side of the application form you may invalidate it.

DO _TARE NOTES - MOST MEMORIES ARE NOT RELIABLE
Think of others who may

have to give a decision on

the file without your presence.
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Example of Form S.W. 96

(Payment Lo Bank Account)

5.W. 96

MOTICE OF AUTHORITY FOR PAYMENT TO A BANK ACCOURNT

tt is Importent that you read the imiructions on the reverse befora complatiag this suthority,

DFFICE USE ONLY

TYPE
Appi. E
Bheret Bamaht Numbar . & |
WIgows olg] |ojz]sjrlela]i| o
{Type of Banafir o Pension) (Quate from identiry certifcate or Chaek
Paryrrwnt order) Inl?g
NﬁME: “-.:IgNN]E JONES - -
{Pring rwma m full
ADDRESS: ClO18| 920 Tue TeEprRACE, werLmnaTON  _ _ _
[New aciress) Informartion Postal
Code . §
. c i I } I I
NfA . '
' (Preveous adcresst Intormation Coder:

07—Fee Nations! Suparennustion
13=For Ot Sandias/Prounag

. [compdete It tharge of sddian [0
| hersby authorise the Department of Social Welfare to pay ali instalments due to me to the | ba recordedt

crwdit of my xeount with the:

POST. OFEICE QAVING & ot . WESLANG TON
(Nwma ol 8ank) [Branch OHlc)
The account i in the name of! JENMIE TONES
{Plasse prioi}
The nt Ident. Bank Branch Sutfin

number is: _a|1{4 III 7'3|2|8 03L6|?|2i5|f 3;“‘

1Quate irdem Patsbogk or Depout book}

Signature: .,.:gm.jmm._......._m_._._.
Date: . den o d e B Oata Transter eitactive

PLEASE HAVE YOUAR ACCOUNT NUMBER VERIFIED BY YOUR BANK IN THE PANEL R SRR S—
BELCW OR PRODUCE YOUR BANK BOOK FOR NOTING.

OFFICIAL USE ONLY Imit:
Cepartrrant of Social Weifare l_ _-1

N EALINGTON............,
DATE

Acrount daraiis shown above correct {as amandad) STAMS

wid B fGd Bl %

Auvtion Complete

.

What to do after the interview
next page.
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Explain broadly
A, Possible amount of benefit payable, and approximate commencement
date.

B. Income exemption, Position re earnings or other income. See
pages 118 and 130.

cC. How payment will be made - Bank, Building Scociety or P.S.I.S.
Credit System,

D, Renewal reguired after 12 months.

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

Your Xnowledqge
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
applicant’'s depature.
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{ii)

Applicant if there is any thing she would like to know
regarding the benefit or other services offered by the
Department, .

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

Perhaps URGENT PAYMENT is reguired
S5ee next page.
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-
.

URGENT PAYMENTS

If urgent assistance is regquested or appears necessary, as wall as
discussing with a senior officer the case must be considered with:

Tact and
sympathy.
Who may need an urgent payment?
Possibly widows with dependent children
who have been left without ready cash
resources.
What do you do?

Do mot 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 payment?

Can be arranged on
day assistance is
requested

Three options.

1. Grant of Emergency Unemployment benefit.
2. Special needs grant (SNG).

3. Grant the widows benefit.

Em n n 1 n nefi

A temporary benefit paid weekly pending grant
of the widows benefit. For procedure see
Part B Widows Benefit Manual,

S.N.G.

Single payment made by cheque (handed to the
applicant in the office) or daily direct
credit.

Both the above payments are recovered from the subsequent widows henefit

grant.
' 3 -

ALSO:
Ask applicant if
she has approached
her late husbands
employer. There could
be some outstanding
pay waiting to be
collected or ready
to be sent to her.

Grant the widows bepefit: Do this providing
you have the necessary verifications. The
first payment could be handed persconally to
applicant.,

HOTE: The actual widows bhenefit grant is
the preferred option as applicant
receives her full entitlement
quickly. Prevented is the double
action of recovering the service
to widows or S.N.G., payments from
future benefit grant.

Inviting applications see next page.
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THE FINAL STEP

Immediately after writing up your notes:

1. Pin all application papers together.

2. Refer to your local index.
The index section will --
{i) Make an Alpha Common Index Inquiry to check
if there is'a Common Indexz master record for

the applicant.

{ii} Return the papers to you - now made into a

file.
IMPORTANT Avoid delays ROTE:
The application must go to index Local procedures apply.
without delay. Write up notes In some offices you
quickly. Don't leave the may make up the file

application lying around for
notes that you may get around
to writing up tomorrow.

FINAL MESSAGE:

CARE MUST BE TAKEN THAT ALL APPLICATION
AND INTERVIEW FORM QUESTIONS ARE ANSWERED
AND THAT NO POINT 1S5 LEFT UNRESOLVED PRIOR
TC APPLICANTS DEPARTURE FROM TEE OFFICE.

IMPOR

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

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

The application should arrive on your desk
via records with the Alpha Commoen Index
already checked.

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

EXCEPT:

1. An interview may not be necessary - sufficient details may
have accompanied the application.

If additional details are required use the phone or write a letter.,
BE NSID TE

only in exceptional circumstances should
applicant be requested to call at the office.

Remembers;
If necessary we can call on applicant.

2. These applications must be acknowledged by the issue of
form B.W. 34C.

If application transferred from another district - issue form S.W. 747 to
amend the district on the master record. Do not prepare this form until
you are ready to grant the benefit,

with il 13 ion

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 miner - just clear up by
letter.

Example of letter to accompany such an application:

"Your application for widows bemefit
was not fully completed.

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

envelope provided.*

NQTE: If application NOT SIGNED - it can't be registered etc and must
be returned ~ see para L.26{(a) four weekly manual.
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WIDOWS BENEFITS

Refer to
: Index
APPLICATION PROCEDURE SUMMARY | For
, OO
Forms Required: IIh;gg.l::r 10 index check -
den% delay
- Application Form - WBL
- Interview Sheet Consider 5 Resolve prior
- Bank Authority - SW96 Entitlement to departure
If payment to be credited '
to bank account

Acoamnaation Benefit

g - SIW, SNG
tign 8 - Phone concession
Qorpensa ~ Disability allowance
Lump Sum
Payment 7 = If death accident, to apply
After Death
Income 6 - Death ot an accident
$2600.00(no children)
- Watch if on
H x oy [ ) *
pusbands 1 s $3120,00(children) P&+ OT
more.
~-Close to or over income exemption-
3 4 ?
Marriage future intentions?
Birth 4 -~ Name of Solicitor etc
Certificate
Interviewing 3 — Photocopy or }
Sheet Extract SW 2a )} Certify
SW2b )
Application 2 - No use unless all
Form points covered
- Fully campleted?
1 - Signed. Date stamp
- Full Address. Phone No.
Friendly )
Remember: Our aim is: Helpful )} Service
Courtecus )
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APPLICATIONS

A Pinal Reminder

1. Did you ensure ALL questions
on the application form were
answered?

2. what about the interview
sheet! ALL sections
completed?

3. Were ALL queries resolved prior to
beneficiary's or applicant's
departure from the office?

4, Did you attend promptly to cases
of urgent need?

5. I hope you did not unnecessarily
delay any of the callersi!
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ELF_TEST' T

If you are not sure of the answer to any question read the Section
again. You will find the answer there.

What are probably the two most important features when having the
application form (W.B. 1) completed?

Should you refuse to accept an application where there is clearly no
entitlement but the person insists on applying?

After having checked the application for completeness and signature
what else should be done?

If the declared income is $1,100.00 p.a. and applicant produces her
bank passbook should you record details of the account?

If photocopying birth or marriage certificates, what must you
remember to do?

At the time of a widows benefit application there are three other
aspects that must be considered for which applicaticns should be
invited, if appropriate. What are they?
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A That ALL questions be angwered.

B. That the application form is signed.

No. If the applicant insists on applying we must accept the
application despite the circumstances.

Ensure the application form is date stamped.

Ko don't waste your time, Perhaps just glance at the book. Income
only requires verification if amounts of $2548.00 and over are
declaredfor applicants with no dependent children and $3068.00 and
over are declared for applicants with dependent children.

Certify the photocopy that it is a photocopy of the original.
A. Lump Sum Payment on Death or Accident Compensation.

B. Accommodation Benefit.

C. Telephone remtal concession.
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STAGE TWO...
PRE-GRANT VERIFICATION - INCLUDING

INQUIRY FORM ISSUE

Following on from the final step (page 37). You will now have the widows
benefit file. (At this stage referred to as a claim.)

Inquiry forms must be issued without delay,

preferably on the same day the
application is received.

Purpose of formg: To check certain details to enable application
assessment and thus payment to applicant.

The issue of inquiries are
recorded on this form (S.W. 42)

pa— -
Forznl wh e .
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M_._;.._. l LI -1 7 L
——

- 3 .o

T X Tmwrs
P R - R . E e e e —
= — e = — Tz
AT M my stretiic - - b - ——
b
; "*ﬂ“//:‘ g v . .
I .
ey i, - . L H
;_...._.....wu./ =
T Rap———— - A * o m—y——— )
Bt Y | P
Ty wd ey it i ] H
- i (I i
LI, - —) I » ol ATRe e} I
1 f—m— W e—— O L. H
s D s m | tevecemedllie
NS vy WL I S i
e — ] MLt ——"—4!
P A — | | ——
—— | Tant | s et t
- |
s

Completion is based on the application example
{page 27}.

Hote:

Date of despatch of
forms and initials
must always be
shown.

Any reminders issued
should also be recorded
cn this form - Again
dont forget date and
initials.
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-"_'h"‘ Catet . -

HEEI_IHQH1EIES_ABR.IQEHS_ABI_EZQEIRED:

This depends on the &mount of declared income and what was verified at
time of application interview.

wmugmw this is what would be required.

1. After the application form is returned from local index prepare form
8W 746 (Certificate of Registration of Social Security, War Pension, War
Veterans Allowance or Overseas Pension application) in duplicate., This
is an input form and must be signed by two officers unless your office
has a system of responsibllity position work allowing for one signature.

2. The original form SW 746 is referred to Pay Section for keying
details of the application to the widows benefit master records and to
the Widows Benefit master records and to the Common Index at the Data
Processing Centre (see Page 107). The DPC will allocate the benefit
number. The application and the duplicate SW 746 is retained on the
division.

3. A new application list 1s recelved daily from the DPC. This lists
all cases for which form SW 746 were keyed by Pay Section the previous
day. The benefit number allocated for each application should then be
entered on the application form,

NOTE: If the check of the Alpha Common Index shows there is already a
master record reference {e.g. F/B) the same number is issued for
the Widows Benefit application. Form SW 746 is still prepared
and keyed but the number is shown on the form,
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2. Birt] 1 M N Cortificat

If copies were taken at the interview.
No verification forms required. See page 31,

If applicant unable to produce certificates, of birth or
marriage in New Zealand.
Issue these forms to the Registrar
of Births, Deaths and Marriages.

In some case may Birth - Form S.W. 2A - To place where
be on previous birth registered.
files.

Marriage - Form S.W. 2B - To Registrar-
General,

THIS VERIFICATION IS REQUIRED BEFORE GRANT

For problems in this area especially where applicant does not have a copy
of the certificate see page 88.

3. Verification of Jdeath

- Benefit may be granted on secondary evidence
like the newspaper notice, and actual
verification followed up.

- If applicant hasn't a death certificate -
issue form S.W. 2C to the Registranr of
Deaths etc¢ in the district in which
beneficiary's husband died,.

Exampl f how r r forms:
S.W. 2A 8.W, 2B S.H, 2C
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Eve

“Exanples of how to prepare the forms:

S.W. 2A

5.W., 2B
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Application Inquiries {(Continued)

4. Verifi i i
In our example the declared income was
over $3,068.00 p.a. and verification is
therefore required.
IMPORTANT

DONT WASTE (FORMS OR) YOUR OR
RECIPIENTS TIME BY VERIFYING INCOME
WHERE THE TOTAL DECLARED IS UNDER

£3,068,00 PER ANNUM.

If in doubt as to the accuracy of declared income - discuss with a senior
Officer,

Back to our example:
(i) The bank account was verified when the
application was taken by completing SW 265 and
baving it checked.

{ii} Confirmation of the annuity was recorded on a
minute sheet and checked. (Papers from the
Solicitor were produced.)

(iii) Form S.W.8 is required to check the earnings.
There is an example of form SW § on page 49,

NQTES: Also use 8.W. 8 to check cessation
date of earnings finishing just before
benefit application or grant.

5. THER RIFICATT REQUIRED:

Did you work out that in our example - The only form we have to wait
for return of is the S.W. 8 - When returned the application is ready
for the next stage termed Assessment See Page 52.

However there are two other
points that must be checked
before assessment:

(i) CHILDRENS DETAILS:

Confirmation required of:
- Childs date of birth
- Parentage
— Record on the widows
file.

Local arrangements apply in carrying out the
check. VDU facilities may assist, but ensure
parentage confirmed. If the VDU family fenefit
printout does not confirm parentage the permanent
batch papers will do so.

{ii) HUSBANDS ESTATE:
Initial inquiry only required.
See page 73 for full
explarnation.

Summary of verification next page.
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SUMMARY

‘!‘ ] !i E r ! .§. !c

FORM OR VERIFICATION

Remember the extent of
verification depends on
the particular case.
Check this list., Will
any of the forms etc be
required?

ROTES

$.W.34c (Acknowledgement of
receipt of application)

Only issue if application
received via the mail or
from another coffice.

S.W.2A Verification of Birth Issue if certificates

S.W.2B Verification of Marriage not sighted at a office

S.W.2C Verification of Death and can't be produced.

Income inguiry formg:

S.W.5 Particular of account These forms only reguired

(o check on bank accounts} if declared income

$3,068.00 p.a. or more,
{For our example} {Don‘t
overlook form S.W. 205}.
and

S.W.8 Verification of earnings verification has not been

S.W.8A ©Sale of produce S.W.8B obtained at interview.

S.W. 8B Verification of Shares Grant or assessment

S.W.8C Verification of rent cannot proceed until

S.W.8D Verification of superannuation forms returned.

S5.W.8 Verification of Mortgage ]

S.W.222 Verification of Macri rents S.W.125 Form Statement -
should never be used Adxi-
Full accounts prepared by
accountant must be
produced in every case.
{See revised Pt.MI & P
Manual.

S.W. 10 Transfer of Papers To request file (except

F.B.) domiciled in
another district.

Family Benefit details -
- local form?

From Family Benefit,

paramount batch. VDU

Facilities may assist.
But

Don't overlook check on

parentage.

Husbands estate

Special letter required.

On all forms ensure “Applic". shown by

48.

the widows number. .

With the return of the necessary
inquiry forms the application is
now ready for assessment or
sometimes called the grant action.



¢

)

DEPARTMENT OF SOCIAL WELFARE ¢~

If telephoning or calling

; LRELNEOTF O
DISTRICT OFFICE: V7773 J‘.’.:...é' T ~ | about this form please ask
Lt o> for .
JFu e L5 (R lhLearst.....
Vs IL 4% 74 ]

..... SPABC.... LA AR L

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

Reference No. ﬁ/ﬂﬂ/l‘fc%‘f‘f / '.

Present Address

Full Name

Applicant: . \
JZ//W-%' jﬁ:’y“(g P20 7/4 '7—’:,/.'(‘ d/&/%i!/a'o

Applicant’s husband (wife)

VERIFICATION OF EARNINGS

Dear Sir {or Madam),
As the above-mentioned person has made application for (or is in re

would supply particulars of earnings received by My (Mrs} ..........;
cause inconvenience to the applicant. Addressed reply envelope
Yours faithfully,

....... /g 4 ». Director.
Distrivr Agent.
- NS ADQUERS
v

0

ceipt of) a benefit, I should be obliged if you

Prompt return of this form is requested as any delay m
is enclosed

If working for a large organisation - show these details on the S.W. 8:

Actual occupation

Department or section employed in

Periocd employed

Other details that may assist in
identification.
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Pre- ifi
grant verification {(continued)

ALL INQUIRY FORMS MUST BE
TSSUED PROMPTLY AND WHERE

‘ POSSIBLE OoN THE DAY THE
? APPLICATION 13 RECEIVED.

HANDHRITING ON ALL FORMS
MUST BE LEGIBLE. SEND TC
CORRECT ADDRESS- 1$ RETURN
ADDRESS SHOWN AS WELL AS
PERSONS NAME DEALING WITH
THE APPLICATION?

-

2)

Qutstandin
" g applicati
is no delay in the re:ﬁ:nm::t‘be checked at least week
inquiry forms eekly to ensure
qu rms. there

Im
portant message next page
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FILING OF APPLICATIONS

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

DESKS AT A CENTRAL POINT IN ALPHARETICAL ORDER.
THIS FACILITATES LOCATION OF FILES WHEN

QUERIES ARE RECEIVED.

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

NOW WHERES

LOOSE PAPERS ON HAND IN EXCESS OF ONE WEEK

MUST EE REFERRED TO A SENIOR OFFICER.

The outstanding applications must be checked weekly to ensure there is no
delay ir 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.
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STAGE THREE...
THE GRANT ACTION INCLUDING
ARRANGING PAYMENT

. )
1. ASSESSMENT (Granting the bepefit)

This is working out of the
date to start the benefit
from and how much to pay.

Following on from page 48 the assessment can be carried out after
necessary enquiries have been made, and forms returned.

How to do the aggegssment

You £ill out form W.B. 2 - Certificate of disposal of
gpplication {see next page)

But first emsure all pgpersg are in this order on the
files

File order: {from the back)

- Former papers if any

- W.B, 1 application form

- Interview sheet

- Death Certificate copy or newspaper notice etc.

- Birth Certificate copy or extract.

- Marriage Certificate copy or extract.

- Family benefit verification record.
{Not just & print out)

- Income verification forms

- Copies of any letters sent,

- Replies to letters.

- S.W, 42 Action Sheet,

Example of completion of
W.B. 2 next page.

52.



~ompleting t} Lif] ¢ ai 1 form;

The W.B.

2 below has

been divided into
sectlions:

Having regard to the application example page 27 we are going to on the
next few pages discuss how to complete each sectior, and thus finish up,

by knowing:

(1)
(ii)

What amount of widows benefit to pay.
When to pay the widows benefit from.
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W.B. 2 arm yourself with the
following:

1. S5.W. 396 - Pay Period
chart,

2. S.W, 313 - Input form
code chart,

3. 5.W. 40 -~ Income
exemption assessment
table.

4, A calendar,

5. An electronic calculator.



©

CERTIFICATE OF DISPOSAL OF APPLICATION

Appmmﬁonnuzhwd:‘gL JC31!E?’7

DPB/IB/WB2

(S lco] G 1984 bS]

IR, ' 1 R © o TR S Benefit
oy oG o ELER RS TS
ﬁNSURE:

Name: Skow full name
Distinguish surname

-Address: Full address to

which mail to he sent.

If changed before grant
up date panel,

54‘

This is the benefit code
for the computer
purposes.

Important;

Show correct number obtajin
from new applications list
produced by DPC.

This is worked out after
completing the decision panel
{Section 12)




Agez..i.m.. years by/E!"ﬁxCe{'L Date of Bi:t}r:%fllol 2%
Residence.. BN - N 2. - NEAEL vonsncoy Ploset
Husband/Wife ........ SOKI._ JONES

Address Nla

Married .24/ 1 713 Deattysop/Diverse O 1/Q VST,

Benefit No. ™ Rate $ hsﬁ )

These details: Copy from the certificate extracts.

Residence: Only an issue if needed to
determine entitlement see page 9,

nefit No: not applicahle to widows benefit,

®

RSTLE. 1003 njA
IADe  |10-0b = g
NOMMAR DX-Qr- nia

L. oA0ED. RS:03-80 n1A

Copy details from the
verification you have on
the file - checkout any
discrepancies from the
application form.

This section does net apply to widows benefit.

dm— e
Maintenance

Defendant’s name: ..., Pﬁ?ﬂ

Date and place of order:
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Pu;}(on-d:amnb}e income Aoty
¥ oot Ao RENE LT 0094 A CLounsy 20,000

Record here non-chargeable
income. Family benefit is the
most common. Other income

of this type may include
handicapped childs allowance,
War disability pension etc. If
in doubt check with the income
and property manual.

Enter here details
of any cash assets
or other assets that
produce income.

Chargeable Income Appt Spouse
POSE. Lrtees]2000:00]...nka....
EARNTNG A0l .0A..

ANty Q-0 i
@ Total %S?,?bﬂ: —_

Convert income to the prospective annual
rate and entexr here.

With the exception of these
income types mentioned above
any income applicant has is
required to be charged
against the bexnefit.
annual income exceeds
$3,120.00 the benefit is paid
at a reduced rate.

If the

At grant prospective income
is charged. This is the
income applicant is expected
to receive in the next 12
months. For full explanation
see page 127.

Watch: dont charge income
that is to cease before grant,

Havirg regard to the application example page 27can you understand the

income assessment principle so far.

56.

The same principles apply to any
other types of chargeable income declared,



Income Amestment

Grost chargeable

income ..

Section 66
exemption

Chargeable
income .,
Exemption ..

Excess income

This is the total figure from section 6
previous page,

Rarely applies to widows benefit,
sick benefit payments attract an
additional $104.00 p.a. exemption.
Part W Weekly Manual has details.,

Some

Remetiber - does the widow have
dependent children. The income
exemption will be $2,600.0C p.a. (no
children) or $3,120.00 p.a. {with
dependent children). Deduct from the
chargeable income. If answer = NIL
full benefit is payable.

The chart is

Income deduction . . . . .
Obtain this figure by using income
deduction chart page 131.
simple to use,
Workin h n abl

T ———

ﬁg ) Computation

- 84928720

Benefit rate
Less tneome‘
deductio®y Eﬁ_jf___;lg
Less mainteadace
“ggon 00
Plus earnings e
subsidy (IB} i aveesmtessnemasssmsssaeeine
Plus W.S.D. ———
allowance

Benefit

recommended 6—:7 3702,-_‘0(2

@Jverlapping cmeresrinurnrraas
TSNS JOTO SO

Assess amount payable taking into

account whether there are dependent

children and adding Family Support

after.

The last figure in section 7 above,
Subtract

- and this is the amount benefit
payable,

Your sigmature.

The person that checks your work signs
here.

.benefit at ..., pw.from .../ tO
.. Amount §...........

Enter here in red ink any amounts such as serv1ce to
widows, or special needs grant payments etc

that are required to be recovered.

Recovery

is usually from the first instalment.

(1)

If late hushand's National Superannuation included
payment in respect of -the widow - take caution.

Her

overlapping element of the National Superannuation may

require deduction.

However, any adjustment is usually

made with the final payment of National Superannuation
in terms of section 61DB of Social Security Act 1964,

(ii)

See also Paragraph D.83B, four weekly manual, where

widow was included in husbards benefit.
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Any arrears due to the beneficiary i.e. payment from the date of grant
uvntil the first credit can be made to a bank account should be paid by
daily direct credit (SW 55) -~ See page 63.

You must show how you arrive at the
amount of the first payment. Set out
the assessment on the reverse of the W.B. 2.

(;~'/} Arrears 07.01.87 to 13,01.87 7/14 $300.08 = $150.04
Due date 20.01.87 $300,08
Total DD 20.01.87

$450.12

-

This assessment should be selffexplanatory.
This is ﬁhere you use:
- the S5.W. 396 pay peribd chart.
- a calendar.
- and useful for accuracy and

saving time is an electronic
calculator.
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GRANT DATE




IHE GRANT DATE

Account Number

1:3:12:81013 1619981

As payment is to be credited to a
bank account complete this section
of the form by entering the bank
account number.

Decision
Benefit granted/refusqds._,

LC. 371302 00,

Lecomne.
. C\.QCQLANQ

: fOMO"FO‘
C:VT“i

|

f) S

(a@Le« 404.&!3 ..... e eass
e
N s et
p% - C30L0o 0.

for Director

The Senior Qfficer who authorises
the grant will sign here,

The Rate of Benefit:- See page

57.

This is
self-explanatory.
Beneficiary will receive
the widows benefit each two
weeks via the computer.

See section 8 enter the benefit
payable here

and also
the date benefit to be granted
from.

and also
the date on which the current
grant expires.

WHAT 15 THE GRANT DATE?

If application lodged within &
months after date of husband's
death - grant benefit from THE DAY
FOLLOWING THE DATE OF HUSBAND'S
DEATH. Applications lodged after
6 months - section 80(3) applies.

*WATCH:
Don't grant before expiry of
wages, holiday pay etc.

{The additional
amount for the
dependent children
is termed child
supplement.)

This fortnightly rate is
worked out & certain way.
It is also termed the
CHECK RATE for computer
See next page
for explanation,

purposes.

Renewal Code {See page 54, Section 1)}

This indicates the pay period in which the benefit falls due for renewal

- remember the explanation on pay periods, page 13.
The renewal code to be allocated is the one above

(Pay Period Chart).

Refer to S.W. 366

the pay period in which the application was received.

e.g. - Application received 12.01.87 - code 12 renewal pay period.

- Therefore, renewal code is

11.
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1. ASSESSING THE FORTNIGHTILY RAIR:

THE CHECK RATE

This is the fortnightly rate and must be shown on most input forms.
But to be acceptable to the computer it has to be assess this way:

- Divide annual rate of benefit by 52.
- Round off to cent above and double.

One Exception:

Where the third decimal place in the cents = 0 just double the first
two figures, '

Examples:
Annual rate:

$3735-46 & 52 $143-68.

71.83\ 5769

-1

$3871-44 - 52 $148-50.

74.45 \ 0769

Include - Accommodation Benefit

Exclude - F.0.P, amounts.

Final completion W.B., 2 next page.
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Continuing P . This is the fortnightly
ONUIung [3ymen rate determined by the

B!ank credit, 03 ,%‘7 $300 -OF principles outlined on

the previous page.
48018, —20,000/1/B6MK

Check List

After completing the input form and
notification - initial here.

See pages 63 and 65.

{Application register no longer
maintained)}.

Does not apply to widows benefits

Any follow up required record here in
our example the estate has not yet been
finalised — This will be checked ocut at
first renewal,

Follow up action

ESTATE. AT

Once all actions are complete a Senior
Qfficer will initial here, and the file
can then be put away in the current
gseries.

IMPORTANT ; 1. Ko file is to be placed in the current series unless
the top paper shows "FILE®” and there is also an
initial.

2, WAT

Don't overlook miscellaneous appplications like phone
concessions, accommodation benefit etc. These are
explained later.

Test yourself - see next page.

61.



Below is the W.B.2 from the previous
page.completed and in intact form.

Can you remember and understand how and why each section was completed?

If not go back and read pages 52-61 again.

Bomelit Fo.

Marcied 07,00 L2 JRUVSSO Y o 4 1 - TR
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CERTIFICATE 'OF DISPOSAL OF APPLICATION
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Keeping in mind our application example page 27, there
thicgs to do before the grant action is complete.

(1)

are four more

Get the money to beneficiary - involves input form completion
(next page).

Tell beneficiary of the grant - by letter (page 65).
Attach certificate of entitlement {page 66)}.

Tell family section of the grant if child supplement payable
(local procedures apply).

62, continned.



IBPUT FORM COMPLETION

‘Before you go any further - read pages 107-109.

Now after reading that section on input forms You should be able to
uaderstand the completion of these input form which are related to our
appl:.catlon example page 27 and the W.B. 2 that has just been completed.

