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17 DEPARTMENT OF HEALTH SER/ICES DHS 254.03

Chapter DHS 254
IM WORKER TRAINING

DHS 254.01 Introduction. DHS 254.05 Trainer qualifications.
DHS 254.02 Definitions. DHS 254.06 Local responsibility for implementing updates.
DHS 254.03 Initial income maintenance training. DHS 254.07 Reports and records.

DHS 254.04 Ongoing training for experienced IM workers.

Note: Chapter DWD 23 was renumbered Chapter HFS 254 under s. 13.93 (2m)(10) “Income maintenance worker” or “IMvorker” means a

(b) 1., Stats., and corrections were made uad&8.93 (2m) (b) 6. and 7., Staleg- :
isterMarch 2004 No. 579Chapter HFS 254 was renumbered chapter DHS 254 uno%?rsonemployed by a county governing body of a federally rec

5.13.92 (4) (b) 1., StatsRegister January 2009 No. 637 ognizedAmerican Indiarwhose duties include determinations or
redeterminationsf income maintenance program eligibility
DHS 254.01 Introduction. (1) AUTHORITY AND PURPOSE. (11) “New IM worker” means a person who is employed by

This chapter is promulgated under authority set forts.49.78 3 countyor tribal agency as an IM worker on or after December
(3), Stats., to ensure that each income maintenance workefgggincluding a permanent employee who transfers into an IM

employedby acounty o tribal agency has successfully completgglorker position and who has not completed initial income mainte
atraining progranto achieve acceptable IM worker job pe“forraancetraining.

mance. Successful completion of prescribed training is require

for all new IM workers. The department shall make ongoing-train, (12). “Tribal agency” means an agendgsignated by the
ing available for experienced IM workers. electedtribal governing body of a federally—recognize&s@dn-

(2) AppLicABILITY. This chapter applies to county and tribagm Indian tribe or band and contracted by the department to

. int iaad the i int K dministeran income maintenance program.
Incomemaintenance agenciaa € Income maintenance wor History: CR 02-050cr. Register January 2003 No. 5&. 2-1-03; corrections

ersemployed by those agencies. in (5), (8) and (12) made underl®.92 (4) (b) 6.Stats.Register January 2009 No.
History: CR 02-050cr. Register January 2003 No. 5&&. 2-1-03. 637.

DHS 254.02 Definitions. In this chapter: DHS 254.03 Initial income maintenance training.

(1) “Automated system” means a computer—supported pr¢l) The department shall make initial IMorker training avail
cessused by the department and the department of workforalle to new IM workers directly or through contractor$he
developmentincluding CARES. countyor tribal shall ensure that each new IM worker completes

(2) “CARES” meansthe department of workforce develop the departmens initial training during the first 6 months of
ment’sautomated client assistance for re—_employmenteaod employment.

nomic support. (2) Thenew IM worker may not make independent decisions
Note: CARES is the automated system used by DWD and DHS to determine ?lég}atedto eligibility for income maintenance programsperform

gibility, calculate benefits, and retain data for income maintenance programs an . . P H
W=2. casemanagement functionmtil the initial income maintenance

(3) “Casemanagement” means the family—centered and godl@ining is successfully completed. Successful completion
orientedprocess for assessing the needs of an IM group memRiuiresattendance for all class hours ameblvement and partic
and his or her family for employment, training, and supportivéationin all instructional activities. The county or tribal agency

servicesand assisting the IM group memlieobtaining services shall develop evaluation strategies to ensure that the new IM
to achieve self-sfitiency. worker achieves a minimum standard of competence.

(4) “County agency” means the agency established under s.(3) The department shall develop a standardizediculum
46.215 46.22 or46.23 Stats. for training new IM workers. The approved curri_culmtmall _
(5) “Department’means the consindepartment of health includecourses, independent styeyd closely supervised practi
services. cal experience that total at least 100 hours and shall ensure that
(6) “Eligibility determination” means the act or procys Iearnlngob_jectlves support an acceptable standa(d of competency
¢ atcompletion. The curriculum may vary depending on job-func

which the situation of a person or a grougdnpared to a set of < d includ il i d d
standardgo determine whether the person or group meets the &N @nd may include program philosoppylicy and procedure,

teriafor receiving a specific type of income maintenance. eligibility determination, case management, interpersonal skills,

(7) “ExperiencedM worker” means an IM worker employed andautomated systgms. ) .
by a countytribal or W—2 agency before December 1, 1999, or an (4) A county or tribal agency may develop its own training to
IM worker who has completed initial income maintenance-traitinPlement theDHS standardized curriculum under s(8), with
ing. approval by the departmgnt. A county or tribal agency that
(8) “IM handbooks, manuals, and instructionaterials” choosesot to participate in the initial training for new IM werk

meansincome maintenance handbooks, manuals, and memos fiigtffered by the department or its contractors shall submit a
areissued by the department of health servies addressed to r@ining implementatiorplan to the department for approval at
countyand tribal agencies and set forth eligibility and benefit cri€ast45 days before thelanned start date of training.ralning
teriaand case maintenance and case processing information Plansshall be submitted to the department on an arbass. The

(9) “Income maintenancedr “IM” has the same meaning asplan shall.

sincome maintenance program” in49.78 (1) (b) Stats. (a) Specify the number d_fours of class_,rp_om training, inde
Note: Sectio49.78 (1) (bjprovides that: pendentstudy planned exercises, and activities. .

