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Pursuant to 18 NYCRR 358-5.5, a defaulted fair hearing can be restored to the
cal endar (reopened) if the appellant or the appellant's authorized representative has:

o contacted the departnment within 15 days of the schedul ed date of the
fair hearing to request that the fair hearing be reschedul ed; and
provi ded the departnent with a good cause reason for failing to appear
at the fair hearing on the schedul ed date;

O

o contacted the departnment within 45 days of the schedul ed date of the
heari ng and has established that the appellant did not receive the notice
of fair hearing prior to the schedul ed hearing date.

After consulting with an intake supervisor and determ ning that a reopen
request neets the criteria cited above, the followi ng procedures should be foll owed
when processing the reopen request:

1. Retrieve and sign-out the defaulted file. Indicate in the
si gn-out book next to your initials that the case is being
reopened.

2. Conpl ete the DSS-2846, Modification Form with "REOP" and the appropriate
reason code (see attached |ist of reason codes) entered in the
di sposition field. The formshould be given to an intake supervisor
who will determne the correct aid status and will approve the reopen
by initialing the form

3. Enter the fair hearing nunber at the PFHREQ sel ection (Calls the Request
Entry Program) of the FHIS nmenu which will bring you to the PFREQL,
Request Information Screen. Enter "REOP', aid status and the date
in the nessage field | ocated on the PFREQL screen

4, Advance to the PFREQ3, Conment Information Screen and enter
"REOP", aid status, a brief description of the reason why the
case i s being reopened, the date and your initials.
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For Upstate cases, the file, if available, and the white copy of the
DSS- 2846 should be put in the "Upstate Basket"” located in the Intake Unit

for data entry. |If the case is being opened with aid continuing, the
yel  ow copy of the DSS-2846 should be put in the Upstate |iaison's basket
so that the liaison can contact the agency. |If the reopened case is

non-ai d continuing, the yellow copy of the DSS-2846 shoul d be di scarded.

For New York City cases, the file, if available, along with the white
and yel | ow copy of the DSS-2846 should be put in the "NYC Basket"
located in the Intake Unit for data entry.

Mark Lacivita, Director of Adm nistration
Ofice of Adninistrative Hearing
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