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AMERICANS WITH DISABILITIES ACT (ADAY/LIMITED ENGLISH PROFICIENCY (LEP)

Self-Evaluation Form

District u 2&V reN Form completed by: m I'C\'\ae l S&‘Qalfl- Phone #:§5 %3 3 76(-633 7

Accéss — ADA

1. Do you have an ADA contact person within DSS who is responsible for social services program access and
for the taking and resolution of complaints from applicants/recipients (A/Rs)?

| _x Yes _____ No
2. Ifyesto #1, who is your ADA contact? m{c\'\ae ( S&‘an+ . bfr:c‘{ov }4/({-?.1447'//?{ {‘Va{h}(’ Services
~
Please provide the ADA contact’s telephone # ( Sl \ N¢(-633 7

3. a Has your district done a self-evaluation of program access by A/Rs with disabilities?

Yes (Please attach a copy of the report) No X

b. Were deficiencies found in the self-evaluation?

Yes__ (gotoc.) No (Goto#4) N / A __X_

c. Were corrective actions taken?

Yes (Please attach copy of the corrective action plan) No N / {4 _L

4. Do you have a written procedure for handling complaints from applicants/recipients who claim to have &0* J‘TA”Z( AC‘S

JSre
. . . cahilited @\ Hen  Covaplgin VCJSPJ)‘K‘(;PVO('E d
been denied access to social services programs due to a _clii\s:l{)}h;tz.du f“ ““Jc types o _ﬁb p o?p lqip(ﬁf ,’e“d(‘é 'C; ;ifc
cwis ative to The dews S
: --Y.-CSL (Please attach copy) No _~ Tg“f?j"?}%‘:\fﬁm "Et(u.c *f; the {.m:s(-www‘.!io\fgq” sabil v"}‘(- :
<52€ attacke d)- . .
5. Do you provide applicants/recipients (A/Rs) £ T SOCIA ser(rices prograiiis with infonnat{on about the 7}1 'S Jsso€ s
ADA’s prohibitions against discrimination? G1S¢oSSed  onN Pages Nombered 3I-Y HF Fook NoO, "L
Lbiﬁ—gﬁ‘f? A “whgt ;ou Shou 14 KNo«:) absat Your R»‘cth?]‘s
Yes >_< (Please attach copy) No & ﬁp"““%‘““‘“ “{L""" applyiv{ OV o Uer
T \rteeiuing bewefits), Book N0, aswe! sty
. . 8@& 3 No. Q*A%/R ; gtrogf ed 70 all applica
6. Reasonable accommodation means an adaptation or alteration that gives an with disal 111t1esw & pecipients ofF
e R SRR e Rt yefen essonsble scommodtion g s s
mcomoéc&»‘d\\)( vocelboves, Wedo T low the Rwcedoves as detarte d " Geruives e
hee Local dishrie - pavas Kres (Please attach copy) No X

;of&e) tonvere ¢ 10 local
l Yvir "r) b “ 7. Do you have a procedure to insure that the A/R who is offered reasonable accommodation, but refuses,

e S Yoke understands the consequences of that refisal? b«)ki‘t we haye No \OC““L &)}(‘J'Hfh’ Pioie &chj |’C‘ aipg_.fffpkj
»Cpa,k-‘\'h\ﬂw\- oF Yes_x_(]ﬂeagiﬁ;!aehtop}’) No Po\p oY V‘Qc{p\‘tw'\‘f ol Pﬁ\;l;cpa—gﬁ:‘g “gdﬁ;quﬁmej e
SCTCL\ g‘ék"\ﬂ‘('d -, 'VV\{,AFCCU“& ov ServicteS QAYc CLQ"\AJ*%} 'NFOéY—w'C%W ob’\i the o I\/lj cuidua
o adeamis fratoe o wefdsal to acceet RUSNQL,CS a\c\idh\dﬂ\i vt %o reques T a CU}ZA

i - N V€ SFher—
veckue 86 APMz . Case wnanoqer, Clents a8 Sopevisoy, TO request ethe
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" Access — General Disabilities

1. a. Are your facilities accessible to, and usable by, individuals with disabilities? _ﬂ\t ul) Jy ¢ € NMW ce +6
, jov {Qu.\d”\"‘i is loca te I “Hve Y oUW
Yes_X No Fldv-  aw d theve arve Mo € +eps

b. Are your parking areas and sidewalks accessible to, and usable by, individuals with disabilitie ‘i 4
HaNc‘rCap Par-Kinvg vp ?de Near epTrawvie
Yes Z No arw & Cleay \k\ o ke
c. Is the entrance wheelchair accessible? Yes >_< No
d. Are bathrooms and drinking fountains wheelchair accessible?