I A —
SW 55

DIRECT CREDIT — PAYMENT REQUEST

[o]z]0] f(ﬂO lea-lﬁl"\l‘ﬂ-‘-l‘l IJ ﬂém\NMON N

Eflsalﬂleilxlzl FlelRlels] | [ [ 1 [ 1]

hﬂk ALCourt Dcuds
Account M Sultin

I\I\l‘*I%IaI&IQIQs[‘oIqI&I%I\IBIOI loluﬁ_l_j_lj.] l_]__

Amn

A snsaaw........ R0.05. 57 ). LRL%eAA 38.0t-£7
Prepered By Daw ked By Date
PAY SECTION Oiatw TIR4 TR - FO.000080 7 AdMs

—
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NOTICE TO ESTABLISH
SOCIAL SECURITY MASTER RECORD

W ELLINGON Eglsﬂ 21 o '{iEﬂl%ééi
I

Sial Welkery Mombur

(o Taelnl A %] B i
e —
(o ] 330 FE. TERRACE | 0 ELLIJGTEN
——
T R Y N oo M T3 1 A O T X
[TT1] Eedm oy

e Py S N I A

[omvwn]f2]gTijo 13 ] m—t— Ifﬂlﬁ;'zfc—iﬁ 18171
[setoaan] # 1] [anecon Jan] O] 1 {smtomet oo Janlofyi

L)

[ aowme ovete iwl

Ic---lliilflli
LJ__,________u___,J

]

It Cand - Anpumpinal Devoniie
E_ L uf 13i€ {036 ®I {30 _
AT esTLE T Torom 13
_____ 3y | JpvE lofﬁb_jb
L3 maovmAN | Gf-Cy
A3 ] DANTD CQ4q- 02 5’6
‘AB3 | 5830 - 00 .
" (=B IcIOE
Cliataplt Pobiiats
Progarec By 1 " ﬁ!P"awu«amaéé;EggZ owee: (010K
Avmhenvicarwd by ;-MA}; Py e Ji
!
1. If first payment to be made via the computer show
e.g.: "HO1/20.01,.87/$450,.12"
2. TAKE CARE IN FILLING QUT INPUT FORMS. YOUR ERRORS
WILL CAUSE THE FORM TO REJECT. YOU WILL THEN HAVE TO
DO IT AGAIN.
- Why let your workload double like that?
3. The check rate is important. Remember what was said
on page 8§0.
4. Complete the form in duplicate. Original to pay

Duplicate is filed on the file
2..

section for keying.
under the form W.B.
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{Sending the notification or letter)

 The letter writing principles set out on page 110 also apply here.

st st nisoa o o s.v. . THE. GRANT LETTER

The letter must show the benefit assessment. A suggested format is
on the next page:

HQTE: If not already attended to:

If apparent entitlement, attach Accommodation Berefit and Phone
Concession applications.
Note SW 42 of issue - no need to follow up.

Benefit declined - See page 68.

81P/810F
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Mra Jennie Jones
920 The Terrace
Wellington

Dear Mrs Jones

WIDOWS BEREFIT 428962178

You have been granted a Widows Benefit of $7802.00 per annum ($300.08
fortnightly)} from 07.01.87.

The assessment of your benefit is as follows:

P O S B Interest $£2000.00 Maximum Benefit $9287.20 PA
Your Earningsd $3640.00 Less deduction

(converted to annual on account of

rate) : excess income $1485,.20
Annuity $ 196,00
Total $5836.00 Eenefit payable $7P0A- 00
Less Income Exemption $£3120,00 = § 300.08
Excess $2716.00 (fortnightly)
Deducton on Account
of excess income $1485.20

Payment for the period 07.01.87 to 27.01,87 amounting to $450.12 will be
credited to your POSB account oan 20.01.87,.

From due date 03.02.87 and each two weeks thereafter payments of $300.08
will be credited to your account.

Please let this office know should you or your children:

— move from the above address

- commence employment

~ receive any further income

- be admitted to hospital

- leave New Zealand for more than 26 weeks

- leave school :

- enter into a relationship like a marriage

- change your material or financial circumstances in any other way.

Your benefit is required to be reviewed each year and forms for this
purpose will be dispatched in sufficient time to avoid interruption in

payment.

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.)

Also, this office will be happy to assist with any queries you may have.

Yours faithfully,

for Director
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CERTIFICATES OF ENTITLEMENT

Reference: CM 1881/67
€M 1986/194
€M 1985/68

These must be issued with every new grani,
Attach to the grant letter.

The certificate is in card form and is numbered $.W. 376. {local
issue) or SW377 when issued by DPC.

The certificate entitles beneficiaries to:
- Reduced Doctors fees {at the
discretion of the Doctor)
(termed higher rate of medical benefit).

And also exemption from the charge on prescriptions.

Show expiry date. Certificates are issued for 12 months and expire
on the 30th September each year.

The S.W. 376 is a dual purpose form - For widows benefit the front of
the certificate must say:

“PHE HIGHER RATE OF MEDICAL BENEFIT. AND IS
EXEMPTED FRCM THE CHARGE FOR PRESCRIPTIONS.®

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

 k & Kk Xk % %k & & *
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APPLICATION DECLINED

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

2. So an application is declined where one or more of the statutory
qualifications (see page 8) are not fulfilled or if applicants income
does not even 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 W.B. 2 - shoﬁ reason for decline.

B. Complete input form - S.W, 273 {Tick 105).
C. Notification - see next page.

PQINTS: TD NQTE
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:

- Reascn for decline - gquote
relevant section of Act.

- Review rights,
Ex le Nex
3. Reason - If you can’'t find the statutory authority
' for the refusal of payment - reconsider the
decision to decline.

Wi rawal:

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

‘Mrs Agatha Dunit,
209 Trendy Place,
HANAKA .

Dear Mrs Dunit,
ws B i ! ion 37
Your application for widows benefit has been carefully considered.

Section 24 of the Social Security Act 1964 states that the rate of widows
benefit shall be that as prescribed by the third schedule of the Act.

The schedule provides that a widows benefit of $6820.32 p.a. may be paid
to a person without dependent children. However this amount is diminished
by 30 cents for every complete $1.00 of the total annual income of the
widow in excess of $2,600.00 a year, and by 70 cents for every complete
$1.00 of her total annual income in excess of $4,160.00 p.a,

In taking into account your income and applying the above abatement
provision it has been necessary to assess your benefit as follows:

Income Benefit

Earnings $13525.00 Maximum benefit $6820.32
Bank interest $ 24,80

Total chargeable income $13549.00 Less deduction

Less exemption $ 2600.00 on account of

Excess $10949.00 excess income $7040.30

Deduction on account -
excess income $ 7040.30 Benefit payable = NIL

As you can see it is nmot possible to pay you a widows benefit, and thus
your application has been declined.

If you are dissatisfied with the decision above, you are entitled to have -
the decision reviewed by the Sccial 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).

Yours faithfully,

NQTE: The above letter although lengthy has been written with the
intention of supplying the applicant with all the information
relevant to her application being declined. This should save the
applicant from having to make further enquiries to the office.
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APPLICATION FOR WIDOWS BENEFIT RECEIVED IN THE QOFFICE

A

Summary of steps that must

/ be covered

Application received in office 1
fully completed o
2
Entitlement — ACC or Lump 3
Sum Payment A
on Death
- Accommodation Benefit
- Phone concession
4—
A, Issue Inquiry forms
{Income verification if
necessary) 5
B. Birth, Marriage, Death
checked. 6
Return of Inquiry forms 7
L8
Assessment (Form wB2)
— Rate and Date payable
R
- Decline g
10
Prepare Input forms (SwW55 & SW310)
- includes payment details 11
12
Computer produces payment for
Beneficiary each two weeks —
credited to Bank Account, 13
United Building Society, or '
P.S.1.5. 14
Some inquiries etc may require 15
follow up
16
P —
=

Conplete Interview Sheet and SW
96 (Authority for bank payment)

Registration, Mumbering,
Indexing

Urgent payment?

Estate Letter to Solicitor

Informed in writing of decision

- SW3 style

- Letter if reduced amount or
decline

Details from input keyed
lcocally to Upper Hutt computer

File, then put away in filing
system (termed filing)

Follow up Husband's estate
— first renewal
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= TI

Do _not write on this page

If you are not sure of the answer to any question read the
Section again. You will find the answer there.

What additional details may have to be shown on form S.W. B?7

What is the ideal way to file applications awaiting return of ingquiry
forms?

What is the amount of income that may affect the amount of widows
benefit payable?

Give three examples of non-chargeable income?

What date do you grant widows benefit from?

What information must be shown in a letter for a declined application?
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Applicants or beneficiary's actual occupation, and section working in
wher employed by a large organisation.

Away from the desks in alphabetical order.
$2,600 or $3,120 per annum.

A. Family Benefit.

B. Handicapped Childs Allowance.

C. War Disability Pension,

etc. {see page 120);

The day following the date of the husbands death., Providing
application lodged within six months after the date of death.

(a) A clear explanation of why the application has been declined
including the section of the act used as the authority.

(b} Review provisions explained.
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HUSBANDS ESTATE

Reference: Part L Income
& Property
Manual

WHAT IS AN BSTATE?
It is the cash and other assets such as shares bank
accounts, life assurance proceeds etce belonging to

beneficiaries late husband.

In most instances all these assets pass on to beneficiary, but before they
do any liabilities (funeral expenses, outstanding accounts) of the husband
need to be deducted.

Following the husbands death the Public Trust Office or a Solicitor will
arrange for the estate assets to be transferred to bereficiary. This
legal activity can take any time from 6 to 12 months to finalise.

WHAT EFFECT DOES THE ESTATE HAVE ON WIDOWS BENEFIT?

Distribution to beneficiary of the assets of the estate is a capital
payment.

- prospective proceeds from any investment of these assets is
chargeable as income against the benefit (see income section
page 118)}.

In most instances such income does not even with beneficiary's other
income reach the income exemption - so little action is required.

WATCE - 1. Occasionally an interim distribution (payment} from the
estate may constitute income ~ this must be treated as
chargeable income.

2. Look at charging prospectively income which is ascertainable
with a degree of certainty (discuss with senior officer)

WHAT DATE BRING THE ESTATE EED R INCOME T HARGE

No bard and fast rule can be laid down. - A senior officer must decide.
It depends on the nature of the estate the extent or type of assets etc)
and the method of distribution.
- Generally benefit would be reviewed if necessary
from the 1lst available date following
distribution to beneficiary.

PROCEDURE

1. At time of application obtain name of solicitor and name and address
of his firm bhandling the estate.

2, At time of application inguiry issue letter to solicitor - See
suggested format next page. - Form S.W. 13 is not to be issued.

3. Beneficiary to be asked in writing (combine with grant letter) to
inform office if any distribution of estate made pricr to renewal.

4. No need for bring up etc.

See next page
for follow up procedure.
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Suggested letter to be

sent to Solicitor or Public
Trust Office prior to benefit
grant.

|Tizovs AINEFIT APPLICATION &/

# lodged aa applicurien fov widews
.bcnﬂu sod -utn FOU ATH .d-hs.“oruc the ssTats of
Ber late bueband wos died at Te

S¢ ¢ aay detersice Xra antitlement for
widown becelit plexie let 3e know the Lollowiny:

i. Details of the sstutes asawts ipsindingt (If Possidlel

ﬁg Fature aod amoust of say Llzreasaanty

{ oxme sed addrass of orgwoisation holdieg
the igvestaent.

(841} the intarses oF dividands st beiog peid
on aaoh lovestoens.

B, Tha estates isbilitiss.

lc.  The extaps of Mrs. or her =n1¢ﬂn .
imtarsat in che mua. If ¥rs

=:;1u1.| Daneliaiery pleass forward & ee'p: or the
L7

p. It ) bhax ceceived soy paymapca Iiom
the satata what did they reprasest, sod the dace
x0d amrunh of PYDEERL.

E. Derails of way sopticaing paymests.

?. Then is the satate expectad to be finallazed.

If fall detaily of %The s4tats ave pot yst known

i{oteris reply as Lo what laformatioc is anl.‘l.lhic -m.a.

be eppreciated.

Plestsv alag 1wt me know wheo finel diseribation of the
wxtate iz sads,

Amsstutsttibagranan

for Dirsevor.

FOLLOWING UP FINALISATION OF THE ESTAIE:

1. Unless contact made by solicitor or bemeficiary advises of some

distribution THERE IS TO BE NO ACTION UNTIL FIRST RENEWAL. However
most estates are finalised by this time.

2. If estate not finalised at 1st renewal write to Solicitor to determine
progress and ask when distribution may be expected.

Also check ---
Has there been an interim
distribution.

Before bringing any estate proceeds to charge distinguish between
income and capital payments and watch prospective income from the
cash assets.
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LUMP SUM PAYMENT AFTER DEATH

Referanceg:
- Section 61D Social
Security Act
- Part B Miscellaneous
Provisions Manual
NOTE: This section is not a detailed

outline of Lump Sum Payment
After Death provisions.
Qualifications and

procedures etc covered are only
those relevant to widows benefit
applications.

When n i ion: {Relation to widows
benefit)

1. 1If applicant's husband dies leaving a spouse and/or children and
death was not the result of an accident and the net value of assets
of the spouse and/or children's share in the deceased's estate is
less than $10,000 the following provisions apply:

(a) If the widow has no dependent children and her annual income is
such that it would not prevent payment of a widows benefit, she
could be paid a lump sum of up to $1,200.

(b} If the widow has dependent children, provided she gualifies as
in () the children would qualify for $600 each.

{¢) If the husband was in receipt of a bemefit or national
superannuation and a lump sum payment of this benefit has been
made under Section 61DB of the Act this sum is deducted from the
$1,200 mentioned in (a).

2. The application form (S.W. 231) should be filled in at the time the
widows benefit application is taken.

3. If husbands death was as a result of an accident the equivalent lump
sum is available via Accident Compensation. Refer applicant to the
State Insurance or Accident Compensation Office.

How ig it Pai

A cheque via the Treasury payment system is posted to beneficiary. This
includes payment for herself and her child/children if appropriate,.

continued next page
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10.

11.

12.

13.

14.

15.

APPLICATION AND GRANT PROCEDURE
Take application in conjunction with widows bepefit application,

The necessity to have a gympathetic and tactful approach as mentioned
on page 156 apply.

Application form is SW231 & SW4 - Ensure all questions are

answered etc.

ADDITIONAL NOTES: Record on Minute Sheet if necessary.
At application set:

A. Death Certificiatex.

B. Marriage Certificate.

C. Applicants birth certificate.

The above or evidence of the events have probably been obtained for
the widows benefit application - take copies and attach to form SW
231, »

Application must be separate from the widows bemefit file., File in

deceased persons name or on any of his former papers.

Application to be indexed, entered in register and pumbered.

Issue S5.W. 6.

Baefore grant - S.W. 6 must be returned
* - Verification of cause of death. If accident - ACC

Income will have been verified on the widows benefit application.
Verify assets only where it is stated that they exceed $8000.00. See
paragraph B5.2] Miscellaneous Provisions Manual for details,

ALSO - birth and parentage of children to be established - get-

details from family benefit records. Put copies of certificates or
certified extract of details on the benefit on death file,

To Grant - complete form S.W. 232 - See example page 78,

Issue letters A, To applicant ).
B. To Public Trust if children) see page 79.

Refer file to Accounts Section (by hand preferably). They arrange
Treasury veucher preparation. Treasury then send a cheque. Usually

takes two weeks from date accounts section prepares the Voucher.

16.

17.

Accounts note and sign the S.W. 232 that the voucher has been
prepared.

File then returned for filing.
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LUMP_SUM_PAIMENT APTER DEATH

DEPENDENCY

This is one of the qualifications. However it is presumed that
wife is dependent on husband if living together at the time of
death.

ASSETS AND INCOME

The net value of assets in the deceased's estate must not exceed
$10,000,. “Assets" does not include the family home and
chattels, household tools, car, pets or undivided beneficial
freehold interest in Maori freehold land.

The income of the applicant must be such that she wonld still
qualify for a widow's benefit,

Action Lump Sum Payment After
Death applications WITHOUT
DELAY. The receipt of the
lump sum can he of great
assistance to the widow by
helping relieve financial
worry at a time of grief.

SUMMARY OF PROCEDURE

A.
B,
C.

. D -

B.
F.
GQ

Eo-

Application S.W. 231

Birth, death Mar}iage Certs.
Register etc & S.W. 6,
Childrens details

Action sheet S.W. 232.
Letters .

Treasury voucher

Separate file

Examples next page.
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EXAMPLE _QF ACTION SHEET

SW 3l
Certificate of Disposal of Application for Lump Sum Payment After Death
{Section $1DC Soclal Security Act} .
Name of De ds Nunb
Date Application Received Diate of Birth of De d: Date of Demthi . icianirnennsnimines
1. Name of Applicant:
1. Address:
: 3. Relacionship of applicant to deceased:
o 4 Wuthespoueliﬂnswiththcdeuuxduthcdﬂeorduw? YES/NG
c 5.lftheapplbmhnotlheie'tlmcdolhcprovﬁonsof$eﬂion 63(b) of
X the Social Security Act apply? . YES/NQ
§. Not entitied to Accldent Compensation? YES/NO
o 7. Children:
N {a) Name {d) Date of Birth {c) Living with decensed at D.O.D.
E YES/NO
YES/NG
YES/NO
YES/NO
BLOCK TWO Income of Applicant BLOCK THREE Astets of Applicant
1. Limit of benefit and Income s t-xrnﬂfi - $10,000
2. valoe children’s share
1. Income of applicant and/or childrea 1 afmhm‘sumc{adudhs
1. Income of applicant and/or children is atucts lbsted b Sectios $1D42) of the
tess than the limit of income and benefit?  YES/NO Social Security Act). $
3. MNet value of xumts is lem than $10,0007 YES/NO
owe 1z Hhmmwdmmhwebmmwmhmu-eknu&iuumthmmms@mﬁmc.-
Mote 1 mmn{;.&hw-ﬂhmmw‘Mshb‘oﬂm:«[qﬂhshm:ﬂwwﬂ:k YES tiere
(a) $1,200 b repont of tve spowst bess auy piywsent mwce uader section 61DE; and
(&) $600 n resport of ench chiid who wee Hring whh the decrmeed.
Mo 31 Where the deceasd was & soio pareal snd the asswer 1o cuenion 1 fa blocks two and three & YES thware b cntitlerment 10
1,200 jom any payrmend opde wader sctios $1DB; aad
{5} 5400 ba. resoect of oack chikd and was tving with ite
Recommendation and Decirions.
I. Payment of 2 lusp sum of $evvsncvrsisnsns S 2pproved lo terms of Section 61DC. {Sec reverse for assemment)
Payee:
Address: :
2, Pay s ) 1o the in trust foe
the following dependent children and in the foliowing amounts:
Child Dute of Blrth Guardiam Amodst
3. Application refused because:
Letter issued sctting cut income assestment and reasons
Racomavendiag Officer for Directoe
Vouchers passed for 1 and 2 above-Scheduie No.
. Certifylng Officer
Apgplication register noted [ 1P O PRV P

See next page for example of letters
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1. LETTER TO APPLICANT WITH DEPENDENT CHILDREN

"Your application for a lump sum payment arising from the death
of — ‘has been considered and a grant of
$ approved,

The provisions of the Social Security Act relating to lump sum payments,
require that the sum available be reduced by the amount of any benefit
continued in respect of the deceased, beyond the date of death.

The payment approved in ybur case is assessed as follows:-

Payment in respect of yourself 1,200
Less Benefit Continued Beyond Date of Death
Balance Payable

Flus Paymemt for the Child

” (1] [13 L] L

(23 " HE .3 L1}

L] " “” 1k "

TOTAL PAYABLE

Payment in respect of the child/children is paid to you in trust for the
children,

Arrangements are being made to pay the amount assessed, and you should
receive a chegque through the mail in due course.

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 3 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 Deparxtment (SW 143 - Application for Review of Decision).”
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2. LETTER TO APPLICANT WITH NO SURVIVING CHILDREN

"Your application for a lump sum payment arising from the death
of has been considered, and a grant of §
approved,

. The provisions of the Social Security Act 1864, relating to lump sum
payments, require that the sum available be reduced by the amount of any
benefit continved in respect of the deceased, beyond the date of death,

The payment approved in your case is assessed as follows:-~

Payment in respect of yourself $1,000
Less benefit continued beyond date of death
Balance Payabls

-Arrangementa are now being made to pay the amount assessed, and you
should receive a cheque through the mail in due course.

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 3 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}.”
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"Your application for a lump sum payment arising from the death

of has been considered and a grant of
$ approved.
0f this amount, § iz in respect of the child/children

(show children's names)
and is paid to you in trust for the child/children.

Arrangements are now being made to pay the amount due and you should receive a
cheque in due course.

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
3 months, setting out briefly the grounds om which you ocbject to the

decision. A form for this purpose is available from any office of this
Department (SW 143 - Application for Review of Decision).

NOTE: If no children second paragraph should be omitted."
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ACCIDENT COMPENSATION

References: Section 71A Social
Security Act

V68 Income and
Property Manual

IRTRODUCTICON:
If beneficiary's husband's death is a result of an accident she
will most likely be entitled to accident compensation payments.

WHAT I§ ACCID NSATION?

It is government assistance (cash payments)
available to accident victims or their
dependents,

WHO PAYS 117

Payments are authorised by an organisation
similar to a Government Department -- The
Accident Compensation Corporation. In some
districts the corporation engages the State
Insurance Office to handle claims and pay
the compensation.

TYPES OF ACCIDENT COMPENSATION AND THEIR EFFECT ON WIDOWS BENEFIT
1, Earnings Related

— {Assessment on basis of late husbands wage)

The net amount is a DIRECT
DEDUCTION from Widows Benefit.

See next page for procedure

2, Lump sum

$1000.00 payable to widow following husbands fatal accident and
in addition up to $1,500 paid in respect of dependent children.

Regarded as capital payments - any proceeds from
investment of the money is treated as chargeable

income.
3. .As a result of accident to beneficiary hergelf

Not a direct deduction,
Charge as income in the same way as earnings. Lump sums are regarded as
capital payments. Again any proceeds from the investment of the money is
treated as chargeable income. -

Procedure (Nol) next page
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If Widows benefit application lodged and there appears to be
entitlement (husband met death by accident) to accident compensation®
- beneficiary must lodge an application for compensation.

{* Possible entitlement to 80% of late husbands
wage by way of compensation)

Local arrapgements apply

- In some districts accident compensation as
above is paid without delay. If the rate exceeds the widows benefit
rate {remember it operates as a direct deduction) don't grant the
widows benefit. Check on the accident compensation amount and
consider for decline,

IF THERE IS ANY DELAY IR PAYING ACCIDENT COMPENSATION WE
MUST PAY THE WIDOWS BENEFIT AND DEDUCT THE COMPENSATION

LATER -—--
PROCEDURE HERE IS:

1. After grant of widows benefit send this letter to the local State
Insurance office {or ACC office).

"The abovenamed has been granted widows benefit of $357.20 per 2 weeks
from 16.10.%% and has stated she has applied for accident compensation
in respect of her late husband.

Please note that if earnings related compensation is granted the
Department in accordance with sub section 134(3) of the Accident
Compensation Act 1972 will require a refund from the compensation of
all or part of the widows benefit paid.

Please let this office know of any compensation grant prior to its
payment, to Mrs Yaled.

Yours faithfully,"

2, File in bring up or computer expiry for 8 weeks.

Procedure following State
Insurance reply next page.
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Procedures coptinued

4. State Insurance will reply to letter on previous page stating
accident compensation granted at so many dollars per week and
hefore its release want to know amount of widows benefit to be
recovered.

Computation

5. Re-assess Widows Benefit on form SW 23
from date compensation granted.

The net amount is e.g. if compensation
directly deducted deducted from grant
from benefit due W.B. 2 would look

like this. ._>

Reduction date shown on S.W. 23 is that
from which compensation granted.

6. Action W, 272
B62 - Non standard rate

- show new annual rate
— amend check rate

7. Qverpayment
- is simple to assess
set out on a minute sheet.
e.g. $262.32 = (pf)
* $£222.72 = deduct
$ 39.60 Benefit due

H

The amount of the Qirect
deduction is the overpayment for each

due date.
The period of overpaymeat is from date
of desired reduction (above) until day VERY IMPORTANT
before S.W. 797 effects actual reduction. DONT DELAY
ROTE If 2 deduction results in no W.B. payment This part of the
watch any ACCOMMODATION BENREFIT paid - action.
This must also form part.of the
overpayment.

8. Debt records to be set up in normal
J-fashion. {(Page 2330.)
207

9. Send letter urgently to State Insurance
pointing out amount of widows benefit
overpaid after taking into account
earnings related compensation.

Request cashk refund.

10. Letter to beneficiary:
- Reason for benefit reduction
- Set cut assessment
- Mention Review rights.

11, Debt section follow up ACC refund.
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Grant Widows Benefit {(full rate).

Letter to State Insurance or ACC.

Compensation approved.

Assess overpayment SW 23.

SW 747.

Set up debt.

Letter for refund,

Letter to bemeficiary re reduction etc.

"o
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Reference: Part O Four Weekly
Manual
CM 1986/219

Introduction
1. Marriage must be verified prior to widows benefit grant.

2, Birth must also be verified prior to gramt if it is a factor in
qualificatiorn (i.e. no dependent children cases).

3. Birth verification in other cases is required to link the names with
the marriage certificate. In some instances this may be followed up
after grant.

NOTE If grant of benefit is delayed
on account of the above verification
"Service to Widows*" payment must be
considered.

4. Verifj ion Pr r
A, Ask beneficiary to produce certificates (she 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 §.W. 2A (Birth)} In singular, note file

- S.W. 2B (Marriage) of date of issue. See page 45.

0 local registrar of births where born., §S.W. 2B goes direct to
Registrar General.

G. 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.

see next page
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WHAT IS THIS SECONDARY EVIDENCE QOF BIRTH?

It is other documentation or evidence
that may be able to show the date of beneficiary's birth.

See list page 88 and paragraph 011 four
weekly manual.

NOIE: When verifying birth from secondary evidence
as many sources as possible must be
used to establish the event.

A Senior Officer's approval is required
for the acceptability of this evidence.

ALSQO RQOTE

ri n r i see para 050 four
weekly manual - But if Maori custom marriage para. 051 refers.

NOTE: .In the case of defacto marriages or Maori custom marriage
refer to your Senior Officer to consider a grant as Emergency
Widows benefit.

Hame discrepapcies - Birth or marriage certificate details or names on

application forms -~ if identity obvious don't
worry, but watch for any definite aliases -
these must be recorded on index. (S.W. 81 if
necessary)

MAORT BIRTHS:
Some prior to 1935 are not registered. If Maori
applicant cannot produce birth certificate HAVE FORM S.W. 225

COMPLETED AT THE INTERVIEW - Should normal verification fail this
saves time in the long run. {(Paras 031 - 36 4 Wkly Manual refer.)

continued next page.
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SOURCES OF SECONDARY BIRTH EVIDENCE

1. Baptismal Certificate or Confirmation Certificate.

2, Family Bible.

3. Family Tree or Pedigree chart.

4.. Pukapuka Whakapapa {Maori family tree).

5. Marriage certificate.

6. Spouses death certificate.

7. 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
RBducation Department. Enquiries for Maori school records prior to
February 1969 should go to Regional Superintendent, Department of
Education, Private Bag, Newmarket, Auckland, ’

g. Passport.

10. Travel Documents - often issued to refugees.

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, Ravy, Air Force.

16. Lodge Records.

17. Life Insurance - obtain Policy number if possible.

18. Employers - Apprenticeship Records.

19. ©Union Records.

20. EHospital 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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INCOME FROM FARMS,BUSINESS ETC.

Reference:
Part M. Income and Property Manual.
Section 3 Social Security Act

1. EFFE DOE B T

It is added to other income that is chargeable when assessing the
rate of benefit.

Before reading this section I0U MUST UNDERSTAND the definition of
income and the principles set out in Section 3 of the Social Security

Act and on pages 116-11% of this handbook.

2, TYPES OF INCOME

There is generally no problem in recognising and verifying income
from usual sources such as earnings, salary, dividends, interest,
rent and the like. The income of self-employed persons can present
problems when it is necessary to interpret business accounts.

A person who is self employed usually has a Profit and Loss statement
prepared by an Accountant each year.

A copy of this statement is produced to the Inland Ravenue Department
for tax assessment purposes.

Make sure these accounts are certified as correct by an Accountant,

there may be pecple who do not have a profit or loss statement
prepared (e.g. people who for some reason have not filed a tax
return). .

It will be necessary for these people to produce some confirmation of
their income. You should see your senior officer to discuss which
would be the most satisfactory method of obtaining the necessary
verification in this type of case.

Your senior gfficer will refer to Part M of the Income and Property
M 1l in idin har le in i h

The principle is to establish the “real" income of the applicant i.e.
exactly what money the applicant gets from a business to provide for
the needs of herself and her family.
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Flexibilit

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

If you have any doubts you should refer to a Senior Officer.

WATCH Drawipgs or directors fees eto

Circulars 1984/182 and 1985/29 cover the above matters which you'
must have regard to when assessing income from a business
venture.

Basically the income of a self-employed person can be defined as:

(1) - the gross turnover of the business less only the business
expenses incurred in producing that turnover; or

(2) the drawings from the business;

whichever is the greater amount

Directors fees are regarded as income for social security
purposes.

raordi E ngdi :
Always examine the accounts. Certain items may require

discussion with a senior officer and later clarification with
beneficiary or her accountant, :

Hages
Watcht! -~ are there staff employed? If wages are paid to
beneficiary or her dependent children th by 3
ingome.
LEMONADE 3° l
1

e
- - e
——mmEET Q
e e
= —

g0.




SELF-TEST QUESTIONS
Do not wrjite on this page

If you are not sure of the answer to ary questions read the
Section again., You will find the answer there.
When do you follow up reply td the firat estate letter?

In what instance is there no éuglification to Payment After Death?

