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HSS 217.01 Introduciion. {1) AUTHORITY AND PURPOSE. This chapter is
promulgated under authority set forth in 5.46.083(2), Stats., to ensure -
that each income maintenance worker employed by a county or tribe has
successfully completed a training program to achieve acceptable IM
worker job performance, ineluding to accurately determine and redeter-
mine efigibility for income maintenance programs, Successiul comple-
tion of preseribed training is required for all new IM workers. The de-
partment is to make refresher training on error-prone policies and

interpersonal skills available for experienced IM workers.

(2) APPLICABILITY. This chapter applies to county income mainte-
nance agencies, tribal income maintenance agencies and the income
maintenance workers employed by those agencies, -

History:._Cr. Register, January, 1991, No. 421, eff. 2-1-91,
HSS 217.02 Definifions. In this chapter:

(1) “AFDC” means aid to families with dependent chiidreﬁ, a public-
assistance program under Title IV-A of the Social Security Act of 1935,
as amended, and s5.49.19 to 49.41, Stats, ' .

(2) “Case maintenance’ means reviewing all incoming information for
arecipient of income maintenance and making a redetermination of eligi-
bility based on changed cireumstances of a recipient to ensure that the
recipient continues to receive the proper benefit level and is in fact eligi-
ble for continued benefits, B _ T

(8} “‘Case processing” means all of the contacts, completion of forms,
referrals and verification of information which are condueted in conjunec-
tion with making a determination of the eligibility of an appliéant for
income maintenance or a periodic complete redetermination of the eligi-
bility of a recipient of income maintenanee, = T

(4) “CRN” means computer reporting network, the department’s
computerized system which, using data provided by applicants, elec-
tronically determines the eligibility of applicants for income mainte-
nanee, calculates benefit amounts, produces benefit documents and elec-
tronically retains data in historical files. : )

{6) “Céunty agency’’ means the ageney established under 5.46.215,
46.22, or 46,23, Stats. .

(6) “Department” means the Wisconsin department of health and so-
cial services.

{7) “Determination of eligibility”” means the act or process by which
the situation of a person or a group is compared to a set of standards to
determine whether the person or group meets the criteria for receiving a
specific type of income maintenance, :
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(8) “Experienced TM worker’” means an IM worker employed by a
county or tribal agency before February 1, 1991, or an IM worker who
has comple_ted__i_nitial income maintenance trainir_xg.

(9) “Food stamps” méans an assistance'program under 7 USC 2011 to
2029, as amended

(10) “Income mamtenance or “IM” means AFDC, MA, food stamps' '

or RNIP,

(11} “IM handbooks, manuals and instructionaI materials" means de-
partment-issued income maintenance handbooks, manuals and memos
addressed to county and tribal agencies which set forth eligibility and
benefit- criteria for AFDC, MA, feod stamps and RNIP, and case
processing and case mamtenance mformatnon :

(12) “Income maintenance worker” or “IM worker” means a person
employed by a county agehcy or tribal agency whose duties, as specified

in his or her position deseription, include determination or redetermma-

tion of income maintenance program eligibility and beneﬁts

Nole: An “income maintenance worker” in a particular countly may have a different job
title, such as economic support specialist. : .

(13) “Initial income maintenance training” means an approved currie-

ulum of courses, independent study and closely supervised practical ex-

- perience which totals at least 100 hours, and which includes training in
}mth mterpersonal and techmcal skills needed to perform the TM
unction. .

(14) “Medlcal assnstance” or “MA’ means an asmstance program op-
erated by the department under Title XIX of the Social Security Act of
1935, as amended, and $s.49.43 to 49.497, Stats,

(15) *New IM worker'’ means a person who is employed by a county
or'tribal agenéy as an IM worker on or after February 1, 1991, including

a permanent employe who transfers into an IM worker posntmn and who _

has not completed initia} income maintenance training.

{16) “Ongomg trammg means refresher training and trammg m in-
terpersonal skills.

an: “Redetermmatlon of ellglblhty” means a periodic compiete re-

view of the eligibility of an IM recipient or a review of eligibility based on-

changed c1rcumstances of the recipient,

(18) “Refresher training” means tralmng ON error-prone and difﬁcult
IM policies. :

(19) “Regional training consortium” means a group of county and tri-
bal agencies in a multi-county area of the state constituting a region for
the department for administrative purposes, which partlmpate together
in training programs provided by the department.