L Yes k No

e. If the client area is above or below the 1* floor, are there elevators? 4l |~eN“L Wa tivg. Yoom s aw +he
st Floor, (A)e do hq,oe eleva tdrs ‘f‘O%

Yes X No 1* floor only ouc Second Flooy that is avas (able
D I \]nsl‘;-a\rs) dtSd_bLeA ov~ vt
f. If No to e., are services available at alternate accessible sites? Yes No

We do 1ot have aw gllernade sri€ — Yam d6fice ovly-
2. Insocial services districts with more than one district office, are all district offices accessible accordmg to

#1. a— e above. oty owe kot d ong ﬁlyctt(fssl (o/‘e
2' e sk
Yes _ No(goto#3) . N\R No Q(*Le raYe S L‘;C

3. When one or more district office is not handicap accessible, is reasonable accommodation offered?

Yes (attach copy of reasonable accommodation plan, or specify )

— No X p\A o\ owe looi\diwe Fuly cecessibi<

"4, Do.you have procedures for determining when home visits will be provided for A/Rs who are physically or

mentally unable to travel to the office/center? Case Manage- Wi [{ discoss the WV eed for i
home \;:s,+ +fr\+ hesfher So pwu/Sav So PCEU he
on Pr e d agc w / as
‘)( Yes (go to #6) —No (go to #5) haset:;eu* cﬁ: d:s J"Sf dec: y (

— Zme U\Sn by Sta OF S)’mdlj OCCuYr o\r NO t,
5. IfNo to #4, what alternate accommodations are provided?
/ ‘ -(4\/
Guvr d,‘s .(/"- relles oW <

€ 6. Are the home visit or alternate accommodations procedures in writing? Depd, R
.w/\m&& ! X b \\f:ckk pgsljg@j
Yes (please attach a copy — go to #7) ige (go to #7) 123 C Hoche )

yz’&o\ Jee =

v a 7. How isthe éxsmct s policy regarding home visits or alternate accommodations convey d to A/Rs?
Zm. Cast pranager discosses polivg with Cliew -(Go to #8)

8. How is the district’s policy regarding home visits or alternate accommodations conveyed to the appropriate
LDSS staff? [) SO porvisdes discoss Wit Wawkers ow « CQL(\,,VL,L' ~Catr
basis as the Need OCeovts.

. 3 - y A '(‘
2) Perio dieall c peed T hdme visi & s Jmmsgf,qf a
Uk\)\'\' W\e“t’ ‘B\_V“\/\Ntkﬂ‘ SesE oINS .

(2)



Access — Visually/sight Impaired

1. a.  Are there signs in Braille for the visually/sight impaired?

Yes No X Men’s and Women’s rooms
Yes No_X Room Numbers

Yes No_X_ Exits

Yes No X Permanent Rooms and Spaces
Yes No X_ Elevators

b. IfNQ to any of the above, how dpes the visually impaired person find a necessary location?, .
A’S ?awwy* o€ ouv bouv gi Vg Se}éd\gori\ p?\rd(a: gd\nsy aaf/% Us o s CltSa/é lv—(/ al-

ot are esconcted oy -eh»ploa‘cer Whike s the o wwﬁ’, .