If beneficiary injures herself and receives an accident compensation
payment in what way does the amount effect the widows benefit?

If verifying birth from secondary evidence how many sources should be
used to establish the event?
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Yot earlier than first renewal.

Where death was the result of an accident.

If a lump sum, it is a capital payment and any proceeds from investment
of the amount is treated as other income. Not like compensation payable
as a result of her husbands death which must operate as a direct
deduction from benefit payments.

As many as possible.
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APPLICANTS ARRIVING FROM OVERSEAS

1. Reciprocal Agréement
' {Australia, United Kingdom).

2. Receiving an overseas pension of a like nature.

3. Otherlhpplicants.

1. RECIPROCAL. AGREEMENT:

Reference:
Reciprocity Manual

T Parts B&D

’ {(In process of update).

Social Security (Reciprocity
with the United Kingdom)} Act
1933.
Social Security {Reciprocity
with Australia) Act 1948,

Section 21(2) of the Sccial Security Act
., sets out the residential qualifications for

widows benefit.

However
Applicants from AUSTRALTIA and the

UNITED KINGDOM can get around these residential
qualification because of the reciprocal agreement we
have with these two countries.

wWh i h i Agr. nt?

As far as overseas widow benefit
applicants are concerned it means——-

(A} Residence in Australia,
or
(B} Residence in the United Kingdom or
a period for which United Kingdom

contributions have beern paid —--

May be regarded as
residence in New Zealand.

Birth in either country
may be regarded as birth
in New Zealand.

See next page for
application procedure.




- 7 WIDOWS .ARRIVING : FROM wsrmn oR .
' UNITED KINGDOM :
or . - .
- APPLICARTS FROM AUSTRALIA OR UNITED KINGDOM
ALREADY IN NEW ZEALAND WHO DO NOT MEET
THE N.Z. RESIDENTIAL QUALIFICATIONS -——
The reciprocal Agreement
mentioned on the previous
page applies.

NOTE To qualify under the reciprocal provisions |
applicant must intend to resjde jin New
Zealand permaneptly.
Normal application interview procedures.
Pages 29-34 apply -

nal A i ign R i
1. If your office has a special interview sheet
use it. AT INTERVIEW get these details -—--
E A. Date left Australia or U.K.

B. Period residence in Aust. or U.K.

C. Two referees who could confirm residence in
Australia or U.K.

D. Details of all overseas pensions previously
or now payable.
- Type and reference number

INTERVIEW : — Where paid from
- Last paid
- What rate.
E. Previous address in U.K. or Australia.
Senior Officer 2. Al i jew in
to check

prior to — P A, Documentary evidence of arrival

applicants e.g. sight and record or photocopy airline
departure tickets, passport. .
from the 3. Have this declaration completed as to permanent
office, residence ~——

"I hereby declare that I intend to remain in
New Zealand ...vees..-.+ {State number of
months or years or state "permanently” if it
iz intended to remain in New Zealand
permanently).

I understand that I am not entitled to a
widows benefit under the Social Security Act
1964 for the first six months from the date
of arrival unless it is my intention to
remain in New Zealand permanently.”

Note: Australians who have been resident here for more than six months
do not have to complete this declaration.

For after interview action see
next page.
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ACTION AFTIER THE INTERVIEW:
——— TInterview sheet completed, tickets passport etc sighted
permanent residence declaration completed —-——

Progeed: {Row with the papers on the file)
1. Athough applicant may £it into the reciprocal
provisions - check does ghe meet all the other widows

2. A. Australia
If form Recip A not received from
Australia via Bead Office —- Issue cne to
the appropriate Australia state. {(See para
B566 Recip Manual).
See page 95. ’
B. United Kingdom
: If form N.Z. 11 not received from
U.K. via H.0., {(after 4 weeks of arrival)
issue N.Z. 6 in duplicate to Dept Health and
Social Security ———
The purpose of the above forms is to verify the o'seas residence.
The forms should
be typed, signed
by a senior officer
and despatched ATRMAIL.

3. Assess Benefit
- Above forms may be followed up after
grant
— Normal grant procedures page 50
apply.
WATCH is there an (verseas - In decision on W.B. 2 show "Recip
Pension to deduct Widows benefit”, and date entitled
See page 98. to "straightout” widows benefit.

"straightout" means ——-
qualifies without recourse to
the reciprocal agreement.

4, S.W. 310 (Input Form) —-- ensure Entitlement code
{A4l) entered with the
correct reciprocal digit.

5. Letter - mention granted under reciprocal provisions.

6. Rem er: A. That form Recip A or N.Z. 6 may require
follow up. ’
B. British pension claim follow up?
See next page.
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3. OIHER QVERSEAS APPLICANIS
{Not from Australia or U.K.)

A. If in doubt as to residential qualification TAKE AN
APPLICATION. See pages 9-11,

B. If applicant clearly does not qualify for widows benefit on
residential grounds do not turn her away - there may be
qualification for ---

- Emergency maintenance allowance
- Unemployment or Emergency Unemployment
benefit
- Emergency Sickness benefit
Discuss with a Senior Officer
BOINTS TQ NOIE
1. NOT RECEIVING U.K, PENSION
If beneficiary has made contributions to the U.K. National Insurance
Scheme she must be asked to test her eligibility for a British Widows
Pension.
{D.91 reciprocity manual applies)} - Give her form B.W, 1
to completa.
Also see Part 3 of the Payment in New Zealand of United Kingdom
Retirement and Widows Pension Manual.
. Follow up decision on the pension, -- If notification not received
and see page 98 for the assessment. re pension after 8 weeks
write to beneficiary and ask
if she has been told of any
decision.
2. PREVIQUSLY IN RECEIPT OF AUSTRALIAN PENSION
Watch commencement date
of N.Z. benefit - see para B52 reciprocity manual.
3. ED EKIN
Includes: England, Scotland, Wales, Northern Ireland
and Isle of Man
Not the Channel Islands.
4. WHWATCH If spent more than normal travelling time in countries en

route to New Zealand discuss with Senior Officer.
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RECEIVING AN OVERSEAS PENSION
OF A LIKE NATURE

References: Section 70 of Social Security
Act. Part O Income and
Property Manual
4.182 DP Manual

A. Hh h n

Section 70 of the Social Security Act requires that a pension or
allowance paid by an overseas country be DIRECTLY DEDUCTED from the
rate of the New Zealand benefit, providirng that the overseas pension
is payable for a similar contingency as the New Zealand one.

The main reason for Section 70 is to place beneficiaries from

overseas in no better position than New Zealand beneficiaries.

NOTE: Two different systems operate depeunding on whether the
pension is paid from Australia or United Kingdom.

1. An Australian Widows Pension would be deducted from the Rew Zealand
Widows Bemefit. However a widow cannot qualify for New Zealand
benaefit having recourse to the Reciprocal Agreement with Australia if
she receives an Australian widows pension here.

2. If a beneficiary has eantitlement to a British Retirement or Widows
pension this Department retains the United Kingdom pensior and pays
the New Zealand Benefit in full.

3, Payments like a War Disability Pension from an overseas country would
not operate as a direct deduction from the New Zealand Widows Benefit.

B. How are the Qvergeag Pensionsg Paid ,
1

Most are paid direct to beneficiary by the particular overseas authority.
e.g. the United Kingdom Department of Health acd Social Security each 4
weeks either posts a cheque Or credits the amount of the pension to a

bank account, unless a New Zealand Benefit is payable when the pension is
paid direct to Head Office.

The exceptions are the Australian Pensions. These are paid to the

pensioners by direct credit to their bamk accounts and these payments are
arranged by -the District Offices.
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AP

TIONS - AND FIT - D _KINGD ETIR

QR WIDOWS PENSION PAYABLE

NEW 2

Process the application for New Zealand benefit in the normal
way.

Determine the amount of United Kingdom pension payable from
documentary evidence.

Convert the United Kingdom pension pound sterling rate to
New Zealand currency at the current rate of exchange.

This exchange rate is supplied each fortnight by the Accounts
Division Bead Office e.g. UK 4.33 pw @ NZ$2,3250 = $10.06 per
weaek.

Providing the United Kingdom pension is less than the
New Zealand Benefit, arrange the grant of the New Zealand
Benefit,

Record the United Kingdom Pension Reference number and weekly
pension rate on the New Zealand Benefit master record in
accordance with instructions in the appropriate Data Processing
Centre Manual.

Forward form SW 329 to the Data Processing Centre.
Should the United Kingdom pension exceed the New Zealand benefit

rate decline the application. Ensure the decline letter clearly
explains the statutory provisions of article 15.

NEFIT YAR — NQTIF N R D

KINGDOM PENSION

AC

The United Kingdom authorities will advise of their authority to
pay new pensions by way of:

(i) Forms N2 10(BRP) or NZ 11 (WP) forwarded to districts via
Head Office.

and
(ii) Magmetic tape direct to the Data Processing Centre. The
‘Data Processing Centre will forward form SW 327 to District

Offices. {Form SW 327 notifies any new pensions included
on the tape).
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(iv)
HOTE:

(v}

District Office Procedure:

Check via the file or by way of on line enquiry if the United
Kingdor pension details have already been added to the master
record.

Compare dates of grant of the New Zealand benefit and the
British pension.

If date of grant of the British pension is the same or later
than the grant of the New Zealand benefit prepare input form to
add the United Kingdom pension reference and weekly rate (pound
sterling) to the master record. Remove any expiry date recorded
initially to check as to United Kingdom pension entitlement.

Forward 5W 329 to the Data Processing Centre.

Overpayments should not arise as the overseas pension already

-received will have been retained via the Data Processing Centre.

If the date of grant of the United Kingdom pension is earlier
than the date of grant of the New Zealand benefit request the
Data Processing by memorandum to pay to beneficiary the amount
of the pension which should not have been retained. This
request should be addressed to the Executive Officer Pay
Control, and must include the actual amount of New Zealand
dollars te be paid and the beneficiaries current bank account
number.
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A. Process the application for New Zealand benefit in the normal
way.

B. Determine the rate of Australian Pension payable from
documentary evidence.

c. Convert the Australian pension rate to New Zealand currency at
the current rate of exchange.

D. This exchange rate issupplied each fortnight by Head Office.

E. Providing the Australian pension is less than the New Zealand
benefit arrange the grant of the New Zealand benefit treating
the Australian pension as a direct deduction from the
New Zealand benefit,

F. Prepare SW 310 - Add B62 annual non standard rate,

G. Advise beneficiary of grant of benefit and explain reason for
direct deduction and show assessment.

B READY LE = ICATT F GR F_A RALI
WIDOWS PENSION

A, The principles as for new applications apply except that form SW
23 is used to review and reduce the benefit,

B. It will be necessary to establish an overpayment — Procedures
Page 209 apply.

I E EAS PE )i
Reviews

When deoing a retrospective review of deducting the overseas pension

from the New Zealand benefit paid «-- THE EXCHANGE RATE
TC BE APPLIED IS
Review from date of THE ONE IN THE
receipt of the overseas Principles page 97 PERIODS COVERED BY
pension apply THE OVERPAYMENT

WHICH IS MOST
ADVANTAGEQUS TO THE
BENEFICIARY
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1. When doing a restrospective review of deducting the overseas

pension from the New Zealand benefit paid --- THE EXCHANGE RATE
TO BE APPLIED IS

Review from date of THE ONE IN THE
receipt of the overseas Principles Page 98 PERIODS COVERED BY
pension apply THE OVERPAYMENT

WBICH IS MOST
ADVANTAGEQOUS TO THE
BENEFICIARY

Agent

2, With United Kingdom pensions this Department is only responsible
for operating the payment system; and not for ensuring correct

payment.

Beneficiaries should@ now be encouraged to contact the U.K.
direct regarding any U.K. pension queries.

However do assist where beneficiary has problems
in coping with any communication. -

NOT & DIR DED I0N

4. If the overseas pension is not directly deducted it must be
included as chargeable income.

5.  MANUAL

You should familiarise yourself with this Manual:

- "Payment in New Zealand of United Kingdom Retirement
and Widows Pensiong"

Addresses and what forms to
issue next page.

45P/8B95F
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OVERSEAS DEPARTMENTAL ADDRESSES

AND RRE ADDRE

1. UNITED KINGDOM
England, Scotland Department of Health and
and Wales Social Security,
Overseas Group,
Hewcastle Upon Tymne,
ER NE iyX,
Northern Ireland Ministry of Health and
Social Services,
Castle Buildings,
Stormont,
Belfast, BT4, 3HH,
R RN .
Isle of Man The Isle of Man Board of
Social Services,
Hill Street,

Douglas,
ISLE OF MANW,
2. AUSTRALTIA
The Director, Regional Director,
Department of Social Security, Department of Social Security,
Box 4158X, P.0O. Box 2346,
SYDNEY, DARWIN N.T. 5794,
NEW H WALES 2 AUSTRALIA.

The Director,

Department of Social Security,
G.P.0. Box 51A,

MELBOURNE,

VICTORIA _3001.

The Director, NQTE

Department of Sccial Security, ADD TO SPACE ABOVE NAME
G.P.0. Box 1088, PANEL ON FORMS RECIP B:
BRISBANE,

QUEENSLAND 4001.

The Director, EYDNEY - For attention
Department of Social Security, Position AZ4

G.P.0. Box 481,

ADELAIDE,

SOUTH AUSTRALIA 5001.

The Director, BRIGBANE - For attention
Department of Social Security, E133,

G.P.0. Box P1187,

PERTH,

WESTERN AUSTRALIA 6001.

The Director,

Department of Social Security,

Box 356D G.P.O..

HOBART,

TASMANIA 700C1.

The Registrar,

Department of Social Security,

Box 120,

CANBERERA,

A.C. T, . AUSTRALIA. Forms to use see next page
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1.

LIST OF OVERSEAS FORMS
ISSUE THE CORRECT FORM

N.Z, 2 Form sent by N.Z. to U.K. when a
person receiving widows benefit leaves
N.Z. for the U.K. Delete question 4(d).

N.Z. 4 Form to he sent by U.K. to N.Z. when a
widow makes application in the D.K. for a
widow's pension by virtue of residence in N.Z.

N.Z. 5 Form sent to N.Z. by U.K. giving details of
National Insurance Pension paid to a N.Z.
beneficiary during a period of temporary
absence in U.K.

K.Z, 6 Form to be sent by R.Z. to U.K. when a widow
claims widow’s benefit in N.Z. by virtue of
residence in U.K.

N.Z. 9 Form sent by N.Z. to U.K. where a beneficiary
received a U.K. pension during a temporary
absence in U.K.

N.Z2. 11 Notification sent to N.Z. from U.K.
(wvhen a widow leaves U.K.) showing
confirmed periods of widow's and late husband's
U.K. residence also date of marriage and date of
husband‘s death, etc.

AUSTRALIA

Recip. Form A - Notification of permanent transfer.
Recip. Form B - Authority for payment on an agency basis.

Recip. Form C - Advice of payments on an agency basis.
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FAMILY SUPPORT




PReference: Family Support Tax
Credit Policy
Manual - Part C
M 867179

Pamily support became effective from 1/10/86.

ligibili i iat
To receive Pamily Support a prerequisite is that the applicant is
receiving family benefit. :

Rate of Payment:

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

ncem ration of Gr z

Where the applicant for a benefit is in receipt of family benefit for a
child or children, Family Support for that child or children 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 family benefit in respect of the dependent child or children
does not cease.

Part C of the Family Support Tax Credit Policy Manual covers, in greater
depth, the criteria and requirements for on-going Family Support
payments. The Family Support Procedures Handbook (for beneficiaries},
will guide you in completing assessments and reviews of entitlement.




PAY SYSTEM



'INPUT FORMS

(The Cb“¥0ter.syStemi It was mentioned

S o e e, previously that payment
B2 =T N of widows benefit by
g‘ /F//*/Ff/ bank credit is arranged

: via the Data Processing
e —E'.Pl ‘ Centre.

The Data Processing Centre {D.P.C.} is another name for the part of the
Department where the Computer is housed and operated. The centre located at
Upper Hutt alsc has functions other than benefit payment but space does not
permit mention here. )

The Data Processing Centre can only issue the first benefit payment following
advice from a District Office,

- How is this advice transmitted?

TEM W LIKE :

Clerks at the District Office (i.e. the office you work in) put
details on forms called INPUT FORMS.

The original forms are then forwarded to the district office pay
section where details are keyed {(button pressing) into a machine.
This machire relays the information to the Upper Hutt computer.

The Computer processes the information and eventually produced at
the desired amount is:
A. Payment order (posted from the D.P.C. direct to
beneficiary).
or
B. Details on a tape (like a tape recorder one) and relayed to
banks for crediting to beneficiary's bank account.

Payments are then issued automatically each two weeks, unless a
change is notified via another input form, However when there is a
general increase in benefit rates the computer automatically up
dates the payment and issues arrears in most cases.

The computer stores information from the input form and later if
desired this information can be used for statistics or telling
districts that some action on the benefit is required - an example
here is the production of expiry lists.

The collection of information stored on each benefit is termed a
MASTER RECORD.

continued next page
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IYPES OF JNPUT FORMS

1. To register a new application S.W. 746

2. To establish a Master Record (at grant) S$.W. 310 S.W. 271.

3, Notify ghanges to the Master Record - S.W. 747.

4. To close a Master Record {cancellation) S.W. 273,

5. To errange a Daily Direct Credit. S.W. 55.

T_INF N IS REQUIRED TER_RECORD?
The information is conveyed by codes.
See chart S.W. 313.
For example:

{i At grant (S.W. 310) if in addition to details
required to be entered on the top half of the
form, e.g. Additional benefit was granted you
would show A60 and the weekly rate.

(ii) PFor any addition after grant (S.W. 272) prefix
the information codes with B, Look up the
information ¢ode on chart S.W. 3213 and add what
details are required.

{iii} 1If something has to be deleted. Prefix the code
with D. e.g. to remove a bring up date - show
D36.
IF REVIEWING A BENEFIT - check chart S.W. 313 -—-

- Do details need adding or deleting.

Remember

The information added to the master record at

grant must be amended on the master record if

changes take place. e.g. change of address
change of name etc.

Examples of completed forms
are shown throughout this
handbook but also see below.

ME N F
This is detailed from paragraph 2.53 in the data
Processing Manual - but
zemember - (i) USE BLOCK LETTERS.
RAME CEECK INTTIALS {ii) Separate amou§ts with a - dash

JOAN McEENZIE o and precede with the dollar sigm

o gﬂﬁgggg%c&g 38 e.g. - $002-00

IEVIN HARDING-JONES i’g {iii) Working out check initials - follow

Fnﬁfﬁg PURU . WP these principles

CEnJE%u g: (iv) The CHECK RATE - see page 60.

gﬁﬁ g'fggoa o {v) Separate dates with dashes

JORN DE LA COUR I e.g. 13-01-87.

BRIAR ST JOEX BS {vi) Only show coded informatior - other

comments will be ignored.
D lin

(i) If payment is to be adjusted before a certain due date make
sure the input is keyed before the "last keying date” shown
on the (S.W. 396) pay period chart.

(ii) Watch - don't send the input off too early for keying and

then have it actioned hefore the desired due date.
These forms in the interim are usually held on a
clip on the Aivision,
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REJECTION OF FORMS: The Computer is programmed to

check certain details both
entered on the form or with
information it already holds.
. Exemple: If the check
initials don't agree with the
name the form will reject
i.e. will not be actioned by
the computer,

Alsc if things like
chargeable income details
don't tie in with the check
ST rate the form will b

e rejected. :

RE ARE Yook
REjecqions swed/

there are many other instances {(too numerous to list) where forms can be

rejected.
WHAT HAPPEN F _THE FORM RE s

It is returned to you to do again.
WHAT ARE_THE E NCES?

1. Payment to beneficiary may be delayed - This
causes her problems and will result in phone calls etc.
2, An overpayment may arise.
3. You START TO DOUBLE YOUR WORKLOAD!!!
HOW T VOID IONS:
- You must read the Social Security Benefits Data
Processing Manual.

- Get a copy of it to keep on your desk and don't forget
N DUSE 1T

- The manual has a good index at the front. When doing
an action you are not sure of - look up the
appropriate section in the manual.

NOTE: B £ ien
1. Most input rejections are the result of carelessness and involve
minor things like incorrect check initials and check rates -
Double check these. Your own carelessness results in more work
for others as well as yourself,
Signatureg:
2, These input forms must have two signatures., except where
responsibility position work applies.
- S.W, 310 (Establish Master Record)
- 8.W. 273 (Closing Master Record)
- 3.W. 747 wkhen (i) resuming payment
{ii} change in rate of
payment

All other inputs may be signed by one person.
3. Humber of Forms:

If more than one input form (for same
benefit) sent for keying on same day both
will reject.
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LETTER WRITING

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.
FORMAT CF E

1. Typed form .. hand written

letters only acceptable in

exceptional circumstances.

— 2. The wxjters name must be
. typed under the sigumature.
DEPARTMENT OF SOCIAL WELFARE | 334/
METMCT OASICE, PAYATE 325 TE ARD WELLINGTON ! ey 3. Always show the contact

ADORESY. 141 WAMMEKE STREE?, MILLIAGTON 7 " d Syl m in the tOP right ha.nd

¥ Ny O (il

f:.;'wu AT 2 e corner,

e BT, P IKEOWE,

Pl Widows Tamacle

/I 4. D r ntal 1 rh

Hre Dladre Taswboroom le.1t.9 must always be used.
TIT Faroival fireat,
Flagwen #8 K112,

T 5. Never quote Manual referentes
faar ary msmaboveom, these are meaningless to the
Pidows Benefic 47493 public but if declining a
Thak ou Cor Lattismy me Maow DAt 700 heve Cersel smplormast pursasescly- benefit or refusing other
Tour Eidows Moafit has mow bess tmredsed b tis foll race of FOTH.A4 provisions, always gquote the
par anmmm from 17.19.Bl. AcTwaArd for the pariod 17.10.41 o 6. 11.8% wiil .
ba lnciated Ls che parmesr for dia dace 11141 wkick viil be se SZH.A4 releva'mt statutory authority
L you ave &lnsmtiaied vith the duciaion sbove, oa Ace smtltled T {Section of the Act) and
bave the deciaion raviswed by the Social Facmity Commimxion. explain it if necessary.

If you wish to have the declalem rwviswei, you siould apply L writing.

withis tires mouths. :::-u.-grut Sriafly the gromeds os vhich M.:}:H“

e drpatiay 14.8.103 - Mepioec i som Soviwt of DacLotonl . 6. Always show the bhenefit

Towrs faicatully, xeference.

A
&W 7. Some letters require

far Director inc¢lusion of REVIEW

PROVISIONS - see page 229,
8. A COPY OF ALL LETTERS MUST RE
PLACED ON THE FILE.
" NOTE: (i) Letters QVERSEAS must be sent airmail.

(ii) ALL letters must be signed by persons graded 007.102 or

above.
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HOW TQ WRITE A GOOD LETTER
1. ALWAYS be POLITE - even if you are answering a discourteocus letter.
2. The QPENING REMARKS should indicate why you are writing the letter.

3. Keep it BRIEF - but ensure you will be understood.

4, Set it out in [OGICAI, SEQUENCE - 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 THYS: WHEN YOU COULD HAVE SAID THIS:

"I am indebted for your communication "Thank you for letting me know
in which you advised me of your that you are starting work...™

contemplation to be engaged in
remunerative employment...”

ONE TEST IS:
WOULD YOU LIKE TO RECEIVE THE LETTER YOU HAVE WRITTEN?
E WI ER_WR TLLS:
1.  LETTER EXAMPLES in this handbook indicate the general style to be

followed - There is an irdex on page 252,

2. Books available from your library at Head Office: {Just send a note to
the library to make your request):

Ihe books in ordexr of usefulness are:

c1 ificati )
A. BETTER BUSINESS LETTERS

2nd edition Reid & Silleck 658,435
B.' & CUIDE TO THE WRITING OF BUSINESS

LETTERS. Bacie 651.75BRI

3. State Services training publications on correspondence.

What to avoid - see next pade.
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Ayoid Use Ayoid Use
approximately - about endeavour - try
frequently - often ascertain - find out
sufficient - enough negligible - small, slight
peruse - read numerous - many
communicate - write dispatch - send
residence - house, home ingtitute - begin
therefore advise

this office - let me know.

2. AVOID STOCK P ES

in the near future - soon
at the present time - now
give your consideration to : - consider
please do not hesitate to - please
costs the sum of - costs
until such time as - until
at your early convenience - soon
at this moment in time - now
come to a decision - decide
for an amount of - fer
in the event of - if
regret exceedingly to advise - sorry to say
we find ourselves in complete agreement with - we agree
3. MEANIN EXPRESSIQNS:

Th re j mpLy words and add pothing 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 QFFICE JARGON - WRITE ENGLISH NOT "GOVERNMENT DEPARTMENT
ENGLISH"

see next page for illustrations
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Be polite dont upset the reader
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Reep the letter brief - but ensure the message is clear
B 1w nger n

continued

111,



’a

Zen W iy} Y

~ VS sueu i ac
< ” T CHARACTERISTIC ITU2eS
5 EXER(TATE D INLATER
Z ALY AND INCILATED
- o LONGITDIN AL
’*"ht!‘ 'WW‘V\' \.‘\-\\\

e T

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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ERE 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. 34B - 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 1s not only legible but very neat.

Signature is clear.

- You print in the name and address panel.

Full office address and telephone mumber shown.

- Contact persons name shown.

You DATE it' and put a COPY on the file also
with the date.
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SELF-TEST QUESTIONS
I . thi

If you are not sure of the answers to any question read
the section again. You will find the answer there.

What is the special provision that applies to applicants arriving from

Australia or the United Kingdom?

To qualify under the reciprocal provisions what must applicant intend to
do?

If beneficiary is receiving an overseas pension of a like nature to a
widows benefit what must be done?

Why is it important to ensurs all input forms have the correct check
initials and check rate?

What is the preferable form of a letter, and what record of it should be
kept?

What should you do to ensure your letter is easily understood?
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ANSWERS

The reciprocal agreements which provide that residence or birth in
either country may be regarded as residence or birth in New Zealand,

Reside in New Zealand permanently.

The overseas pension iz required to be directly deducted from the New
Zealand widows benefit payments.

If rate or initials incorrect the form will reject. This c¢reates
more work for you and could possibly interrupt beneficiary's payment,

Typed., and a copy showing the date of posting must be on the file.

Keep it brief, use plain language, and set it out in logical sequence.

Don't forget to bhe polite.
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INCOME




INCOME

References:

Income and Property Manual
Section 3 of Social Security Act
CM 19867163

WHAT IS INCOME?

Section 3 of the Social Security Act provides a definition of "income™
for social security purposes but in simple terms it is money derived or
received. This is usuvally income from sources such as earnings, salary,
dividends, interest, rent and the like. Income from self employed
persons is sometimes difficult to define and you should always discuss
such cases with a Senior Qfficer.

Remember:

The maximum widows benefit is reduced if the income of applicant or
beneficiary exceeds $2,600.00 p.a. if the applicant bas no dependent
children or $3,120.00 p.a. if she has dependent children.

RELEV INSTR IONS:

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 assesgment example see page 56.

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.

- But like most rules there are
unfortunately exceptions - see page 122
on earnings,

Wh i e INCOME AR?

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.
Remember page 13.
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EN I :

A Capital payment is not
generally chargeable against
the benefit, but only the
income derived from that’
capital is brought to

charge. {However, see belowk)

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

i : Cin travel and furnishings. The
W C:% ”Eihﬁ remaining $20,000 is invested at 10%

Ap.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

T | on the $20,000 investment i.e. $2000.00

p.&.

Note: - DEPRIVAT F_IN

If beneficiary held on to the $30,000 in a non interest bearing account,
After 3 months we would lock 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.

* Capital Payments to be Charged as Income

If payments of cepital are made on a regular basis and are used by the
beneficiary for the support of himself and/or family they may be charged
as incoem {(eg drawings from a business). Discuss with a senior offifcer
if you think this is the case.

PROPERTY
Only income from property and not the value of property is taken into
account, but alsc 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 139

* See para D31 Income and Property Manual.
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WATCH OUT!!

The following income is Hﬁx_ggggﬁzﬁﬁLz

- Family benefit

- War disability pension

- War widows pension

- Handicapped childs allowance

- Disability allowance

- Up to $104.00 p.a, received by way of sick benefit from a

“friendly" or like society.

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

- Overseas pension of a like nature e.g. (i) Widows pension from
United Kingdom.

{ii) Child elemeant overseas
pensions.

- Late husbands Accident compensation.
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PROBLEMS! !

»* If you are not sure how to treat or verify certain

IMPORTANT types of income - *First leok up the income and
property manual - especially Part U. If you can't
find the answer there ask your Senior Officer.

