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the previous month provided that such supplemental payment 1s otherwise match-
able., |

D, Outstanding warrants

In any case in which a warrant for assistance is found tc be outstanding accord-
ing to records in-the county treasurer's office for any period in excess of
sixXty days, the county department shall reinvestigate the circumstances of the
recipient in whose name the warrant was drawn to detemmine whether he continues
to be eligible for assistance, -

Each county department should establish the necessary procedure to insure. a
check upon outstanding warrants. In most counties the county treasuroer will
have his records arranged so that a report can be made to the county depart-
ment without additional bookkeeping.

L« Unclaimed Warrants

The county department shall make a reasonable effert to deliver any unclaimed
warrant for assistance to the recipient for whom it is drawn. A warrant un-
claimed and undeliverable after sixty days from the date of issue shall be re-
vurned to the county auditor for deposit to the county welfare fund and the
assistance shall be discontinued of fective as 'of the first day of the month
for which the unclaimed warrant was issued.

When more than one warrant issued to a recipient is undeliverable, all should
be returned for deposit in the county welfare fund., The effoctive date of
alscontinuance would be the' first of the month for which the first of the
warrants was issued,

wWarrants not cashed are considered cancelled warrants and are not to be con-
sidered recoveries or repayments of assistance.
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I. General Statement

The provision of financial assistance to those who are in need is but one of
the many services to people for which the department of public welfare 1s re-
sponsible,

The responsibility for service begins when the person first comes to the de-
partment to state his problem and ask for help in meeting it, The first dis-
cussion of the applicant's situation in relation to the department may be
used s¢ constructively by him and by the visitor that it is in the nature of
a service and establishes a basis for his further participation, and accept-
ance of the help available to him through the department., Interpretation

of the function of the department may enable the person to take additional
positive steps in relation to his problems, These initial services touch all
public assistance apglicants or recipients, The adequacy with which they are
performed, the procedures by which they are implemented, and the use made of
them in individual situations may vary, but these services are basic to the
determination of each applicant's elipiblility for assistance which should be
made with all possible dispatch, The services establish the tone for the
person's continuing relaticnship with the department.,

The visitcr should be acquainted with and know the adults and children in the
cases receiving assistance. In certain cases it may be encugh to determine
that financial need exists and to make provision for it through the money
payment. In other situations the visitor will be confrcnted with problems
other than the ocbvious one of lack of income, Families needing help are
frequently faced with other difficulties -- social, economic, and health --
not all of which can be met by regular cash assistance, important as that is.
Preventive and corrective medical care, health and food needs, education and
vocational training, emotional development and behavior problems, recreation
and play, family budgeting and planning -- these are only a few of the aspects
on which the visitor should be prepared tc give practical advice and counsel.
The visitor will not be equipped to meet all the needs which are present in
the families with whom he deals, nor should he attempt to do so, He should,
however, be quick to recognize conditions which should have help and know
through what agencies it may be obtained and how to obtain it, Referral of
persons te proper sources of help, when such help 1s ocutside the county de-
partment function, is a major service that the visitor can give,

The range of services that should be available to public assistance appli-
cants or recipients and their families is varied and is lirdted only by the
person's apparent need and desire for such services, by department practice
within policy and procedure, and by the visitor's competence and imagination
in using the functions and resources of the department to ofier to persons

the kind of help that they can accept and use to mect their need in their
own ways.,
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services inherent in considering need and determining eligibility include?

A. Assisting in the Improvement of Living Conditions

The visitor may be of service in assisting the applicant or recipient to improve
his living conditions, This may be accomplished by the e¢ncouragement to move

to a different neighborhood; by the encouragement of cleanliness or saritation
by the provision of an amount for necessary repairs, furniture or housekeecping
services; by helping an applicant or recipient of Old Age Assistance or Blind
Assistance find suitable living quarters in the home of relatives or friends,

in boarding homes, nursing homes or private institutions,

B Family Budgeting and Planning

Simple, well-balanced meals provided from day to day go a long way toward in-
suring the continuance of good health in a family, For most people the cost
is the largest factor in the feading problem, However, nutrition and expense
are not synonymous; in fact, some of the most nutritious foods are the cheap-
este The housewife needs to know something of the nutritive value of foods.

The economical purchase of foods requires intelligent planning. Many women lack
the knowledge and skill necessary to plan and prepare adequate palatable meals
at low cost and will need instruction, if the hcalth of their family 1s to be
maintained., They may need help also in planning the total family budget, par-
ticularly those items which are not regular monthly items of expense such as
fuel, taxes, or some articles of clothing, The county department may wish to
consider the use of the services of nutritionists or home economists in thelr

communities to providc opportunities for the recipiont to learn how to manage
on a limited income.