2. Do you have procedures in place for A/Rs who, due to visual impairment, are ungble to read the

application, information booklets, notices, efc.? <holF Wil vea & VM assss te;[l:f\\ﬁ;; P;LP:i
f NI . dergton d ad & Comp oo
Yes >_< (P.l%s&pteﬂdeeepy) No “\ojt p-:.tz@.h ‘:::J ’)moak“v{f gy Moo

Access — Mental Impairment

S)\OO\& AV I‘-\—‘SS\qu Pruisiow

. O
1. Do you have procedures in place to assist a mentally impaired A/R? . A. NTP«/FS, m.R
S‘l?\z 1€) T. lo U N‘WU‘C
Ve B, el it ereliqeesy B TS
Yes Rleaseprovidecopy) No_ ‘\‘(\N\(( themgeltres Uh&&@ﬁ%‘?ﬁ@wc Mﬂ,&j
what ouv VO
reqoet "+ assat US
Access — Hearing Impaired (A@é C?ﬁ(e_,h)o\-’k Owh

1. Do you have procedures in place to assist hearing impaired A/Rs? We {\ \(ow ‘M\ Saive Y9 &‘5 wa/
X 2 N!g ] oo the Sty POV the W““”i” v A
\,CS = i Y) NO M u € é 0 7 d{/‘ @“4’\.‘6&‘ dC‘.SO\/b i

{ th&ck we
. 2. Js asign-language interpreter provided?. Yes x . No Shoud we N"eé ‘?“\F"f\t@’wf‘%' P Thee g -
il Calt adg ‘/0_(/‘;‘“ [ ha Lo ey paiire d anld
< P eart 13 g
J‘ngoc«Mc ALYy cmwf!\@’ To Secuve OWX
3. Does the office/agency have TTY/TTD equipment or New York Relay Services available?

Yes _L (Type of Service: T T\f g g L/ 0 ) No

Access — Limited English Proficiency

1. Do you have procedures to assist limited or non-English speaking A/Rs? 1\ je afte USe d F the LN KB

) B
Yes A_ (Hease‘—gl&idveopy) No Lﬁa/r(\)h'\}?( Ef,\d-ir priseS @L
e Ve Servite
2. Are the following available in other than English language? VAl wa cx_
Signs Yes X No

Posters Yes_¥  No gf‘““’ﬁs
Pamphlets  Yes ¥ No
Other clicnt handouts: Yes < (Describe: ) No ¥
3. a. Isthe “Language Poster” displayed in the waiting area? Yes ?_( No ™M1 Y

b. Are the Language palm cards used? Yes No x

/N
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YOUR RIGHTS

1.

Application Rights

You have the right to: S

.Bring someone to ‘'your interview to interpret for, you. If
-"cannot be denied access to services be
- applicantsirecipients. may.consider.utilizing:
< Have al

Be told about the programs and help you can get.
Be told what you need to do to get these programs.
Apply for these programs.

Get an Application when you ask for one.

Turn in (file) the Application the same day you get it.

NOTE: A Food Stamp Benefits Application must be accepted if you have filled in at least your name, address (if
you have one) and signature. This is important because the amount of your Food Stamp Benefits is figured
from the day you turn in your Food Stamp Benefits Application. You could get more Food Stamp Benefits if
you turn in your application the same day you get it. Please note, however, that you will have to fili out the
rest of the application to see if you can get Food Stamp Benefits.

Mail in your application if you are applying only for child care services.
Have an interview C

- For Medical Assistance (Medicaid/Child Health Plus A/Family Health Plus/Family Planning Benefit Program) there is no
specific time frame within which you or your representative must be interviewed. However, you must be interviewed
before eligibility can be established. ' '

- For Temporary Assistance, this interview should be within seven working days.

-- For Food Stamp Benefits, the interview must be scheduled timely in order to ensure a determination of eligibility and
benefit issuance within 30 days of application filing. '

— For Food Stamp benefits, you have the right to request that the in-office interview be waived in hardship situations.
Hardship generally includes, but is not limited to, iliness, transportation difficulties, care of a household member,
hardship due to residency in a rural area, prolonged severe weather, or work or training hours that prevent you from
coming in during SSD office hours. The in-office interview will be waived, at your request, if all the adult members of
your household are elderly or disabled with no earned income. The agency may waive the in-office interview in favor of
a telephone interview or scheduled home visit. In-person interviews may be scheduled in advance at any mutually
acceptable location including a household’s residence.