SQME TRAPS WITH INCOME:

- Verification of income only required if the declared income is
$2,548.00 p.a. for applicants without dependent children or $3,068.00
p.-2. for applicants with dependent children.

-~ Special provisions apply to verifving 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 wipnings etc and gasgh 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 Post Office National Development Bonds
Eefer Para U.185 Refer Para U.189

- Two Year Investment Accounts (U.191) - 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

repewal dividends should be verified from the stock exchange list., If
amount differs comsiderably 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 figqure 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.
- Govt super - show reference on master record.
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TRANSITION TO WORK ALLOWANCE



HOR L.OW. E

Reference: M 19867203

Social Secuity
Amendment Act 1986 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 work force.

The payment of this allowance enables the person to be $20.00 per week
better off than they would have been on benefit. However, the maximum
allowance payable must not exceed $40.00 per week. :

The definition of full-time employment for the purpose of tramsition to
Work Allowance is 30 hours per week 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.

Payment of transition to Work Allowance can be paid in a lump sum or in
regular weekly or fortnightly instalments {in line with benefit payments).

Applications:
These can either be received from the beneficiary or if the beneficiary

advises that they are commencing full-time or permanent employment you
should send them an application form 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 as necessary.
Index on Common Index,

leulati i m H

Use the Transition to Work Allowance (SW372) to assess beneficiaries
entitlement to Transition to Work Allowance.

Any other allowances received while on benefit, such as Accommodation
Benefit, Special BRenefit and Disability Allowance, are also to be
included in the total net weekly income.

There are three basic steps involved in the calculation process:
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Transition to Work Allowance {Cont.)

SIEP 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 made Total A,
SIEP IWQ .

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. (Tkis is total B).’ '

STEEP _THREE
{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 ot 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).

QN BENEFIT
$

Benefit {abated on account of income) 153.18 NOTE: Assessment
Family Support {1 child) + 36,00 rates are all
Net Earnings (G tax code) + 59,68 'Net' figures for

=248,.83 benefit amounts.
Add $20.00 + 20,00
This is Total A =268,83
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Transition to Work Allowance {Cont.)

IN_WOREK
Example 1 Example_ 2
' : $ $
Gross Pay 265,00 250.00
Net Pay (*G code) 213.21 202,71
Add Family Support/GMFI s+ 36.00% + 41.2G%
This is Total B =249.21 =244,.00
Total A 268.83 268.83
Deduct Total B —=249,21 —244.00
Allowance Payable =1 = 24,83

* If the applicant does not know the amount of Familly Support/GMFI 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
nominated liaison officer for tnis purpose.

Advise applicant of out come of application and attach papers to parent
benefit file.
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- APPLICATIéN FOR TRANSITION TO WORK ALLOWANCE

Number: .,
FPio i iicnrrrrtassssasnrrrannnrs
Index:
PERSOMAL DETAILS
Foll Names.......... k.g}i.s.‘!’.‘eﬁ .......... Dawens E SANS e,
Full Address:...: K;OC! K Tve Bt U R i iven s

EMPLOYMENT CETAILS
Narte of engloyec:.... . L VANCHA WG 4 . DSt koow | €ALK
Addcess of myx(ﬁfﬂb%m N ‘QO&D haNcawee W

Enployer’s telephone nurber:. .. @ 1RO ..
Date of conmercement of ergloyment:. 2 11O £, 1s exgloyment pesranenti/)  YES 0 D
It "NO™ hov bong is enployment 67 aeiieeeannens YENSee oo e monihs
What ace the hou's worked per week? 32

What will your gross pay be per week?

wWhat will your net pay be per week?

What rate of Famly Suppor? are you and-lor K Lpouce recsving per week?

23e:0C .

P,

There are 7 cphions Fsted bekw, Please fick (4] the tox next to the option that describes how you want o be paid,

Option 1 ° -mfm@mumwsdmmbuuew 13 weehs; o

Option 2 DAMlﬂpmde 13 weeks Allwance .

‘DECLARATION

The statements anxd answers n h'cs appication are to the

Applant’s sgnehie \Av{
-

]

g

best of my knowledge !rue and correct.

oate:ll g, VO, H 3¢
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TRANSITION TO WORK ALLOWANCE CALCULATION SHEET

STEP 1 Calculate net weekly ncome while on benefit.

A ——r————

Total net benefit g104&2 10. {incudes Famly Support )
Add net earmings + 3. 37 .00,

_ Add any other income  + 3, 00 090 . (eg. Interest, Dividends, Rent received }
This is Total A =5129:10 R '

SIEP 2 Calaulate net weekly income white in full-time employment.

¥

Gross Pay $101: 19
Calulate net pay 5 A5 - B (yse PAYE. tables if this & nof supplind)
d6-00

Add Family Support/GME! + §.. 5%, 0C
Add any other income  +3_02.C0. {eg. nterest, Dividends, Rent received )

This is Total B =gl 1 -Gb

STEP 3 Caleulate the Allowance paysble per week.

Total A $129:40.
Add $20.00 +%,..20.00
' =sM4:10
Deduct Total B -513V 3
Allowance Payable =$_ 11 Wy (ot 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.
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HOW TO CHARGE EARNINGS

INTRODUCTION

Reference:

El Miscellaneous

Provisions Manual
CM 1986/163

When we talk of earnings we mean the likes of
type of employment.

Of course earnings are

included as income. Remember

that if income exceeds the income
exemption benefit payments will be
affected. .

wages and salary from some

Adjusting the earnings with the maximum benefit payable is usually termed

bringing the earmings to charge.

CHARGING EARNMINGS AT GRANT QF BENEFIT

(a) If the applicant

has ceased employment at application then the

earnings received in the period prior to grant are to be disregarded.

(b) Usually no problems if earnings are to continue ...

>

Here 1 NG It

Applicant earas 2 static $63.00 p.w.

$63.00 x 52* weeks = $3,276.00.

earnings income.

and intends to

This amount is the
The amount then forms part of the

le:
continue working.

proposed annual
chargeable income

and bernefit assessment would start off like this:

1. Widow Wi Dependan
Children
Earnings 3276.00
Other Chargeable
Income (say) 15.00
Total Chargeable 3291.00
Income
Less Inpcome =2600,00
Exemption
Excess 691.00
N.B: 1. This is termed rating

earnings,

2.

Watch where employed for only part of the year,

Widow With Dependent

hildr

3276.00
15,00

3291.00
-312

171.00
And so on

or prospectively charging the
j.e. charging them at the current rate. -

e.qg.

part-time teachers - assessment maybe earnings X 40 weeks

instead of x 52.
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CHARGING EARNINGS AT GRANT OF BENEFIT {continued)

~j(é) If it is not possible tc estimate the prospective income for the 52

’ weeks following grant of benefit because the earnings are of a casnal
nature or irregular, the earnings received in the period of 52 weeks
preceeding grant (actual earnings) may be charged.

CHARGING EARNINGS AT RENEWAL

{a) As a general rule actual earnings received in the relevant income
year should be charged, and any earnings received during a period of
suspension of benefit to be disregarded. Special rules apply to
earnings prior te grant at first renewal depending on whether the
earnings are contiruing - see a senior officer about what to charge.

{b} If the beneficiary intends to continue employment for an indefinite
reriod and the actual earnirngs do not cover a full 52 weeks period,
because the beneficiary commenced employment during the year, then
prospective earnings may be charged.

{(c) If the rate of earnings are at a disqualifying rate then prospective
earnings should be charged.

(4} There will be cases when because of ill health or other good reason,
a beneficiary may be unable to continue in employment. In such cases
the Director may renew the benefit disregarding past earnings. This
may apply even though a similar concession may have been approved at
grant of benefit or some subsequent date. However, any second or
subsequent application for the concession should be approved only
when the Director is satisfied that the beneficiary's stated
intentions regarding future employment are genuine.

Commencement of employment during the benefit year comstitutes a change
of circumstances and there is authority in Section 81 of the Social
Security Act to review the rate of benefit,

BEENEF

When a beneficiary notifies that employment has commenced there is in
many cases uncertainty as to the period of employment, or employment
predictions may not eventuate and it may be difficult to give advice as
to what action is to the beneficiary's best financial advantage.

Least problems arise when a bhenefit is reduced or suspended during a
period of employment, and is paid at maximum rate when employment
ceases. Most cases there fore fall ito the (a) and (b} categories below
in the first instance and if appropriate final adjustment is made at the
following renewal.

PT Av

{a) Suspend payment from first available date.

{b) Charge prospective annualhincome from first available date,
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OPTIONS AVAILABLE {(continued)

{c) If the beneficiary wishes to earn up to the income exemption and then
to cease employment, actual earnings may be charged from the
following renewal.

(d) If the earmnings are irregular or of a casual nature and an annual
prospective income cammot be determined then actual earnings may be
charged at the following renewal.

{(e) If the renewal of benefit is impending then prospective annual income
may be charged at renewal.

ACTION AT -RENEWAL

When benefit is reduced during the year because of the prospective
earnings charge or suspended, particular care will be required at the
following remewal to emsure that the beneficiary has unot been financially
disadvantaged because of the section 8l review. The following is
therefore to apply.

The actual earnings and other income are to be ascertained for the period
from grant or renewal of benefit, including any period during which the
benefit was suspended, to the end of the benefit year, and a
re-assessment made to determine the rate of benefit that would be payable
if the actual income was charged in the year of receipt. The annual rate
arrived at is then to be compared with the benefit payments made in the
same period.

If the re-assessment provides for more benefit than that which has been
paid, the benefit should be reviewed retrospective from grant or previous
renewal and an arrears payment made,

If the re-assessment is not to the financial advantage of the beneficiary
no adjustment in payment will be required.

EMPLOYMENT CEASES

When the benefit has been suspended and subsequently'the beneficiary
ceases employment then the benefit is to be resumed at the pre-suspension
rate plus adjustments on account of statutory increases.

When earnings have been charged on a prospective basis; then on cessation
of employment’ the benefit may be reviewed to disregard the earnings from
the day following cessation of holiday pay.

If the beneficiary is absert from work for more than seven days because
of temporary incapacity then the benefit may be reviewed to disregard the
earnings for the period of incapacity for which no earnings are

received. A medical certificate may be requested if there is no other
evidence of incapacity.

v T FICTARTES REGARD EFFE F _EARNIN ENEFIT

The most important issue concerning the effect of earnings on benefit, is
that correct advice is given to the public.
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ADVICE TO BENEFICIARIES REGARDING EFFECT OF EARNINGS ON BENEFIT
(continued)

A common misconception is that the benefit income exemption is an
earnings exemption, whereas it relates to all gross, before taxz, income
received. Those beneficiaries who signify an intention to work and earn
up to the exemption should be left in no doubt that gross earnings and
other gross income iz taken into account.

The various options open should also be explained, and in the case of
suspension of benefit the person concerned should be assured that
earnings received during the period of suspension will be disragarded.

A MMODATION B I

When advice is received concerning earnings, it should not be overlooked
that although widows benefit may not be effected, any accommodation
benefit may require review, because of the different exemptions apply to

the latter.
{See Part C.S.A, Manual.,)

CHILD CARE COSTS - SPECTIAL EXEMPTION

Similarly it should not be overlooked that when calculating the earnings
of a solo parent beneficiary there is a special exemption which is set
ocut in the proviso to clause 2 of the Third Schedule. In terms of the
provision the amount of persconal earnings of a beneficiary may be reduced
by $20 a week, where the beneficiary’'s child or children are placed in a
day care centre, or other approved placement whileshe is employed.
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DEDUCTION TABLES FOR EXCESS INCOME — ANNUAL ASSESSMENTS — EFFECTIVE FROM 1.10.1986

W INCLUDED “"mmm PER ANNUM

WITHOUT CHILDREN

mmmnmwmasimmm
&mmmnmmixnsssnsmwm_.

— EXEMPTION $2600.00 PER ANNUM
DEDUCTION = 0.30 CENTS PER $1.00 OVER $2600,00 PER ANNUM TO $4160.00 PER ANNUM
= 0.70 CENTS PER $1.00 IN EXCESS DF $4160.00 PER ANNUM T —
DEDUCTION AT 0.30 CENTS PER DEDUCTION AT 0.30 CENTS PER $1.00 AT $100.00 RESTS DEDUCTION AT 0.70 CENTS PER
41,00 FOR BROKEN AMOUNTS UP 70 $1560.00 FOR BENEFICIARIES WITHOUT CHILOREN +1.00 FOR BROKEN AMOUNTS
FROM 91,00 10 $99.00 UP T0 $1040.00 FOR BENEFICIARIES WITH CHILDAEN FROM $1.00 TO §89.00
DEDUCTION  DEDUCTION

EXCESS EXCESS EXCESS  WITHGUT  CHILDREN EXCESS EXCESS
INCOME DEDUCTION  INCOME  DEDUCTION INCOME  CHILONEN  INCLUDED INCOME  DEDUCTION  INCOME  DEDUCTION
$100 4030 15100 41530 $10000 ¢ 3000 #';mﬁmm ¢ + 100 1on £51.00 135.70
1200 4060 15200 11560 $20000 % 6000 476000 $ 200 § 140 15200 136.40
1300 3090 5300 31590 130000 4 9000 459000 $300 5210 $5300 43700
1400 5120 54.00 $18.20 % 400.00 $12000 7§ 12000 400 1 280 154.00 $37.80
1500 1150 15500 +16.50 $50000 15000 £ '1s000 | t 500 b 350 $55.00 13850
$ 600 ¢ 180 #56.00 16,80 160000 ¢ 18000 =04 160.00 ! 1 00 14 $56.00 $38.20
$700 210 700 W10 $70000  $ 21000 5421000 1700 1490 s700 #3090
1500 4240 $58.00 1740 $ 60000 3 24000 ggi@m 3 § 800 1550 $5800 14060
$900 4270 #5000 $12.00 § 50000 & 27000 Fqu@i t 900 4 830 $50.00 $41.30
$1000 9300 46000 #1800 1100000 330000 B4 30000 $1000  $200 36000 34200
$1100 4330 +61.00 $1630 11040.00 ¥4 31200 4 $11.00 k] £61.00 u2.70
11200 4360 16200 +1850 SRLA 31200 ' 840 $62.00 34340
#1300 3390 $63.00 $18.90 $110000 % 23000 1300 s +63.00 140
1400 3420 15400 $19.20 2000 3§ 38000 #1400 + 950 164,00 144.80
$1500 £ 450 +65.00 $19.50 $15.00 $10.50 $65.00 $45.50
$1600  § 480 166.00 11280 G =33 $16.00 .2 #56.00 $46.20
$1700 510 167.00 520,10 #4000 4 42000 117.00 190 $67.00 $46.50
11800 5540 68,00 520,40 $150000 4 450.00 118.00 51260 $68.00 147,60
#1500 4570 +69.00 12070 56000 3 48800 119.00 #1330 +59.00 $48.30
$2000  § 60O $70.00 121.00 $20.00 $14.00 470,00 $40.00
2100 § 6.30 $71.00 12130 121,00 11470 $71.00 149,70
$2200 4680 $72.00 12160 $2200 #1540 17200 $50.40
2000 1890 00 $2130 | Faow 0160000 08 BeMCACIAREE WMIHOOT | sm00  sse s ssiie
$400 3720 174.00 $22.20 AHD FROM $1100.00 FOR BENEFICIARIES WITH CHILOREN $24.00 11600 $74.00 £51.80
$2500 4750 17500 12250 p— DEDUCTION  DEDUCTION $25.00 1750 $75.00 $52.50
$2600 4 780 $76.00 12280 INCOME CHILDREN  INCLUDED $26.00 #1820 $76.00 153.20
$2700 4 800 177.00 12310 $27.00 +18.90 77.00 #53.90
12800 4 840 #76.00 12140 $1100.00 128.00 119,60 $78.00 $54.60
$2800 1870 $79.00 42370 $1200.00 129.00 $2030 +79.00 155,30
43000  + 900 180.00 124.00 $1300.00 $30.00 42100 180.00 $56.00
3100 3930 $81.00 12430 +1400.00 131.00 12170 181,00 156.70
93200 3 980 8200 12460 11500.00 $32.00 12240 $82.00 157,40
$3300 4 0.90 $63.00 12490 160000 4 49800 $33.00 12310 +83.00 158,10
300 11020 $B4.00 125.20 $170000 8 56600 134.00 12380 84,00 #5880
$3500 41050 185.00 12550 4180000  # B38.00 $35.00 1450 $85.00 450.50
$3800 31080 185,00 12580 1190000  # 70600 $36.00 12520 186.00 160.20
$372.00 #1110 $87.00 $26.10 $200000  $ 77800 $37.00 125.90 s87.00
13800 140 188,00 12840 $2100.00 & BaBOO 138.00 126.60 188.00 $61.60
3800 ML $89.00 12670 $2200.00 1 91600 $29.00 213 $89.00 $62.30
4000 41200 190.00 $27.00 1230000 1 88500 140.00 2600 $90.00 $63.00
100 31230 191.00 42130 $240000 1105600 141,00 128,70 49100 6370
14200 $1260 15200 121,80 1250000 112600 14200 12040 9200 $B4.40
4300 112.80 $91.00 ¥27.90 1260000  $1196.00 14100 $30.10 193,00 185,10
W00 132 194,00 52020 $270000 4128600 $44.00 $30.80 $94.00 15580
4500 #1350 19500 12850 1280000  $1336.00 $45.00 13150 195.00 166.50
ME00 01380 196.00 12880 1290000  $1406.00 4600 13220 196.00 167.20
100 11400 187.00 12910 100000 4147800 “in 13290 $97.00 167.90
800 $14.40 +96.00 2040 1310000  $1546.00 #48.00 ¥3380 198.00 $58.60
WI00  $1470 489.00 42270 1320000 9161600 +49.00 13430 199.00 168.30
15000 1500 13000 1330000  91686.00 150.00 $35.00
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DEDUCTION DEDUCTION DEDUCTION DEDUCTION DEOUCTION | DEDUCTION DEDUCTION  DEDUCTION

EXCESS  WITHOUT '~ CHILDREN EXCESS  WITHOUT CHILDREN |  Excess THOUT £ CHILDREN EXCESS  WITHOUT  CILOREN
INCOME  CHILOREN | INCLUDED INCOME  CHILDREN WCLUDED |  INCOME INCOME  CHILDREN  INCLUDED
$3400.00  $1756.00 4198410 $ 910000 1574600 - $585400 .| 41480000 ¢ 973800 4 994400 12050000 11372600 | $13834.00
1350000 1182600 - $2034.00 $020000 SE1B00 8602400 | 41490000 & 980600 - $10014.00 12060000 91379600 _ $14004.00°
$3600.00  $1856.00 - $2104.00 1830000  $588600  #60S400 | 41500000 ¢ B87600  $10084.00 $2070000 41386600 ' $14074.00
$3700.00 4196600 . 9217400° | 4 940000 8505600 | #BIGH00 | 41510000 1 994600 - $10154.00 $2080000  $1383600  $14144.00.
§380000 4209600 | 9224400 | 1950000 902600 623400 | 41520000 4I00VE00  $10224.00 52000000  $1400600  $14214.00
3390000 1210600 4201400 | 3 960000 1606600 4630400 | $15300.00 11008600  $10294.00 12100000 31407600 41428400
$400000  $2176.00  2384.00 $ 970000 4618600 4637400 | 41540000 11015600 - 41036400 52110000 41414600  $14354.00
JAI0000  $224600 ;9245400 - | 4 600000  $623600 . 644400 | | 41550000 91022600 , $IOASA00 | §2120000  $1421600 - 41442400
$420000 4291800 T4252400°7| 4 990000 4530600 ' 4BS1400 | $1560000 1025600 _ $1050400 _ | 92130000 $142E6.00 _$14494.00
$430000 9238800 1259400 --| $10000.00 1697600 E'm' (| $1570000  $10368.00 ;41057400 | 92140000 41435600 y 414564.00
3440000 $2456.00 3286400 | 910100.00 4644500 - B6S4D0 | §1560000 1043600 - H10644.00 $2150000 91442600 - 41463400
450000 $262600 8273400 | $1020000  $6516.00 ~nmm" $1550000  $1050600 1071400 | 12160000 $14496.00 91470400
JMB0000 5269600  $2804.00 11030000 1656500 1679400 | 11600000 41057600 41078400 12170000  $14586.00 31477400
$470000  $2666.00 _ 4287400 $1040000  $E6SE00 1 0686400 | $16100.00  $)064600 _ $1085400 | $21800.00 41463600  $14844.00
JE0000 3273600 _$2044.00 11050000 3672600 3693400 | 31620000 41071600 31082400 $2190000  $1470600 _ $14314.00,
1490000 $2806.00 ' $3014.00 }10600.00 4675600 ~ $7004.00 $18300.00  $10766.00  $10894.00 12200000 $1477600  $14984.00
1500000 35287600  $3084.00 F1070000  $G8GB.00  $707400 | 31640000  $1085600 41108400 £2210000 41484800 11505400
4510000 4294800 TS3ISA00 | 41080000 3693800 47MA00 | 3150000 4102600 1113400 12200000 1491600 _$15124.00
§SZ0000 9301600 74322400 11080000 9700800 4721400 | 31850000 91080800 _ #11204.00 52230000 91488600 41519400
1530000  $3086.00 - $3284.00 }100000 4707600 54728400 | 41670000 41106600  $1127400 $2240000 1505600  #15284.00
1540000 8315600 4336400 110000 3714600 4735400 | $1580000 $1113600  $1134400 §2250000 1512800  $15334.00
1550000 4322600 43400 1120000 9721800  $742600 | 41630000 91120600 1941400 | 42260000 91519600  #15404.00
9560000  $3266.00 1350400 $1130000 9728600 0748400 | 31700000 1127600  $11484.00 $270000 31528600  $15474.00
4570000  $3366.00 4357400 $1140000  $735600 4756400 | 41710000 4114500 91155400 | 2280000 $1SIIB00 41554400
$500000 3MIB00  43544.00 $1150000  $742600 0763400 | $1720000 1141600  $11624.00 $2200000 51540800 41561400
§590000 3350600 4371400 $1160000 3748600 770400 | $1720000  $1148800  $11634.00 12900000 $1547600 41568400
$6000.00 357800  93784.00 $70000 4756800 777400 | $1740000  $11S5600  $11764.00 $2210000 1554600  $15754.00
8610000 3364600 1385400 $1180000 4763600 $784400 | $1750000 31162600  $11834.00 $2320000 41561600  $15824.00
8620000 371600  $3§24.00 $11900.00 770600 4791400 | 41760000 31168600  $11304.00 $2030000 11568800 41588400
$6300.00 5378600 , $3994.00 11200000 4777600 998400 | $17700.00 $1176600 41197400 $2340000 31575800  $15064.00
1540000 1365600 ~WOBAD0 | V1210000 1794800 HBOSADD | 4I7B0000 A11BIR00 V1200400 | 4250000 162800 416G0AM0,
$6500.00  #3925.00 $1220000  47916.00 ;l{li@@: 41780000  $1190800 _ 91211400 | 12380000 31569600 41610400,
$6600.00  $3906.00 11230000 4788600 © 4618400 0 | 31800000 517600 91218400 | 42070000 41586800 41817400
1670000  $4066.00 V1240000 4805600 . $820400° | 41810000  $1204800 91225400 $23800.00 1603600  $16244.00
$680000  $4138.00 11250000  $812600 4633400 T | B1B20000 $1211600 $12924.00 £2190000 31610800  $1631400]
$6900.00  $4206.00 11260000 1819600 -$840400 | 31830000 $1218800 - 41238400 12400000  118175.00 :
4700000 4427600 HZT000  §826600 4MTAD0 | H1B40000 41225600 1246400 | $2410000 N1s2800 .4
$710000  $4346.00 11260000 1830600 = 11850000 51232600 Z 41253400 °| 12420000 #16316.00
1720000  $441600 11200000 1840500 ~4981400 | 31860000 11239600 C 91260400 | 14000  918386.00
$7300.00  $4436.00 11300000  $8476.00 = 4868400 «~ | $1870000  $1245600 ~ 91267400~ | 12640000  $16456.00
1740000 14556.00 < $13100.00 - —| $1880000  $12536.00 G}q}p«ﬂ,‘; 12450000  $16526.00
4750000  $4626.00 41320000 11890000 1260600 umm;‘;; 12400000 91858800 <
1760000  $4696.00 11330000 11500000  $12676.00 12470000 $18685.00
$770000 1476800 113400.00 SI0000 11274800 ‘qu‘m«m“ 12480000 $16736.00
1760000 4433600 $13500.00 11920000  $12816.00 813 12400000  $15806.00
4760000 $4906.00 $13800.00 11830000 41288600 ?’nmﬁ‘" 12500000  $16876.00
3600000  $4978.00 F #13700.00 11340000  $1295600 41316400 | s2si0000  s1ss4s00 Y
1810000  #5045.00 F| 113800.00 11650000  $13026.00 Jumun 12520000  $17016.00

+13800.00 11600.00 i 12500000  $17086.00

$14000.00 $18700.00 12540000 41715600

$14100.00 $19800.00 $2550000  $1722800 414

114200.00 $19900.00 12560000 91729600 §

11430000 120000.00 32570000  $17368.00

41440000 $20100.00 12500000  $17436.00

$1450000 $20200.00 12580000  $17506.00

114800.00 $20300.00 $2600000  $17576.00

$14700.00 42040000 12610000  $17646.00
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DEDUCTION TABLES FOR EXCESS INCOME
— WEEKLY ASSESSMENTS — EFFECTIVE FROM 1.10.1986

CHILDREN mm.unen‘

=" EXEMPTION $60.00 PER WEEK 17
=3 xioao,cwspeﬂ $1 ooovmqeooomwsexw saooo

WITHOUT CHILDREN
DEDUCTION

— EXEMPTION $50.00 PER WEEK
0.30 CENTS PER $1.00 OVER $50.00 PER WEEK TO $80.00 PER WEEK
0.70 CENTS PER $1.00 IN EXCESS OF $80.00 PER WEEK