{20) “RNIP" means relief of needy Indian persons, an assistance pro-
gram under 5.49.046, Stats,

(21) “Successful completion of TM tralmng for new IM workers”
means attendance for all class hours, participation in classroom training,
and the completion, as determined by the department or through evalua-
tion strategies developed by a county or tribal agency to ensure that a
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minimum standard of competence is achieved, of all activities that are to
take place before and after the instructional part of the training but that
are administered as part of the training. -

(22) “Successful completion of IM training for experiencedIM work—
ers” means attendance at refresher or interpersonal skill courses and par-
ticipation in training activities administered as a part of the training.

(23) “Training program’ means a course of instruction that meets ed-
ucational objectives to ensure that mlmmum standards of competence
are achieved.

(24) ""Tribal agency” meansan agency designated by the elected tribal
governing body of a federally-recognized Wisconsin Indian tribe or band
to administer AFDC, MA, food stamps and RNIP.

History: Or. Register, January, 1921, No. 421, eff, 2-1-91.

HSS 217.03 Trammg requiremenis for income inainienance workers. (1)
IM WORKERS WHO BEGIN EMPLOYMENT ON OR AFTER FEBRUARY 1, 1991,
Each new worker shall complete the department’s initial IM tralmng
program under s, HSS 217.04(1) and (2) or a county or tribal agency
initial IM training program approved under s. HSS 217.04(4) during the
first 6 months of emploiment Until the initial training program is com-
pleted, the new IM worker may not make independent determinations or
redeterminations of eligibility for income maintenance programs.

(2) IM WORKERS EMPLOYED BEFORE FEBRUARY 1, 1991, AND OTHER
EXPERIENCED IM WORKERS. Each experienced IM worker shall complete
ongoing training specific to income maintenance eligibitity determina-
tions and redeterminations each calendar year if the worker was an expe-
rienced IM worker for the entire year.

History: Cr. Register, January, 1991, No, 421, eff, 2-1-91.

HSS 217.04 Initial {raining. (1) SPANDARDIZED CURRICULUM. The de-
partment shall develop a standardized curriculum for training new IM
workers. The curriculum shall ensure that a minirum standard of com-
petlen&:e is achieved if the training is completed. The eurriculum: shall
include:

(a) Policies and procedures set out in IM handbooks, manuals and in-
structional materials;

{b) Interpersonal skills needed to perform IM functions;
(¢) CRN case processing and maintenance exercises in the classroom;

{d) Manual case processing and maintenance exercises in the
classroom;

(e} Specialized case maintenance applications such as income hudget-
ing, granting of medical assnstance eligibility extensions and recovery of
overpayments; and .

{£) On the job training techniques, including case processing and main-
tenance supervised by the county or tribal agency.

(2) TRAINING AVAILABILITY. The department shall make initial IM
worker training available to new income maintenance workers direetly
or through regional training consortia.
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-(3) EVALUATION OF LEARNING. The department shall develop a means
of evaluating progress in learning, including instruments for review and
measurement of the progress made and mastery of materials attained by
trainees in an initial training program.

(4) COMPARABLE COUNTY AGENCY OR TRIBAL AGENCY CURRICULUM AND
TRAINING, ) )

(a) Alternative curriculum. A county or tribal agency may develop and
make available for its IM workers its own training program, If it does, it
may use the standardized curriculum under sub. (1) or develop its own
curriculum. If it develops its own eurriculum, that curriculum shall be
comparable to the curriculum under sub. (1} and shali be approved by
the department for comparability. -

{b) Training implemeniaiion plan. A county or tnhal agency that
chooses not to participate in department training offered by department
staff or through a regional training consortium shall develop a plan fo
implement either the standardized eurriculum under sub. (1) or its own
comparable curriculum approved by the department. The implementa-
tion plan, which shall include any proposed alternative curriculum, shatl
be submitted to the department for approval at least 45 days before the
planned starting date of training, when it is first oﬁered and annually
after that. The plan shall: i .

1. Specify the content and number of hours of -classroom trammg and
mdependent study, and planned exercises and tests; _

b 2 Siaate how IM handbooks, manuals and 1nstructlonal materlals w:ll‘
e 11se . . . .

