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Rule Writing & Workflow

Finding the Rule to Change:
Changes in legislature necessitate changes to various rules.  When those
changes occur rule-writers must update the rules to reflect the new legislature.
In order to do so, rule writers first have to find the rules they need to change.
They do this by searching both their rule book and the rules online – it is easier
finding the information on the printed document so they often prefer starting with
the book.

After looking at the rule-book they locate the rules on their shared directory (PPP
Library > Rules > Current and navigate to the appropriate section).  They will
them do a word or phrase search on the folder in order to find the sections
affected (and often print each search screen so they can retrace that search).

Writing the Bulletin:
Once they find the affected sections they copy the rule to their hard drive. At this
point they are ready to write the Bulletin. They will open a blank bulletin template
(it appears that users have their own customized Bulletin Cover Sheet).

After the Bulletin has been completed, the writer will send it by email to the
administrative staff as well as distribute to their colleagues for comments.
It is a challenge for writers dealing with multiple edits on the same section – the
document can get very complicated since they could have as many as 15 editors.

Receiving Comments:
These comments are received back in a variety of formats:

 Handwritten (half of them)
 Using the Review function in word
 Marked electronically on the document but without using the track changes

function
 A typed note- not on the document itself

Writers will then have to consolidate all the comments and annotate the
document so they know who added each comment.

Attaching APA Pages:
After all changes have been consolidated writers attach the APA pages, most of
which are cut-and-paste from the Bulletin cover sheet except for the “Economic
Impact”. The APA pages also contains a  background summary  which has to be
edited down to 150 words. The Draft Bulleting and the APA pages are then sent
the Draft to MAB.

Public Hearing & Comments:
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All rules must be printed in the newspaper and public hearings are held. The
public sends comments (via email or regular mail) and these comments, along
with a response to them, are incorporated in the document. The rule is amended,
if necessary, and then send again to the internal staff.

Signature Route & Committees:
The document is then send for signature and send to the SOS and other
committees. A rule process section is added (the rest is identical to final
proposed)- half of the time there are changes that need to be made and then it
becomes Final Adopted, signed, published, and saved. Keep in mind that many
of these signatures must be added manually, which means that these documents
must be physically presented for signature.

Filling Schedules:
At the beginning of each year  the filling schedules are put together. Currently
this schedule is maintained by the administrative secretary. Each time a rule
needs to be updated, a timeline is created for that rule filing, based on the dates
of the filing schedule.  The rule-schedule shows at which date each step needs to
be completed in order to adhere to the filing schedule.

User Types

Super Users (writers, policy analysts, operation managers)

Part of their job is to change / explain the rules internally and to the districts.
They are very well versed on the rules, keep up with the updates, have
developed their own system of finding them. Looking at the rules is not
something they can choose to do or not – they have to on a daily basis. Super
users use the computer with great ease and have no difficulty navigating the rule
categories. They can quickly figure out where a rule might be and find it relatively
easily. Still, they find the rule index cumbersome and non-intuitive. They make
many notes and highlights on their own rule book as well as keep related
information filed next to each rule (memos, emails, training material, etc). They
have been with the department for at least 5-6 years, most of them for longer.
Their tasks are many-fold but can be summarized as:

1. Find rules to apply changes
2. Find rules for which they need to provide clarifications
3. Cross reference rules
4. Find old rules (and bulletins)
5. Make edits / changes on rules
6. Communicate with their internal staff edits on draft rules
7. Incorporate comments and edits to draft/proposed rules
8. Create Bulletin & APA cover sheets
9. Follow and steps and keep track of change rule process & filing schedule
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Active Users (district directors, district assistant directors, supervisors)

All district directors and supervisors access rules daily. They are responsible for
clarifying rules to their staff, as well as communicating to them any updates. This
user-group’s rule books vary greatly in how updated they are. Some tend to be
very well updated while others are not so diligently updated.  This group not only
often references their training material and quick-guides, but often creates those
guide-sheets (also called quick-guides or cheat-sheets). They will create these
guides when they see that their staff had recurrent questions or a pattern of
errors.

They are generally well versed in the rules, they know where to find what and
how. Although they could send comments to changing rules they almost never
have time to do. They typically have been with the department for at least 5-6
years. It takes about 2-3 years for someone to know all the programs so

1. Find rules related to questions their staff has
2. Find updated rules for themselves & staff
3. Communicate updates to their staff
4. Create guide-sheets for their staff
5. Educate/ mentor their staff

General Users (eligibility specialists)

Most Eligibility Specialists rarely use their books. Many, especially in the districts,
do not have their own copies. If they have any questions they first tend to look at
their training manual, ask a colleague, look at the intranet at the guide-sheets,
FAQ and AHRD training material. As their last resort they will ask their supervisor
for a clarification. They find the rule books daunting and do not know how to
navigate them.  They typically have a 700-900 case load, so how long they
spend in each case is critical for them. It is faster for them to ask a supervisor
than try to navigate the rules.  The average eligibility specialists needs 2-3 years
to fully learn all the programs. In the first 6 months of their employment they meet
daily with their supervisor and mentor and have them review all their cases.

1. Get information on a rule that relates to a case they work on
2. Look up training materials, guide-sheets

Addendum

0.0 Related references
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1.0 Food Stamps Guide-Sheets developed by district
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1.1 Food Stamps Guide-Sheets developed by district
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1.3 Guide-Sheet developed by district to clarify Refugee Medial Assistance Rules
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1.4 Frequently used Guide-sheets hanging from desk drawer
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2.0 Highlights on the Vermont interpretation of a rule – often those are buried
deep in a document
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2.1 Important and often used sections highlighted
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2.2 Important and often used sections highlighted
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3.0 Clarifying note on rule, as understood by district during management meeting
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3.1 Reference to related memo
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4.0  User created tabs for rule sections

5.0 Clarifying email filed next to related rule
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5.1 Clarifying email filed next to related rule

6.0 On the wall Frequently Asked Questions ...
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6.1 Variation of the on the wall Frequently Asked Questions ...
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6.2 The paper-full office: piles are organized according to program
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7.0 District Library where updated rules and procedures are kept. Few Specialists use
them.