DEDUCTION § DEDUCTION ;- OEDUCTION ' DEDUCTION * DEDUCTION _ DEDUCTION ;
s L WITHOUT o CRIOREN . | EXCESS  WITHOUT _ CHILOREN
INCOME ~~ ICLUDED INCOME  CHILDREN " INCLUDED =
$1.00 $51.70  $65.70-.. | $136.00 $83.20 ,,..987.20
$2.00 352,60 $56.40 | $137.00 483.90 -987.80
$3.00 $63.10 $57.105 - | $138.00 $84.60 T 488.60
44.00 $53.80 ,smqi%_ $139.00 $85.30 &!s_n.'a_q
$5.00 $54.50 ;O;i}ﬁp‘;:&. $140.00 $BB6.00 ﬁsg‘m
$5.00 $55.20 ,$50.20 $141.00  $86.70 oso.;o
$7.00 $55.80 .O‘s_i:m $142.00 !B?.‘p 1.90
48,00 $56.60 $60.60 - | $143.00 $88.10 % 98210
$9.00 $57.30 981,30 $144.00 $88.80 _oez.w
$10.00 $68.00 $62.00 [ 914500 $89.50  $83.50
$11.00 $58.70 #62.70 -~ | $146.00 $90.20 $94.20
$12.00 $59.40  $63.40 $147.00 $90.80 " $84.90
$13.00 $60.10  664.10 = | $148.00 $91.60 . $95.60
$14.00 $60.80 984.80 _ | s149.00 $82.30 496,30
$15.00 $61.50 965,50 _ | $150.00 $93.00 ur.oo
$16.00 962.20 - | $151.00 48370
$17.00 $62.90 $162.00 #94.40
$18.00 $63.60 $153.00 $895.10 g
$19.00 $64.30 $154.00 $95.80
$20.00 $65.00 $156.00  496.50 i
$21.00 #66.70 8156.00 997.20
$22.00 $66.40 $157.00 #57.80
$23.00 $67.10 $158.00 $98.60
$24.00 $67.80 $169.00 $99.30
$25.00 $68.50 $160.00 §100.00
$26.00 $639.20 $161.00 $100.70
$27.00 469.90 $162.00 $101.40 gy
$28.00 $70.60 $163.00 %102,10 =91
$29.00 $71.30 $164.00 $102.80
$30.00 $72.00 $186.00 $103.50
$31.00 $72.70 $186.00 $104,20
$32.00 $73.40 $167.00 $104.90
$33.00 374,10 $168.00 $105.60
$34.00 $74.80 $169.00 $106.30
$35.00 $75.50 5| $170.00 $107.00
$36.00 $76.20 SEL| 5171.00 $107.70
$37.00 $76.90 | $172.00 s108.40
$38.00 $77.80 $173.00 $109.10
$39.00 $78.30 $174.00 $109.680
$40.00 $79.00 $176.00 $110,50
$41.00 $79.70 $176.00 “$111.20
$42.00 $80.40 $177.00 $111.90
$43.00 $81.10 | $178.00 $112.60
$44.00 $81.80 $179.00 $113.30
$45.00 $82.50 $180.00 $114.00
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DEDUCTION - DEDUCTION DEDUCTION |, DEDUCTION DEDUCTION ' DEDUCTION DEDUCTION unucmu
EXCESS  WITHOUT | CHILOREN EXCESS  WITHOUT - CHILOREN EXCESS  WITHOUT | CHILDREN EXCESS  WITHOUT . CHILOREN
INCOME  CHILDREN ' INCLUDED INCOME  CHILOREN | INGLUDED INCOME  CHILDREN  INCLUDED INCOME  CHILDREN ~ INCLUDED |
$181.00 $114.70 '$118.70 | $236.00 $153.20 [$167)20%% | $291.00 $181.70 $345.00 $230.20 $234.20
$182.00 $115.40 [$118.40 | $237.00 $153.80 $1567.90 | §292.00 $192.40 $347.00 $230.90 $234.90
$183.00 $116.10 m&:o $238.00 $154.80 $158.60 $293.00 $183.10 | $348.00 $231.60 023550
$184.00 $116.80 $120.80 | $239.00 $155.30 $759.30 | $294.00 $153.80 $349.00 $232.30 $236.30
$185.00 $117.50 ,tmao_ $240.00 $156,00 $160.00 | $295.00 $184.50 $350.00 -$233.00 $237.00
$186.00 $118.20 '8122.20 | $241.00 $156.70 $160.70 - | $296.00 $195.20 $351.00 $233.70 $237.70
$187.00 $118.90 .$122.90 | §242.00 $157.40 $161.40 | $297.00 $185.90 $352.00 $234.40 $238.40
$188.00 $119.80 '$123.60 | $243.00 $158.10 $162.10 | $298.00 $196,60 $353.00 $235.10 '$239.10_
$185.00 $120.30 nuao_% $244.00 3156.80 $162.80 | $299.00 $197.30 0. | $354,00 9235.80 9239.80 .
$190.00 $121.00 .$125.00 | $24500 $150.50 $163.50 . | $300.00 9188.00 $202.00 | 435500 $236.50 $240.50
$181.00 3121.70 'HZE.?O $246.00 3180.20 HB".ZO $301.00 $198.70 l20270 $356.00 $237.20 $241.20
$192.00 $122.40 '$126.40 $247.00 $160.90 $1864.90. | $302.00 $186.40 $203.40 $357.00 $237.90 $241.90
$193.00 $123.10 ‘$127,10 | $248.00 $161,60 8165.60 | $303.00 $200.10 $204,10 | $358.00 $238,80 $242.60
$194.00 $123.80 $127.80 $249.00 $162.30 $166.30 | $304.00 $200.80 $204.80 | #359.00 $239.30 9$243.30
$196.00 $124.50 $128.50 | $250,00 $183.00 $167.00 ~ | $305.00 $201.50 $205.50 © | $360.00 $240.00 $244.00"
$196.00 $125.20 $120.20 | $251.00 $163.70 9167.70 | 3306.00 $202.20 $206,20 | $361.00 $240.70 $244.70
$197.00 $125.80 9129.90 | $252,00 $164.40 $168.40 | $307.00 $202.90 $206.90 | $362.00 $241.40 0245.40
$198,00 $126.50 $130,60 | $253.00 $165.10 $169.10 _| $308.00 $203.60 $207.80 - | $363.00 $242.10 $246.10
$199.00 $127.30 $131.30 $254.00 $165.80 $165.80 | $309.00 $204.30 $208.30" | $364.00 $242.80 $246.80
$200.00 $128.00 $#132.00 | $255.00 $166.50 #170.50 | $310.00 $205.00 $209.00 © | $365.00 $243.50 $247.50"
$201.00 $12B.70 9132,70 | 3256.00 $167.20 #171.20 | $311.00 $206.70 $209.70 | $366,00 $244,20 $248.20
$202.00 $129.40 $133.40 | $257.00 $167.90 #171.90 | $312.00 $206.40 $210.40 | 5367.00 $244.90 $248.90
$203.00 #$130.10 $134.10 4258.00 $168.60 $172.80 $313.00 $207,10 #211.10 $368.00 $245.680 $249.80
$204.00 $130.80 $134.80 | $259,00 $169.30 $173.30 | $314.00 $207.80 $211.80 | $369.00 $246.30 $250.30
$205.00 $131.50 $136.50 | $260.00 $170.00 $174.00 | $31500 $208.50 212,50 | $370.00 $247.00 $251.00
$206.00 $132.20 $136.20 | $261.00 $170.70 $174.70 | $316.00 $209.20 $213.20 | $371.00 $247.70 $261.70
$207.00 $132.80 136,90 | $262.00 $171.40 #17540 | $317.00 $209.90 #213.80 | $372.00 $248.40 $252.40
$208.00 $133.60 $137.80 $263.00 #172.10 #178.10 $318.00 $210.680 3214.60 $373.00 $249.10 $253.10
$209.00 $134.30 $138.30 | $264.00 $172,80 #176.80 | $319.00 $211.30 $215.30 | $374.00 $245.80 $253.80
$210.00 $135.00 #139.00 | 8265.00 $173.50 $177.60 | $320.00 $212,00 $216.00 | $375.00 $250.50 $254.50
$211,00 $13570 $139.70 | $266.00 $174.20 #178.20 | $321.00 $212.70 $216.70 | $376.00 $251.20 $265.20
$212.00 $136.40 314040 | $267.00 $174.90 $178.90 | $322.00 $213.40 $217.40] | $377.00 $251.90 $265.90
$213.00 $137.10 $141.10 | 5268.00 $175.60 $179.80 | $323.00 $214.10 $218.10 | $378.00 $252.60 $256.60
$214.00 $137.80 9141.80 | $269.00 $176.30 $180.30. | $324.00 $214.80 $218.80 | $379.00 $253.30 $257.30
§215.00 $138.50 #142.50 $270.00 $177.00 $181.00° | $326.00 $215.50 Ozls.so’ $380.00 325400 $258.00
$216,00 $139.20 $143.20 | $271.00 $177.70 8181,70:- | $326.00 $216.20 $220.20- | $381.00 $254.70 $268.70
$217.00 $139.90 $143.80 | $272.00 $178.40 $182.40 | $327.00 $216.90 $220.90 | $382.00 $255.40 $259.40
$218.00 $140.60 $144.60 | 9273.00 $179.10 $183.10 | $326.00 $217.60 $221.60 | 9383.00 $256.10 $260.10
$219.00 $141.30 9145.30 | $274.00 $179.80 3183807, | 9329.00 $218.30 $222.30 | $38400 $266.80 $260.80
$220,00 $142.00 $146.00 | $275.00 $180.50 $184.50=-| $330.00 $219.00 $223.00 | $385.00 $257.50 $261.50
$221.00 314270 $146.70 | $276.00 $18120 318520 | $331.00 $21970 $223.70 | $286.00 $256.20 $262.20
$222.00 $143.40 "oui‘.’i& | #277.00 $181:90 $185.90 | $332.00 522040 $224.40 | 3387.00 $258.90 $262.90 .
$223.00 $144.10 $278.00 $182.80 ;{u.oo $333.00 3221.10 82 $388.00 $259.60 F”?J”q?
$224.00 $144.80 $279.00 $183.30 $187.30"| $334.00 $221.80 $389.00 $260.30 [4264.30
$225.00 $145.50 [$145.50 | 9280.00 $184.00 $1 $336.00 $222.50 $390.00 $261.00 E:suo
$226.00 #1486.20 .8 150.. 9281.00 $184.70 $336.00 $223.20 ‘|1 8391.00 $261.70 {$285.70
$227.00 $146.90 $282.00 $185.40 $337.00 $223.90 $392.00 $262.40 .uw
$228.00 $147.60 $283.00 $186.10 $338.00 $224.60 $393.00 $263.10 Ezgrjsg
$229.00 $148.30 ($152 $284.00 $186,80 $339.00 $225.30 $394.00 $263.80 -
$230.00 $148.00 | wor| $285.00 $187.50 $340,00 $226.00 §395.00 $264.50
$231.00 $149.70 $286.00 $188.20 | $341.00 $226.70 $396.00 $265.20
$232.00 $150.40 $2B7.00 $188.90 | $342,00 $227.40 $397.00 $265.90
$233,00 $151.10 $286.00 $189.60 $343.00 $228,10 x| $398.00 $266.60
$234.00 $151.80 $289.00 $190.30 $344.00 $228.80 '| $399.00 $267.30
$235.00 $152.50 $280.00 $181.00 $345.00 $220.50 $400.00 $268.00
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Barnings (continued)

. 1. Record details on the file {see next page)
- commencement date
- Employees 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.

‘!:)’ - r har T

. Ensure heneficiary not confused. i
2. If beneficiary notifies by letter - you may be able to
get the above information by_phone - but Dop't DELAY -

record phone conversation on file.

3. Benefit in the example (next page) requires reductio

from the fir —— .
therefore

4. S,W, 747 to reduce. See example next page.

5. Also §.W. 8 must be issued to check the rate of
earnings — If not returrned prior to deadline for adbove
action --- perhaps get details by phone (explain
position to employer --- dont become a nuisance with
frequent phone calls}.

Points %o pote with S, W, 8 Completion:

{i} 1If big organisation - show beneficiarys
actual job and what
division employed at.

(ii) The S.W. 8 is a multi-purpose form - Before
issue delete guestions not reguired.
(iii) See paras $.35 - S.38 Income and Property
Manual.
6. Record review on form §,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
Lo $£20.00 pw to the income exemption,

7 Letter to beneficiary example page 136.
8. Follow up S.W. 8 if necessary.

g. Summary - (a) Details on file

{b) beneficiary understands

{c) S.W. 8

(d) S.w. 747

(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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Earnings (continued)
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| ] f, w Tag Forst
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while af  work. |
g. Chan
21381,
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OR OVERSEAS PENSION MASTER RECORD
%%Mamsj?ifm‘!q@ e
== =]
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Letter next page
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Review required on account of ( LSS J FMMJ
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Earrings {continued}
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T;As discussed with you it has been necessary to review your beneflt
orn account of the earnings you are to receive.

The 3rd schedule of the Social Security Act which sets out the rates
of Widows Benefits requires that the henefit be reduced if the

beneficiary's income exceeds $2600.00 p.a.
With your employment being an indefinite arrangement and earnings

expected to be $70.28 p.w. ($3655.00 p.a.) the assessment of your
benefit is as follows:

Deduction on account
of excess income

$ 316,

Earnings $£3640.00 Benefit Rate $6820.32
Bank interest £ 15.00 Deduction $ 316,50
Total chargeable income $3655.00 on account
Less exemption $2600.00 excess inconme

Excess $1055.00

Benefit payable
50 $6530.82

($250.16 2 weeks)

Payments have been reduced from 1.9.81 and future 2 weekly
instalments commencing from due date 8.9.81 will be at $250.16.

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 cffice of this department (S.W. 143 - Application
for Review of Decision)".
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Rarnings {continued)

6. EARNIRGS - CHECK LIST

When reviewing benefit on account of earnings ensure the following has
been covered:

1. Earnings prior to bepefit grant disregarded, unless they are
continuing uninterrupted since prior to grant then continue to charge

rate (prospactive) as firsgt renewal,

2. Other income like BANK INTEREST may have to be added to the earnings

to compléte the income assessment.

3. ALTERNATIVES
Explain the charging arrangements available

4. Notification after the benefit review must be in writing and fully
explain effect on benefit see example previous page.

5. Full or Part timg employment. Don't bother to distinquish. We are
only concerned with the rate of the earnings.

6. UYerification must always be of GROSS earnings - If 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.

B. Input form. The master records chargeable income
fiqure and check rate will probably require amendment.
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CHARGING EARNINGS

EARNINGS

WHEN CHARGING EARNINGS HAVE REGARD
TO THE WISEES OF BENEFICIARY.
APPLY THE POLICY (within the law)
THAT WILL ADVANTAGE HER AND NOT
TEE POLICY THAT ADMINISTRATIVELY
SUITS YOU.

138.



ACCOMMODATION BENEFIT




ACCOMODATION ‘BENEFIT

Referencge:

- Part C Supp Services Manual

- C.M. 1981s79

- Section 61E Social Security
Act

-

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

1. PURPQSE

To assist with accommodation costs where bemneficiaries
income and cash assgets are limited.

2, WHAT DATE IS YT GRANTED FROM?

A. NHew Widows Benefits {i} Hith nden hildren
After widows benefit has been
current for four weeks.

If HARDSHIP EXISTS refer to

Senior QOfficer. The 4 or 6 week

waiting period may be waived. {ii) Ko dependent children
After widows benefit has been
current for six weeks.

B. Existing Widows Benefits
Date of eligibility or on the first day of the four weekly pay
period in which the application is received whichever is the
later.

900F/81P Amount of benefit next page.
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3. AMOUNT

The maximum accommodation benefit payable is $40.00 per week.

4. HOW TO ASSESS THE AMOUNT PAYABLE

(See example over page).

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

A, $30.00 p.w. If pays rent or outgoings or own home.
B. $35.00 p.w. No dependant children payirg board.

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

5. EFFECT OF INCOME AND ASSETS

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

i.e. added to

B. Income (i) Deperdent children: Disregard first $12.00
of income
{ii) No Dependent children: Disregard first $8.00 of
income

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

Kote: If c¢hild 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.
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EROCEDURE

A. Application lodged on Form S.W. 228 - = ED an
NUMBER ALLOTTED,

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

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

P, If earning - Child care costs? If so verify.

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

F. Complete S.W. 272 - HQOL request on S5.W. 747 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.

CCOMMODATION BENEFTIT DECLINETD

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

2. Complete action sheet and clear register,

FINALL {Important)

1. If at any time you come across
a2 case where it appears there
may be entitlement to
accommodation benefit. An

application MUST BE INVITED
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S.W. 228
For Office Use Only

Appln Na, 3:?13_8....

Dapartment of Social Weitare

Application for Accommodation Benefit
Under Section S1E of the Social Security Act 1864

{to be lodged at nearest office of Department of Social Welfare} lodax ......{Yld.................
Thvis appiication may be completed by efther husband o wits for & married coupte L —
Class of benefit or pension WiRONG Benefit/Pension No, fﬂ/&ﬂ%&....
Full name WHETY ' MYBTLE
Please print Surmame First Namels}
Wife/husband NiA
Ploass print Surnama First Nama{s}
Address . T28. MARINEG. PARADE. ... ... - Benefit/Pension No. ...... N[ A
NAPIER Phone No. TR 7@ frk.
Have you 2 dependent child or children? Yo/ Ne

income Received During the Last 12 Months

{f this application is completed at the same tima as an applicetion for a Social Security Benefit, War Pension
ar for the inclusion of a dependent spouse in Nationsi Superannuation, the income panel need not becompleted.
If you have no income, except & Social Security Benefit, National Supernnnumon cr War Pension, write
N irl,-the total panel. P[ease produce evidence of your total income mved. o

S . . K -
R Applicant - | . Wite/Husband
] f/sFE OOPH .
t 1. Gross mution, Incone from budoess .o - - - é‘- oopw $
2. Amount recaived [rom bosrders fincluding children cver 16 years)
rerrerereemees OB Bt S i 3 WK
boarders st S, 4 week - _- e 1S Nt 3
3 Al a3 from rafatives or others {inciude free board and lodgingsl . - LN L
4. Gross rent you recsive from propomr.«momln. [f you sublet the property,
state weekly rentel peid by yout 5. oo 1f Property owned by you . Y
stats ol QUtYINgS S e e e (0.4, MOrtgege interast, raoes, im —
repairs) - - - - - e - - SNl 5 X
5. [nterest or dividends from bank o:ux.inu!c's, shares, debamiures, .
bonds, mortgege, loan, st - prey - . - - -] $ | —— | §
8. Money recaivsd from any other sourcs such as maintanance, snnuity, Maorl rents, .
jodge, compermation, retlring allowanca, eic. - - - — ~| § NIt [ 3
Totat lncoms - 3!“1‘99 s

Narnes and addresses of employers or other persons trom whom above income recaived.
nem  {1).Trey..and. LorKyS Dise s ARTA. Teanyaon. Strect, Naplet.
item fa,\.a:.a.:.szg:_amuat.mmtt

Item
tem .
{tem

Do you or your wife/hushand anticipate receiving any incomne in the next twelve months? I so, give details:

..ony.wnftyﬁ...ﬂ:...‘.sa:m PN..ONA. hOnK...intercst.
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Axsets at Date of Application

This panel must be completed in 8l cases. If you do not have any anets, writs “Nil” [n the total,
Pleass produce wvidence of sssets heid.

Applicant Wife/Husbaod
Land and buildings not used by you a5 2 homs - - - - $ Nil- s
Mortgage of money lent - - - - - - s NIL s
Money in P.0.5.B. bank sccount held by you or on your behalf - - $800:-00 {3 é
Government Stock, shares, cabntires, bonds - - - - $ NiL s £
Ay othar atats not Hted BNVE 1w e e e e e ‘s NIk $ B
Totsl Arsaty $800-Q0 s
Accomrrodgtion Costs -

Complete one of the following
{a} RENT. Amaount paid weekly, Please bring rant book with you, 7 2.-00

if sharing accommodation state your share of rental only $
{b) BOARD. Amount paid weekly, [ married show total bosrd paid for

hushand and wife. {Show name and address of person to $ NIL

whom board paid)
(¢} OUTGOINGS ON PROPERTY OWNED. Fox 1, 2, and 3, show most recent payment during -

tha last 12 months and the period tha payment covarad. For 4 show total paid during

the last 12 months. Plaase producs receipts for all payments

P N ) . Aot Pesiod Coversd

1. Mortgage intinimants {intersst and principai} . $ NiL

2. Rates {show rebatad amount if agplicsble} .- $ NI

3. House insurance {excluding Insurance on contents} $ Nib

4, Repairs and maintenancs L. s NiL

Child Care Costs

If you are a solo parent on Widows Benefit or Dornestic Purposes Benefit and in employment, are you
paying for child care whiie in such employment,
Yes/iuo

If "yes"” stats (s} Weekly amount paid S$.B%.:.00.......
{b} Full name and address of person or organisation providing this service

MOLLY® CRELHE, 3 LREMAORNE. DRIVE, NARIER

. Declaration
I say that the statements and answers in this Application Form, and in any form completed slong with it

tor the same benefit are to the best of my knowledge, the truth, and that | have not omitted anything which
would affect my eligibility for an Accommodation Benefit or the rate of that benefit | am to be paid,

...5....1‘..!.‘....‘!'..31... i Signat,ure. M' fl/hdu,

oL PAE T WL AW
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ACLOMODATION =
CERTIFICATE OF DISPOSAL — ADDITIONAL BENEFIT
IDQW S ........ Benefit/Pension No G/ ALREA. ..

Sumame ... . INHETU First name ..-.M.X.B.Z&F.
ACCOMMODATION COSTS Entltfemant

Rent/Outgoings on home .. s 7200 |

Board .. .- . §  — 328‘90 .

Cash setarty . - $ 80000
{ncome ]

Eammings .. . . s$3b:'00

Less child core costs .. s20° 00 $ /600

Assessad income (Amets} .. $8.00

{ther income . o $ .

f’éia[!neome e .. s2i-00

Less Income exemption .. si2:- 00

{if applicable) .
Daduct chargasbla !neq:nc .
-~ ' {Complats Doltars} | s 9 - 00O
Additionat benefit payable sdl-.go
Trounded off mext sompiate 50c sbove} -

g:::’at SAQO. .. 2week from I IQ 1 - w0 %
Recommending Officer ......:g....ﬁm., mmmmmm Authorising Officer . & SOAMRLG ..
ARy i 8l . e 0 g kL.
SW. 53X Input form Applicant Registar
% D.P.C o sdvised g cleared......... .
7 w ~
ARREARS - 410 'ﬂ; -‘-'4;”]8 'i 'i o, Interim Payment Order
s Code Apet, Code Paymart Code Cate Dus Amount Serisl No.
_/' FA H /
;1 s
Payee
Address
1113000 pesnpmo e K ENTER RENEWAL EXPIRY PATE file oo
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{Accomodation Benefit continned)

If there appears to be

entitlement invite an ;app]icatim.

Rent, Outgoings must
be verified in every

Hardship:
Consider waiving the
waiting period at grant.

Only verify assets and
incamne if maxdirmom rate to
be affected.

145,

~ Ensure all
applications entered

In employment child
care costs may be



SPECIAL BENEFIT

Reference:

Social Security Act Section 616.

Part J Supp Services Manual
If benefliciary is receiving full entitlement te widows 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.

However it is éxpected that in normal circumstances beneficiaries and non
beneficiaries should be able to meet their ordinary household expenditure,
from their benefit or other income. Therefore unless there are special

circumstances or other costs which could not reasonably be expected to be
met from existing income, the case would not normally be one where there

would be special benefit entitlement.

It will be necessary to get beneficiaries to detail exactly what they see
“their" special circumstances as the present print of form SW 236 may not

make this apparent.

Full details of the applicant’'s fived costs such as hire purchase

commitments, debts etc must be obtained.







RENEWAL OF BENEFIT

Referencesg:
Section 80{4) Social Security
Act.
Part E Miscellaneous Provisions
Manual

D.P. Manual 4.293 - 4,306.

WHY RENEW THE_BENEFIT?

Section 80{(4) of the

Act requires that renewals
be carried out after the
benefit has been paid for
12 months. '

T DOES THE AL ACHT :

It <checks on beneficiary's continued
eligibility by her declaring details of income
and confirming if necessary that dependent

children are still in her care.

IYPE F RENEWAL:

Twe main ones ...

1, Ful]l rate

2. Where income assessment required —

referred to as reduced amount,

GETTING THE RENEWAL UNDERWAY:

Renewal forms (S.W. 7) are printed at the Data
Processing Centre and together with a list of the renewals are sent to
District Office for action.

The date of grant of the
benefit determines what

one. of the 13 renewal
periods the benefit will
expire in. This has already
been explained on page 59.

For district office procedure see
over.
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‘3.

Full Rate Repewals
Issue form S.W. 7 to beneficiary,
{(a) If renewal list shows "Accommodation benefit payable”
attach form S.W. 230,

{This benefit must also be renewed)

(b) If renewal 1ist shows "Disability Allowance™ attach
form SW 247.

HOTE;
{(c) The list may reguire local preparation of some renewal forms.

Note renewal list of dates forms issued.

I W W :
A. Note list of returp date.
B. Address changed?
(S.W. 747)
CHECK C. Signed by beneficiary.

D. Income declared under
$3,068.00 p.a.
{Section AA)
E. Children still declared as
dependant

(Section B on reverse of
form)

If above in order ...
Complete bottom portion of S.W. 7,
See example next page graded officer can sign without involvement of a

basic grade clerk.

Clear renewal list - mote it that action is complete (date and initial)

Notification to widow not required.

Example of forms next page.
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LI

_REDUCED AMOUNT PROCEDURE

Where income exceeds the
exemption of $3,120.00

p.a. and benefit cannot
he paid at the full rate,

1. Issue S.W. 7 to beneficiary and note renewal list of date sent.

2. Note renewal list of date S.W. 7 returned.

3. If declared income $3,068.00 p.a. or more place S.W. 7 on file.

4. All the declared income must be verified ...

Do this by issuing

A. Inquiry forms (See page 43.)
B. If possible sight bank books

Return such items etc in the office - doa't

by registered mail.h— forget form S.W. 265 for

extracts.

5. NOTE The date income is required to verified for is the
income year - Remember this was explained on page 116.
Therefore using code 11 as the example the forms
should request income for the 12 months ending
02.12.86.
But the code 11 renewal periocd is 01.01.86 - 30,.12.86
" Do you understand this?

6. On the file, record date inquiry forms issued.

7. Put file in bring up for the twe weeks - but watch renewal expiry
e.g. code 11 renewal must be completed by 14.01.87,

8. When all inguiry forms returned or all declared income checked:

A. If verified income $3120.00 p.a. or under
complete renewal as a full rate one.

B. Check, does the verified income agree with
that declared?

g. If verified income exceeds $3,120.00 p.a. - renewal must be
completed by carrying out income assessment on W.B. 5 - See example
next page.

NOTE Lf bene 3 2 reduced amoun e, I jange in 1r

renewed at same rate - no need to complete W.B, 5,

10, If the total chargeable income figure changes prepare S, W, 747 -
show C63 and the new figure. Amend check rate also - see example
next page.

11. TIhe ircome assessmenpt:

- Charge the actual income received in the
income year - watch earnings see page 128. .
- Remember the income principles explained pages 116-119.
~ Assessing net rent - If commitments previously confirmed have not
changed - nc need to verify at remnewal.
12, Note rerewal list action complete,
13. Send letter to beneficiary - see example page 152,

BOTE: This has been dealt with using a womaus with dependent children
for assessment and exemption purposes.

continued next page.
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Renewals continued..

Reduced Amount Renewals
Example of letter to be sent following reduced amount renewal:-

28.08.87

s Judy Q.Smith
200 Wai-iti Yoad
Timaru

¥idow 156,021.452,

Your Widows Benefit bas beer renewed at $8684.00p.a. from
31.12.86. to 01.12.87.

The following is the asseasment of your beaefit:

P.0.S.B interest -+ $1760,00 Gross Chargesable Iocoms $4576.00

Sydenham Club $ 400,00 Less Tocome Exemption $ 3120.00
Watties Dividend $ 50.00 Excess $1456.00
Broadlands

Debeptures 3 216.00 Income Deduction $ 603.20

Mortgage Interasy

(less 5% Comn)  $1700.00  Maximum Becefit Rate  $9287.20
Estate Tocome $ 450.00 Jess Iocome Deduction $ 603,20
Total Chargeable =~ -  Benefit Payable $8684,00

Income P.A. $4576,00

Paymepnt at the new rate will be paid each two weeks at $334.00
beginoing ou the due date 06.01.87.

If you are.dissatisfied with the decision above,you ars entitled
" to have the declsion Teviswed by the Social Security Commiasion.

If you wish to have the decision reviewed you should apply in
writing withip three months,setting out briefly the grounds op
which you object 5o the decision.A form for this purpose is
available from any office of this Departament,

Yours Faithfully

D.Fraglle
for Director.
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HILD ATTAINING "15 YEAR

Where a child will attain

15 years of age during the
renewal periecd ---

A two rate decision
should be shown on
the W.B. 5

{Applies to both full
rate and reduced amount
renevals)

phil

Kenewal
Grznted/dechred

i 14 in writin
Include this passage in the letter ...

wyour benefit has been renewed at ceseesee PeBe FYOM snasownves

£O cevuvevens DS woscecnes attains 15 years OR ssescecces your
penefit will be reduced tO .ecsecese PeBe FroM.cesveses IE
HOWEVEY enesssrens returas to school and the certificate of

will later be sent to’ you is completed and

attendance which
per

returned, your penefit will be increased back t0 ..ecearnen

annum. "

0f course closer to the time of
age 15 - normal child of age
action will apply (See page 158).
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LATE RENEWALS

AVOID THEM - They disrupt beneficiary
and involve you in extra
work by possibly baving to
issue local payments etc.

{Remember Benefits continue
automatically into the next
renewal period unless input
form issued).

On no account is a benefit to be
repewed late and payment to
beneficiary interrupted because
of ¢lerical ineffeciency,

- Ensure inquiry forms returned
without delay - adequate bring up system etec.

- Don‘*t put off assessing reduced
amount renewals.

However late renewals may be necessary where beneficiary delays return of

the S.W. 7 - k r ndin ri he renewal list.
Progedure:

1. S.W. 7 not returned after four weeks - issue duplicate
with reminder letter.

2. If renewal not returned 7 days before final keying
date or returned unclaimed:

(i) Prepare late renewal
1 list (M.93)

2
{ii} 1Issue S.W. 747 with

coding B.9%4.

R AL
‘ {iii) ‘This coding stops
: . . payment from the exnd of
the 014 renewal.
Lvoid Iate Renewels, T {iv}) Note late renewal list.

3. Discuss future renewal resumption or cancellation with
senior officer (M.110 Four Weekly Manual refers.)

HOTE: The B.94 coding may be used on the very exceptional occasion where

renewal ingquiries will not be completed prior to the deadline for
the new renewal period. If payment is unable to be resumed before
the Tenewal deadline or there is a delay in the issue of local
paytments -~ BE NF WRI

&

Continued
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int w W
T RE H b4

Need for accommodation benefit - look at response to this question on

S.W. 7. -

If iuwﬂ&wmum has it been renewed.
Any income pot previously declared.