NOTE: If you are applying for Temporary Assistance, and you tell us today that you have an emergency, we must
- interview you today about your emergency. We must also tell you in writing today about our decision on your
emergency. If you are applying for Food Stamp Benefits, and you are eligible for expedited processing, your
interview and the notice of our decision will be no later than five calendar days after the day you filed your
application. )

Have the same access to social services programs, if you,
Be told, within 30 days of the date you turned in (filed) your
your Application is approved or denied; be told within 45 days of the date you turned in (filed) your Application for Safety
Net Assistance if your Application is approved or denied.
Have a decision made to approve or deny your application for Services within 30 days of the date you turned in (filed) your
application, and have written notice of that decision sent to you within 15 days after the decision is made. However, a
decision to approve or deny protective services for aduits must be made at the time a protective services for adults
assessment services plan is completed.
Be notified if you are eligible for Medical Assistance or if your application is denied when your application for Medical
Assistance, including your interview is completed. The time frame for you to be notified varies:

-~ Pregnant women and young children must be told within 30 days of filing the Application;

- If a person’s eligibility is dependent on disability status, the person must be told of the eligibility decision with 90

days of filing the Application; and .
-- All other persons must be told within 45 days of filing the Application

Get a written notice telling you if your Application is approved or denied

- If your Application is approved, this notice will tell you what benefits you will get.
-~ If your Application is denied, this notice will tell you why and what you should do if you disagree or do not
understand this decision.




(01/24/96 new section added.)

351.28 Home Visits.

(b)

(©)

(d)

A visit to the home of an applicant for or recipient of Aid to Dependent Children (ADC)
or Home Relief (HR) may be conducted by an official of the social services district as_
part of an investigation into eligibility or continuing eligibility for such assistance. " The
visit may be conducted with advance notice that a visit may take place, or without
advance notice in the circumstances described in subdivision (b) of this section. A home
visit must ordinarily be conducted only during the normal business hours of the social
services district or during daylight hours, unless the circumstances of the applicant or
recipient make such time impractical. The social services official conducting such visit
must properly identify himself or herself.

A visit to the home of an applicant for or a recipient of ADC or HR by an official of the
social services district may be conducted without advance no;jge to the applicant or
recipient when the district has information that is inconsistent with or fails to support
pertlnent information reported by the applicant or recipient during the eligibility or

redetermination of eligibility process, when the applicant or recipient fails to provide
1nformat10n pertment to the e11g1b111ty or redetermmatlon of eligibility process the that he or

Y Y

prov1ded by the apphcant or rec1gent durmg the c11g1b111ty or redetermmatlon of

eligibility process is false. Examples of such circumstances include, but are not limited

to: where the landlord does not verify the household composition or provides

information which is inconsistent with the information in the application; where the
household's stated expenses exceed the stated income or the current grant without a
reasonable explanation; where there is no information concerning a parent who is alleged
to be absent from the home or the information is inconsistent with the information in the
application; where the application is inconsistent with prior case information in the
district's possession; or where the application contains inconsistent information that
would affect eligibility for ADC or HR.

Consent by the applicant or recipient to an unscheduled visit mus st@otbe considered to be
permission tc to search th e_,,premlses The official may question the applicant or recipient
about people or objects in plain view on the premises.

Failure by the applicant to cooperate during angumvisit or to permit such visit is
not a basis for a discontinuance or denial of assistance. An official conducting an
unscheduled yisit must not indicate or lead the applicant or recipient to believe that
failure to cooperate or to permit the visit will be a basis for denying or discontinuing
benefits.

