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SUPPLEMENTAL SECURITY INCOME (SSI)

SOCIAL SECURITY ADMINISTRATION BENEFITS (SSA)

DATE OF ISSUE:


9/29/06

APPLICABLE TO:


All Technical Assistants (TA), Eligibility Workers (EW), Their Eligibility Supervisor (ES) and Human Services Administrator (HSA)                        

LEGAL BASIS:


Reconciliation Act of 1996

State Regulations –  Division 45-302.1

RELATED POLICY RELEASE(S):


None

NON CWS/CMS FORM(S):


DCFS 406, Income and Property Worksheet

DCFS 2384, Two-Way Gram

DCFS 341 Foster Care Trust Notification

DCFS 341-1 New Information Report Foster Care Child Receiving SSI/SSP

DCFS 375 SSI/SSA Payee Receiving Benefits

SSP22, Authorization for Non-Medical

SSA Approval Letter, Reimbursement for Cost of Specialized Care

SSA11BK, Request to be Selected as Payee

SSA 795, Statement of Claimant

SSA 827 OP1, Authorization of Release of Information

SSA 3820, Child Disability Report

SSA 3881BK, Questionnaire for Child Claiming Disability Benefits

SSA 8000BK, SSI Application

SSA 8202-8203 Statement for Determining Continuing Eligibility   for SSI Income

SSA 3373 throughSSA3379 Function Report (According to Age)

SSA 3368 Adult Disability Report

SSP 14 SSI/SSP Referral/Authorization for Reimbursement

SS 5 Social Security Number Application

SSA 4 BK Application for Child’s Insurance Benefits

SSA 561-U2 Request for Reconsideration

SSA 3441 BK Disability Report Appeal

SSA 6234 Representative Payee Report

SSA 454 BK Report of Continuing Disability Review

SSA 632 BK Request for Waiver of Overpayment Recovery

SSA 782 BK Reconsideration Report for Disability Cessation

SSA 789-U4 Request for Reconsideration Disability Cessation

SSA 3367 F4 Disability Report Field Office

SSA L706 (No Title)

SSA 16 BK Application for Disability Insurance Benefits



CWS/CMS FORM(S):


Case Information Notebook

Client Notebook

Health Notebook

Medi-Cal Notebook

Request for Verification/Certificate of Evidence

SSI Referral Form

DCFS SSI/SSA Choice Indicator



SUPERSEDES AND CANCELS:
Procedural Guide # E030-2900, Supplemental Security Income (SSI) Social Security Administration (SSA) Benefits, dated 2/27/98

When a child in foster care placement or with a non-related legal guardian is the recipient of income from the Social Security Administration, Veteran’s Benefits, Railroad Retirement, this income must be applied toward the placement costs.  After an eligibility determination is approved, DCFS may become the payee for these benefits and the Accounting Services Division Child Welfare Trust (CWT) Section makes the appropriate disbursements.

Occasionally, funds accumulate in a child’s SSI/SSP or SSA trust account over the cost of foster care placement.  These funds are the child’s personal property and may be used as a part of the service plan for the child, for needs not met by other resources.  In addition to all general approved eligibility requirements, the SSI/SSA Unit EW is responsible for notifying the CSW when the child’s SSI trust account approaches the $2,000 limit. 

SSI/SSP lump sum payments cannot be used for retro-placement costs.  They can only be used for current placement costs.  SSI/SSP benefits provide monthly payments to aged, blind, and disabled persons with limited income and resources.  SSI/SSP benefits are not based on the individual's prior work or a family member's prior work history.  SSI/SSP beneficiaries are also eligible to Medi-Cal benefits to pay for hospital stays, doctor bills, prescription drugs and other health costs.

On occasion children are placed in non-paid placement.  Referrals for SSI/SSP for some of these children are received.  Since the placement is a non-paid placement, DCFS cannot become the payee.  Therefore, if the Social Security Administration approves the child's eligibility for benefits, the case will be placed in a suspended mode for no longer than 1 year from the date of approval.  Once the child is placed in a paid placement or returns home, a request to become a payee can be completed by the Department or parent/legal guardian.

