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Chapter DWD 17
W-2 WORKER TRAINING

DWD 17.01 Introduction. DWD 17.05 Trainer qualifications.
DWD 17.02 Definitions. DWD 17.06 Local responsibility for implementing updates.
DWD 17.03 Initial W-2 worker training. DWD 17.07 Reports and records.

DWD 17.04 Ongoing training for experienced W-2 workers.

Note: Chapter HSS 217 as it existed on October 31, 1999 was repealedemd a  (8) “New resource specialist” means a person whko
chapterDWD 17 was created fetctive November 1, 1999. employedby a W-2 agency directly or by subcontract as a
) resourcespecialist who has not completed the initial resospee
DWD 17.01 Introduction. (1) AUTHORITY AND PURPOSE. cjalist training, including a permanent employee who transfers
This chapter is promulgated under authority set forth 49.143 into a resource specialist position and who has not completed ini
(2) (c), Stats., to ensure theaich financial and employment plan tia| resource specialist training within the previous year
ner, resource specialist, and supervisor employed by a W-2gm «participant’ means an individual who participates in
agencydirectly or by subcontract has successfully complatedany component of the Wconsin works program.
training program to achievacceptable W-2 worker job perfor (9) “Resourcespecialist’ means a worker employed by is-W

mance.Successful completion of prescribed training is require nsin works agency who performgplicationentry provides an

for all new W-2 workers. The department shall make ongoifig. : -
training available for experienced \R/—Z workers. 90 Sitial assessment of a potential W-2 applicameds, makes

. . , referralsto service providers, or evaluates an individuaged for
(2) AppLicasILITY. This chapter applies to W-2 agencies anfl/_2 “Resource specialist’ may also include a workeployed
the financial and employment planners, resource specialists, %Xjan agency contracted with the department to provide access
r

supervisorswho are employed by those agencies directly or R vices.
subcontract. « iear” 4906NSi
History: Cr. Register October 1999,No. 526, eff 11-1-99;CR 02-050: am. (9m) “Supervisor’'means a worker employed by nsin

RegisterJanuary 2003 No. 565 fe2-1-03;CR 06-044: am. Register November Works agency directly or by subcontract who supervises W-2
2006No. 611, eff. 12-1-06; corection in (1) made under s. 13.92 (4) (b) 7., Stats. financialand employment planners or resource specialists.

(10) “Wisconsin works” or “W-2" has the meaning given in

DWD 17.02 Definitions. In this chapter: s. DWD 12.03 (37).
(1) “Automatedsystem” means a computer—supported pro Note: “Wisconsin works” or “W-2" is defined in s. DWD 12.03 (37)isWAdm.
cessused by the department, including CARES. Code, as “the assistance program for families with dependent children, administered

“ " s . underss. 49.141 to 49.161, Stats.”
(2) “CARES” means the departmesitautomated client (11) “Wisconsin works agency” or “W-2 agency” has the
assistancéor re—employment and economic support. meaninggiven in s. DWD 12.03 (38).
Note: CARES:is the automated system used by DWD to determine eligiloiity Note: “Wisconsinworks agency” is defined in s. DWD 12.03 (38)isWAdm.

culatebelr?eflts, and retain data fo‘r‘ w-2. . Code,as “a person, county agentsibal governing bodyor a private agenogon
(3) “Casemanagement” means the family—centered and goatactedunder s. 49.143, Stats., by the department to admithst&isconsin works

Orientedprocess for assessi[fga needs of a W-2 group membeprogramunder ss. 49.141 to 49_.161, Stats., and DWD 12. If no contract is awarded
and his or her family for employment, training, and supportiv@”defz' 4?;\1/3?:25;61“5”(:1‘%’60”?” works agelncy mceia.”s tthe d'i.panmlem' terials”
servicesand assisting the W—2 group member in obtaining ser (12) andbooks, manuals, and Instructional materials
vicesto achieve self-sfitiency. meansdepartment-issued handbooks, manuais, memos that