Ce Securing Preventive and Corrective Medical Care

Necessary preventive and corrective medical care is a requirement of the appli-
cant or recipient of public assistance which is as essential as food, clothing,
shelter, and other necessitics, The visitor has considerable responsibility 1in
the provision of medical assistance for the recipient,

The health of members of the recipient's family may affect the well-belng of the
recipient, The visitor should consider the health of all members of the family
group, Other lccal and state sources may be used to obtain preventive and cor-
rective medical care for those persons ineligible for care under the county medi-
cal assistance plan.

Medical care is provided under medical supervision which means that the visitor
should work closely with the doctor and other pcrsons or agencies providing the
cares The visitor should share with the doctor any facts which may assist in
the diagnosis and the treatment to be outlined,
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The visitor should have an understanding of illness and its meanming to the
sick person and to his family, the common symptoms of various diseases, the
value of preventive health measures, the usual disciplines of treatment,
the social implication involved in treatment, and the value of the patient-
doctor relationship.

The social treatment of many illnesses consists of finding and using services
which arc essential for the use of the patient; for example, an increase in
the assistance award to provide for special diet needs, for household equip-
mont, for services of a housekeeper, or for other special requirements, Re-
cipients and members of their family may need help in planning for hospital
or nursing care, transportation, convalescent carej thay may need holp in the
use of appliances; therc may be need to put additional emphasis on rest
periods or in the avoidance of certain types of activity such as climbing
stairs,

Often the recipient is unable to make the best use of medical services because
of less obvious factors such as fear of treatment, fear of learming a diag-
nosis, fear of bodily change or other hardicapping attitudes. It is usually
such fears and anxicties that contribute tc a patient's inability to use
medical help or his apparent lack of cooperation in trying to get well., 1If
the visitor is aware of thesc attitudes and can try to understand them and be
sympathétic with them, he may bc able to find ways to lessen fear and thus to
help the patient recover. The friendly help of the visitor dwring a difil-
cult experionce with illness or in getting used to changes in life brought
about by illness or disability will sufficicntly strengthen a patient so that
he can progress towards health and a better adjustment,

When a patient seems irritable, unreasonable, overly dependent or childish,
it is important to rcmember that this may be a result of the way many persons
react to illness, as to other crides of life, by adopting behavior similar to
that of a child, If the visitor can understand this behavior and be tolerant
and patient, it will be easier for the recipicnt or patient to return grad-
ually to more adult forms of behavior, To a person who has been 1ll a long
time, has been critically i1l or has suffered a disability, the road back to
health and relatively independent living may seem long and difficult so that
he may actually seem to e¢ling to illness and be reluctant to try to help him-
self, If the visitor gives help with economic, family and other problems and
at the sama time is aware of opportunities to help the patient assume in-
ecreasing responsibilities, the patient will usually acquire more interest in
health and an increasing capacity to help himself,

D. Providing Service in Connection with Recreation for Children and Adults
The preparation of children for wise use of leisure time is a vital part of
their training and develcpment, It is necessary to encourage and help in the
development of varied interests and inner resources, so that the child can
carry on for himself and by himsclf, Keeping children busily occupied in
constructive play activities is a means of eliminating many disciplinary
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problems, The visitor should be acquainted with and interested in the develop-
ment of lccal recreational facilities in the commurity. Among the organiza-
tions which sponsor recrcational facilities in many commurities are: Boy and
Girl Scouts, 4-H Clubs, Camp Fire Girls, Y.M.C.A. and Y.W.C,A., Catholic Youth
Crganization, American Legion, Service Clubs and fraternal organizations,

Educational and recreational opportunities are often needed and wanted by the
adult applicants or recipients of public assistance. When adults are isolated
by physical infirmities, lack of transportation or other r:asons, or when they
are disqouraged, they may have to be urged into social activity., The visitor
may not have the time to give the person the attention which he needs., There-
fore, community resources of clubs, churches,  fraternal groups, schodls and
volunteers should be used,

E. Securing the Services of a Legal Guardian or a Responsible Person When
Needed e TR

If a public assistance recipient is found to be incapable of taking care of

himself or his money, the county department may be of assistance in securing
the appointment of 2 legal guardian or a responsible person, If a child 1s

found to be in need of suitable care cr guardizanship, the county department

should be of service in assuring this protection to the children.

Perscns who are voluntary irmates of an approved ccunty home may be eligible
for O1d Age Assistance or Blind Assistance but may be unable tc initiate and

camplete an application, The visitor may be of assistance in helping to have
a legal guardian appointed to facilitate the application for public assistance.

The visitor may also be of help in securing necessary legal advice for the
applicant or recipient through the Legal Aid Society, Bar Association, or in-

terested attorneys.