SSA benefits are granted to children that have a parent(s) that died but contributed to the Social Security System for no less than 10 years, or who are in receipt of Social Security Disability Retirement. 

The Intake and Approved TA/EW shall explore potential SSI/SSP or SSA benefit eligibility from the case record, Integrated Financial System (IFS) for Child Welfare Trust (CWTA), MEDs etc., and other computer systems/applications and forward documents and information to the SSI/SSA Unit in Covina. The SSI Unit will forward information to the SSA office in Pasadena, including but not limited to, the SSA application, change of payee, updates in rate or status, any change in placement addresses, and any information that is requested by SSA representatives, as appropriate.  All correspondence to and from the SSA office will be verified via signed miscellaneous transmittal or fax transmission confirmation, and will be kept in the SSI case files.  Also, under no circumstances shall documents/files be purged without manager and/or Department approval.

The SSI/SSA EW is the liaison between the Social Security Administration, Children's Social Workers and caregiver.

A.
WHEN:

AN SSI/SSP REFERRAL/APPLICATION IS NEEDED FOR OUT OF

                                  HOME CARE  (AT THE INITIAL DETERMINATION, CHANGE IN 

                                   ELIGIBILITY CONDITIONS OR AT REDETERMINATION, IF THE 

                                  FOSTER CARE RATE IS 'D', 'F3-4,' 'RF,' 'RG' OR 'GF,' CHILD IS 


                              
REACHING AGE OF MAJORITY, REFERRAL ON NON-PAID

                                  PLACED CHILDREN, REFERRALS FOR MEDICAL PLACMENT 

                CHILDREN IN LONG-TERM MEDICAL CARE)
WHO

HOW




TA/EW
1. Obtain the following:

a) Medical documentation, including physical and psychological evaluations, letters from doctors, IEP, etc.

b) Detention Hearing Minute Order or Voluntary Placement Agreement

TA/EW

c) Copy of Birth Verification (Abstract from Registrar-Recorder that certifies the document as a true copy of the official record is an acceptable birth certificate)

   NOTE:  DCFS must provide the SSA L706 form  if a child  is not 

                 born in  California.

   NOTE:   In lieu of proof of identity for the child,  SSA will 

                  accept documentation (i. e., court minute order or

                  voluntary placement agreement) to show that the child 

                  is under DCFS supervision. 

d) Copy of Legal Permanency Card (Green Card), if appropriate

e) Copy of Social Security Card or Medi-Cal print out showing 'J' verifier.  (If the child does not have a Social Security Number an SS5 will need to accompany the application packet.

2. Complete a SSI Referral Form.  Attach the documentation and forward the packet to the Special Operations SSI/SSA Unit.

3. Document in the CWS/CMS Case Notes that a referral has been made.

SSI/SSA UNIT CLERK

SSI/SSA ES


1. Receives referral, date stamps, logs in, and forwards to SSI/SSA ES.

1. Receives referral from SSI/SSA Unit Clerk.

2. Assigns to SSI/SSA EW based on alphabet.

3.   Sets a 20-day control.

SSI/SSA EW
1. Receives the SSI referral packet and case.  Evaluates the SSI eligibility.

a) If potentially eligible, completes the following forms and mails via certified mail to the caregiver for completion

       and signature, and control for two weeks:

i) SSA 3373-SSA 3379, Function Report (based on age of child)

ii) SSA 3368, Adult Disability Report or SSA 3820, Child Disability Report

iii) Self Addressed Stamped envelope

       NOTE:  EW should start SSI case folder at this time.

b) If ineligible updates the CWS/CMS Case Notes with the reason for ineligibility and informs the CSW. Returns referral to the Case-Carrying EW.

2. Updates CWS/CMS Case Notes and the IFS Child Welfare Trust Account systems indicating the date that the packet was sent to the caregiver and the due date for return. 

3. Files the folder in designated file. 


4. Upon receipt of the completed forms from the caregiver, reviews to ensure that forms are complete, then completes the following forms:

a) SSP 14 (4 copies)

b) SSA 827 (8 originals)

c) SSA 8000

d) SSA 11BK

e) SSP 22 (Include caregiver’s license # obtained from CWS/CMS)

SSI/SSA EW


f) Reimbursement Letter

h)
SS5 for children with no Social Security card

i) Copies of Birth verification, Social Security card,

         Detention Hearing Minute Order, Medical Information 

                  and any other pertinent information (Voluntary placement

                  agreement, legal guardian papers, etc.) 