Revision

(6/30/92 new section added.)
(1 1/27/92 paras. (a) and (b) amended.)
(10/23/02 Title of Section 351.24 amended, Subdivisions (b) through (g) of section 351.24 are _
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DEPARTMENT OF SOCIAL SERVICES

40 NORTH PEARL STREET ALBANY, NEW YORK 12243 } (/”} T
CESAR A. PERALES i . &/k lﬂ /—«ﬂ, {An Administrative Direetive is a written communication
Commissioner : .{3 ,A'//f? ‘g to local Social Services Districts providing directions to
! o+ be followed in the administration of public assistance
' ) ﬂ : and care programs.]
ADMINISTRATIVE DIRECTIVE | | TRANSMITTAL NO.: 86 ADM-26
[Executive Deputy N
Commlssmners of Social Services ' . /}) __\_“Comm1551oner]
t/) . (\4 / \\ @V
aé@m ; \é-\\A 12, 1 85 9
Local plstrlct Managers Gu1de \,, O\ ugust 9
VU/. ¢ ) \~‘\
//
succesTep  Deputy Commissioners ) ) _ ' AN \6
pisTRIBUTION: ~ Directors of Administrative Services |+ g ™ (‘-/\\ L _

.- Staff Development Coordinators

CONTACT PERSON: Any questions concerning this release should be direct&d to Peter Dimitri,
i Local Liaison Unit, by callmg 800-342-3715, extension 49541.

1. Purpose :

This du‘ectlve transmits the Local District Manager's Guide. The purpose of the Guide-
is to consohdate all general administrative requirements of local districts into a smgle
reference squrce Future policy directives which are not related to one; of the major
program areas (IM, MA, Services, Accounting, etc) will be issued in the form. of ‘page -
replacements or new sections to the Guide. In addition, over the next year, existing i
administrative policies and procedures currently contained in Administrative Directives
or Manual Bylletms will be incorporated into the Guide and the previous ADM's and MB's '
cancelled. :

1. Background

One of the major recommendations of the Local District Commumcatxons Study
Adv1sory Groups was the development of a series of Program Manuals. which would become
the primary: reference source for Department policy and procedures. The manuals will

- be designedito consolidate existing materials currently contained in-ADM' and Manual
Bulletins with appropriate indexing and cross-referencing. The manuals will be updated
with page replacements at regular intervals and prev1ously issued: materlals cancelled
as they are mcorporated into the manuals. :

i FILING HEFERENCES
Previous ADMs/INFs -/Releaffi_c_ar%lied[’
¢ 83 ADM-1

. SSL Sec. 34 : '
g 85 ADM- . | o
) % / [ - Dy << J VA ( S'Tlcc/»/chrC ls -

j\c (Cpla Ll

Dept. Regs., Social Services Law and Bulletin/Chapter Miscellaneous .
Other Legal References Reference . Reference

DSS-296 (n. V. 8/82)
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1Il. -R-equir-fed Action

A‘pproéria.te Local Distriet staff should familiarize themselves with the contents of
the Local District Manager's Guide and refer to it as 1reeded for guidance on administrative
policy and required procedures.

V. 'Ef_fec_tivve Date

‘The Lo:cal District Manager's Guide is effective July 1, 1986.

11“(*(/\1 / e B —
Mary Jo Bane

A/
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- NOTICE -

- Administrative Directive, 86 ADM-26 is being sent
to you without the Manual attached. The Department
of Social Services 1is limiting issuance to only those
agencies or persons that have need of the information
this document ccntains.
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3. CLIENT RIGHTS
3.1 Civil Rights
Departmental policy is found in 18 NYCRR 303.11 which states:

No social services district or official shall establish or apply
any policy or practice which would have the effect of
discriminating against an individual because of race, color,
national origin, age, sex, religion or handicap. This prohibition
shall apply to all aid, care, services, benefits or privileges
provided directly or indirectly by other agencies, organizations
or institutions participating under contractual or other
arrangements.

In the provision of public assistance, child welfare services,
other care and services, no social services district official or
any member of his staff shall, on the Dbasis of race, color,
national origin, age, sex, religion or handicap:

A. deny an individual any aid, care, services, other benefits or
privileges provided by the district;

B. provide any aid, care, services, other benefits or privileges
to an individual which are different, or are provided in a
different manner, from that provided to others; ’

C. . subject an individual to segregation or separate treatment in
any manner related to his receipt of any aid, care, services,
other benefits or privileges;

D. restrict an individual in any way in the enjoyment of any
advantage or privilege enjoyed by others receiving any aid,
care, services, other benefits or privileges;

E. treat an individual differently from others in determining
whether he satisfies any eligibility or other requirement or
condition which individuals must meet in order to receive any
aid, care, services, other benefits or privileges;

July, 1986
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F. deny any individual an opportunity to participate in a
program through the provision of services or otherwise afford
him an opportunity to do so which different from that
afforded others under the programs (including the opportunity
to participate in the program as an employee where the
primary objective of the program is to provide employment,
including a program under which the employment is provided to
reduce unemployment) ;

G. make distinction in relation to use of physical facilities,
intake and application procedures, caseload assignments,
determination of the amount and type of aid, care, services
and other benefits under the program and use thereof.

