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If you are a hearing-impaired person who needs a sign 
language interpreter, or if you have difficulty 

understanding English, you have the right to an 
interpreter free of charge. If you need an interpreter, it is 
best if you let us know in advance. You have the right to 

authorize another adult person to represent you. 
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This Help Guide contains basic information about Wisconsin Works (W-2) and the 
Refugee Cash Assistance (RCA) program. 

Use this guide to answer questions about program rights and responsibilities. Local 
tribal or agency staff also can answer questions not found in this guide. It’s important 
that you understand this information, so ask your worker if you do not.  

All Programs 
 

Applying for Assistance 
An application is your request for help from the Wisconsin Works (W-2) or Refugee Cash 
Assistance (RCA) programs. Fill in your name, address, telephone number, and as much 
information as you can on the application form and sign it. Give or send the form to your 
local agency office as soon as possible. 
 
When the local agency receives the application form, you may be scheduled for an 
interview at the local agency with a case worker. A face-to-face interview must be 
completed for you to receive W-2 or RCA. Under some circumstances this interview may 
be held at another location, including your home, if you are unable to travel to the 
agency. If you miss a scheduled appointment, contact the agency to reschedule or your 
application may be denied. During the interview you will be asked questions about all 
persons in your household for whom you are applying for assistance. We will tell you in 
writing within 30 days whether you are eligible. It is important to set your application 
date as soon as you can so that you can get benefits or services as quickly as possible. 
If you need an interpreter or other help with your interview, ask and we will help you.  
 
W-2: You will meet with a Resource Specialist on the day you apply or the next work day. 
Payments or services may begin effective the date of your placement in a W-2 
employment position.  
 
RCA: Eligibility begins on the application date. Payments are prorated for the first and 
last month’s benefits. The initial payment must be made within five working days 
following determination of eligibility and each monthly payment shall be made by the 
first of the month thereafter. 

Authorized Representative 
You have the right to have another person represent you and act on your behalf to 
complete the application process and to obtain benefits. If you choose to do this, that 
person is called an authorized representative. You must fill out an Authorization of 
Representative form to do this. Contact your local agency to get one of these forms. If 
the person who completes the application process for you gives the wrong information, 
you will be responsible for any mistakes.  
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Verifying Information 
When you apply, you may be asked to show proof of information such as age, identity, 
Social Security numbers, immigration status, income, dependent care costs, and assets, 
for example, bank accounts, property, savings bonds, etc. 
 
If information you give us is found to be incorrect, you may be denied benefits. If you 
knowingly provide false information, you may be subject to criminal prosecution. You 
must repay any benefits you receive because you gave false information. 

Your Rights 
• To be treated with respect by agency staff. 
• To have your civil rights upheld. 
• To have your private information treated confidentially. 
• To have someone help you contact the agency and complete the forms. 
• To ask the agency or your worker to explain anything in this guide you do not 

understand. 
• To receive a decision about your application within 30 days; W-2 agencies are to 

determine eligibility (after the interview and after verifying eligibility information) 
with reasonable promptness (as soon as possible but no later than 30 days).  

• To request a Fact Finding review if you disagree with any action taken regarding your 
W-2 benefits. 

• To request a Fair Hearing review if you disagree with any action taken regarding your 
RCA benefits. 

• To see agency records and files relating to you, except information obtained from a 
confidential source. 

Your Responsibilities 
It is your responsibility to know and follow all the rules of each program from which you 
are receiving assistance. The different sections in this booklet outline some of those 
rules. Do not give false information or hide information to get or continue benefits. 

Use of Your Social Security Number (SSN) and United States Citizenship 
and Immigration Service (USCIS) Notification 
You only have to give a SSN and U.S. citizenship status for each person applying for 
assistance. For only those people applying, we may submit this information to the 
USCIS for verification. The social security numbers also are used to check the identity of 
household members applying for assistance and to verify your income from such 
sources as employers, banks, and other government agencies including: 

 
• Internal Revenue Service (IRS) 
• Social Security Administration 
• Veterans Benefits 
• Unemployment Insurance 
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Immigration Status 
Everyone applying for aid in your household must be a citizen or national of the United 
States or be in a satisfactory immigration status in order to receive assistance. The 
immigration status of any person in your household applying for assistance will be 
verified with the USCIS. The information provided by the USCIS may affect a 
household’s eligibility and amount of benefits. Immigration status will not be verified 
with USCIS for people not applying for assistance. 

Child Support Cooperation 
While you are receiving W-2, you must cooperate with the child support agency to 
establish paternity or to secure and enforce a child support order for your minor 
child(ren).  
 
If you do not cooperate with the child support agency, your benefits may end. If you 
have good cause to not cooperate, you can file a Good Cause Claim. Good cause for not 
cooperating may be granted if: 
 
• There is significant risk of physical or emotional harm to yourself or the child if you 

give information to the child support agency; 
• Your child was born as a result of incest or sexual assault; 
• A petition for the adoption of your child has been filed with a court; or 
• You are working with an agency to decide if you will place your child for adoption. 
 