NOTE:  A printout from the Vital Statistics Inquiry screen is

               not acceptable in lieu of the certified copy of the birth 

               certificate. 

j) SSA 16BK

k) IFS ledger and/or APPS printout reflecting Foster Care placement cost.

NOTE:  Always use the full Foster Care placement cost when completing appropriate fields in the SSA application and any other SSA or DCFS forms as appropriate.

5. Prepares a miscellaneous transmittal and forwards packet to 

        SSI/SSA Unit Clerk.

6. Updates CWS/CMS Case Notes and IFS CWTA systems.

NOTE: The SSI/SSA Unit EW is responsible for follow-up with the SSA Disability Division (DDS), provider, and CSW regarding medical appointment letters and other correspondence as follows:

· Contacts DDS to verify if the minor has completed the medical review.

· Provides DDS with updated information related to the minor.

· Contacts provider regarding medical appointment.

· Contacts CSW regarding any conflicts (i.e., non-cooperation, no show for medical appointment, etc.).

NOTE: The medical appointment is necessary for DDS to complete the eligibility determination for the minor.  DDS will make an eligibility determination within the standard processing time of 3-6 months from the date of the SSI application.

NOTE:  For non-receipt of completed forms from caregiver, call the provider and/or CSW to confirm that a packet was received.  If yes, request that the caregiver return the completed forms.  If no, send another packet to the caregiver and control for two weeks.  Escalate per existing procedure.

SSI/SSA UNIT CLERK
1.    Photocopies SSI Application and miscellaneous transmittal.

2. Mails the SSI application packet with a miscellaneous transmittal to the Pasadena Social Security Administration office at 101 N. Mentor Avenue, Pasadena CA 91106.  When the signed transmittal is returned, file in the SSI folder.

3. Returns copy of packet and miscellaneous transmittal to SSI/A EW to file in SSI folder.  When the signed copy of the miscellaneous transmittal is returned, forward to SSI/A EW to file.

4.    Logs off control.

B.
WHEN:

AN SSA APPLICATION IS NEEDED FOR CHILDREN IN OUT-OF-







HOME CARE
An SSA application is made when the TA/EW is notified by the CSW that a parent of the minor in placement has deceased or has become disabled and has been approved for SSI benefits.

WHO

HOW




T/EW
1. Contacts the Social Security Administration to determine if child is eligible for SSA benefits from the parent.  If they are eligible, forwards the following to the SSI/SSA Unit:

a) DCFS 341

b) Copy of the parent's death certificate or VSI

c) Detention Hearing Minute Order

d) Copy of Marriage Certificate (if parents were married and are applying for father's benefits).

2. Documents the status of the case in CWS/CMS Case Notes.

SSI/SSA UNIT CLERK
1.  Receives referral, date stamps, logs in, and forwards to SSI/SSA ES.

SSI/SSA ES
1. Receives referral from SSI/SSA Unit Clerk.

2. Assigns to SSI/SSA EW by alphabet.

3. Sets a 20-day control.

SSI/SSA EW
1.    Receives and reviews the SSA referral packet. 

2. Accesses APPS and CWS/CMS for the current status of the placed child.

3.    Completes and/or attaches the following forms:

a) DCFS 341

b) SSA 11BK

c) SSA 4

d) Copies of Birth/Death/VSI information, Social Security  card, Detention Hearing Minute Order, SSA application and any other pertinent information.

e) CWTA ledger and/or APPS printout reflecting foster care placement cost.

NOTE:  Always use the full Foster Care placement cost when completing appropriate fields in the SSA application and any other SSA or DCFS forms as appropriate.

4. Completes a miscellaneous transmittal and forwards the SSA   application and packet to SSI/SSA Unit Clerk.

5.  Documents the status of the case in the CWS/CMS Case

       Notes, and the Child Welfare Trust Account computer 

       applications.    
6.    Files case in designated office file.