“Income maintenance program’ meatise Medical Assistance program under (D) State how IM handbooks, manuals, and instructional-mate

subch 1V, the Badger Care health care program undé9.665 the food stamp pro  rials will be used.

gramunder7 USC 201 to 2036 except for the employment and training program (c) Explain how training will address the interpersonal and

describedn s.49.79 (9) or the cemeterjuneral, and burial expenses program under . .
5.49.785" casemanagement skills needed to perform the IM function.
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(d) Specify the number of hours of supervised practical experi (d) Include the name, address, positiitle, and qualifications
ence,including the use addutomated systems, IM program policyof each trainer
andprocedure application, and case management techniques. Note: Send the proposed IM training implementation plan to: DHS iadriing
(e) Indicate the Iength of the training program. Co'_c:_rdlnat.()rl W Wilson Street, Room 1050, Madison, WI 53702.
(f) Describe how learning will be evaluated. istory: CR 02-050cr. Register January 2003 No. 5. 2-1-03.

(9) Include the name, address, positide, and qualifications  pys 254.05 Trainer qualifications. The department
of each trainer

T , shallensure that the person doing the training has:
Note: Send the proposed IM training implementation plan to: DHS idnihg . .
Coordinatoy 1 W. Wilson Street, Room 1050, Madison, WI 53702. (1) Knowledge of the programs and procedures in which the

History: CR 02-050cr. Register January 2003 No. 5&F. 2-1-03; correction  personwill conduct training as evidenced by prior experience or
in (4) (intro.) made under $3.92 (4) (b) 6.Stats.Register January 2009 No. 637 adqycation.

DHS 254.04 Ongoing training for experienced IM (2) Experienceor education in training techniques adult
workers. (1) The department shall develop an ongoing courgslucation. )
or courses for experienced IM workers and shall makedbese ~ History: CR02-050cr. Register January 2003 No. 568. 2-1-03.
or courses available each year directly or through contractors.
The department shall annually define required training cours §
anddevelop a standardized curriculum for each job function g
needed. The curriculum shall include the following: R
(@) Policy and procedure in IM handbooks, manuals, an
instructionalmaterials. ! ilue_dby the department. -
. ote: These updatemclude Handbook and Manual releases, Administrator
(b) Automated systems used in IM programs. Memos,and Operations Memos.
(c) Interpersonal skills needed to perform IM functions. History: CR 02-050cr. Register January 2003 No. 5&&. 2-1-03; correction
(d) Enhanced case management information and skills, incliigrdeunder s13.92 (4) (b) 6.Stats. Register January 2009 No. 637
ing:
1. Programmatictechniques that provide intermediate or DHS 254.07 Reports and records. (1) ANNUAL REPORT

advancedraining in skills thaensure accuracy in program deliv OF ALL IM WORKERTRAINING. Each county or tribal agency shall
ery. g Y in prog submitto the department by February 1 of each calendar year a

2. Specialneeds of the IM recipient or a family memberreportthat documenttraining completed by all new and experi

including substance abuse, domestic abuse, and physical er ed IM workers during the previous calendar.year
tal disabilities. (2) ReporTOF INITIAL IM WORKER TRAINING. Each or tribal

3. Community resources and supportive services availableagencyshall submit to the department by the first dayeath
assistiM participants. montha list ofIM workers who are required to complete initial IM

(2) A county or tribal agency may develop its own training tyOrKer training. _
implementthe DWD standardized curriculum undeb.(1), with ~ (3) PERSONNEL FILE. Each county or tribal agency shall
approval by the department. A county or tribal agency thadfcludein the personnel file of all new amdperienced IM work
choosesot to participatén training ofered by the department or ers information needed to document successful completion of
its contractors shall submit a training implementation plahéo {training,includingthe title of the training program, dates of train
departmentor approval at least 45 days before the planned sti, trainers or sponsoring granization$ name, number of hours
date of training. Taining plans shall be submitted to the depar®f training, and location of training. The county or tribal agency

DHS 254.06 Local responsibility for implementing
dates. Each county otribal agency shall ensure that new and
XperiencedM workers are trained in a timely manner on all IM
licy and procedure and automated system updatesatbat

ment on an annual basis. The plan shall: shallmake theraining records available to the department upon
(a) Specify the number dfours of classroom training, inde request. _ _ o
pendenlstudy planned exercises. and activities Note: Send the monthly list of IM workers whawe required to complete initial
- o . IM worker training and the annual report on training to: DHS iMriing Coordina
(b) Indicate the length of the training program. tor, 1 W. Wilson Street, Room 1050, Madison, W1 53702.
(c) Describe how learning will be evaluated. History: CR 02-050cr. Register January 2003 No. 5&%. 2-1-03.
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