F. Initiation of Action to Have Person Released from Furlough and Have Sard iy

Restored

There may be cases in which elderly persons have been released from state mental
hospitals on furlough and are in need of Old Age Assistance, The county depart-
ment may be of service in such instances, as well as in those cases in which an
incapacitated parent has been released, by helping in the initiating of action
to have the person released from furlough and to have civil rights restored if
this seems indicated, The visitor may also be of service in helping to arrange
for the commitment to state institutions of recipients in need of this type of

care,

G. Encouraging Recipients to Accept wWork Which They Can Perform

A person who is receiving assistance should be encoursged to seek employment
within his capacities in order that he may have the opportunity to become

 ———— s G G W+ GG . . v
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wholly or partially self-supporting. The United States Employment Service
will cooperate with the county department in the securing of employment for
public assistance reciplents,

He Education, Training and Guidance for Children

The visitor should be of service in helping parents with problems in regard to
their children which the parents want to discuss, and also in helping the
parents to recognize these difficulties. The visitor should be acqualnted
with the resources of the Child Welfare Service program and the Mental Hyglene
Clinic for help in understanding the child's behavior and emotional needs and
in providing treatment directed at causes of problems in thcse areas.

A few additional yenrs of educntion and training to meet the responsibilities
of adult life usually mean not only incrensed opportunities for self-support
but a more satisfactory and fuller life, Where maintenance of the famlly,
either in whole or in part, depends upon the clder children in the family,
the encouragement of children to remain in school, and vocational guidance,
is an important part of the work of the visitor with the family., Oometimes
the learning of a trade may mean the difference between dependency and seli-
maintenance of the child when he becomes older,

Learning abilities of children vary greatly, and there are those children who,
because of their mental or physical handicap, cannot profit by the classroaom
activities of the normal group. Proper guidance, and special classes Ifor
this group are necessary in order to develcp each child's specinl ability, to
train him for good citizenship, and to guide him toward sume occupation by
means of which he can be at le ast partially self-supporting, In order that
the visitor may be of assistance to a family in providing for the care of
handicapped children, he should be acquainted with the facilities of the
Mental Hygiene Cliniec of the state department, and special classes provided
in some communities, and the state institutions for education and trainming of
handicapped children.

The visitors of the county department should acquaint themselves with job
opportunities and conditions of employment in the county and should co-
operate with other agencies, including the Undted OStates Emplcyment Service
and superintendents of schools, in making job opportunities available to
young people, and in helping them to select a job sui table for them, and a
job with some promise for the future, The visitors should be able to give
consul tation service to parents, foster parents, and children in regard to
plans for emplgment of children.

I. Vocational Training and Rehabilitation of Handicapped Persons,

Every effort should be made to assist handicapped persons receiving assist-
ance or service to obtain social, physical, vocational rehabilitation and
job placement,

-
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In addition to the service of the county department, the rehabilitation of
the handicapped person will require in many instances the participation and
cooperation of other agencies and persons., The success of a rehabilitation
plan depends upon the availability of several resources: case work service,
malntenance, medical care, vocational training, and job placement.

Case Work Service

The handicapped person may be scmewhat dependent upcn the case work services

of the county department to get the rehabilitation procedures initiated. The
visitor must find the handicapped person, analyze his opportunities for re-
hablilitation, and stimulate the social and emotional interest in rehabilitation
which will result in vocational rehabilitation.

Maintenance

The county departmentis of public welfare or other agencies may need to assume
the responsibility of providing basic maintenance for the handicapped person
and his family during the entire period of his rehabilitation., In some situa-
tions assistance for the handicapped person and his family will have to con-
tinue throughout the pericd of medical care, training and occupational place-
ment, Effort should be made to meet the maintenance needs of handicapped

persons in such a way as to contribute successfully toc their total rehabilita-
tion,

Medical Care

Many of the handicapped persons have received medical care while others are in
immediate need of medical examination and treatment, The county department
should work with other agencies in the community so as to make every effort to
obtain the medical treatment that is necessary to re-establish the handicapped
person's physical ability to the highest point of efficiency possible, It may
bé necessary for the department to consider the need of prosthetic equipment
for recipients who have lost limbs or who have other lirdting handicaps, The
proper medical treatment is the first step in rehabilitation.

Vocational Training

In many instances, vocational training may be given during the period of medical
treatment while in others it will be necessary to await the completion of the
medical care plan o determine the potential work opportunities., It is sugge sted
that county departments consult the vocational rehabilitation agent of the State
Department of Education for advice and assistance in obtaining proper vocational
guldance and training. At the present time there are mary vocational training
opportunities in the schools and in industries which lead to employment in vari-
ous occupations,

Indiana State Department of Public Welfare Reissued 1l-790-48
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Job Placement

Closely related to the vocational training of the handicapped person is the
potential employment opportunity. The process of vocational rehabilitation
of the handicapped person 1s a joint agency responsibility. The maintenance
facilities, medical care, training, and job placement agencies should be
utilized by the visitor in planning and develcping the rehabilitation plan.