WHO

HOW

SSI/SSA UNIT CLERK
1. Receives the SSA Application packet and miscellaneous 

       transmittal.

2. Photocopies the SSA Application, forms, and miscellaneous 

       transmittal.

3. Mails the SSA Application and packet of forms with a 

       miscellaneous transmittal to the Social Security 

       Administration office in Pasadena at 104 N. Mentor Avenue, 

       Pasadena CA 91106.  When the signed miscellaneous 

       Transmittal is returned, forwards to SSI/SSA EW to file in 

       SSI Folder.

4. Logs off control. 



C.
WHEN:

COMPLETING A CHANGE OF PAYEE REFERRAL    



SSI/A income for a minor can be identified in several ways (i.e., at the initial placement, replacement, at redetermination or when notified by the CSW or caregiver that the child is receiving SSI/SSP/SSA benefits).  Meds will reflect a 1960 aid code, the Title XVI will show if a minor is receiving SSI benefits, and the Title B will show if a minor is receiving SSA benefits.  Other systems such as AWINS and IEVES will show income for SSI/P.  Upon discovery a choice indicator is given to the Non-Related Legal Guardian or Relative Caregiver.  The Relative or Non-related Legal Guardian can choose between the full foster care amount or a combination of foster care and SSA (not to exceed the foster care amount).  If they choose to become the payee, they must apply at the Social Security Administration office for the benefits and a deduction from the foster care grant is completed. 

NOTE:          The Social Security Administration reports that Foster Care payments do not 

have any bearing on SSA benefits that a representative payee is receiving

on behalf of a child. For example, if a legal guardian is caring for a child

who is receiving survivor’s benefits (SSA) for that child, and the child is 

eligible to receive those benefits, there is no conflict as the money does

not belong to the legal guardian. The money is for the child, and the only 

thing to prevent the child from receiving the SSA is if the child was no 

longer eligible (over 18 years old, married, working full-time, etc).

WHO

HOW




TA/EW
1. When a change of payee referral is needed completes the following:

a)
DCFS 341 or Referral form.

b)
Copies of the Detention Hearing Minute Order (not 
necessary in the case of a Non-related Legal Guardian 
case).

c)
Copies of a Title XVI and/or Title II from Medi-Cal as 
verification of benefits.

2. Forwards the referral packet to the SSI/SSA/CWT Unit.

3.
Documents the status of the case in the CWS/CMS Case

        Notes.



SSI/SSA ES
1. Receives the referral packet, assigns to SSI/A EW by alphabet,

       and set a 20-day control.        



SSI/SSA EW
1. Receives the referral packet.

2. Accesses the Child Welfare Trust Account computer application and determines if there is an active case for child.




3. Contacts the Social Security Administration via DCFS letterhead to verify income of minor and inquiry of current payee. Attach a minute order showing that the child is under DCFS supervision.

4. Faxes the DCFS 341 to the Social Security Administration, and files the transmission confirmation and DCFS 341 in the SSI folder.

5. Completes a change of payee packet for SSI benefits consists of the following:

a) SSA 11BK

b) SSA 795

c) SSP 22 (Include caregiver’s license # obtained from CWS/CMS)

d) SSA 8203

e) DCFS 375 (mailed to the current payee)

f) Copy of the Detention Hearing Minute Order or Voluntary Placement Agreement

NOTE:  A change of payee packet for SSA benefits consists of the DCFS 341, SSA 11BK, and DCFS 375.

6. Documents the status of the case as pending in the CWS/CMS Case Notes and the IFS Child Welfare Trust Account computer applications.

7. Prepares a miscellaneous transmittal and forwards to SSI/SSA Unit Clerk.



SSI/SSA UNIT CLERK
1. Receives the Change of Payee application packet and

       miscellaneous transmittal.

3. Photocopies the Change of Payee application, forms, and miscellaneous transmittal.

4. Mails the Change of Payee application and packet of forms with a miscellaneous transmittal to the Social Security 

Administration office in Pasadena at 104 N. Mentor Avenue, 

        Pasadena CA 91106.  When the signed miscellaneous 

Transmittal is returned, forwards to SSI/SSA EW to file in    SSI Folder.