B " . . areaddressed to W-2 agencies antiforth eligibility and benefit
forc(:i) dg/eepl)gpr)tr:wn:r?tt means the Wconsin department of Work ¢ (jteriaand case maintenanaad case processing information for

B . . . ., Wisconsinworks.
(5) “Experienced financial and employment planner” or  (13) “w-2 worker” means a resource specialist and a finan
“experiencedFEP” means a FEP employed by a W-2 agengyy| and employment planner

directly or by subcontract who has completed initial FEP training. pistory: cr. RegisterOctober 1999, No. 526, &f11-1-99; CR 02-050: (4) and

. . [T ) to (15), renum. (5), (16) ar(d7) to be (4), (10) and 1}, cr. (5) to (9), (12) and
(6) Experlencedresource speC|aI|st means a resource sp 3) Register January 2003 No. 565, 8F1-03;CR 06-044: am. (5), (6), (7) and

cialist emp|0yed by a W-2 agency who has completed initigh)’cr. (7m). (8m) and (9m), Register November 2006 No. BEff. 12-1-06.
resourcespecialist training.

(7) “Financial and employment planner” 6FEP” means a  DWD 17.03 Initial W-2 worker training. (1) FEPSAND
casemanager employed by ai¥onsin works agency directly or RESOURCESPECIALISTS. (a) The department shall make initial W—2
by subcontract whdetermines eligibilityassists in the process ofWorker training available tmew FEPs and resource specialists
determiningeligibility, or performs case management functionglirectly or through contractors. The W-2 agency shall ensure that
“FEP” includes a case manager wiecializes in employment €achFEP and resource specialist completes the deparsmgnt’
attachmentnd retention, assists W-2 participants with speciifl training during the first 6 months of employment.
needspr assists W—participants with the Supplemental Security (b) No FEP may make independent decisions related te eligi
Income (SSI) and Social Security Disability Incon{&SDI) bility or perform case management functions until the initial W—2
applicationprocess. training for new FEPS is successfully completed.

(7m) “New financial and employment planner” or “new FEP” (c) No resource specialist may make independent decisions
meansanindividual who is employed as a financial and employrelatedto providing an initial assessment of a potential W-2 appli
mentplanner by a W-2 agencgiirectly orby subcontract, and cant'sneeds, making referrals to servimeviders, or evaluating
who has not completed the initial FEP training. “New FEPanindividual’s need for W-2 until the initial W-2 training for new
includesa permaneremployee of the W-2 agency who transferéesourcespecialists is successfully completed.
into a FEP position and who has not completed initial f&Ring (d) To successfully complete the initial W-2 training, a new
within the previous year FEPor resource specialist shall attend all class hours and shall par
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ticipate in all instructionalactivities. The W-2 agency shall (c) Explain how training will address the interpersonal and
develop evaluation strategies to ensure that the new FEP casemanagement skills needed to perform the W-2 function.

resourcespecialist achieves a minimum standard of competence. () Specify the number of hours of supervised practical experi
(Im) SuperVISOR. A supervisor whas employed on or after ence, including the use of automated systems, Wpr8gram

Decemberl, 2006, to supervise FEPS or resource specialists sipallicy and procedurepplication, and case management tech

completethe departmerg’new worketraining for the job func niques.

tion of the workers that the supervisor is supervising during the (e) |ndicate the length of the training program.

first 6 months of employment, unless the supervisor woiked f D ibe how | . ilb luated

thatjob function withinone year prior to the date of hire as a super (f) Describe how learning will be ey:al uated. L

visor. If a supervisor supervises both FEPs and resource special(9) Include the name, address, posititie, and qualifications

ists, the supervisor shall be required to comptheFEP training Of each trainer
only. Note: Send the proposed W-2 training implementation plan to: BW-2 Partner
Training Section, DWD Division of Wrkforce Solutions, .B. Box 7972, Madison,
(2) StanDARD CURRICULUM. (&) The department shall developwi 53707-7972. A copy of the departmerttaining schedule for new aedper