The United States Employment Service and the vocational rchabilitation divi-
sion of the State Department of Education are available for advice and con-
sultation in relation to jeb opportunities, The county department should

consult these agencies and cooperate with them in developing training plans
for handicapped persons,

J. Services for Persons with a Visual Handicap

Blindness is a major handicap calling for an emotional and social adjustment
not easy to attain, It is important, therefore, that people working with the
blind should watch their owna ttitudes and reactions to be sure that they are
helping and not hindering this adjustment, Blindness may not always be to
the blind the certain tragedy that it may appear to the sighted person., 1If
the blind can learn to get about independently, perform necessary tasks for
themselves, do things for others amd have opportunity for congemial work,
pleasant recreation and social experiences, their adjustment is in large part
agssured,

The blind have much to bear besides their economic handicap. Dependence upon
others, strains upon vitality, frequently being considered as "“objects of
charity", lack of activity, and gaps of one kind or ancther between them and
persons with sight, all serve to intensify their handicap, They are forced
also to suffer unnecessarily from popular misconceptions about them, based
largely upon lack of understanding of the part which the sense of sight plays
in a persons's life, upon failure to realize the place of the remalning senses
and mental faculties when sight is gone, and upon the emotionalism which
characteriges the approach of many people to the problems of the blind, One
of the most prevalent of these misconceptions is that all blind persoéns are
compensated for their blindness by better hearing, sensitivity of touch,
musical ability or remarkable memory, The blind do not have such natural
compensations for their blindness, When they acquire special skills, it 1is
the result of concentration, perseverance, study and practice,

Also, because persons have a common physical handicap, it does not follow
that they have other characteristics in common., Blind people are not alike,
Their variations have little to do with blindness, The blind are persons
without sight who differ precisely as those whc see, in capabilities, in
tastes, in character, in personality, Efforts should be directed toward
bringing blind persons into associations with sighted persons to share normal
activities in normal situations, Forced to compete in a seeing world, blind
people need all the experience they can get in association with seelng

people,
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The blind person needs the stimulation of healthy informal recreation which
increases his opportunities for being with people in such activities as

amateur dramatics, group singing, playing in an orchestra, attending lectures,
shows, meetings, concerts, going on shopping tours.

The person with a parmanent physical handicap carries a constant emotional
burden. The visitor should approach the handicapped person as he would any
other person and try to understand what kind of person has the disability.
Instead of trying to think of how "blind" persons react, the vislitor should

ask how this particular person with his particular life experience responds

to the severe limitations which blindness places upen him, It is necessary

for the visitor to understand the person with the handicap as well as 10 unde r-
stand the handicap.

Every member of the family will need to understand how his own attitude toward

the blind person will affect the blind person's adjustment, The visitor should
always be concerned with the family as a unit even while working out plans with
the blind person.,

The county department should find oyt what organizations may be available
locally to provide recreational or vocational cpportunities for blind persons,
Leadership should be assumed in helping the commurdty gain an understanding and
interest in the problems of blind persons,

Every opportunity should be made available to persons with a visual handicap
for medical and surgical attention to restore eyesight or conserve the eyesight
which is present. In many cases, this care may be provided through the gye
Treatment program,

Blindness is only one of the severe physical handicaps {rom which public assis-
tance applicants or recipients may suffer, Deafness, crippling conditions,
tuberculosis, diabetes are some of the others, BEach cas# needs careful study
and individualized treatment, making use of all available appropriate resources.

III. Social Service for Servicemen and Their Dependents

The Amy and Navy, which administer the system of financial allotments and
allowances for their own men, carry the major responsibility for meeting the
needs of dependents of soldiers and sailors,

The responsibility for meeting emergency or supplementary need of servicemen

and their dependents rests largely with private agencies, such as the Red Cross
Home Service. The county aepartment provides referral service to these agencles,
In addition to other services, the Red Cross Home Service may assume responsibi-
lity for providing financial assistance during the period when applications for
goverment benefits are pending, when needed by (a) dependents of servicemen or
wamen, (b) ex-servicemen or women with service comnected disabilities and thelir
dependents, (c) dependents of deceased servicemen or women.