4.   Logs off control.

D.
WHEN:

AN SSI/SSP BENEFITS APPROVAL LETTER IS RECEIVED, 

INCLUDING CHILD REACHING AGE OF MAJORITY

WHO

HOW

SSI UNIT CLERK
1. Receives approval letter from the Social Security 

       Administration, date stamps and enters on log.

2.    Forwards the approval letter to the assigned SSI/SSA EW.

.

SSI/SSA EW
1. Receives the approval letter.

Note: If the approval letter indicates a lump sum amount, letter is forwarded to the Lump Sum EW, who will place on control to verify receipt of lump sum funds then process per lump sum payment procedures. (Section J) 

 2.    Accesses the Child Welfare Trust Account to verify the   money

        has been posted into the account.  Reconciles the CWT account

        weekly until funds have been posted to the account.




  3.   Accesses CWS/CMS, CWT and the Medi-Cal computer

        applications. Reconciles the following items between the

        applications:

a) Child remains in paid placement.

b) Child has returned to home of parent or guardian.


c) Child has been reported as AWOL.

d) A rate change has occurred.

e) The aid code has changed.

f) Child placed in a non-paid placement facility.

g) Child has been terminated from placement.

h) Change of address.

5. Completes a DCFS 341. Should any changes occur in number 3. a-h. above, notifies the Social Security Administration via fax and files transmission confirmation in the SSI folder.

6. Forwards a copy of the Approval letter to the assigned CSW and case carrying EW and update Case Notes.

NOTE:
If an Approval letter is received on a child that is 
       receiving a "B" rate,  a determination for an increase in the rate may be needed.  

NOTE:  For a child reaching the age of majority, the CSW should coordinate the termination of foster care benefits at the same time as the adult dependent applies to become his or her own payee.

7. The Child Welfare Trust Account remains in a pending status until jurisdiction terminates.

8. Upon receipt of funds in the Child Welfare Trust account, updates the CWS/CMS Case Notes and IFS CWT computer applications.

9. Files Approval letter in designated office file.

E.
WHEN:

AN SSI/SSP BENEFITS DENIAL LETTER IS RECEIVED AS THE 
RESULT OF CHILD REACHING THE AGE OF MAJORITY BUT 
THE CHILD REMAINS
DISABLED AND ELIGIBLE FOR BENEFITS

WHO

HOW




SSI/SSA Unit Clerk
1. Receives denial letter from Social Security Administration, date stamps and forwards to ES.

SSI/SSA ES
2. Receives the denial letter, assigns to SSI/A EW, and sets a 

one-day control.



SSI/SSA EW
1. Receives the denial letter from the supervisor.

2. Because an appeal must be filed within 60 days, immediately forwards the denial letter to the CSW via fax, along with a cover letter explaining the appeals process and any medical documentation in the file.  Keep a copy of all paperwork and the faxes transmission confirmation in the designated file.

NOTE: The child may have been denied because of the high Foster Care placement cost. Once Foster Care stops, the child can apply for benefits at the SSA and will be referred to the SSA Disability Division (DDS) at that time.

3. Updates CWS/CMS case notes and CWTA computer applications.

F.   WHEN:
  AN SSI/SSP BENEFITS DENIAL LETTER IS RECEIVED FOR A 

                            CHILD UNDER 18 AND DISABLED

WHO
HOW




SSI/SSA Unit Clerk
1.  Receives denial letter from Social Security Administration, date stamp and forwards to ES.

SSI/SSA ES

SSI/SSA EW


1. Receives the denial letter and consults with HSAI regarding appeal.

2. Assigns to SSI/A EW to appeal or close, and set a two week control.

1. Receives denial letter and instruction to appeal denial, or close SSI case.

2. Sends copy of denial letter and cover letter explaining the appeals process to the CSW.

3. To appeal, completes the following forms:
· SSA 561-U2 “Request for Reconsideration” 

· SSA 827 (eight originals)

· SSA 3441

· Any additional medical documentation

NOTE: SSI/SSA EW shall work with CSW to obtain necessary information and/or documentation.



WHO
HOW

SSI/SSA EW
4. Prepares a miscellaneous transmittal and forward to SSI/SSA Unit Clerk.