a standardized curriculum for training new FEPs and resourgeedworkers may be obtained by writing the abawkiress or by accessing the
specialists The standardized curriculum shall include course ureauof Wisconsin Wrks Partner faining website at http://mwwawd.state.wi.us/
independenstudy and closely SUPerV_ised practical experience Histdry: Cr. RegisterOctobey 1999, No. 526, &f11-1-99;,CR 02-050:.rand
and shall ensure that learning objectives support an acceptafale Register January 2003 No. 565, 81-03;CR 06-044: t and recr. (1) and
standardbf competency at completion. The curriculum magy ~ (3). ¢r. (Am). (2) (@) 5g., Srand 6. d., am. (2), (a) (ino.), 1. and 4., 6a. and b,
dependingpn JOE funct?/on and r%ay include the foIIowing: W (4) (intro.), r. (2) (b) and (c), Register November 2006 No. Bleff. 12-1-06.

1. Program philosophy emphasizing W-2 as a work program. DWD 17.04 Ongoing training for experienced W-2
2. Policy and procedure in W-2 handbooks, manuais, workers. (1) STANDARD CURRICULUM. The department shall

instructionalmaterials. developan ongoing course or courses for supervisors, experi
3. Eligibility determination. encedresource specialists, and experienced FEPs and shall make
4. Automated systems used in the W-2 program. the course or courses available each year directtiarough con

tractors.The department shall annually define requitraihing
coursesand develop a standardized curriculum for each job-func
tion as needed. The curriculum shall include the following:

5. Interpersonal skills needed to perform W-2 functions.
5g. Civil rights compliance, cultur@wareness, and diversity

Issues. (a) Refresher material on W-2 policy and procedure

5r. Compliance withthe Americans with Disabilities Act . policy P ’
(ADA). (b) Automated systems used in the W-2 program.

6. Case management information and skills, including: (c) Interpersonal skills needed to perform W-2 functions.

a. Employment and training information for W—2 partici | (cg) Civil rights compliance, cultural awareness, and diversity
pants,including job readiness assessment, skills traiopyprty  1SSU€s.
nities, job search activities, labor market information, career-plan (cr) Compliance with the Americans with Disabilities Act
ning, and job retention skills. (ADA).

b. Special needs of the W-2 participanadamily member (d) Enhanced case management information and skills, includ
asthose issues faict the W-2 participarg’employabilityinclud  ing:
ing substance abuse, domestic abuse, and physical or mental dis1. Employment and training information for W-grtick

abilities. pants,including job readiness assessment, skills traiopyprtu
c. Community resources and supportive services availablertities, job search activities, career planning, labor market-infor
assistW-2 participants. mation,and job retention skills.

d. Collaboration and coordination with local child welfare 2. Special needs of the W-2 participanadamily member
agencies. asthose issues fact the W-2 participarg’employability includ
(3) DOMESTICABUSE TRAINING. (a) A FEP shall complete 12 ing substance abuse, domestic abuse, and physical or mental dis
hoursof training in domestic abuse awareness within the first yealpilities.

of employment, including case managemsinategies and the 3. Community resources and supportive services avaiable
department'comprehensive screening tool. assistW-2 participants.

(b) A resource specialist shall complete 6 hours of training in 4. Collaboration and coordination with local child welfare
domesticabuse awareness within the first year of employmentagencies.

() A supervisor who is required to take thitial W-2 training  (2) CompaARABLE TRAINING. A W-2 agency may develop its
under sub. (1m) shall complete domestic abuse awareness traigifg training to implement the standardized curriculum under sub.
for the job function of the workers who the supervisor is supervig ), with approval by thelepartment. A W-2 agency that chooses
Ing. notto participate in training &red by the department or its eon

(4) ComPARABLE TRAINING. A W-2 agency may develop its tractorsshall submit a training implementation plan to the depart
own training to implement the standardized curriculum under subentfor approval ateast 45 days before the planned start date of
(2), with approval by the department. A W-2 agency that choogeaining. Training plans shall be submitted to the department on
not to participate in the initial training for new W-2 workersan annual basis. The plan shall:
offeredby the department or its contractors shall submit a training (3) Specify the number dfours of classroom training, inde
implementationplan to the department for approval at least 48andentstudy planned exercises, and activities.

daysbefore the planned start date of the trainingining plans . o
shallbe submitted to the departmentamannual basis. The plan  (°) Indicate the length of the training program.
shalldo all of the following: (c) Describe how learning will be evaluated.