Indiana State Department of Public Welfare Reissued 11-30-48
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In most cases, persons receiving public assistance at the time Of application
for such goverment benefits will continue to receive public asslistance
vending disposition of the application for the benefit, if eligibility for
public assistance continues, Careful planning bctween the county welfare de-
partment and the local chapter of the Red Cross and/or local Veterans' Ad-
ministration office or local Veterans' Service COfficer is necessary to avoid
interruption of assistance in order to assure adequate service to those

cases carried on a cooperative basis,

The county departments, particularly ir rural areas and in other areas where
the Red Cross is without paid staff, will continue to be asked for service to
these agencies in determining facts and making recommendations with respect
to the needs of dependents of servicemen and ex-Servicemen,

Upon their return from military service, many veterans face problems of
personal, social and economic “djvstﬂent that are difficult for them to meet
alone. Some veterans require specialized service, some information, some
financial assistance., The county department should work with other agencies
in an attempt to meet the neels of veterans, quickly and effectively, and

to help them in every possible way to make a successful transition to pro-
ductive and socially satisfying civillian life,
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I. General Statement

After the study to determine initial eligibility for assistance has been com-
pleted and assistance has been awarded, the county department's responsibility
for the cases continues in a triple capacity. Fer every case receliving assist-
ance, the county department should be assured that:

1) the assistance award meets the requirements of the recipient
within the limitaticns of the program;

2) all services available through the county department are being
used tc the best interests of the reciplent; and

3) the recipient continues to be eligible for assistance in the
amcocunt of the gward,

II, Reinvestigation required once every twelve months
A reinvestigation of every case receiving Old /ige Assistance, Blind Assistance,
or Assistance to Dependent Children is reaguired at least once every twelve
months in order to determine that the responsibilities of the counly depart-
ment for each case are belng met,

Review or reinvestigation should be made more frequently than once every
twelve months when services are needed, when knowledge is obtained which
raises the question of eligibility or a needed adjustment in the amount oi
assistance, or when other factors in a case indicate the need for more fre-
quent interviews, The decision as to the freguency of visits should be based
on all facts in the case situation, Recipients desiring and needing special
services should be visited as frequently as 1s necessary.

The county department's responsibility for making this pericdic determination
of eligibility should be explained to the recipient, The recipient's respon-
sibility for notifving the county department of any change in his circum-
stances which would affect his eligibility status or his nced for service also
should be discussed fully with him,

In order that the visitor's attentiocon may be called to all assistance cases
in sufficient time for the completion of the periodic reinvestigation by the
required time, the county department should establish a procedure for identi-
fying the cases requiring review at any certain time and should assure itself
periodically that such procedure is working effectively, This may be done

by the use of DPW Form 74, Desk Card; a file of cards completed for each re-
cipient upon which the required dates of reinvestigation can be entered;
posting the dates of reinvestigation in cases receiving Cld Age /ssistance on
DPW Form 20, Individual Record - (ld /ge Assistance; or any efficient follow-
up method which may be best adapted to the needs of the county department,
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It 1s the responsibility of the county director, or the person to whom he
delegates the responsibility of keeping the controls, to notify the visitors
who are responsible for the cases, and to be sure that the controls used are
effective,

Recipients residing in fraternal homes - OLD AGE ASSISTANCE, BLIND ASSISTANCE
Although an annual reinvestigation is required for all recipients, a personal
interview with a recipient of Cld Age Assistance or Blind Assistance who resides
in a fraternal home is required only in those cases in which a thorough study

of the case indicates that there may be some changes in his situation which can
be determined only through a personal interview.

ihe case records of the recipients residing in the Knights of Pythias Home in
Lafayette, the Cdd Mellows Home in Greensburg, or the Masonic Home in Franklin,
shall be reviewed periodically by the county department, If it appears that
there are no factors in the case subject to change, the fact that a thorough
study of the case record has been made shall be recorded in the case narrative,
Further study is not necessary,

1{ the circumstances in the case indicate the need for further s tudy, the review
of eligibility shall be made in the same manner as for any other recipient,
except that requests for interviews with recipients living in the three fra-
ternal homes are referred to the state department rather than to the county
department of the county in which the home is located, The referrals should
state specifically what information is w.nted from the recipient.

Recipients residing in approved county homes

{he annual reinvestigation fof recipients of 0ld Age Assistance or Blind Assist-
ance who are voluntary patients or residents of an approved county home shall
be made as for persons who are not imnates of an institution.

Re-examination of Eyesight - BLIND ASSISTANCE

Re-examination of eyesight is required of a recipient of Blind Assistance when-
ever it 1s deemed advisable by the county department or the state department.

The state department usually requires such a re-examination at least once every
three years, Such re-examination is required to establish continuing eligibility
for Blind Assistance aid to attempt to preserve and restore the vision of a re-
cipient through Eye Treatment rather than to allow pernament loss cof visicn
through neglect or oversight.

The county department may request a re-examination for a recipient whose eligi-
bllity with regard to the degree of blindness is questioned, or for a recipient
who might becope eligible for Eye Treatment, by the issuance of DPN Form 44A,
"Notice to Report to Eye Physician." (See Section IT of this Manual.)

e | — —p— T =
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Under the provisions of Section 1 (1) of the Welfare Act of 1936, as amended
a child under the age of 16 years, cr under the age of 18 years if regularly
attending school 1s eligible for Assistance to Dependent Children.