5. Updates CWS/CMS Case Notes and IFS CWTA computer applications.

6. Controls for response from SSA.

7. Upon receipt of response from SSA:

· If case is denied, terminate the Child Welfare Trust Account for the child

· If case is approved, SSI benefits will continue.

8. If decision is not to appeal, terminates the Child Welfare Trust

      Account for the child. 

9. Files response to “Request for Reconsideration” in SSI file.
10. Updates CWS/CMS Case Notes and IFS CWTA computer applications.


SSI/SSA UNIT CLERK
1. Receives the “Request for Reconsideration” appeal form, supporting documentation, and miscellaneous transmittal.

2. Photocopies the “Request for Reconsideration” appeal, forms, and miscellaneous transmittal.

3. Mails the “Request for Reconsideration” appeal and packet of forms with a miscellaneous transmittal to the Social Security 

      Administration office in Pasadena at 104 N. Mentor Avenue, 

      Pasadena CA 91106.  When the signed miscellaneous 

      Transmittal is returned, forwards to SSI/SSA EW to file in SSI 

      Folder.

4.   Logs off control.

G.
WHEN:

BUREAU OF INFORMATION SERVICES/INFORMATION 

                                 TECHNOLOGY SERVICES (BIS/ITS) OR ACCOUNTING SERVICES 

                                 DIVISION ALERTS SSI UNIT OF A MISSING TRANSACTION THAT 

                                 DID NOT POST TO THE CHILD WELFARE TRUST LEDGER; OR A

                                 CHECK IS RECEIVED FROM SSA VIA MAIL

As part of the eligibility process, it is important to ensure that excess monies are spent down so that eligibility to SSI benefits continues.  This process relies on accurate posting of SSI benefits.  In this instance, posting must be completed manually.  

WHO

HOW




SSI/SSA ES
1. Receives the alert from BIS/ITS or Accounting Services        Division ES, or receive a check through the mail, and forwards to assigned SSI/A EW with instruction to update IFS.

SSI/SSA EW
1. Receives alert from ES and post missing transaction in IFS,    or

2. Receives check and photocopy.

3. Forwards check with a miscellaneous transmittal to Accounting Services Division

4. Files copy of check and miscellaneous transmittal in the SSI file.

5. Sets a two-week control.

6. Receives deposit permit from Accounting Services Division and post the income on IFS.

7. Files the deposit permit in the SSI file.

H.
WHEN:

A REQUEST FOR REPRESENTATIVE PAYEE REPORT (RPR) IS 

RECEIVED FROM SSA

An RPR is a report that tells about the benefits DCFS received for the beneficiary during the report period shown on the form.  The SSA must regularly review how representative payees used the benefits they received on behalf of SSI beneficiaries.  

WHO

HOW




SSI/SSA ES
1. Receives the RPR from SSA.

2. Reviews and assign to SSI/A EW per alphabet.

3. Sets a 15-day control.



SSI/SSA EW
1. Receives the RPR.

2. Accesses APPS and IFS CWTA ledger.

3. Completes RPR form, reporting the total amount of benefits that were spent for the beneficiary.
4. Accesses IFS and completes DCFS 341, which supports information filled out on the RPR form.

5. Faxes RPR, DCFS 341, and any other documents that support the RPR, to the SSA via fax and file the fax transmission confirmation in the designated file.

6. Updates CWS/CMS case notes and IFS CWTA computer applications.

I.
WHEN:

A CONTINUING DISABILITY REVIEW (CDR) IS RECEIVED

       FROM SSA

A CDR is a medical review that is requested by SSA to evaluate the minor’s continuance of SSI disability benefits.  There is a timeframe of 30 days in order to process and return these forms in order for SSI benefits to continue to be paid to DCFS.  During the CDR review, spenddowns for excess money are not to be issued.  If the CDR is not approved, an appeal can be filed.  If the appeal is denied, DCFS must refund SSI funds that were received during the CDR/appeals process.   

WHO

HOW




SSI/SSA Unit Clerk
1. Receives request for CDR from SSA by fax or mail, date stamp, and forward to ES.