Beneficiary stil) residing in your area? - Transfer out if moved

rermanently but complete renewal and all other actions first,

Benefits suspended during income year on account of earnings {see
bage 117). These earnings not to be charged. Also consider review
in accord with E1.55 Miscellaneous Provisions Manual.

SHARES: (Reduced amount cases)
- If number and value already confirmed, and no change
in declaration.

- Don't issue form to verify - but confirm
dividend from the stock exchange list.

Arbitrary assessments (F.ll I&P Manual) Amount to be written down

at each renewal,

Renewal form fully completed and sigmned. The income question on the
front must be answered. If NIL entered income section on reverse
does not have to be completed. Use reasonable discretion if reverse
of form not fully completed.
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If you are not sure of the answer to any question read the
Section again. You will find the answer there.

What effect does a childs earnings, say from an after school job,
have on the widows benefit?

When beneficiary commences work, and earnings will exceed the income
exemption what is the usual way to charge the earnings against
benefit payments?

What earnings are disregarded?

What special provision applies where accommodation benefit payable
and child care costs incurred?

If beneficiary is receiving full widows and accommodation benefit
entitlements but claimz that income is not sufficient for eseential
living expenses, what application should be invited?

What four aspects should you look out for when renewing a widows
henefit?
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Child's income is dlsregarded.

At

4-

the cutset it is usual to

{rate)} basis.

Up
be

Barnings received prior to benefit grant.
‘BEarnings received while benefit suspended.

AP

to $20.00 p.w. of child care costs incurred due to employment
deducted from earnings chargeable as income.

Application for special benefit on S.W. 236.

'

Need for other assistance such as accommodation benefit.
- Any income not previously declared.
Beneficiary still residing in your.area.

Renewal form properly completed and sigmed.
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MISCELLANEOUS ACTIONS



CHILD OF AGE ACTION

References

Part A 1 - Miscellaneous Provisions
Manual

Widows Benefit Manual Part EIZ-El6
DP Manual - 4.185-4.241

WHAT 15 IT7

It is the clerical action to reinstate Family Support in
respect of children turning 15 years or children over 15 years of age.

WHY HAVE IX7

There is no entitlement to Family Support or family benefit
in respect of children when age 15 is reached unless that child continues
with education at an approved educational institute such as a school or
Univeristy.

Rem I
Family Support is dependent on
entitlement to family benefit
Appr E i n

These include Secondary Schools, Universities, Polytechnics etc.

If in doubt see appendix I Part N. Family Benefits Manual.

The child of age action divides in to two categories:

1. The intitial one .. Child turning 15 years (conversion to 0/15
portion)
2. End of school year: Where over 15 child has previously been accepted

as dependent.

SCHooL, oF

URBAN GUERTAA.
WARFARE

-\\\“J\- =~
Bardly as "Approved” School!

See next page for procedures.

157.



-EROCEDURES:

BOIE: unlike family benefit the same procedure applies when the child

10.

1.

turns 15 and at the end of the school year.

When a-child turns 15 years of age D.P.C automatically reduces payment
to exclude family support for that child from 28 days following

‘cegssation of entitlement tc family benefit,

Message appears on expiry list,

There will be an additional message for non standard rate cases -
special action required.

Via the family benefit system Certificate of Attendance at school
would have already been issued to beneficiary.

The above certificate is forwarded by beneficiary to the school for
signing. : '

Liaise with Family Section - t¢ get confirmation of return to school
from the Certificate - Local procedures apply.

If Education continuing complete S.W. 747.
Show C. 32 and childs first name.

Any arrears to be assessed manually - DDC request.
Record action on S.W. 23.

- show - "continue W.B. at $...... p.a.
from ...... child ..... continwing at
school.

Letter to beneficiary - don't forget advise of arrears.
Clear expiry list.
*NOTE;  If $.W. 747 with C. 32 coding not despatched by
fifth pay period following deletion of childs
detail - 8.W. 747 must show:

- B, 31 childs first name and date of birth,

Also arrears will have to be assessed locally by
DDC.

' See next page
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CEILD DOES NOT CONTINUE AT SCHOOL

- If non standard rate amend locally with S.W. 747.
- Otherwise no D.P.C. action required - child automatically excluded.
- Note expiry list.

/1 D

- Normal review action applies - S.W. 747 etc.
See Para 4.240 D.P. Manual

POINTS TO NOTE:
1. Apportionments

- May need adjusting if child not continuing'at school.

2. Spelling on E§.W, 747

Important incorrect spelling o¢f childs name will result in
input forms rejection,
3. Public Relatjons

The Certificate of Attendance at school forms are issued via
the family benefit system. Don't bother beneficiary with another form just
for widow benefit purposes.

Good liaison between Family and Widow Divisions is
the answer,
- hil r 15 - n h i ita from rain livin

- Providing family benefit payable in respect of child payment of family
support may continue.- Don't overlook possible entitlement to
Invalids Benefit, (Could gqualify from age 15.)

5. Employment

Children over 15 years at an approved schocl but in
employment for 20 hours per week or more. HNo qualification for Family
Support ... F.B. Secticn obtains the necessary declaration.

NQTE; Teachers training colleges gtudents are regarded as being in full
time employment - no entitlement to family benefit or family
Support.
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STOPPING AND STARTING PAYMENT
(Suspension)
Reference:  Four Weekly Memuel ¥.11 - 12 (Resumption)

I *Suspecded® - Let the Widow (
Koow in wrising.

Widows benefits may Dbe
suspended [withholding payment
for temporary period] for a
variety of reasons ... The
exgmple below is based on an
instance where beneficiary has
elected to have benefit stopped
as earnings from employment are
;EJ at a disqualifying rate.

The principles below apply to
all suspension cases ...

SUSPENSION PROCEDURES:

1. At interview -~ full details required of - date work commenced

- occupation

- Employers name and address.

- intended duration of

employment

2, Its more preferable to have something in writing from beneficiary, but
get above details on file quickly and action S.W, 747 without delay (see
step 5).

3. Issue S5.W. 8 to verify employment date - before issue ---
delete guestions on form
not required.

4. Prepare S5.W. 26 - See example next page. Use S.W. 23 if preferred.

5. Prepare S.W. 747 - E.99 coding -~ {leave check rate blank) - Example
next page

6. Will the S.W. 747 stop payment from the desired suspension date?

If not :
If bank credit involved - no option but to set up overpayment and
request cash refund.

Arrange withdrawal of Direct Credit in accordance with Paras. 6.28 -
6.48 of PP Manual. Suspend from first available date,

7. Issue letter to bemneficiary. This must he done in all cases at time
of suspension.

8. Follow up: A, 8.W. 8 - Check details with beneficiary's statement.
B. Withdrawl of Direct Credit.

g, NQTE: Bring up for cancellations not necessary. Procedures for
cancellation are contained in the Four Weekly Manual -
Mlo8-112.

See forms examples next page.
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RESUMPTION PROCEDURE:

1.

Based on situation of beneficiary
stating earnings have ceased and
that benefit payments now required,

Record request on file {preferably in writing and signed by

heneficiary).

2.

30

40

9.

10.

Obtain details of employment,
Issue S.W. 8 to check date of cessation of earnings and holiday pay.

In urgent cases - action may proceed without return of S.W. 8
- If possible cbtain details by phone.

CHECK Qualifications for benefit unchanged - circumstances altered?
Prapare S.W. 26 {example next page)

- Resume payment from day after cessation of earnings or
HOLIDAY PAY.

NOTE: IF VARIATION IN RATE OF BENEFIT USE §.W., 23 IN LIEU OF
S.W.26., REVISED ASSESSMENT TO BE SHOWN - SEE NEXT PAGE.
{a) Prepare S.W. 747 input form (see next page} Code F.99:

{b) Note - Some master record details may have been deleted by the E99
action. See 4.15 D.P. Manual,

(c} Have S.W. 747 authenticated (By person at level authorised to
grant W.B.)}.

{d) If arrears due pay by SW55-DDC.
LETTER to beneficiary.

If necessary follow up return of S.W, 8.

Forms examples next page
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SW 55 Action oty
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DIRECT CREDIT — PAYMENT REQUEST
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1.

3.

PEN.

S.W. 26 or S5.W. 23,

S.W. 747 - BE99 - NIL check rate.

Recall of Direct Credit or overpaid bank credit?

Letter to beneficiary.

Rogumption

165.

S.W. 26, If variation in rates
S.W. 23. {(mandatory).

S.W. 747 - F.99
- Authenticate.
- Details for reinclusion.

If arrears due - prepare SWS5-DDC.

Letter to beneficiary.



Starting and stopping payment (continued)

SUSPENDING BENEFIT

r Wwhen request not from \

bmeficiarg, payment is only to
be suspended in exceptional

circumstances, and not without

the sanction of a Senior Officer.

In such instances beneficiary
mist be informed, in writing, as

soon as benefit is suspended and

told of FULL reasons why such
action has been necessary.

The letter must include review

provisions. l/
\
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CANCELLATIONS



References:

D71, Q32 4 Weekly Manual

4.31-39 D.P.

CANCELLATION

Cancellation is the file action
which is used tc stop payment
when beneficiary's eligibility
for benefit ceases.

The procedure below is based on quite a common reason

for cancellation -

PROCEDURE :
(1)
(ii)

(iii)

Don‘t Delay
this”because {v}
of this

T (vi)

{vii)
{(viii}

(ix)
{x)
{(xi)
{xii)

{xiii)

File is then according to year
This series sometimes referred to as closed or dead.

series.

E_MARR E3:

Record details of marriage on file - if new name krown -
cross reference index without delay.
Payment stops from (a) day of marriage

or
If current instalment uplifted
prior to marriage from lst day
of next ftwo weekly pay period,
Tc avoid overpayment - Action SW 273 Urgently see stage
(vi).

{b)

{photocopy of certificate)

Ask for VERIFICATION of marriage - sighting of marrxiage
certificate may have to be followed up after, If
marriage certificate not produced after reasonable time
-~ issue SW 2B as last resort.
Record action on SW 23 - see example page 169.
- final arrears due should be issued by DDC {(SW 55}.
Prepare SW 273 - Does the deadline meet the desired
cancellation date?
Phone concession,
Accommodation benefit is cancelled by SW 273.
Letter: Should include why cancelled, date cancelled
from, details f£inal payment, and review
rights. Show new name if sent after marriage.
Note cover sheet - cancelled. Show both names,
File tag - local procedures apply.
Change the surname on the master record by SW 747.
will change the commen index reference.
Follow up any: - (verpayment

- Verification of marriage, if necessary,

This

of cancellation filed in the cancelled

See next page.
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Overpaid:

A‘

P T B

{All types of cancellations)

SW 273 may not be able to stop payment from desired date -

Therefore:

If debt set up
ensure debt
records Cross
referenced with
new name where
remarried.

Excegs Ingcome:

B.

D.

If benefi

Arrange withdrawl of direct credit in accordance with
Paras 6.28 - 6.48 of DP Mapual or if due date of
instalment has already passed establish overpayment and
request cash refund.

t cancelled on account of excess income, income $

assessment MUST be shown in cancellation letter.

B ilin ncell file:
— - Overpayments recovered.
CHECK
- Accommodation benefit
applications etc acticned.
- Any queries from beneficiary
answered.
HOTE WHEN CANCELLING A WIDOWS

BENEFIT ARE YOU AWARE OF
THE STATUTORY PROVISION THAT
IS8 NO LONGER FULFILLED. IF
ROT RECONSIDER REASON FOR
CANCELLATION AND REVISE YOUR
FKNOWLEDGE OF THE
QUALIFICATION FOR BENEFIT.

Forms Examples - see
next page
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2.

Iaput Form S.W. 273

NOT!CE TO CLOSE SOCIAL SECURITY,
WAR PENSION, WAR VETERANS ALLOWANCE,
OR OVERSEAS PENSION MASTER RECORD
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HOSPITALISATION



HOSPITALISATION

M=

Social Security Act - S§.75
Part T - Miscellaneous
Provisions Manual

Part A ~ Miscellaneous
Provisions Manual (Child
Supplement)

(21
]

ntr

1. For all classes of widows benefit

payment contlnues at the g;; g;g
for the fir

After 13 weeks action
varies according to
status i,e. with or
without dependent
children.

2. (2) There is no action if admission is to

a private hospital, but watch if beneficiary
relinguishes responsibility for care of child
{family support).

(b) There is no distinction between admissions

to 2 psychiatric hospital and admission to other
Hospital Board hospitals.

In any communication with beneficiary DO NOT use the term Psychiatrig
- just refer to Hospital.

NOTE: The hospital procedures
mentioned in "Part T
Misc. Provisions Manual
apply to all Social
Security Benefits.*

See next 2 pages for
procedures.

1074F/98P
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WITHOUT DEPENDENT CHILDREN

Record details of hospital admission on file.
If early notification received bring up for 8 weeks.
I1f discharged prior ensure bring up cancelled.
Still in hospital at 8 weeks - issue SW 46 and SW 47.
File back in bring up for reduction from 13 weeks
- ENSURE BRING UP EARLY
EHOUGH TO MEET 13 WEEK
DEADLINE.

Reduce from expiry of 13 weeks to $884.00 p.a.
{See page 149) ($17.00 p.w.}

A. Action on form SW 23

e.g. Admitted to hospital
3.10.82., Reduce from
3.1.83 i.e. the
commencemnent of the 1l4th
calendar week of

hospitalisation.
B. Prepare SW 747 ~- B61 - Standard hospital rate
H31 - Date & amount of broken
payment

B29 or 30 - if required.

€06 ~ if necessary.
Notification - see suggested one. Page 175.
This rate c¢ontinues until discharge or if still in
hospital until renewal of benefit is due. The Hosptial
authorities should be asked to comment at each renewal
on the capacity of the inmate to appreciate payment of
benefit. The continued rate of benefit is then decided
having regard also to the benficiary’s assets and
expenditure while in hospital. For full details see
T2,.65 ~ T2.70 Misc., Provisions Manual. T

EROCEDURE
1.
2.
3.

STAGE 1 4.
5.

STAGE 2

Discuss any 6.

cases of

hardship with

a senior

officer.

Higer rates

can be

approved if

necessary.
8.
g.

SUMMARY

{(No dependents)

A, Full benefit 13 weeks.

B. After 13 weeks reduce to $17.00
pw -

C. Continue until renewal when
future rate depends on
circumstances.
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WIDOW W DRE

EROCEDURE:

1.

Record details of hospital admission on the file.

Benefit continues at full rate for 13 weeks.

Sometimes representations for apportionment of benefit will be
recieved before the expiry of 13 weeks and are to be actioned,
Warn the beneficiary that their position will need to be reviewed
on completion of 13 weeks in hospital.

If no representations received check on welfare of children.

I1f itali ion i -

Before expiry of further 13 weeks -
submit to senior officer with recommendation as to

- Rate of future benefit
or

~ Apportionment,

Continue until renewal or in accordance with decision,

See next Page for
miscellanecus provisions.
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PSYCHIATRIC HOSPITAL
Treat as same as Public Hospital.
RPA’ NT
Do not establish overpayment if there is delay
in actioning hospital reductions.
Refer circumstances to Senior Qfficer,
A DATTON BENEFIT
- May continue for first 13 weeks of
hospitalisation.
~ Watch -~-- Review if accommodation expenses
alter.
CHILD ADMITTED T(Q HOSPITAL Ref: Family Support Tax Credit
Policy Manual 27.1 - 27.2
Family Support may continue providing beneficiary still receives family
bhenefit
DISABILITY ALLOWANCE
If the person in hospital is in receipt of disability allowance this
should be withdrawn concurrently with the reduction to hospital rate.
FINALLY

A. Discharge
- Increase benefit to full rate from date of
discharge.
B. Readmission
{i) Where benefit is payable at the
nospital rate and the beneficiary is
absent from hospital for 28 days or
less then on his return to hospital
the benefit shall revert to the rate
previously payable.
(ii) If discharge longer than 28 days
original provisions apply i.e.
reduce after 13 weeks,

See next page for
notification,

See next page for letters.
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HOSPITAL NOTIFICATIONS

1. LETTER TO BE_SENT AFTER 8§ WFEKS
of hospitaligation (single person)

no dependants
Dear ,
Reference
I am sorry to learn of your admission to bhospital on .....ccceveecacssee o

This letter is to let you know that section 75 of the Social Security Act
requires that payment of a social security benefit, including naticonal
superannuation, payable to persons other than married persons with dependent
children, bhe reduced to $17 per week after 13 weeks in hospital.

However, the Social Security Commission may pay a higher rate tharn $10 a week
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 have continuing commitments while you are in hospital, which you will
be unable to meet from reduced benefit and/or from your own resourceas, would
yvou please complete and return the attached form as soon as possible.

If I do not receive a reply from you, or on your behalf payment of your
benefit will be reduced to $17 a week From .cesessesessstnscsscessnsca =

On receipt of advice of your discharge from hospital, your bernefit or national
superaannuation, if it has been reduced, will be restored to the appropriate

maximum rate then payable.

If you have any financial or other difficulty that you would like to discuss
please let me know.

Yours faithfully,

Director
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2. SUGGESTED LETTER ~-~
At pay action after 13
weeks. {may need adapting
to meet circumstances)

Dear ,

Widow

Further to my letter of . Your benefit has now been reduced

to from {following expiry of 13 weeks hospitalisation).

The credit due at § represents part of the reduced
rate. Future two weekly instalments will be at $34.00. 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 call

on you to discuss your position.

for Director Include review rights
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DEPARTURE FROM NEW ZEALAND

References: Section 77 85 Act
Part  Misceal,.
Provisions Manual

CM 1985/109
Permanent departure:
Repefit ceases from day after departure.
Temporary absence:
Entitled to payment for up to 26 weeks of a period
of temporary absence, providing the beneficiary
returns to NZ within 30 weeks of departure.
HOTE
{i) 1I1f absence exceeds 30 weeks
payment cannot be approved for - BUT SEE PAGE 182 RE
any period of the absence. UNEXPECTED DELAYS.
{i1i) Any beneficiary leaving the country for less than 26 weeks is

not required to notify the Department of her absence.

PROCEDURE Perman reur

1. We want to know: - Date of departure from N.Z.

_ Overseas address or if not available H.Z.
contact. Preferably complete S.W. 422
interview form.

2. Cancel from day after departure. Action on SW 23.

BUT

3. If instalment credited prior to departure payme=nt may be
confirmed to the end of that two weekly pay period.

4. Prepare SW 273 - Don‘t delay. Avoid overpayment.

5. Normal cancellation (letter ete) procedures apply.

See page 167 {Also see stage 8 below).

6. Deletion of bank credit - Don't overlook using this facility
if necessary. (Para 6.28 D.P. Manual refers.)

7. If overpayment to be recovered and beneficiary overseas - see
para (.87 Pay Manual - also CM 1983/5% para 1.2 where debt
less than $10.00.

8. Special provisons apply if going to Australia or the United
Kingdom. If intending to reside in one of these countries
permanently - possible entitlement to reciprocal widows
benefit.

Austraii i Kin

{i) Issue form recip A. (i) Issue form NZ 2 €O Dept
see Para B 135(g)}{j) Recip of Health & Social

Manual. Security (D 216 Recip

{ii) Letter see specimen letter Manual refers).
B page 184. {ii) Letter - See
{iii) If final payment not made Specimen B page 184.

in New Zealand, issue to

Australia.{appropriate state) NQTE Arrears of New Zealand

on form Recip B. benefit cannot be sent to the

United Kingdom. However they
can be paid to an agent in New
Zealand.

Next page - Temporary absence.
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PR

Period of absence 30 weeks and —  PReriod of absence exceeds 30 wegks
-under
1. Beneficiary does not have to 1. Have interview sheet from leaflet

notify
But if does

And calls at office. Have

- interview sheet from
leaflet S.W. 442 completed
and give leaflet to
berneficiary.
Example page 180.

Place interview sheet,
beneficiarys letter or phone
details on file.

Payment may continue in N.Z.
during period of absence.

5., LETTER must be issued in every
case - see Specimen A Page 183
Alsc see stage 8 below

6. File may then be filed.

7. Ho need for any other action
like bring up etc.

S.W. 442 completed and give
leaflet to beneficiary.
Example page 180.

SW 747 action - to stop payment
URGENT - Don't delay so to avoid
overpayment.

Record suspension on SW 23,

Suspension date is from day
after departure.
But
If instalment
credited prior to departure -
payment may be confirmed to the
end of that two weekly pay periocd.

Letter to beneficiary point out --
-~ Date of suspension
- Quote Section of act (S.77) that
prohibits payment.
- Review rights.
Watch stage 7 and 8 bhelow.

HWATCH

{i) Intention not clear
as to period of absence - may
be safer to suspend payment to
avoid overpayment -- discuss
with beneficiary.

(ii) Intends to Apply for UK

Egnﬁ;gn:

{however there is no advantage

to do this)
(a) Payment must be suspended
for period of absence.

{b) Extra details in letter see
para 28 CM 1981/71.

{c) Payment for period of

absence authorised on return

less o'seas pension.
{iii) See next page.

178.

Australia
{i) Beneficiary must be
told that after & months residence
in Australia she is entitled to
apply for reciprocal Australian
Widows Pension,
(ii)
HQTE: As period of absence
) exceeds 26 weeks
Agency payments
cannot be made.
{iii} Issue letter see
specimen letter D page 186,
(iv) Issue from Recip. A
to Australian Authorities.

If going to the United
Kingdom see next page.



26 weeks and under

(iii) In_receipt of U.K,

If beneficiary

N2 widows benefit should be
suspended and beneficiary told
to apply for increase in UK
pension if absence is ian the
UK. Any arrears less amount
of O'seas pension will be
issued on return. See
specimen letter C, Page 185.

(iv) Australia
Payment may be made on Agency
basis in Australia for the first
26 weeks - (Recip B etc
completed) principles B1l50
recip manual apply.
However it may be more efficient
for bensficiary to have benefit
credited to New Zealand bank
account, and bank transfer
system operated BUT BENEFICIARY
MUST BE GIVEN THE OPTIOCN.

over 26 weeks

United Kingdom:

{i) Entitlement to reciprocal
widows pension from date of
arrival in UK, Beneficiary should
be told to apply see specimen
letter E page 187. Also Form NZ

2 to be issued. Delete guestion
4(d) on this form,

{ii) If receiving UK Widows Pension
in New Zealand {probably operating
as direct deduction from W.Z,
Widows benefit} beneficiary should
be told to apply for an increase
in this pension while in the
United Kingdom specimen letter B
page 184 applies.

NOTE:

For explanation of reciprocal

forms and UK and Australian
address’'s see pages 102-103.

What happens on return to
New Zealand see next page.



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. :
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DEFARTURE FROM NEW ZFALAND

National Superannuation No.
Benefit No.

Mr/Mrs/Miss/Ms

{Surname} {First Names)
Address:
Present Telephone Number
I am leaving New Zealand on by air/ship for temporary/permanent
absence.

I have booked to arxive back in New Zealand on

My overseas address (or forwarding address will be

My spouse 1s/is not accompanying me.
My spouse will/will not regquire his/her portion of benefit while I am overseas.
If receiving Family Benafit:

The names of my children also leaving are:

The names of my children remaining in New Zealand are:

The name and address of the guardian of my children remaining in New Zealand
is:

Is Family Benefit reguired to be paid to the Guardian? Yes/No
I will make an application for benefit in - United Kingdom {see 1 below Yes/No
- Australia (see 2 below Yes/Ro

1. United Kingdom
Retirement pension in the United Kingdom is not payable to a male under
the age of 65 nor to his wife regardless of her age unless she has made
the required number of contributions in her own right and is aged 60
years. fUnited Kingdom family allowance is not payable where the income of
the beneficiary or spouse is not subject to United Kingdom taxation

2. Australia
Australian pension is not payable to a New Zealand beneficiary or national
superannuitant visiting the country until & months residence has been
completed, New Zeland benefit or national superannuation may be paid in
Australia on ar agency basis to a person visiting that country for 26
weeks or less. Australian age pension is not payable to a male under the
age of 65 years and it is subject to an income test.

I understand that I will not be entitled to a New Zealand benefit if my
absence is for more than 26 weeks, and as I will not be in the United Kingdom
during my absence I would like my United Kingdom paid direct to my New Zealand
bank acceount number (Delete that which does not apply).
I also understand that the Social Security Commission may consider payment of
my New Zealand benefit for a period of 26 weeks if my absence for more than 26
weeks is due to circumstances beyond my control which may arise while I am
absent. .

(Sigmature) {Date)
ZOR OFFICE USEL
1. Letter sent to beneficiary 2. Payment action taken,

{required in all cases)

Misc. Provisions Part §

NB Only optional form that is to be used is the tear off sheet on
Leaflet S5W 442
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Absent for 30 weeks or less

If calls at office have standard
return to New Zealand form
completed --- see Section 5
Appendix I, Part §,
Miscellaneous Provisions

Manual.

If beneficiary phones - record
details required by above form
on the file.

If payment stopped and no o'seas

pension received while absent--—
RESUME payment and issue

arrears {(payment for period

of absence) also watch if Agency

payment issued in Australia.

If dependent children -~ have 3.
they returned? entitlement to
child supplement.

Turned 16 years while away? 4,

Don't forget SW 747 if payment
to be resumed. Must be
authenticated as well as checked.
See resumption proedures
page 165.
Letter to beneficiary.

If payment was not stopped ---
no action required {record
details on file) except

if o'seas pension received
while away.

Overseas Pension increased while
absent.
{i) Resume payment from date

of arrival.

{ii) UK may send form N.Z.5
showing o/seas pension paid.
If not issue N29. Deduct o/seas
pension from arrears due (Exchange
rate operating at time of review).

(iii) Letter clearly setting
out assessment,
~ Principles Page 101 apply.

Absent for Jonger than 30 weeks

If absence exceeded 2 years a
fresh application should be taken,

Under 2 years

Have return to New Zealand form
completed (see Sectiom 5,
Appendix I, Part Q,
Miscellaneous Provisions
Manual}.,

Resume payment from day of arrival
in New Zealand

- 8W 23

-~ 8W 747 authenticate

(see resumption procedures page 151)

Letter.

Watch if beneficiary d4id not
intend to be absent for more

than 30 weeks and was held up
heyond her contrel - discuss with
senior officer. There may be
entitiement to payment for

period of absence.

If absence was in Australia or
the United Kingdom, cobtain
verification that overseas
peasion has ceased.

(i} Recip A for Australia -
end to appropriate State capital
{ii} W29 for UK. Do not hold
up resumption - do this as a

follow up.

Agepcy payments received iy Australia

Resume from day following payment
made to in Australia. Follow up
form C, see Para B185 Recip manual.
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ILLUSTRATION NO. 56 (B.93)

“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 the
maximum period for which payments may be made is up to 26 weeks from the
day following the date of departure from New Zealand provided the period
of absence is 30 weeks or less. '

Ho payment will be made if the absence from New Zealand is for a period
in excess of 30 weeks. However if the absence was beyond 30 weeks and
was due to circumstances beyond the benmeficiary’s contrel which could not
r nably h for n h neficiar £ +« The
Scocial Security Commission may regard the absence as havinga duration of
30 weeks. :

As you only intend to be absent for 4 weeks your bnefit will continue to
be credited to your bank account,

If you do decide to extend your overseas absence to a period exceeding
30 weeks please let me know without delay so an overpayment of your
benefit may be avoided."

Speciman Letter A
INTENDED DEPARTURE
30 WEEKS OR LESS

183.



"As you are intending to leave New Zealand for permanent
residence in 1 Australia your benefit has been cancelled
from . the day following your
projected departure. :

Payment for the period

to amounting to §
will be credited to your account
on .

wWhen making application for the 2 Australian Widows
Pension 3 please present this letter to the Regional %
0ffice of the Department of Social Security nearest to
you. To assist in determining this application details of
your case have been referred to the 5 Director of Social
Security "

=

For Uni m?:
1. United Kingdom
2. Pension under the National Insurance Scheme
3. United Kingdom

4. The rearest office of the Department of Health and
Social Security

5. Department of Health and Social Security.‘

Specimen Letter B
DEPARTING FCR
PERMANENT RESIDENCE
IN AUSTRALIA CR
UNITED RINGDOM
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ILLUSTRATION NO. 58 (F94)

“Thank you for letting me know that you intend to leave New Zealand for a
temporary period in the United Kingdom.

Please note that Section 77 of the Social Security Act states that the
maximum period for which payments may be made is up to 26 weeks from the
day following the date of departure from New Zealand provided the periocd
of absence is 30 weeks or less.

Your benefit has been suspended from the day
following your projected departure. )

On arrival in the United Kingdom you should apply at the nearest office
of the Department of Health and Social Security for an increase in your
United Kingdom Widows Pension.

If you return to New Zealand within 30 weeks payment of your New Zealand
henefit will be approved for the period of absence or for 26 weeks
whichever is the lesser period.