3. Explain how training wxll addreSs the interpersonal skills néeded to
perform the IM funetion; .. ‘ o .

-'4, Specify the number of hours of superwsed case processmg, mcludmg
the use of CRN and IM program pollcy updates; - : D

. B. Include an outline of all toplcs to be covered;
6. Indicate the length of the training program; - .
4. Describe how learning will be evaluated; and

8. Include the name, address, position fitle and quallﬁcatlons of cach
tralner

Note; Send the proposed alternative currieulum for initial IM training and the proposed
initial IM training implementation plan to: Training Unit, Division of Economic Support,
P.O. Box 7935, Madison, WI 53747 7935

{6) REPORTING AND DOCUMENTATION. Each county agency and each
tribal agency shall:

(a) Submit to the department by the first day of each month begmmng
April 1, 1991, a list of IM workers who are requlred to complete initial
IM worker training; and .

+{b) Beginning in 1992, submit to the department by I‘ebruary 1 of
- each calendar year a report that documents training attended and com-
pleted by all new IM workers during the previous calendar year.
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Note: Send the monthly list of IM workers who are required to complete initial IM worker
training and the annual report on training te; T rammg Unit, Division of Economic Support
P.0. Box 7935, Madlson, WI 53707-7935. L )

Hisiory: Cr. Reglster. January, 1991, No, 421, ff, 2-1-91.

HSS 217.05 Ongoing (raining. (1) TM POLICIES TRAINING, The depart-
ment shall develop a refresher training course or courses for experienced
IM workers covering specialized error-prone and difficult IM policies,
and shall make the course or courses available each year directly or
throﬁxgh regional trammg consortia to expenenced income mamtenance
warkers,

(2) INTERPERSONAL SKILLS TRAINING, The department shall develop a
training course or courses in interpersonal skills related to income main-.
tenance administration for experienced IM workers, and shall make this
course or courses available each year directly or through regional tram—
ing consortia to experienced 1 income maintenance workers,

(3) COMPARABLE COUNTY AGENCY OR TRIBAL AGENCY ONGOING TRAIN-
ING. {a) Each county agency and each tribal ageney shall elther arrange
for expernenced income maintenance worker participation in departmen-
tal ongoing IM worker training delivered directly by department train-
ers or through regional training consortia as specified in subs. (1) and (2)
or provide its own training, using either the department’s training course
or courses or its own comparable training course or courses, If it develops
its own training course or courses, the training course or courses shall be
comparable to those specified under subs. (1) and (2) and shall be ap-
proved by the department for comparability,

(b) A eounty or tribal agency that chooses not to partieipate in depart-
ment training offered by department staff or through a regional training
consortium shall develop a plan to implement either the training under
subs, (1) and (2) or its own comparable training course or courses ap-
proved by the department under par. (a). The implementation plan shall
be submitted to the department for approval at least 45 days before the
planned starting date of training, when it is first offered, and annually
after that. The plan shall:

1, Specify the content and number of hours of interpersonal skiil train-
ing and refresher training covering specialized error-prone and difficult
IM policies; and

2. Include the name, address, position title and qualifications of each
trainer,

Note: Send a description of the proposed comparahle ongoing IM training course er courses
and the proposed ongoing IM training implementation plan {o: Training Unit, Division of
Economic Support, P.O. Box 7935, Madison, W1 53707-7935.

(4) REPORT ON TRAINING ATTENDED AND COMPLETED., Each county
agency and each tribal ageney shall, beginning in 1992, submit to the
department by February 1 of each calendar year a report that documents
training attended and completed by all experienced IM workers during
the previous calendar year.

Note: Send the annual report on training to: Training Unit, Division of Economic Support,
P.0O, Box 7935, Madison, W1 53707-1935.

History: Cr. Register, January, 1991, No. 421, efl. 2-1-91.
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HSS 217,06 Trainer qualifications. The department and each county or.
tribal ageney with a department-approved initial or ongoing IM worker
training program shall ensure that the person doing the training has:

(1} Knowledge of the income maintenance programs in which the per-
son will conduet training as evidenced by prmr experience with those i in-
come mamtenanee programs, :

(2) Comprehensive knowledge of CRN case processing; and

(3) At Ieast 12 hours of instruction in training techniques. Instruction
in training techniques shall have been completed within the past 2 years
or the person shall have functiconed as an IM trainer within the 6 month
period before accepting trainer responsibilities.

History: Cr. Register, January, 1991, No 421, off. 2-1-91.

HSS 217.07 Records. Each county and tribal agency shall include in the
personnel file of each new IM worker and each experienced IM worker
information needed {o document successful completion of training, in-
cluding the dates of training, trainer's name, number of hours of train-
ing, anfl] location of, and attendance at, training and the actual training
receive

Hi_story: Cr. Register, January, 1991, No. 421, eff. 2-1-91.
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