SSI/SSA ES
2. Receives request for CDR from SSI Unit Clerk, assigns to SSI/A EW, and set a 20-day control.



SSI/SSA EW
1. Receives CDR.

2. Accesses CWT, CWS/CMS, APPS to verify that minor remains under DCFS jurisdiction and if DCFS remains eligible for SSI benefits.

3. Mails appropriate forms, with a CDR cover letter and stamped-addressed envelope enclosed, to the current caregiver to complete:

a. Age 18 – SSA 3368, SSA 3373, SSA 3367, SSA 827 (8 originals attached to instruction on how to fill out SSA 827 for adult’s signature).

b. Child – SSA 454, SSA 3375, SSA 3376, SSA 3377, SSA 3378, SSA 3379 and based on minor’s age, SSA 3881, SSA 827 (8 originals completed by SSI/EW for minors).

4. Updates CWS/CMS case notes and CWT account case notes that case is in CDR process.

5. Controls for two weeks and call the caregiver if the packet is not returned.  If necessary, EW can assist by completing the forms via telephone. 

NOTE:  If completed forms are not returned, escalate per existing procedure.

SSI/SSA UNIT CLERK
1. Receives and date stamps returned completed CDR from caregiver.

2. Forwards to assigned SSI/SSA EW.

SSI/SSA EW
1. Receives completed CDR.

2. Reviews to ensure that forms are complete.

3. Prepares miscellaneous transmittal and forward to SSI/A Unit Clerk.

4. Updates CWS/CMS case notes and CWT case notes.

SSI/SSA UNIT CLERK
1. Photocopies CDR and miscellaneous transmittal.

2. Mails CDR to SSA with miscellaneous transmittal.

3. Returns copy of CDR and miscellaneous transmittal to SSI/A EW to file in SSI folder.  When the signed copy of the miscellaneous transmittal is returned, forward to SSI/A EW to file.

4. Logs off control.

J. LUMP SUM BENEFITS ARE RECEIVED

Lump Sum payments are accumulated funds received from Social Security Administration (SSA) when a child is approved retroactively for SSI/SSA benefits.

WHO

HOW

SSI/SSA EW
1. Accesses on a daily basis the IFS Lump Sum Account Report

       to identify cases that received SSI/SSA lump sum deposits

       from the Bank of America download.      

2.  Researches (for SSI payments) case records to determine if the 

     child remains in Foster Care, pulls the SSI approval letter from

     the SSI case worker. Updates child’s record on the IFS system

     to reflect the monthly payment breakdown as stated on the

     approval letter.   

3. Researches (for SSA payments) case records to determine if child remains in Foster Care. Updates child’s record on the IFS system to reflect full Lump Sum amount received. 

    

K.
WHEN:

MONITORING DEDICATED ACCOUNTS

      Certain large past due SSI payments to blind or disabled children covering more than six months of payments must be placed directly into a separate dedicated account. Dedicated accounts are funds received from Social Security Administration that are restricted for items identified and approved by the Social Security Administration. When a lump sum payment is received, SSA will provide specific instructions on how  the funds are to be used and the funds are automatically deposited into the DCFS dedicated account via bank download.

WHO
HOW

SSI/SSA ES


 1.   Receives monthly Dedicated Account report from 

                                                   Accounting Services Division (ASD).

                                            2.  Reviews report and updates IFS system comment 

                                                 section and CWS/CMS case notes to reflect dedicated

                                                 funds are available with authorization from the Social

                                                 Security Administration.

                                            3.   Retains report in Dedicated Account binder.

                                            4.  Provides Social Security with verification of available 

                                                  funds in dedicated account upon request.

L.
WHEN:

SPEND DOWN IS NECESSARY

Spend Down is required when accumulated SSI funds in a child’s Trust Account exceeds $2000.00.  However, to prevent exceeding the maximum allowable funds, the EW controls for the accumulation of $1500.00 in funds. 

WHO
HOW

SSI/SSA EW                       1.  Accesses IFS system on a monthly basis and obtains a

                                                  report of active cases with Trust balances over $1500.00.

                                            2.   Accesses each child’s individual IFS record and reviews

                                                  IFS ledger to verify validity of excess funds available for

                                                  Spend Down.