’

#hen a child who has been receiving Assistance to Dependent Children becomes
sixteen years of age, the county department should determine that the child
continues to be regularly attending schocl.

III. Content of periodic reinvestigation

The content of the periodic reinvestigation will depend upon the circum-
stances of the individual recipient. In any reinvestigation or review, the
reciplent should be given the opportunity t¢ discuss his requirements, his
present situation and the changes that have taken place since the last re-
investigation. The county department should always obtain sufficient in-
formation to assure the continued eligibility of the recipient for assistance.

The reinvestigation should consist of something more than a routine review
of eligibility and need. The reinvestication offers opportunities for the
visitor toc became better acquainted with the recipient and his circumstances
sO that any required services may be made available to him,

The pericdic reinvestigation shall include;

1) an interview with the recipient (a home visit should be made
when indicated);

2) a complete recorded redetermination of any points of eligibility
subjoect to change;

3) a reconsideration of the requirements of the recipient on the
basis of the current county standards for requirements and the
policies affecting their use; and

4) official action by the county board which in Blind Assistance is
subject to ratification by the state board, 7The procedure for
the presentation of the case to the county board is described
in Chapter V, Decision on Case, See Section II of this Manuval
for information regarding the preparetion 2nd issuance of the
certificates which are used to notify the recipient of the action
taken on his casec.

IV, Redeterminaticn of points of eligibility subject to change

Y — -~ W . W et . W S, e S ARy i A

At the time of periodic reinvestigation, the need of reciplents of Cld Age
Assistance, Blind Assistance and Assistance to Dependent Children shall be

e e —
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reconsidered in relation to the present circumstarnces, based on the standards
for requirements most recently adopted by the county department, The income
and resources of the recipient shall be redetermined and considered in the
recommendation for continuance or withdrawal of the award. Continuing resi-
dence 1in the state shall be determined for recipients of Old Age Assistance,
Blind Assistance and Assistance to Dependent Children, Verification of the
fact that recipilents of 0ld Age Assistance and Blind Assistance are not

imates of a public institution, except the voluntary immates of an approved
county home shall be made.

Re-examination of eyesight should be required of those recipients of Blird
Assistance whose degree of impairment of vision is subject to change.

In cases of Assistance to Dependent Children other points to be determined
are attendance in schocl for the ADC Child over 16 years of ape, continued
absence of the parent from the home, degree of incapacity in those cases in
which incapacity is not total and/or permanent and the fact that the ADC
Child is in the home of the relative specified,

Ve Certification of reinvestipation of Old Age Assistance cases

Section 37 of the Welfare Act of 1936, as amended, provides that the county
department shall certify to the county auditor those cases receiving Old Age
Assistance which have been reinvestigated onecs every twelve months as required,
and those that have not, The procedures for reporting this information to the
county auditor are given in the Manual of Accounting Procedure,

In any ease 1in which reinvestigation has not been made within the appropriate
twelve month period, the county shall not receive reimbursement from the state
for payments made to any recipient beyond the twelve month pericd, until such
reinvestigation has been made,

I1f the cases receiving Cld Aps Assistance have not been reinvestigated within
the required period of time, reimbursement will be available for payments made
to the recipient beyond the due date of the reinvestigation only if the recipi-
ent is found upon reinvestization to have continued to be eligible for assist-
ancé, Any case that has not been reinvestigated within the last twelve months
should be given every preference in the county department in order to comply
with the legal requirements,

The county department shall not discontinue assistance for the sole reason that
the county department failed to complete the reinvestigation within the required
period of time,

Indiana State Department of Public Welfare | "' Revised 11« 30=48
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COMPLAINTS AND APPEALS

Le Comglaints

A. General Statement

Complaints from applicants or recipients of public assistance or persons
interested in their behalf arise from many causes. The number and type of
complaints may indicate the problems that the county department is facing
as well as the type of service that is provided by the county department.
They may be an indication of the need for more adequate interpretation of
the function of the department at the time an application is made for
assistance. |

" The fact that complaints are made should not in itself be disturbine. How-
ever, the way in which the complaints are met does indicate the standards
ol the department. Every complainant has the right to expect a sincere
attempt on the part of the department to meet his problems.or to explain why
his needs cannot be met. The state department relies upon the county depart-
ment as the responsible administrative authority for an adequate considera-
tion of all phases of the complainant's situation, If the complainant and
the county department are unable to come to a satisfactory agreement, the
complainant should be assisted in requesting a fair hearing,

When a complaint is received, attention should be given not only to the
question as to whether the treatment of the applicant or recipient was in ac-
cord with the policy of the department but also to a review of the policy
itself to determine 1ts fairness and adequacy. In many instances complaints
nhave helped to clarify policies.and at times to change them.