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).”

Specimen Letter C
DEPARTURE UNDER 26
WEEKS TO APPLY FCR
INCREASE OF UK

WIDOWS PENSION IN THH
UNITED KINGDOM
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ILLUSTRATION NO. 59 {FS84)

“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 the maximum period for which payments may be made is up to
26 weeks from the day following the date of departure from

New Zealand provided the period of absence is 30 weeks or less.

As you are to be absent for 12 months your bemefit has been
suspended from , the day following your
projected departure.

Payment for the period to of
s will be credited to your account
on .

As you are to spend your absence in Australia you are, under
the provisions of the Reciprocal Agreement, entitled to claim
an Australian Widows Pension after 5 months residence in
Australia. To assist in determining this application details
of your case have been referred to the Director of Social
Security .

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}.”

Specimen Letter D
TEMPORARY ABSENCE
IN AUSTRALIA LOKGE
THAN 26 WEEKS
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ILLUSTRATION NO. 60 (B94)

“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 the
maximum period for which payments may be made is up to 26 weeks from the
day following the date of departure from New Zealand provided the period
of absence is 30 weeks or less.

As you are to be absent for 6 months your bemefit has been suspeaded

from . the day following your projected departure.
Payment for the period to of

$ will be credited to your account

on .

As you are to spend your absence in the United Kingdom you are, under the
provisions of the Reciprocal Agreement, entitled to c¢laim a National
Insurance Pension immediately on your arrival in the United Kingdom. To
assist in dQetermining this application Qetails of your case have been
referred to the Department of Health and Social

Security .

If you are dissatisfied with the decision above you are entitled to have
the decision reviewed by the Sccial 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 cbject
to the decision. A form for this purpose is available from any office of
this Department (SW 143 - Application for Review of Decision}).”

Specimen Letter E
TEMPORARY ABSENCE IN
UK LONGER THAN

26 WEEES
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ILLUSTRATION KO. 61 (BS4)

"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 the maximum period for which payments may be made is up to
26 weeks from the day following the date of departure from

Hew Zealand provided the period of absence is 30 weeks or less,

As you are to be absent for 6 months your New Zealand Widows
Benefit has been suspended from +» the day
following your projected departure.

Payment for the period to
of § will be credited to your
account on .

On arrival in the United Kingdom you should apply at the
nearest office of the Department of Health and Sccial Security
for an increase in your United Kingdom Widows Benefit,

If you are dissatisfied with the decision above you are
entitled teo 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).”

Specimen Letter F .T
TEMPORARY ABSENCE
OVER 26 WEEKS IN UK
TG APPLY FOR
INCREASE IN UK
PENSION
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DELAYS

If return to New Zealand delayed, resulting in
ahsence exceeding 30 weeks and delay due
to circumstances beyond the beneficiarys

control which could not reasonably have

been foregeen by the beneficiary before
departure THE ABSENCE MAY BE REGARDED

AS HAVING A DURATION QOF 30 WEEKS.

INTENT

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 QF CHILDREN

What is position of dependent children following
departure —-—-

— If no longer cared for - entitlement to

family support?

- Qualification for widows benefit affected?
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ABSENCE FROM NEW ZEALAND

SUMMARY
RARY | PERMANENT
- 30 _weeks and under over 30 weeks
1. Entitled to payment § 1. No entitlement for 1, Cancel benefit from
for period of pericd of absence day after departure.
absence. - suspend payment. i
2. Watgh: 2. Entitled to 2. Austraija
(a) Agency payments reciprocal Ausgiralian
if going to Widows Pension after - Entitled to recip.
Australia. 6 months residence widows pension on
{b) Suspend payment there. -~ Tell biy arrival, Recip B
if: and Aust. authorities for final payment
: & issue form Recip A
(i} Intends to
apply for UK 3. Entitlement to U.EK,
pension. reciprocal widows 3. United Kingdom
pengion from date of
{ii) If receives arrival in UK. Tell Issue NZ 2.
O.K. widows beneficiary and
pension and goes U.K. authorities.
to UK {(entitled
to increase}. 4. If receiving U.K.
(iii} Period of widows pension while
absence uncertain. in N,Z, tell
beneficiary to apply
for an increase in
the U.K.
RETURN: 1. Absence over 30 weeks:

Resume from date of arrival in N.Z.

2. If payment was suspended and absence
30 weeks or under - issue arrears -
deduct any o'seas widows pension
received while absent.

3. Payment suspended for more than
two years take fresh applicatien.

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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CHANGE OF ADDRESS WITHIN A DISTRICT

Don't forget

NOTE

4.

Reference: 2.28 D.P. Manual

Record details on file .
- preferably have in writing from beneficiary.

If Accommodation benefit payable ....
will adjustment be required?

S.W. 747 to amend master record ....
issue without delay.
C06 - address
€13 - Postal code

Issue 34E to beneficiary - Copy for file
{Neatness essential}.

If address change notified on form SW 12 this form may be used
in lieu of SW 747.

but note the SW 34E copy
that the SW 12 actioned.

The 34E copy is then the file record of the address change.
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BENEFICIARY MOVES PERMANENTLY
TO ANOTHER DISTRICT

The file must be transferred.

References: 4 Weekly X1 - X11
b.P. - 2,26
- 4.990

- Transferring offices action termed ... Iransfer out

~ Receiving offices action termed ...

Both actions are recorded on the form S.W. 10B.
Change the district code address and
on form SW 747.

The top of this form is for the record of
transfer details, and the bottom serves as

Irangfer in

postal code on the master record

an input form, and national ipndex notification.

&

dew

TRANSFER OF PERSONAL PAPRERS

The Direclor, Area Weliare Ofticer,
ZINVERCARGUL,

Attention ._4__‘\/ E‘ZCK‘_-Y —- Section,

Soclal Weltare number 3 4.?/6.23_'201 — Distriet _._Dun~ng iy
Client Name PENNy .HEN Ry .
New Address . .| . DEE Srpeed o ErcarguL

THE ABOVE NAMED IS RESIDING IN THISYOUR DISTRICT, PEASONAL PAPERS BLF_.’GE"
ATTACHED,

_--"-—.-.-._.
Date (i ! 8L s o Duak oy
(Signature) {Disstrics Nm)
ADDITIONAL INFORMATION
NEW DISTRICT ACTION
Change of Address and District compleled Y
- {Dale}
Benellt reauthorisedidebt noted {if required) [ |
{Dale)
All action completed, tiie . ' o, |
{Skonalure} Lo Dale}
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‘Transfer out

EROCEDURE
1. Is the change of address permanent? - If not
raconsider
transfer.
2. Prepare S.W. 747 C.06 - Address
{new details)} C.13 - Postal Code
or .
C.14 - Bank Acct No.
IMPORTANT (If this not arranged promptly. Payment may

be interrupted).
3. Cancel phone concession.
4. Complete S.W. 10B {See Previous Page)
- Top portion
- Note any outstanding actions at
hottom.
5. If file part 2 - Attach part 1.

6. Renewal due? - Note renewal list

Prepare file tag
e.g‘ L

7. THINK OF QOTHERS: - Complete outstanding actions
prior to transfer.

In the 0dd case follow up may
However be better undertaken in the new
district.

8. Debt — If so refer to revenue section.

9. Mail.
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- Transfer in

PROCEDURE:
1. S.W. 10B will be on file from previous district.
2, Complete receiving Director's panel of S.W. 10
already on file - {See example page 192).
3. Rote if other district has not issued S.W. 747
for: New address ~ C.086
Postal code - C.13
or
Bank Account - C.14
New district ~ C.02, prepare SW 747,
4. E.W. 747 goes to pay section for keying of details
for computer amendment.
5. Issue form S.W. 1l1C to beneficiary.
6. FINALLY CHECK A. Was there a debt irn the
Debts previous district that now
requires “transferring in*.
Renewal B. Case may need adding to the
renewal list.
Supplementary C. Accommodation benefit
Services entitlement?
IMPORTANT D. Phone Concession?
Unfinished E. Did the previous district leave
work any cutstanding actions on the
file - They shouldn’'t have 1!
but you are cobliged to complete
such actions.
Bring Up F, Did the previous district have

194.

some action in bring up - if so
prepare new bring up or put
expiry date on computer.

Transfer out - next page.



Lok m

A

IRANSFERS OUT
BOINTS TO NOTE

1. DATION BENEFT ' A

With the chanée of address, may reguire
adjustment. . Co . .

Don't automatically suspend - Attempt to
determine what the new accommecdation
costs are and adjust accordingly.

- 2. EN E ADBRESSE RRE ICT

Hatch
W i n/Auckl r

Heres there are several offices - Send the
file to the correct office.

B-q.

New district may be Lower Hutt or Manakau
rather than just Wellington or Auckland.

3. DID ¥ TID X T NG_FILE ACTIONS PRIQR TQ TRANSFER?

Wiy

")

4@

N &
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AGENTS

Reference: D.P. 6.49
Four Weekly, Part Vv

These are people who are authorised to collect payment orders on behalf of

beneficiary.

There is no provision to pay benefit "“Agent For® Cases

to any bank account where the
beneficiary is not named in and is
not a principal to the account.

When a beneficiary is in an
ingtitution it is possible

Therefore, if an application for the to credit the benefit to the
appeintment of an agent is received, account of the institution,
the reason for the reguest must be Full details are given in
ascertained. Para 6.50 - 6.52 of the
DP Manual.
PROCEDURE .
1. Regquest should be in writing - signed by both
beneficiary and agent - preferably use form SW 17.
2. Use common sense if beneficiary not in position to sigm.
3. 007.102 may give approval.
4. Prepare SW 747 - A, B27 coding.
B. Will address, need changing
to the agents.
5. Payment orders then produced with Agents name added -
either beneficiary or agent may cash.
6. Notification to both agent and beneficiary.
IMPORTANT 7. BENEFICIARY AS WELL AS THE AGENT MUST BE NOTIFIED OF ANY
SUBSEQUENT CHANGE WHATSOEVER IN BENEFIT PAYMENT,
ENTITLEMENT ETC.
BOTE:
1. PAYMENT DIRECT CREDITED
{Bank Account)
Beneficiary should arrange with
bank for authority for another
person to draw out credit -
Assist if necessary.
2. CHECK - Para. V.14 4 Weekly Manual - Grounds agent

appcintment,

- ® V.41 4 Weekly Manual - Restriction on
agents.

DEPARTMENTAL STAFF NOT TO ACT AS AGENT WITHOUT HEAD OFFICE APPROVAL.

APPORTIONMENTS

In certain cases payment of benefits can be apportioned to the Housing
Corporation or the Department of Maori Affairs. See Part V of 4 Weekly

Manual.
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SELF-TEST QUESTIONS
D ! i a_thi
If you are not sure of the answer to any question read the

Section again. You will find the answer there.

How do we confirm if a child over 15 years has returned to school?

Beneficiary has a dependent child aged 19 not in employment, receiving
a tertiary bursary and attending university full time, is there
entitlement to a family sgupport?

What must be done immediately after suspension of a widows benefit?

If beneficiary is admitted to hospital what important aspect must be
considered?

Does benefit continue at the full rate following hospitalisation?

Beneficiary is absent from New Zealand for 40 weeks. Is there
entitlement to widows benefit for the first 26 weeks of absence?

If a file has outstanding actions do you complete these before transfer
te the new district?
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From certificate of attendance issued by the family benefits division.

No. Entitlement to family support ceases at the end of the year in
which the child turns 18 years. In this case if the child had have
been 18 years or under there would have been entitlement.

Beneficiary told in writing of the full reason why the action was
necessary.

The welfare of any dependert children. Also arrangements for benefit
payment.

Only for the first 13 weeks.

No. If absence exceeds 30 weeks payment cannot be approved for any
period of absence. (ezcept -- special provisions apply - delays
' beyond beneficiarys contzrol)

Yes.
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ADVANCE PAYMENT OF BENEFIT

References:
- Social Security Act - S5.82(8)
— Part E Supplementary Services
Manual

WHAT IS AN ADVANCE?

The payment in a lump sum of benefit
entitlement, Benefit instalment is
reduced so the advance may be
recovered over a chosen period not
exceeding 2 years, The maximum
amount which may be paid in any one
year is an amount equivalent to the
benefit rate for 6 weeks.

WHY?

So beneficiary may meet essential needs or additional expenses,
such as clothing, bedding purchases or urgent travel requirements,

OTHER CONDITIQNS:

{i) Cash assets cannot exceed:

— Dependent children $800.00
— Ne¢ dependent children $400.00

{(ii) Recovery must be within 2 years.

HOW IT WORKS

- Beneficiary requests the lump sum amount.
- Issue payment by Daily Direct Credit {SW55).

- Recovery effected by reducing bernefit payments over
elected period.

- At end of period payments automatically restored to full
rate.

See next page for procedures.
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HOIE

a.

Application - . PROCEDURE:

Have S.W. 20 Application form completed see next page.

Ask beneficiary'

A. Preferred period of recovery. Remember

2 year maximum.

B. Does she understand period benefit will
be reduced for - able to manage?

Enter in register
Obtain Divisional Officer's approval -~ signature on file.

Don't delay - payment is
often required urgently.

Complete lower portion S.W. 20 see example next page.

Complete SW 747 input form

{Example next page) Coding B44 show expiry cof
advance and weekly recovery
rate.

HOTE: Expiry date must be
last day of a pay period.

Does the SW 747 issue date meet the deadline for advance
recovery commencement?

Issue advance payment by Daily Direct Credit (SW 55}.

Issue letter see example page 92.

Advance and overpayment details
cannot. be recorded separately on
the master record - combine details.
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Example of Wotification

Mrs Suzette Dﬁllmoon,
972 The Terrace,
WELLINGTON.

Dear Mrs Dullmooxn,

jdow 4

Your application for an advance of your Widows Benefit to
assist with clothing purchase has been approved.

Payment of $250 will be credited to your ......... account

O L csucavssssssvssnsanssnns

This amount will be recovered from your widows benefit at
the rate of $5.00 p.w. from payments due 11.8.81 to 13.7.82,

If you have any further queries I shall be happy to assist
you.

IEEE R E NN AR I A IR S I I I

for Director
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1. If advance is for arrears of

continuing expenses such as electricity

or telephone - Discuss with

beneficiary the advantages, of contacting
2 budgeting service.

—~ I8 there be entitlement
to accommodation benefit?

WATCH:

2. If advance gpplied for:
A. Spectacles, Dentures
B. Maintenance to home
C. Problems associated

with disability

b. Childrens Expenses
E. Payment of Rates
F. Medical Expenses

203,

- Refer to local
hospital board. (Local
rules apply - some
boards do not accept
liability).

~ Consider Repairs
Advance application
page 21%.

- Suspensory loans
Disability allowance,
Page 217.

- also consider --

(i) Handicapped childs
allowance

{ii) F.B. advance -
- school uniforms.
~ ¢hild care
restraint.

~ Also refer to local
council entitlement to
Rates Rebate!

.- Possible entitlement
disability allowance.



BENEFIT OVERPAID

-~ Part  Pay Manual An overpayment occurs

- 4,63 - 75 D.P, Manual when beneficiary is paid

- Pages 45-57 D.P. Manual and cashed benefit to
whichk 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:
-~ Cash refund
- Offsetting (deducting) a

weekly amount from current
benefit.

Assessing the overpayment
The action is recorded on S.W. 23 as below.
This example is based on

the continuation of accommodation
benefit after receipt of income prohibited

entitlement. : L
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Procedure continued next page.
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Complete S.W. 23 (Example previous page)
- show assessment of overpayment on
reverse of form.

If pessible discuss with beneficiary --- offset or cash
refund. If beneficiary has a sufficient cash assets -
request cash refund.

If offget:

A. Beneficiary to decide on reasonable amount to be
deducted each week.

B. ON RO ACCOUNT IS A HARSH OR UNREASONABLE AMOUNT
TO BE DEDUCTED FROM CURRENT BENEFIT,

c. Prepare S.W. 220 - see example next page

D. S.HW. 747 - Expiry date and weekly amount of
recovery. Reduce check rate.
See next page.

If h ref
- S.W. 747 only required if hecause of
circumstances giving rise to overpayment
rate etc needs changing.

- Debt details here not recorded on
Master record.

Send letter - see example page 207,

After checking -—-- The file is referred to revenue section
for debt card preparation etc, and if necessary follow up
for refund.

ROTE: In some offices debt cards
are completed prior to
referring file to revenue
section,

If offset - no need for bring up - DPC increase
henefit automatically --- but there is expiry list action
to notify beneificary.

Forms example next page.
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OVERPAYMENT TO BE RECOVERED BY OFFSET

WIDOWS Semelit/Ponston Mo ___ B8 L L7812
1. Peamtion or Bewrflt ovarptids JYRGRS o No. wabome /LT L 2 Amomat cvarpaid: §. .4

3. Puricd of oserpeymenat: _22: T- 80 TR M-8-81 s 4, Pociod of recovery: 4988

5. Form om whick cvarpeymest sstablished - [ LF - 50 |
o 5, I, 74, memo., sad date): ... AN 23 T:E K1

& Rate of offee: FA-QQ _ pee/bo woska,

7. Remard L i AT

OR OVERSEAS PENSION
e g@mg

[ BARTHxOmEn)
L TR Y.:__

by ol e o
Bt P——

B47 o8- :a-E’L 4004, 60

Letter example next page.
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Mrs Trudy Bartholomew,
105 High Street,
LOWER EUTT.
Dear Mrs Bartholomew
ws Benef] 7
Your accommodation benefit has been cancelled from 22.7.86 as the income
you receive from the job you commenced orn 22,.7.86 precludes entitlement

to the benefit.

The revised assessment of your accommodation benefit is as follows:

Earnings = $38.00 p.w. Accommodation Benefit $26.00
Income over $12 pw reduces Reduction £26.00
Accommodation benefit $1 for $1 Amount payable NIL

Your accommodation benefit has been paid te 18.8.86 and as a result has
been coverpaid by $64.00 for the period 22.7.86 to 18.8.86,

As requested by you this overpayment is to be offset from your widows
benefit at the rate of $4.00 p.w,

Therefore the two weekly instalment from 25.5.86 to 1.12.86 will he 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

Example of cash refund letter next
page.
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EXAMPLE OF LETTER CONTENT

If recovery of overpayment to be by cash
refund {(e.qg. benefit cancelled) instead of
offset include wording something like this

in the letter:

~

"evvves a8 a result of your widows benefit has been overpaid by

Ppee——

s-..............

A refund of this amount is now required.

This may be paid to the Revenue 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 attentior is required in this matter

"%
LI I S B I SN B R A A N A N

l Include review rights etc.

E——
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1. QOFFICE ERRORS

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.

- Part Q of the Pay Manual.

2. FRATD
Most overpayments are unintentional,
But

If it is apparent that the
collecting of any bank credit
to which not entitled was a
deliberate attempt to defraud
the case must be:

Discussed urgently with a senior
officer, In such instances the
Police are required to be notifed.

Local procedures apply - in some
districts the office solicitor is
notified.

3. FAILURE T0Q REFUND
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 ofets. - Revenue section may initiate
this action.

4, QFFSET
(Referred to as forfeiture)
A, S.W. 220 - place at front of file,
B. If benefit later cancelled and
offset not completed - Request
cash refund.
c. See section 2 Pages 44 - 47 D.P,
Manual. - recovery by offgset.
{1i) Minimum period 8 weeks.
Maximum period 2 years.
{ii) Expiry must be exnd of a
pay period,

(iii) 0dd amounts - recover
locally.

{iv) Watch children attaining
15 years during offset
period,

5. BENE RY LE N.2Z

For overpayment recovery see Para (87 Pay Manual.
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1. BANK_CREDIT ROT MADE:
Reference: DP Manual 5.46
Procedure {i) Beneficiary is not usually at fault. Be gympathetic
to her predicament. Action urgently.
(ii) Clearly establish - what kind of payment involved
- what due Jdate
- no form need be completed.
{(iii) Get file - if in order ———-
(iv) Check register of issues - if in order ----
{v) Phone bank - ascertain position.
{vi) If bank able to rectify situation without delay - end
of problem and refer beneficiary to bank.

(vii) If credit has not been made and beneficiary requires
urgent payment consider S.N.G. ctherwise arrange
payment by D.D.C. (SW55).

(viii)} 1Issue letter similar tc SW 19B format,
{ix) If D.D.C. issued or further credit made for same due
date, follow up missing credit.
NOTE (a) The duplicate payment action

should not be taken until
the actual due date of payment
(b) If payment interrupted for

a due date because of review But all efforts must
action and beneficiary complains. be made to avoid
- refer to Senior Officer to this.

consider urgent payment.
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SRELP-TEST QUESTIONS
Do _not write on this page

If you are not sure of the answer to any gquestion read
the Section again. You will find the answer there.

What is the maximum period of recorery for an advance of benefit?

The expiry date of the advance must be?

What is the pre-requisite for recovery of overpayment by offset?

Do we automatically recover overpayments due to office error?

Is it unecessary to be sympathetic to beneficiary’'s requests to have
requests for duplicate payment issued without delay?
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2 years.

The last day of a four weekly pay period.
The agreement by beneficiary of the amount to be recovered each week.
No. In most instances these overpayments may be written off.

vas. Efforts should be made to arrange payments on the day of
application, but not before the due date.
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TELEPHONE RENTAL CONCESSION

Requirements:(in brief) -

References:

- 8. 52 Supp Services
Manual,

- Section 69A Social
Security Act

Reduces Post Office telephone rental by half
while in receipt of benefit,

Phone in gwn name and meeting cost of rental.

10

3'
4.

5.

70

Beneficiary to
No Application
Post Office to
If application
Post Office.

S.H.

120 on file.

Brocedure

complete S.W. 120 Application

register.

complete portion of S.W. 120. {See next page.)
received without this completed - Send S.W. 120 to

You complete bottom portion - See example next

(8. 73 Supplementary Services Manua)

1st day of rental period in which application received
in §.W.D. or P.O.

Watch that new connectiong dornt start earlier than the
lease commencement date,

New Applicationg - of course the concession can't

start pricor to the benefit grant,

Copy of Post Dffice rental periods and deadlines.

7A. If can't meet Post Office deadline dates - pay by Daily Direct Credit

8.
9.

page.
ran :
A.
"B.
c.
fou will need:
{SW B5).
S.W. 747 - show B,

93

Complete S.W, 121

A'
B.

Original is beneficiary's notitication
Duplicate {(5.W. 121A) goes to Post Office

- Approving cofficer to sign

- Dont forget office date stamp.

10. On receiving the S.W. 121A the Post Office reduces beneficiary future
telephone accounts by half,
11, Note file cover and attach tag to file showing - "Telepnone

Concession™

CANCELLATION QF CONCESSION (in brief)

Reference

2. Send S.W.
Stw‘
Change of

{S.88 Supp Services Manual)

124 to Post Office

747 - D.93

address? Letter to beneficary. Suggest re

application if has phone at new address.

Forms examples - next page
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Form S.W. 120 - Application from beneficiary
- Confirmation from Post Office
- Grant Action

L2+
DEFARTIPNT OF SOCIAL WELFARY

APFLICATION FOR TOAPMOME ERNTAL COMCERENM

M_M_-;_O—“.'-—_-hm—.hm

oy, - W T
Lt

Adurem A TLL A SO,

e
el v —

fras -t o
ks

Ty St Sl Wit By POET OPCE

Srmpntas Poynoh (o o U S e Duvm Sdpap ¥

i
St Gy E 1 . e T
iy

Tt 0 PR TR S e ity S SN LR Y. | gt A

a0k ant | T Sul T YAt

g - PN Y w———, . o b
s 3 i AR
% i : i H i
W#-L—-” -
S.W. 121a - Wofication to Post Office to reduce rental.

- {(Original of this form is S§.W. 121 - Notification to
- beneficiary of concession grant.

AW Il
TELAPHONE CONCESSION AUTHORITY bmed by DIW, GREYMOUTH F
' Benefit
woows e i /!6506
TRE CHIEF POSTMASTER
. S : Ho. and
. n Reatal
GREYMOUTH 99735
' Lt _ocroger, raso {
v Effactive Date
sz-oo
Socks Welfars Pout Office
O Dady Stamyp Date Staup
i h—-ﬂm ]
25 713 lar n&'.zsfsa'w . . Post Offics Uhay Culy
Sebucritee: Nems ssd Addeus Racaived by:
MRS o5 P. WEBSY, . Chacknd by
712 RIVER ROAD, T 35 £ Zowm
GREYNMOUTH, bused Rietal .
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OTHER SUPPLEMENTARY SERVICES

Supplementary services is a
term for benefits and grants
that may be paid ipn addition

to the widows 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.

Alsc if beneficiary complains of fimancial
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 widows beneficiary.

HOTE: General Qualifications only are
outlined. Space does not permit
detailed explanation or the setting out
of application processing procedures.

However Manual References are gquoted
and you should make an effort to
familiarise yourself with those
instructions.
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IIPES OF PROVISION

1. ACCOMMODATION BENEFIT

To assist with accommodation costs such as
rent or mortgage, rates etc where beneficiary has limited income and
assets.

S5ee page 139.

2. PE BENEFI )

To assist where beneficiary is unable to
afford essential living expenses. Amount payable depends on
circumstances.

See page 146.

3. ZIELEPHONE CONCESSION
Reduces telephone rental accournts by half.
See pages 213-214.

4. ADVANW BENE

Lump Sum payment to meet expenditure like
c¢lothing purchases. Continuing berefit payments are reduced to
effect recovery.

See page 199.

5. SPECIAL NFEDS GRANTS .

Single payments made to meet immediate living
expenses. Usually issued before benefit grant.

Referenceg: - Part B Supp. Services

Manual. C.M, 1982/8.
Also availabe for: 1. Situations such as loss of benefit monies or to

avert electric power disconnection in extreme
cases.

2. Dentures and spectacles {where hospital board
unable to provide).

Cash assets

should not 3. Urgent clothing and bedding purchases etc,
exceed $300 - or \‘

$600 if there )

is a dependent Where advance of benefit would cause
child. {(Increased hardship

by $100 for each
subsequent child)

Adapt S.W. 236 Application form.
*

continued next page.
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6.

PROVISIONS FOR_THR DISABLED

If beneficiary or her Qependent children have a disability there may be
entitlement to one or several of the following provisions:

A. DISABILITY ALLOWANCE:

Part I Supplementary Services Manual
C.M. 1981/69

§.W, 247

$30.00 p.w. {maximum)

Disability that creates extra expense.

Reference;
A 1 H
Rate:

ifi

B. FAMILY/ALTE

Reference;
Application form:
Rates:

ifi
Puxrpgse:

Part H 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 any one year,

To provide relief from the emotional
and physical strain inveolved in
providing care for a seriously disabled
person. -

C. EANDICAPPED CHILDS ALLOWANCE:

Reference; Part F Supplementary Services Manual
Application form; S.H, 243
Rate; $22.00 p.w.
ner if] i Child must be seriously mentally or
physically disabled.
NOTE IThe allowance is included with normal family benefit
payments,
D, HE Hi H
References Part G Supplementary Services Manual
Applications No form. Written reguest only.
Bayment: Suspensory loan.
n. ifi Essential alterations required in order

- to accommodate wmeelchair etc

- to provide handrails handgrips etc

- to assist disabled person by
altering plumbing the kitchen or
electrical fittings.

- add additional bhedroom for
disabled person.

Continued next page
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Reference:
Applications
1 Qualificatiops:

Part A4 Supplementary Services Manual
SW 283

If aid or appliance not available free
of charge, the Department may meet the
cost.

Parts A2, AS anrd R Supplementary

Services Manual

Adapt form S.W. 236 for Limb Centre

visits otherwise no form - written

request required.

Reasonable costs may be met where

amputee required to visit a LIMB CENTRE

or travel to:

- undertake medical treatment or
examination

— be interviewed by Departmental staff

- be assessed etc in comnnection with
disability

- undergo any period of assessment work
experience training or education.

Part A5 Supplementary Services Manual
Adapt form war 865 and SW 4 (statement
of income and assets)

$9,350.00

Where vehicle is essential for disabled
person to undergc renabilitative
training for employment or enable
employment to be maintained.

Other Supplementary Services available
next page.
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7. EMI N HOQOL :
Reference: 8.11 - 14 Supplementary Services Manual

The Department investigates and report for the Department of Education.

8. [EIRE_LOSS:
Reference: C.M. 1982/8.
{Payable Part B. Supplementary Services Manual
under Application; Adapt from S.W. 236.
special ner if3 i : Depending on circumstances grant may be
needs made where household and personal
grants) belongings lost as a result of a fire, and

there is not adequate insurance.

9, REPAIR V. E:

Reference: Part 0. Supplementary Services Manual

Application; No form. Written request only.