                                            3.   Faxes DCFS 341 to CSW indicating amount of funds to be

                                                  spent and that Spend Down is necessary.

                                            4.   Receives DCFS 341 from CSW with appropriate   

WHO
HOW

 SSI/SSA EW



signatures (CSW, SCSW & ARA) and itemized list

                                                  of purchases and amounts.






 5.   Forwards DCFS 341, and APPS printout verifying

                                                   placement address to Accounting Services Division for Final

                                                  Accounting and issuance of funds.






NOTE: ASD will send a letter to the caregiver informing them that the CSW 

              




     has authorized expenditures for a specific amount, and that DCFS has 

                                                         requested the Auditor Controller to issue a check. The letter will 







     instruct the caregiver to return original receipts to Revenue 

                                                         Enhancement (RE) at: 725 S. Grand Ave. Glendora, Ca. 91740.  ASD

                                                         will also send RE a copy of the letter. 

                                  

 6.   Upon receipt of Caretaker letter, set a 30-day control for follow-up with 

                                                   caregiver to obtain receipts. 

                                
          7.   Files receipts in SSI case folder once they are received.

M.
WHEN:

A DCFS 341 FORM IS NEEDED

 
ACTION NEEDED

1. A minor is under DCFS jurisdiction and has SSI income.
Attach M/O and Title 16 p/o to DCFS 341 and fax/send to SSI unit. Update case notes for action.

2. A minor is under DCFS jurisdiction and has SSA income.
Attach M/O and Title 2 p/p to DCFS 341 and fax/send to SSI unit. Update case notes for action.

3. Minor AWOL or abducted from placement.
CWS/CMS must show stop date. Fax/send DCFS 341 to SSI unit. Update case notes for action.

4. Aid code changes.
Make sure ID NUM page shows change. Fax/send DCFS 341 to SSI unit. Update case notes for action.

5. Rate changes.
CWS/CMS must show rate change. Fax/send DCFS 341 to SSI unit. Update case notes for action.

6. Minor Freed (AAP Program)

a. New state number

b. When AAP started

c. When AAP finalized
CWS/CMS must show a stop for the old state number. Fax/send DCFS 341 to SSI unit indicating the “new state number”. Update case notes for action.

7. Minor in Non-Paid Placement
Review case notes and Title 2 & 16 p/o for income. CWS/CMS must show 1941 aid code. Fax/send DCFS 341 to SSI unit. Update case notes for action

8. Minor terminated from jurisdiction, Probation or Foster Care. (Attach copy of child’s IFS ledger)
CWS/CMS must show stop date and aid code 31 on ID NUM page. Fax/send DCFS 341 to SSI unit. Update case notes for action.

9. Voluntary placements (start date or term date).
CWS/CMS must show stop date and aid code 31 on ID NUM page. Fax/send DCFS 341 to SSI unit. Update case notes for action.

10. Address changes
SSI EW must notify the SSA via DCFS 341 when the child’s placement address changes.

NOTES:                                                                                   

1. Relatives and Legal Guardians have a choice to receive Social Security Benefits or Foster Care payments.  A Choice Indicator Form (FC4) must be sent to the caretaker. When the FC4 form is returned, take appropriate action, document case notes and file it in the case.

When processing the DCFS 341, please attach a Cover Sheet and fax to (626) 691-0953 or (626) 691-0956.


2. When a DCFS 341 is completed to notify SSA of termination of foster care payments it will not be necessary to complete the SSA 8203. The DCFS 341 should be annotated as  follows: 

“ DCFS is not pursuing SSI funds for this case, it is not necessary to complete the SSA 8203,Statement for Determining Continuing Eligibility for Supplemental Security Income Payments.”



N.
WHEN:

FOSTER CARE IS TERMINATED AND DCFS IS PAYEE FOR SSI/A 

                                  BENEFITS

WHO

HOW




SSI/SSA EW
1. Receives notification from case carrying EW that jurisdiction is terminated.

2. Forwards notice and SSI file to Accounting Services Division for final accounting.

NOTE:  After Accounting Services Division conducts final accounting of the child’s trust account, they will return any excess monies that remain in the account to the Social Security Administration.
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