Complaints which consist of specific requests for review of the decision of
the. county department by the state department are recognized as apreals.,

Be . Complaints received bx the countz department
s S — iy adl

Ordinarily the dissatisfied applicant or recipient will complain first to the
county department either in person or by letter.. Provision should be made by
the county department for the careful consideration of every complaint., The
county department should review the situation and should take action suitable
to the circumstances, This action may consist of an explanation and inter-
pretation of the program either by letter or by interview, remedial action,
or the institution of the appeal procedure,

GCe Camglaints received bx the state department

If a person continues to be dissatisfied he may write or visit the state do-
partment. When complainants come in person to the office of the state depart-
ment, reports of the interviews are sent to the appropriate county department.
oome of the complaints may be cleared satisfactorily by means of the one
interview,

Indiana State Department of Public Welfare | Revised 4-1-4b
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Written complaints received by the state department are acknowledged and the

complainant is advised that his case is being referred to the county depart-

ment and that he should expect to hear further from them. The original com-

plaint letter and a copy of the letter of acknowledgment are forwarded to the
county department. Only in special cases will the state department request a
report of the situation from the county department. The state department re-
serves the right to handle special situations on a case by case basis,

Matters of inquiry or complaint received by the state department which are
occasioned by a misunderstanaing of the law as to the qualifications of eligi-
bility and like reasons, and which can be explained satisfactorily by direct
correspondence, will be taken care of by the state departiment with the original
letter of inquiry and a copy of the acknowledgment being sent to the county de-
partment.,

II. AEE:Gals
A. QGeneral Statement

An appeal is a specific request for the review by the state department of the
circumstances of an applicant or recipient who believes that proper considera-
tion has not been given to his case by the counly department.

Opportunity for such an appeal is provided in the Kelfare Act of 1930, as
amended, fog any applicant for, or recipient . of, 0ld Age Assistanco\l), Blind
Assistance(‘ , or Assistance to Dependent children(3), The objectives of the
appeal procedure are to safeguard the interests of the individual applicant

or recipient by affording him a practical means by which he is protected against
arbitrary action or negligence on the part of the department; te protect the
county department from unwarranted pressurcs; and to assist in the development
of policies and procedurss by bringing to the attention of the county and state
department information indicating the need for clarification or revision of
county and state policles and procedures.

The entire appeal procedure requires the cooperation of the county and state
departments, Before the state department reviews an appeal situation, the
request for fair hearing 1s submitted to the appropriate county department
in order to give the county department that made the original declision the
opportunity to review the facts and to reconsider its previous decision.

The state board is required by saction 4(b) of the Wellare Act of 1936, as
amended, to personally review casses upon the request of any applicant, re-
cipient or any aggrieved person.

| sction 42, The Wellare Act of 1930 as amended.
(2) Section 63, The Welfare Act of 1936 as amended.
(3) Section 77, The Welfare Act of 1936 as amended.

A
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e,
Be Amal Procedure

An appeal is initiated by the applicant or recipient filing a request for the
state department to review his case., The request may be a letter and no formal
wording is required, Such appeal shall be in writing over the signature or mark
of the applicant or recipient and shall be filed with the county or state de-

partment, All necessary aid shall be given to any person who wishes to file an
appeal.

Any written request for appeal filed with the county department should be for-
warded immediately to the state department,

Upon receipt of a request for appeal in the state department, elther from the
applicant or recipient or from the county department, an immediate acknowledg=
ment is sent to the appellant and he is informed that his situation is being
reviewed, A copy of the acknowledgment is sent to the county department and 1s
not ice to the county department that an appeal has been requested.

Upon such notice being given by the state department, the county department
shall review the appellant's situation promptly and determine whether or not
they desire to make a reinvestigation, If the county department does not wish
to reinvestigate the case, it should so advise the stato department immediately.
The state department shall then schedule a fair hcaring without further pre-

. liminary investigation,

If the county department does wish to reinvestigate the case, it should notify
the state department pramptly to that effect., The reinvestigation should be
completed as soon as possible, If the county department has not submitted a
report of the reinvestigation, including any board action, within six weeks of
the notice of an appcal, the state department may schedule a fair hearing.

If a reinvestigation is made and results in an adjustment, upon receipt of the
information the state department shall notify the appellant in writing of the
action, and inform the appellant of his right to have a fair hearing scheduled
if he so desires. A copy of this notification shall be sent to the county de-
partment, If the appecllant dosires this hoaring, thc roguest should be made
promptly to the stato department., Aftor a rcasonable period of time, should
the appellant fail to request a fair hearing, the appeal shall be closcd.