Amounts Loan of up to $2,100.00. Interest is
payable but loan always repaid when home
sold.

Qualifications: - For gssential repairs and maintenance,

or
- For essential services to the premises
or
- Conversion domestic heating equipment
{$500.00}

- Property must be owned by beneficiary.

10. HOME HELP:
Reference: Part K Supplementary Services Manual.

Usually applies to elderly persons. However if benmeficiary is sick and
help is needed in the home the Department may meet the cost of the help.

Adopt form S5.W. 236 for application purposes.

continued next page
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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 widows benefit.
12. E VAILAR ATI :
Don't overlook referring beneficiary to the following places:
A, CITY COUNCILS - Reduced bus fares
{some places)
B. STATE INSURANCE - Reduced insurance policy
) premiuns.
c. MAORI AFFAIRS DEPARTMENT Housing Loans
13. MEDICAL _FEES:
Bensficiary is issued with a certificate at grant which
entitles her to lower Doctors fees and exemption from
prescription charges.
Reference: "§.15 Supplementary Services Manual.
14. FINRALLY:
BUDGETING SERVICE:
IMPORTANT: 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 toon fteloa sevices Ctzen
advice bureau can usually assist.

Summary next page.
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LF-TE

If you are not sure of the answer to any question read the
Section again, You will find the answer there.

What is the application form for a telephone rental concession and
what are the main gualifications.

If beneficiary because of some physical handicap or sickness is
required to make regular visits to a hospital which involves
additional expense - what additional assistance may she be entitled
to? '

If beneficiary owns her own home, and seeks assistance to have a

leaking roof repaired or renewed, what type of application should be
invited?

If you come accross a file where there appears to be entitlement to
accommodation benefit what should you do?

Beneficiary is in need of urgent clothing and bedding, but an advance
of benefit would cause hardship. What should you do?
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ANSWERS

Form S.W. 120. The telephone must be in beneficiary's own name and
she must be meeting the rental cost.

Disability allowance - invite an application.
Application for repairs advance.
Invite an application.

Take an application for special needs grant on an adapted form S.W.
236,

222,



Defacto Al legation

'WHAT TO DO

1. I D N

Under Section 63(b) of the Social Security Act there

is authority to cancel a widows benefit if beneficiary

has an association with a man which is in the nature

of a marriage.
The rationale here is that beneficiary is not
placed in a better position than a woman who has
lost her husband, i.e., receiving both a widows
benefit and support from a "husband".

ALL, N

From time to time people, mostly anonymously, will
write in or phone the office complaining that
beneficiary has set up house with a male,

What you must keep in mind is that it is not
unknown for such complaints to have little
foundation, and even be malicious or mischievous.

Use your common sense — Entitlement to widows benefit is not restricted
by a beneficiary associating with a person of the
opposite sex, {Pecple are entitled to thier
privacy.) We are only concerned if the
relationship is like that of a marriage.

Rem r Some widows remarry and legitimately receive their widows
benefit up until the marriage date.

See next page for procedure
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PROCEDURES (following allegation)

If phone call - ask for name, address and phone number of caller.
Explain that the details provided are confidential to the department,

and as such heneficiary will not be told, Don’'t insgist if wishes to

remain anonymous. Alsc cbtain alleged defacto's:

~ Name and other address
- Employer's name

— = How Jlong associating

— Watch mistaken identity.

Also, get caller to repeat beneficiary's name and address.

Refer letter or details of phone call (written up) with file to
Senior Officer without delay.

No coatact to be made with beneficiary at this stage:

The allegation may be untrue,

- It is a sensitive issue. The association may be an
innocent one,

Beneficiary may be alerted and evidence covered up.

Also, on no account is payment of benefit to be stopped following an
allegation, without investigation, or on the basis of circumstantial
evidence.

A Senior Officer, usually the Assistant Director or Director, will
instruct as to what enquiries are to be made or if the matter is to
be dropped.

If no action is directed you have no authority to start your own
amateur detective campaign. Leave the file and get on with your
other work.

NOTE: Decisions to stop payment, to continue or cancel benefit in

these circumstances are not made lightly and not without
beneficiary being given ample opportunity to state her case.

See next page - allegation beneficiary in employment.
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WHAT TO DO IF ALLEGATIONS RECEIVED

3.

THAT BENEFICIARY IN EMPLOYMENT

The principles on the previous page apply.

A i h H
Request-callers name and address - don't
insist if wishes to remain anoaymous. 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.
redibilitv:
a. Remember the allegations may not be true.
b. ntion:
Beneficiary may only be intending to
earn up to $2,600.00 ($3,120.00) and then declare
the income at renewal.
Tt is desirable that we be informed of all changes in
circumstances but in the above situation there may be no

ijntention to deceive.

Refer Notes of phone call or if letter, (both on file) to senior
officer without delay.

ON no account prior to above referral is payment to be stopped or
beneficiary contacted.

Senior officer may decide to check direct with the employer, and then
advise how to approach beneficiary

IMPORTANT :

1f no action is directed - you are not permitted to start your own
private detective campaign.

Get your priorities right.
Enerqi houl in rrangin

in r wher here i i itlemen her th
in im n wher here i n foun s stion th
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LISTS RECEIVED FROM THE
DATA PROCESSING CENTRE

References:
Man P H

L. Change List - 3.2

2, Rejection List - 3.9

3. Expiry List ] - 3.26

4, Register of Issues - 5.15

5. Renewal List - 4,285

6. Master Record Listings - 3.30

These lists are the most important others are produced, and reading the
Data Processing Manual will make you familiar with their function.,

few

Wny the need for the computer to produce
the above lists?
See below.
Also explained briefly on the next
pages is what action if any the lists require.

1. CHANGE LIJT

- 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. REJECTIQON LIST

- Produced daily via office terminal

- Shows inputs form details which due teo incorrect information
have not been accepted.

- The rejected input forms are attached to the list.

Action Pr re:
A, Senior Officer extracts messages from
the list.

B. As well as the rejected input form, in
some cases attached may be a copy of
master record details.

c. These papers must be put on the file.

D, Your job is to correct the error by
completing a further input form -
ACTION IMMEDIATELY.

E. {1) Does payment need adjusting?
(ii) Deadline missed?
WATCH (iii) Overpayment?
(iv0o Local pay action regquired?

F. Notify beneficiary if necessary.
G. Graded Officer to clear list.

Expiry list next page

226.



7.

3. EXPIRY LIST

Bntries extracted by a senior officer

Extract then to be placed on the benefit file

You 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 BRIEF LINE
QOF. ACTION

]

Child attaining 15 years child of age action see Page
157.

Beneficiary attaining 60 If no dependent children invite

years application for National
Superannuation.

Partial forfeiture Overpayment recovered -

Automatic increase or resumption
Full forfeiture Letter to beneficiary.

Bring Up File will show why bring up made -
take necessary action.

HOTE Avoid unnecessary work - If the
action is completed bhefore the
related bring up, delete the bring
up notings from the master record.

Benefit payment stopped - Unless file indicates benefit
over 2 years to be resumed - arrange
cancellation see page 167.

End of Scheol Year action Child of age action see Page 157.

Entries on the list are cleared by a Senior Officer

*

If youngest child attains 15 years special letter pointing out
reduction in benefit required.

Format of letter should Le BASEP on the example D,102 four
weekly manual.

Master Record Listings etce next page.
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ISTE

Paper list
Produced prior to each due date
Shows - payment for that due date and
- address sent to or bank account credited,

No action required. Reference purposes only.
Essential for enquiries regarding missing payment etc (see page
192).

5. RENEWAL LIST

This has already been discussed on page 150.
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APPEAL AND REVIEW RIGHTS

renges: Part Y Four Weekly Manual
Review: Section 10(6)(7} Social
Appeal: Section 12(J){(k} Security

Act
WHAT ARE THEY? 1f beneficiary or applicant is dissatisfied with a
decision she can formally apply to have that decision

reconsidered.

Reyiew; Is an application to the Department to have a District
or Head office decision reconsidered.

Appeal:; TIs an application to the Social Security Appeal
Authority to have a Head Office {Social Security
Commission) decision reconsidered.

TE: 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.

NQTIFICATION QF REVIEW RIGHTS

Beneficiary must be notified of review rights in these circumstances:

{i) Following all new applications.
{ii) Following all reviews.
(iis All changed amount renewals.

You notify the review rights by adding this message to the letter that
advises of thebove 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 nrext page
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1.

REVIEW PROCEDURE

If beneficiary complains verbally about a decision an application for

review ghould be invited. Letters complaining of a benefit decision must
be accepted as a "review of decision" application.

2. IYPRS QOF APPLICATION: A, For S.W. 143 - TARKE CARE pgot to issue
Appeal form S.W. 144.
OR
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 decisicn
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 ungble to give wholly favourable decigsion submit file to senior
officer. .
8. Fil w wit] : ££i
A. Wholly favourable decision B. Decision Partialily ox Wholly
given: unfavourable
(i) File returned to you (i) Notify applicant.
{ii) take appropriate action (ii) The notification
e.g. perhaps issue wil include advice
arrears etc, of appeal rights,

and right to have
decision reviewed
by Social Security

Commission.

(iii) Letter {iii) File returned -
some corrective
action may be
necessary.

{iv) Clear register (iv) Clear register
{v) If APPEAL lodged -

see next page.
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11.

12,

13.

14.

15.

APPEAL PROCEDURE

First read review procedure previous page.

Before APPEAL lodged - application for review must be lodged and

decided, and reviewed by Social Security Commission.
Applications: Form S.W. 144
or
Letter - should show reason for appeal,
Don‘t enter in register at this stage.
Send the application for appeal direct to:

The Secretary
Social Security Appeal Authority
Tribunals Division
Department of Justice
Private Bag
Postal Centre
] WELLINGTON
Authority secretary sends copy of appeal to Head Office.
Head Office will A. Enter in their register.
B. Send the copy and memo to district office.
Appeal details NOW entered in local register.
Get file: If no review carried out (see previous page)
A, Tell Head Office
B. H.0. will point out to Authority that no appeal lies.
C. Enter in review register.
D. Review procedures (previous page ) apply.
CASE ALREADY REVIEWED BY HEAD QFFICE:-(ensure it is for the point
appeal lodded in respect of):
Send file promptly to Head Office - Ensure covering memo clearly
shows file forwarded for Appeal purposes.
Watch - Before above if there is any fresh information investigate
and take corrective action if necessary.
Now in possession of the file H.0., will prepare a report for the
authority and may be represented at the actual appeal hearing.
HOTE: 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,
After the appeal hearing -~ the Authority will inform beneficiary of
the decision.

Appeal Allowed Appeal Disallowed
A. E.0. will issue instructions A. H.O. will return file
to rectify. with copy of the appeal
decision.
B. Actioned at district office. B. Ho need for

notification. Already
issued by Appeal
Authority.
C. Notify beneficiary commence with

these words ... "In accordance

with the decision of the Social

Security Appeal Authority .....

date ......"
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Rewviews/Bppeals (Final message)

ACTION REQUESTS FOR
REVIEW_OR APPEAL PROMPTLYL.

1.

REME’::MBE
A decision cannot be
considered for appeal
until a review of the
decision has been carried
ocub. .
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MISCELLANEOUS PROVISIONS

{In Brief)

BC

Reference:

- Section 76(1) Social Security Act.
- Part P Miscellaneous Provisions
Manual.

Suspend benefit from day after taken
into custody.

For forms to use ete — principles page
150 apply.

Benefit shall be suspended in the
interim. {(Page 160)

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
pPaid to persons caring for the
children. Para P2.17 to 2,24
Miscellaneous Provisions Manual tell
you what to do.

Action decision without delay.,

2. BENEFICIARY DIES

B.

NOTE:

Any lette
death shko
sympathy.

1‘
he

Reference:

- Section 61D to 61DG of Social
Security Act .

- Part B Miscellanecu Provisions
Manual.

Cancel benefit from day following date

of death.

Dependent Children; (i)

rs following
uld express

(ii)

Cancel benefit from day following date

of death. - Use form S.W. 242.

Dependent children entitled:

{a) Any instalment unpaid prior to
death.

(b} Terminal benefit.

{c) Payment after death (but any
Terminal Benefit paid would be
deducted from entitlement).

Following beneficiary’'s death the fir iderati m e

ildrens welf

+++ adequate care and cash? Discuss with

Social Work division if necessary, consider orphans benefit etc.

IMPORTANT

2.  BEFORE TAKING ANY ACTION FOLLOWING ADVICE OF DEATH - ENSURE
IDENTITY IS 100% ESTABLISHED - don't action the wrong file,
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LOCAL
Directions from Senior Officers may be obtained verbally.
However coccasions do arise where the complications of
a case require details to be submitted in writing for
a decision.
How to set out » 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 number etc.

E. EXCLUDE irrelevant information.

F. ALWAYS end with a RECOMMENDATION.
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SENDING MESSAGES @';
=y
TO OTHER OFFICES =—

- F.62 Administration Manual
- C.M, 1981r92

There are a variety of reasons why another offices 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 he sent.

HOW T A NE RE_ME B3

1. Fill out input form S.W, 161

A. Print in block letters - Neatness egsential

B. In the actual message section:

- leave a space between words.

c. Also in columns 1 & 2 of the message section show
Designation and Section of person sending message, and same
details of person message intended for.

D. Person preparing the message must sign the S.W, 161

E. ALL messages must be APPRQVED at 007.102 level.

HOW E MESSAGE GE THERE 3

Keyed in via the local computer terminal, and received in the other 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 EFFICIENT QPERATION OF THE SYSTEM

1. 1If reply needed mention date it is requied by in the message.

2. If you receive a message that needs a reply think of others and
ANSWER WITHOUT DELAY - 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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1

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:

(1)
(ii)

(iii)

Incoming Calls
Answer promptly and politely.

If the phone rings on
somebody else's desk and that
person is not there - Pon't
ignore it and hope somebody
else will answer or it will
stop ringing. The person
Closest is to Get Up and

answer it.

Introduce yourself like this:

“Smith, Widows Benefit section

¢an I help you."“

Don't say ... four' weekly
benefits. This term only
confuses outsiders -~ if you
(i} work on a section where
several benefits are handled

it is best just to answer like

this ... “Good Morning/
Afternoon Smith speaking can
I help you."

(iv) If you have to break the

gonversation to obtain

information - use your
common _sgense and don't leave
the person hanging on for a
prolonged period - Go back
and explain you may be some-
time. Perhaps suggest you
will phone back.

{v} If you do say you will
phone back - keep your
promise and do_if.
{continued next page)

(1)

(ii)

(ii)

{(iii)

236,
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b 1

Introduce yourself
pleasantly and say why
you are calling e.qg.
"Hello could I speak to
Mrs Jones please, Good,
moraning Mrs Jones I am
Smith of the Social
Welfare Department and
wish to talk to you
about your recent
application for widows
benefit ...i0ivitveninnens

R R R R R I I I B NN B

Close the coversation
with "Goodbye, thank you"

bPon't disappear if you

_ have asked the operator

to place a Toll Call,

General

If you are going to be
away from your desk for

a while let the telephone
operator and somebody
nearby know where you can
be contacted and when you
will be back at your desk

When you do gek back to
your desk let the
operator know.

Keep a telephone
directory by the phone
and a list of fregquently
called numbers.

{Continued Next Page)



: ing Calls (continued)

{vi) The requirements to be

pleasant etc at the
counter alsc apply to
telephone conversations.
Alsc speak clearly.

General {continued)

{iv} Your friendly helpful
attitude can't be seen.
it all relies on the
tone of your voice.

{vii} If you answer somebody {v) If you are cut off the
else's phone and the caller person who initiates the
wants to speak to that call should ring back.
absent person, apologise
and without hesitation
ask if you can help or take
a message.

(viii) Make sure you pass messages (vi) DON'T INTERRUPT you phone
on. Leave a legible dated conversation. If there

note on the absent person's
desk. Don't forget the
number that has to be
called.

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.

- if you had to rate them out of
ten what mark would you give?

1. bon't treat a telephone call
as low priority. It may be
more important than the work
it interrupts.

2. Apy Information:
- Get it into writing quickly.
- Not all memories are reliable.

- Avaid scrap paper and always
sign and date your note.
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10.

WORK METHODS

You will ¢lear your work quicker
if you keep a tidy desk, and have
an orderly approach.

Action files according to their PRIDRITY

- Don't just do the next one in the bundle.

Don't keep a “HARD BASEET" - If you don't [e)
know what to do - Ask - Don't put the file ?“‘\:{
at the bottom of your tray. won' WavY. Qtf?:i

PLAN what you are going to do EACH DAY.

Perhaps do the harder files early morning

and the easier ones later afternoon.

- Set yourself REALISTIC TARGETS and
try to achieve them.

You should know whose file you have on
your desk and what NEEDS DOING TO IT.

Don‘t overload your memory. AT ALL TIMES
record notes on minute sheets and place on

the file.

When absent opn sick or annual leave:
will others be able to EIND YOUR FILES
without trouble? - and easily determine
the file's up to date position?

- Are your trays LABELLED in, out etc.

Loose Papers
Reep in alphabetical order. Have a daily search plan. ANY
older than 2 weeks see your senior officer.

Does your desk resemble an antique shop or archieves library?
- Get rid of useless ©ld equipment
- DESTROY outdated charts, calenders, booklets etc.

Each ¢office has a statiomery room - your desk should not be one

- Don't have more than a FORTNIGHTS SUPPLY OF FORMS etc, around

yourself,

Utilise the bring up or expiry system for files (Except

applications) you don't immediately nned, THE FILING SYSTEM SHOULD
BE HQLDIHN RA

11.

Remegmber;
- Check those outstanding 12. Th n zzer
applications each week.

,;//

Answer promptly if the

- Any other unactioned files receptionist or usual ~g\k%\ S
or papers older than two person is not there. \ﬁﬁﬁs
weeks must be discussed with Don't wait for it to ’
your senior officer. ring again or sit tight

and hope some other
person will answer it.

see next page.
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'WORK METHODS (continued)

REMEMBER ....

Before 'filing' a file -~ is JALL action complete
- Do any bring ups or expiry dates need cauncelling
If file is bulky - arrange split into two parts.
Has the cover sheet correct name and number.
Those computer print outs and other lists:

Store neatly

in a central point

and label their position
Applications - check them each week.

See page 51.

Check your clerks’' work daily - mever let files build up on
the basic grader‘s desk.
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Work methods (continued)

ERASABLE BALL PQINT
PENS MUST NOT BE USED.

CORRECTING FLUID LIKE "TWINK®
OR "SNOPAKE" MUST NOT BE
USED IN AMENDING AMOUNTS ON
ASSESSMENT, ACCOUNTING OR
TNPUT FORMS3.

Rule cut the incorrect details,
. .initial and write.again - if
_Cl'):possible prepare a new form.
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ARE YOU PROPERLY ATTIRED?

The feollowing is an
extract of a Head Office
instruction issued
12.1.81:

"General neatness and tidiness of dress is expected at all times.

Men

(a)

(b)

(c)

Men are expected to dress in neat
attire including a neck tie,
Casual, open-neck shirts, beach
wear, well worn shabby jeans and
cordurcys do not come within this
specification. :

Ties may be discarded in hot weather
but not when attending to the public.

Dress shorts and socks may be worn.

Women

Fashion jeans and smart corduroys meet
the required standard but not frayed
and patched jeans or corduroys.

Footwear

Bare feet, jandals and bedroom slippers are
not acceptable.”®

W

TN 4

\

§
g~

DONT




Do Mot Write opn This Page

If you are not sure of the answer to any questions read the
Section again. You will file the answer there.

What is the differemce between the change list and register of issues?

Before an appeal to have a decision reconsidered is lodged what must
be done?

Before taking action following death what must be satisfied?
What is the purpose of the inter office computer network system?

If the phone rings on somebody elses desk and the person is not
there, what would you do?

Where do you file oudated charts, calendars, booklets ete.?
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ANSWERS

The change list shows changes made to the master record. The
register of issues is a list of gll payments made for a due date.

An application for review must be lodged and decided.

Identity of deceased person is 100% established. Don't action the
wrong file.

To save time in not having letters prepared and to save costs in
aveoiding toll calls and telegrams.

You should get up and answer it. Take a message. Leave a neat dated
message on the absent persons desk. Is the callers name and number
to be rung clear?

In your rubbish tin.
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L ABBREVIATIONS

avoid them but if you -

encounter some this is ’

what they mean ... 7

ACC. Accident Compensation {Corporation) &

ACCOM. BEN. Accommodation Benefit

A.D. Assistant Director

A/N Abovenamed

APPLIC. Application or Applicant

Appn. Application

AWO Area Welfare Officer

B.C. Birth Certificate

BFT Benefit

BFY Beneficiary

B &P Benefits and Pensions

B.U. Bring Up

C/A Child of Age or Cheque Account

D.A. District Agent or Disability Allowance

D.C. Direct Credit

D.D. Direct Deduction or Due Date

D.O. District Office or Divisional Officer

b.0.B. Date of Birth

b.P. Data Processing

D.P.C. Data Processing Centre

D.S.H. Department of Social Welfare

Dup. Duplicate

EDD. Effective Due Date

E.O. Executive Officer

F.B. Family Benefit

F.0.P, Forfeiture of Payment (Recovery by Offset)

F.S. Family Support

F.U. Follow Up

H.C. Housing Corporation

H.0. Head Office

I.B. Invalids Benefit

L.5.P.A.D. Lump Sum Payment After Death

M.C. Marriage Certificate

M.R, Master Record

N.S. National Superannuation

0.P. Overseas Pension or Overpayment

0/15 Child over 15 years

P,.D. Payday

P.F. Putative Father or Per Fortnight

P.0O. Payment Order or Post Office

P.P.P. Per Pay Period

Recip. Reciprocal

RNL Renewal

R.U.K. Reciprocal United Kingdom

§.C. Section Clerk or Certificate of Attendance at School

§.D.0. Senior Divisional Officer

S.N.G. Special Needs Grant IMPORTANT ;

S5.8.C. Senior Section Clerk

S.S.W. Senior Social Worker When communicating {by

S.W. Social Worker letter or verbally} with

S.W.D. Social Welfare Department the Public or a beneficiary

vVEd Verified never use abbreviations.

W.B. Widows Benefit

W.P. War Pension They will be meaningless
’ and will possibly create

confusion.
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REFERENCES

(or;where- to find it)

YOU SEQULD FAMILIARISE YOURSELP

WITH THE FOLLOWING:

NOTE:

The instructions below

will most likely bave the
answer to some point you are
not sure of.

LOOK UP THE ACT OR MANUAL
ETC BEFORE YOU BOTHER OTEERS

1. SOCIAL SECURITY ACT 1964
Sections 21 - Widows Benefit
61D - Lump Sum Payment on Death
2. MANUALS:
A, “WIDOWS"
Parts:
A Widows Benefit - Qualification
B Commencement of benefit
c Application by widow on death
of War Pensioner
D Treatment of earnings
E Reviews
F Estates
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REFERENCES {CONTINUED) ‘
- Manuals (Continued)
B. Reciprocity
Parts B and D - overseas applicants
C. Income and Property

Parts: A-D - Income assessmeant
principles

F Deprivation of income
M Farm and business profits
0 Overseas pensions

U Migcellanecus classes of
income.

D. Social Security Data Processing

- Pay procedures
- Input form completion

E. Supplementary Services
Part A - Assistance for individuals
under the Disabled Persons Community
Welfare Act 1975
Part B - Special Heeds Grant
Part € - Accommodation Benefit

Part E - Advance Payment of Benefits

Part I - Disability Allowance

Part J - Special Benefit

Part S8 - Miscellaneous Welfare
Services/Concessions

Part W - Training Incentive Allowance

for Domestic Purposes, Widows and
Invalids Beneficiaries.
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P. P ision

Part B — Lump sum payments after
death

Part C - Grant a2 renewal of
benefit after death of applicant

Part B - Mode of ascertaining
annrual Income for Benefit Purposes

Part P - Forfeit use of Benefit

during detention in a Penal

Ingtitution.

Part @ -~ Effect of absence from NZ

Part T - Beneficiaries in Hospital
G. Pay Manual

Part Q Dabts.

F "FOUR WEEKLY" Manual

O Verfication of Births, Deaths and
Marriages.

V  Payment to agent or apportionment.

G Family Support Tax Credit Policy Manual,
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41

67

B4

107

144

179

197

210

232

SELF TEST QUESTION LOCATION

SUBJECT
Qualifications, Public relations
Applications
Pregrant and grant action

Rstate, B.0.D, A.C.C., Birth and
marriage verification

Arriving from overseas, Input
forms, €Child supplement, Letter
writing

Income, Earnings, Accom. benefit,
Renewals, Special benefit

Child of age, Suspension/
cancellation, Hospital
Departure from N.Z.,
Transfer of files

Advance, Missing payments, “
Overpaid

Supp. Services

Miscellpneous

Did you have any problems in answering the self test questions.

If so - use the above index to recap.
Before leaving this booklet
ensure answers are understood,
and read the last page.

248.



You are here to provide a service

To do so helpfully and efficiently you must
know all the instructions relating to your job.

" G0OD LUCK.

FINALLY

DEALING WITH INQUIRIES

We know at times your job is-demanding
but if beneficiary or appllcant makes an
inquiry don't evade the issue by fallmg
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.

THINK ' % ?

How would you like it, if T~ —
on. one pay day your pay did

not arrive, and on making inquiries
received some unintelligent and

implausible answer that really '
meant — don't bother me now 'Ff<

but it may turn up in a couple
of weeks.
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INDEX

SUBJECT

Abbreviations
Agents
Allegations (What to do if allegations received that
beneficiary in employment)
Allegations that beneficiary living with 2 man
(conjugal status)
Appeal and review rights

A i ions:
Introduction
Stage One ... In iew
Urgent payments
Inviting applications, service to
widows
Mail applications
Summary application procedures
Stage two ... rant Verifi ion i
Form Issue
Summary
Piling of applications
Stage three ... rant Action luding Arr in
Payment

Income Assessment
The grant date
The check rate
Input form completion
Completion of SW 310
The grant letter
Certificates of entitlement
Application declined
Application (summary application to grant)
A A i wi Appli ion
Husbands estate
Benefit on death
Accident Compensation
Problems in verifying birth and marriage
Sources cof secopdary birth evidence
Income from farms business ete
Applicants arriving from overseas
Receiving an overseas pension of a
like nature
Overseas departmental addresses
List of overseas forms
Family Support
Benef;t {Accommodation benefit)
Benefit (Advance payment of benefit)
Benefit overpaid
Benefit ( engwal of henefit)
Reduced amount procedure
Child attaining 15 years
Late renewals
Benefit (Special benefit)
Cancellation (Example - marriage)
Change {(see Lists)

250,

244
196

225

223
229

i5
24
35

23
38
39

43
48
51

52
56
59
&0
63
63
66
67
68
70
73
73
75
B2
86
g8
8%
93

97
102
103
104
139
199
204
147
150
152
153
146
167



SUBJECT

Change of address within district
Child of age action {attaining 15 years)
Dealing with the public
What is meant by four weekly
¥What is widows benefit etc
Decline letter
Departure from New Zealand
Dies (see Miscellaneous)
Earnings (How to change earnings)
Bligibility

Who qualifies for a widows benefit?

Summary of Widows Benefit Qualification

Expiry (see lists)

Hospitalisation

Income

Imprisoned (see Miscellaneous)

Input forms

Introduction and welcome

Letter Writing

Lists received from the Data Processing Centre

(Change, Rejection, Expiry, Register of issues,
Renewal, MR listings)
Messages (sending messages to other offices)
Miscellaneous provisions
Imprisoned
Dies

Moving teo another district
Transfer Qut
Transfer In .
Bank credit not made

Payment queries

Question (Self test gquestion location)

References {or where to find it)

Register see Lists

Rejection see Lists

Renewal see Lists or see benefit {Renewal of benefit)

Resumption/Suspension

Submitting files for a decision
Local

Supplementary Services

Telephone bekaviour

Transition to Work Allowance

Work methods

Work methods (senior officer)
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i57
14

13

69
177

125

77
10

171
116

105

108

226
235

233
233
192
ige3
194
210
210
247
245

150

234
215
236
120
238
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Inviting Applications

Mail application not fully completed
Grant Letter - Reduced Rate

Benefit declilned - excess income
Estate letter

Lump Sum Paymeant After Death

Accident Compensation - letter to ACC or
State Insurance

Letter format

Earnings review

Reduced amount renewal

Child attains 15 years at renewal
Admission to Hospital

Hospital - reduction after 13 weeks
Departure from New Zealand

Advance payment of benefit

Benefit overpaid

Rotification of Review Rights

2b2.

23
38
66
69
74

79, 80,

83

108

136

152

158

175

176

183-190

202

207-208
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