No social services district or official shall establish any
employment policy or practice which would have the effect of
discriminating against an individual because of race, color,
national origin, age, sex, religion or handicap.

Confidentiality and Disclosure of Information

What follows reflects current Department regulations concerning
confidentiality and disclosure of information. ‘However, the
complexity of some confidentiality standards and the possible need
for judicial constructions suggest that questions involving
confidentiality and disclosure of information should be discussed

with the local social services attorney and, if necessary, with
the Department's Division  of Legal Affairs prior to taking any
action. o o

A, Prohibition Against Disclosure of Information

(1) Officers and employees of social services districts
shall not reveal information obtained in the course of
administering public assistance for purposes other than
those directly connected with the administration of
public assistance, except for the name, address, and the
amount received by or expended for a recipient of public
assistance when the appropriating body or social
services official has authorized their disclosure to an
agency or person deemed entitled to it pursuant to
Section 136 of the Social Services Law.

(2) Each social services official shall designate the
person, or persons, within the agency with authority to
disclose information.
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Nature of Information to be Safeguarded

Information to be safeguarded includes names and addresses of
applicants, recipients, and their relatives, including lists
thereof; information contained in applications and
correspondence; reports of investigations; reports of medical
examination and treatment; resource information and financial
statements; and records of agency evaluations of such
information. This applies to all information secured by the
agency, whether or not it is contained in the written recoxd.

Basis for Disclosure of Information
(1) Safeguards in Disclosing Information

Information shall be released to another agency or
person only when the social services official providing
such data is assured that:

a. the confidential character of the information will
be maintained,

b. the information will be used for the purpose for
which it is made available (such purposes to be
reasonably related to the purposes of the social
services program and the function of the inquiring
agency), and

C. the information will not be used for commercial or
political purposes.

(2) Disclosure of Medical Information

a. The medical information supplied directly by a
physician, dentist, or nurse, as well as hospital
or clinic reports shall be - considered a
confidential communication and shall be released to
another agency only with the specific consent of
the patient, if competent.

b. To the extent they are available, medical histories
of a child legally freed for adoption and of his or
o her natural parents, with information identifying
such natural parents eliminated, shall be provided
by an authorized agency. to such child's prospective
adoptive parent(s).
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To the extent they are available, the medical
histories of a child in foster care and of his or
her natural parents shall be provided by an
authorized agency to such child when discharged to
his or her own care.

For the purpose of paragraphs (2) and (3) of this
subdivision, medical histories shall include all
available information setting forth conditions or
diseases believed to be hereditary, and drugs or
medication taken during pregnancy by the child's
natural mother, and any other information which may
be a factor influencing the child's past, present
or future health.

(3) Disclosure to Applicant, Recipient or Person Acting on
His Behalf

a.

The case record shall be available for examination
at any reasonable time by the applicant or
recipient or his authorized representative upon
reasonable notice to the local district. The only
exceptions to access are:

i. those materials to which access i1s governed
by separate statutes, such as child welfare,
foster care, adoption or child abuse or
neglect, or any records maintained £for the
purposes of the Child Care Review Service;

ii. those materials being maintained separate
from public assistance files for the purpose
of criminal prosecution and referral to the
district attorney's office; and

iii. the county attorney or welfare attorney's
files.

Information may be released to a person, a public
official, or another social agency from whom the
applicant or recipient has requested a particular
service when it may properly be assumed that the
client has requested the inguirer to act in his
behalf and when such information is related to the
particular service requested.