If as a result of the reinvestigation, the county department determines the
facts and conclusions therefrom to be the same as in the last preceding ine-
vostigation, the state department shall immediately schedule a fair hearing
so that the appellant has an opportunity to preosent the facts as ho sees them.

When a fair hearing is scheduled, the state department shall inform the

appellant and the county dopartment of the date and place of the hoaring
sufficiently far in advance of the hearing datc so that arrangoments can ba

made to attend thoe hearing.

Indiana State Dopartment of Public VWelfare Rovised 10-33-47
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Appeals based on ineligibility because of degroc of vision.

Upon recelpt by the state department of a request for an appeal based on in-
eligibility because of the dogree of vision, the matter is referred for the
considoration of a special investigator appointed by the state board who super-
vises the progress of the appeal, After due investigation and consideration,
the state dopartmont shall notify the appellant and the county department in
writing of any action taken and any preliminary finding of fact upon reoview

of the case, and of the right of the appellant to a fair hearing in person be-
forc the state board., If the appellant desires this fair hearing the request
should bc made promptly to the state department,

Ce Conduct of tho hoaring

The fair hearing is held at a place convenient to the appellant usually in
thoe office of the county dopartment of the county in which he resides.

The hearing is conducted by the administrator, the dircctor of the division
of public assistance, or by any qualified officer or amployoc of the state
departmont duly designated by the administrator or the director of the divi-
sion of public assistance to hold and make decisions upon such hearings.

The hearing is attonded by the appellant and any persons whom he would like
to have present and by representatives of the county and state departments
who have been concorned with the case. In general, the hearing is as informal
as possible and provides an opportunity for all persons who have pertinent
information to be heard promptly. Tho appellant is adviscd at the close of

the hearing that he will be informed by letter of the findings and docision
upon his appeal,

A complote stonographic report of the procecdings at the hearing is made and
filed in the casc foldor of the appellant kopt in the state department, The
report 1s not naecessarily transceribed unlass furthor proceedings are had in
which the ovidence is in issuoc or unless the transcription is required in
ordor to make a proper finding and decision upon the hearing.

If, as the result of evidonco presentod at the hearing, furthor investigation
18 needed, the heoaring shall be continuod wntil such further investigation has
been completed.

Reparts of all hearings held on appeals regarding Blind Assistance are sube-
mitted to the state board for final docision, At this timc the state board
may appoint an investigator to obtain and submit furthor informmation to
them with rogard to the casa,
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Continuation of fair hearing

When the appellant fails to appear or to be otherwlise represented within a

reasonable time after the scheduled time of the hearing, the person conduct-
ing the hearing shall write to him asking that he advise the st*te department
of the reason why he failed to appear at the hearing and hf n1s desire to
have the hearing at a later date. If the appellant request ,uat the hearing
be held at a later date, the state department will reschedule the hearing

Decision on fair hearing

Following the conclusion of a fair hearing, the rho ducted the
hearing shall, within a reasonable time, report @I fact and
decision on tho hwar*ng, which shall be in Writlnp ) and de-
cision shall be reviewed by the administrator or the director of the division
of public assistance. OSuch appeal decisions will be based on the law, rules
and regulations of the state du;artm*nt and ;*‘lfi,s officially adopted by
the county board, The declslion sets forth the findings of fact with respect
to the conditions under which th~ appeal was file he decision and the
reason for the dGCiSi“ﬂ. f the cisi L gne the ad-
ministrator or the G divisi: o r*~':,,, shall be
sent to the ipnelluv ﬁnd to tha c\unt} ”G’drtm:; Thd apr nt shall also
be notified that the state board will PeI'S 0K al l} review hi a S€ upon nis

I‘GQUCS Ve

The decision of the state department shall b2 binding upon
partment and shall be put into effect immediately by the
Such decision does not preclude the county dw Lruw, nt f

award thereafter, under the provisions of the
amended, to meet changed conditions,

D The voluntary withdrawal of - an appeal

e c— B e an—
The appellant may withdraw his appeal at any time by submitting his written
request for such withdrawal to the state dep&rtmnnt. If an appeal is with-
drawn, confirmation of such withdrawal will be sent to the appellant and the
county department.
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T. Gencral Statement

Any recipient has the right to move from one county to another since the de-
termination of where .and how a person lives deponds upon his cholce.

The material in this chapter applies to recipients of Old Age Assistance
(with the exception of a recipient of QOld Age Assistance who moves {rom one
county to another to enter a private institution), Blind Assistance or
Assistance to Dependent Children.*® Information with regard to the procedure
to be followed when an applicant has moved from one county to another 1S
given in Chapter II of this Manual under Applications,

In order that recipients may continue to rceceive assistance upon moving {rom
one county to another, the Welfare Act of 1930, as amended, provides that
the reciplent of 0ld Age Assistance or Assistance to Dependent<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>