(a) Specrfy the number dfours of classroom training’ inde (d) |nC|U_de the name, address, pOSiIﬁidB, and qualiﬁcations
pendentstudy planned exercises, and activities. of each trainer

_ . . ote: Send the proposed W-2 training implementation plan to: BW-2 Partner
(b) State how W-2 handbOOKS' manualsv and 'nStrUCt'onﬁgi‘ningSection, DWD Division of Wrkforce Solutions,.B. Box 7972, Madison,

materialswill be used. WI 53707-7972.
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A copy of the departmesttraining schedule for new and experienaenkers  Friday inJanuary of each calendar year a report that documents
may be obtained by writing the above addresby accessing the Bureau ofsgbn-

sinWorks Partner faining website at http://wwwd.state.wi.us/dwspts. training completed by all supervisors, nmd_eXperienced .FEPS,

; Hist)ory:( )Cr. Regist?zr)()ctgbe(rsl)gggd No. Eg)e,(_efn;%z—}gg; CR 023050: am. 0%% andnew and experienced resource specialists duringréwous
intro.) to (c), renum. (2) to be (3) and am. intro.) egister January ; ; ; i

No. 565, ef. 2-1-03,CR 06-044: am. (1) (into.) and (a), (d) 1. and 2.. (1) (cg) calendaryegr Th_e report shall |np|ude information on training

and (cr), (d) 4., r. (2), renum. (3) to be (2), Register November 2006 No.16:ff.  receivedby individualsemployed directly by the W-2 agency and
2

12-1-06. individualsemployed by the W-2 agensysubcontractors.

DWD 17.05 Trainer qualifications. The department (2) RePORT OF INITIAL W-2 WORKER TRAINING. Each W-2
shallensure that the person doing the training has: agencyshall submit to the department by the first dayeath

(1) Knowledge of the programs and procedures in which titgontha list of supervisors, FEPs, and resource specialists who are
personwill conduct training as evidenced by prior experience @equiredto complete initial W—2 worker training, including indi
education. viduals employed directly bythe W-2 agency and individuals

(2) Experienceor education in training techniques adult  employedby the W-2 agency’ subcontractors.
education. . .
History: Cr. RegisterOctober 1999, No. 526, 611-1-99. (3) PersoNNELFILE. Each W-2 agency shall include in the

personnefile of all newand experienced W-2 workers informa
DWD 17.06 Local responsibility for  implementing tion needed todocument successful completion of training,
updates. Each W-2 agency shall ensure that all W-2 workefiscluding thetitle of the training program, dates of training, train
aretrained in a timelynanner on all W-2 policy and proceduresr's or sponsoring ganizations name, number dfours of train

andautomated system updates that are issued by the departn]ﬁalt.and location oftraining. The W—2 agency shall make the
Note: These updates include Handbook and Manual releases, DWS Administra:

tor's Memos, and Operations Memos. raining records available to the department upon request.
History: Cr. Register October 1999,No. 526, eff 11-1-99;CR 02-050: am. Note: Send the monthly list of W-2 workers who are required to complete initial

RegisterJanuary 2003 No. 565,fe2-1-03;CR 06-044: am., Register November W-2worker training and the annuadport on training to the appropriate Regional
2006No. 61, eff. 12-1-06. ContractAdministrator

History: Cr. Register Octobey 1999,No. 526, eff 11-1-99; CR 02-050: am.
DWD 17.07 Reports and records. (1) ANNUAL REPORT.  RegisterJanuary 2003 No. 565 fe2-1-03:CR 06-044: am. (1) and (2), Register

EachW-2 agency shall submit to the department by the secamslember2006 No. 61, eff. 12-1-06.
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