(4) Disclosure to Relatives

Because Section 132 of the Social Services Law requires
agencies to investigate the ability and willingness of
relatives to contribute support and because legally
responsible relatives need to know the amount of the
applicant's needs and income, the agency may inform them
of Dbasic circumstances of the applicant's needs insofar
as may be necessary in a discussion of a contribution of
support. Such a relative 1is a "person...considered
entitled to such information." (See Social Services Law
Section 136, subd. 2.)

(5) Disclosure to Federal, State, or Local Official

a. Information may be disclosed to any properly
constituted authority. This includes a legislative
body or committee upon proper legislative order, an
administrative board charged with investigating or
appraising the operation of public welfare, law
enforcement officers, grand juries, probation and
parole officers, government auditors, and members
of public welfare boards, as well as the
administrative staff of public welfare agencies.

b. Information may be released to a selective service
board . when such information is necessary if the
board is to arrive at a valid and consistent
decision regarding dependency.

(6) Disclosure upon Subpoena by Court

a. When a public assistance record is subpoenaed by a
court, the public welfare agency shall immediately
consult its 1legal counsel before producing any
record, revealing any information or giving any
testimony.

b. When the subpoena is for a purpose directly related
to the administration of public assistance or
protection of the c¢hild, the agency before
complying with the subpoena shall endeavor to get

- in touch with the client whose record is involved
or his attorney and secure permission to reveal the
contents of the record which relate to the
administration of public assistance.

July, 1986
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C. In the event that the subpoena is for a purpose not
directly related to the administration of public
assistance or the protection of a child, the agency
shall plead, in support of its request to withhold
information, that the Social Security Act, the
Social Services Law, and the regulations of the
State Department of Social Services prohibit
disclosure of confidential information contained in
records and files, including names of clients. The
agency will be governed by the final order of the
court after this plea is made.

(7) The written assurance required by Section 136 of the
Social Services Law that the names and addresses of
applicants and recipients of assistance shall not be
published shall be obtained by the public welfare
official before allowing examination of records of
disbursements by that bona fide news disseminating firm.

Prohibition Against Improper Use of Lists of Applicants and
Recipients .

All materials sent to applicants and recipients of public
assistance, including wmaterial enclosed in envelopes
containing checks, must be directly related to the
administration of the public assistance programs and shall
not have political implications. (Additional statutory
authority: Social Services Law, Sections 136, 258, 320.)

Procedures for Safeguarding Information Maintained by the New
York State Department of Social Services, Local Social
Services Districts, and Other Authorized Agencies

(1) Records containing individually identifiable information
shall be marked "confidential™ and kept in locked files
or in rooms that are locked when the records are not in
use. :

(2) When in wuse, records shall be maintained in such a
manner as to prevent exposure of individual identifiable
information to anyone other than the authorized party
directly using the case record.
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(3) No records shall be-taken from the place of business
without prior authorization by appropriate supervisory
staff of the New York State Department of Social
Services, the local social services district, or other.
authorized agency.

(4) No records shall be taken home by agency staff except
upon prior authorization by appropriate supervisory
staff in order to perform a function which requires the
possession of the records outside of the agency and when
return of the records to the agency at the close of
business would result in an undue burden to the staff.
When records are taken home by staff, the records are to
be maintained in &a secure location and are not to be
disclosed to anyone other than those expressly
authorized by statute or regulation. The records are to
be returned to the agency by staff on the following
business day.

(5) Records shall be transmitted from one location to

another in sealed envelopes stamped "confidential," and
a receipt shall be obtained documenting delivery of said
records. )

(6) Interviews with clients shall be conducted at a location
in a manner which maximizes privacy.

(7). Employees of the New - York State Department of Social

' Services, the local social services district, or the
other authorized agency, consistent with applicable
statute and regulation, shall have access to individual
identifiable information only where the employee's
specific job responsibilities cannot be accomplished
without access to individual identifiable .information.

Confidentiality Policy and Procedures Manual

The New York State Department of Social Services, local
social services districts, and other authorized agencies
shall disseminate to staff a policy and procedures manual
establishing and describing:

(1) responsibilities of staff to safeguard information
¢ pursuant to statute, regulation, and policy;

(2) procedures for properly inférming clients of records
collection, access, utilization, and dissemination;
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(3) agency policies and practices applicable to confidential
information;

(4) procedures governing employee access to information; and

(5} disciplinary actions for violations of confidentiality
statutes, regulations, and policies.

Acceptable Professional Standards for Dealing with Our Clientele

A.

Each 1local department of social services is legally bound to
insure that programs are administered in a fair and humane
manner. Program administration must be absolutely free of
even the suggestion of discrimination. Local commissioners
and supervisors are accountable for the behavior of all
agency staff. :
Local commissioners of social services must insure that their
staff understand and adhere to standards of appropriate
professional. behavior and positive and suppoprtive employee-
recipient/applicant interaction. Local district -employees
should be aware of their responsibilities as professionals.
They should also be aware of the consequences of
noncompliance, consequences which (over and above adverse
State actions) may include exposure to litigation and
ultimately awards of damages against them personally.

‘To insure that agency obligations are- fully discharged,  the

following activities should be scrutinized and addressed as
appropriate:

(1) Employee Training

Employees should be informed of their responsibilities
regarding client contact and program administration.
Training should include overview and discussion of
relevant EEO laws and regulations and "agency and

individual responsibilities under the Ilaw. To the
extent that resources permit, State training will be
available upon request. Requests should be directed to
Mr. Robert Donahue, Director of the Office of Human

Resources Development (518-474-9645).
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(2) Client Interviews

Client interviews should be conducted in areas in which
reasonable privacy is afforded and in an atmosphere that

is as non-threatening to the client as possible. Every
effort to maintain client confidentiality must be
undertaken. Also, to the extent practicable, client

interviews should be scheduled in a way which will
minimize waiting and which will result in a minimum
number of return visits. Waiting rooms should be as
comfortable as possible, with convenient access to rest
rooms, water fountains, etc.

(3) Non-English Speaking Clients

Local districts are responsible for making arrangements
to provide translators for individuals who are not

fluent in English. No person shall be denied access to
services because a district cannot provide adequate
translations. ‘

(4) Discrimination

Discrimination in any form, whether based on race,
gender, age, religion, or ethnic background is
absolutely illegal. Local districts must post in a

conspicuous manner procedures for filing complaints and
list those ' agencies. or . persons " that ‘will handle
complaints, i.e., Local District Commissioner, County
Affirmative Action/Equal Employment Opportunity Office,
NYSDSS/OMPD, NYS Division of Human Rights.

(5) Initial Client Contact

During an initial c¢lient contact it 1is particularly
important . to treat the individual courteously and
provide him/her with a maximum amount of information
regarding benefits available, required documentation,
and that individual's responsibilities in maintaining
continuing eligibility. Initial contact is the
beginning of a formal process. Appropriate and required
documentation of all such contacts and their disposition
should be maintained. Written notice of denials must be
provided to applicants. '
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(6) Timeliness

Client eligibility determinations _should be made as
- quickly as possible and in every case in conformity with
applicable requirements.

(7) Holding Checks

When an agency suspects misconduct, it has an
affirmative responsibility to investigate thoroughly and
develop evidence which either proves or disproves the
allegations. Withholding benefits because of a mere
suspicion is illegal.

(8) Record Keeping

Maintaining proper case files 1is essential to insure
both appropriate case management and proper employee
behavior. All transactions involving recipients or
applicants should be noted.

(9) Responsiveness to Client Inguiries

Agency employees should be responsive to requests from
clients regarding their case or their situation. Agency
employees should be able to explain adverse case actions
to the individual and what remedies are available to
that individual. R B

(10) Complaints

pomplaints of misconduct, discrimination[S} improper
case administration should be vigorously and thoroughly
investigated. Local commissioners are responsible for

ensuring that reasonable procedures for conducting such
investigations have been developed and are understood by
agency staff. The investigations and their findings
must be fﬁlly documented and recorded. When such
vcomplalnts are found to be justified, employees should
be instructed again about their responsibilities.
Habitual or serious violators should be disciplined or
dismissed. '

Ahy questions concerning this section (3.3) should be
directed to the Assistant Commissioner, Office of Minority
Program Development, by calling 1-800-342-3715, extension 3-
8555.
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