You may be asked to provide evidence to prove your Good Cause claim. Examples of 
evidence include: 
 
• Medical, court or law enforcement records; or 
• Written statements from individuals, such as friends, neighbors, clergy, social 

workers, and medical professionals. 

Where to Call if you have a Problem or Question about your Eligibility or 
Benefits 
The local agency is responsible for obtaining and providing you with information about:  
 
• How to apply for benefits; 
• Eligibility requirements;  
• Why your application was denied or approved; 
• Why your eligibility ended; 
• Why your benefits were reduced; or 
• What to do if you do not receive your benefits. 
 
If you have questions about your eligibility or benefits, call your local agency. 
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Fact Findings  
If you disagree with an agency decision about W-2 services such as placement in a W-2 
employment position, Emergency Assistance or W-2 overpayments, you may request a 
review of your case. This is called a Fact Finding. The W-2 agency also is available to 
hear complaints about Equal Employment Opportunity issues. 
 
You may request a Fact Finding by writing to the W-2 agency. You must request the Fact 
Finding within 45 days from the date you are notified of the decision or within 45 days 
from the effective date of the decision, whichever is later.  
 
If you are not satisfied with the W-2 Fact Finding decision, you may request a 
Departmental Review conducted by the Department of Administration, Division of 
Hearings and Appeals, by writing to: 
 
Department of Administration 
Division of Hearings and Appeals 
P.O. Box 7875 
Madison, WI 53707-7875 

Civil Rights Laws 
Civil rights laws require that no otherwise qualified person shall be excluded from 
participation in, be denied the benefits of, or otherwise be subject to discrimination in 
any manner on the basis of race, color, national origin, religion, sex, disability or age. In 
addition, applicants and recipients may not be discriminated against on the basis of 
political beliefs. If you have a disability, you have the right to request a sign language 
interpreter, materials in alternate formats or other accommodations. You have a right to 
request an interpreter if you do not speak English. You have the right to physical 
accessibility to services. For more information see the following civil rights laws: 
 
• Title VI of the Civil Rights Act of 1964 
• Section 504 of the Rehabilitation Act of 1973 
• Title VI and XVI of the Public Service Health Act 
• The Age Discrimination Act of 1975 
• The Omnibus Budget Reconciliation Act of 1981 
• The Americans with Disabilities Act of 1990 
• FoodShare Act of 1977, as amended 
 
Please tell your local agency if you need any of these accommodations. 

To File a Discrimination Complaint 
File complaints within 180 days of any action you think is discriminatory. If you believe 
you were discriminated against, first contact a supervisor at the agency or the agency's 
Equal Opportunity Coordinator to try to resolve your concerns. You may also contact 
any of the following: 



DCF-P-DWSP398 (R. 10/2021) 5 

State Level 
 Wisconsin Department of Children and Families 

Division of Management Services 
Civil Rights Compliance Unit 
201 W. Washington Ave. 
P.O. Box 8916  
Madison, WI 53708-8916 
(608) 422-6889 (Voice) or 711 (TTY) 

Federal Level 
Disability Discrimination Complaints/Information: 
 U.S. Department of Justice 

Disability Rights Section - NYA 
Civil Rights Division 
950 Pennsylvania Ave., NW 
Washington, D.C. 20530 
(800) 514-0301 (Voice) or (800) 514-0383 (TTY) 

Other Discrimination Complaints/Information: 
 U.S. Department of Health and Human Services  

Office for Civil Rights 
Room 509F, HHH Building 
200 Independence Avenue, SW 
Washington, D.C. 20201 
(800) 368-1019 (Voice) or (800) 537-7697 (TTY) 
email for information: OCRMail@hhs.gov 
email for complaints: OCRComplaint@hhs.gov 

 U.S. Department of Health and Human Services  
Attn: Regional Manager 
Office of Civil Rights, Region V 
233 N. Michigan Ave., Suite 240 
Chicago, IL 60601 
(800) 368-1019 (Voice) or (800) 537-7697 (TTY) 
email for information: OCRMail@hhs.gov 
email for complaints: OCRComplaint@hhs.gov 

 U.S. Department of Justice 
Civil Rights Division 
Federal Coordination and Compliance Section – NWB 
950 Pennsylvania Ave., NW 
Washington, D.C. 20530 
(888) 848-5306 (Voice/TTY) 

 
Many organizations provide free legal services to low-income households for questions 
or fair hearing representation. Check with your local agency for current resources. 

mailto:OCRComplaint@hhs.gov


DCF-P-DWSP398 (R. 10/2021) 6 

Overpayments 
Overpayments are benefits you received that you were not eligible to receive. You may 
have to repay benefits you receive by mistake regardless of whether it is your fault or 
the agency’s fault. If state and federal law requires the repayment of these benefits, 
your failure to do so could result in collection actions such as: 
 
• Federal or state tax refund interceptions; 
• Credits or lien and levy against any real property; or 
• Wage assignment. 

Wisconsin Works (W-2) 
W-2 is a work-based program that provides services to help families find and keep a job. 
If you are ready for a job or already have a job, you may be assigned to a case 
management position (CMU or CMJ) and receive assistance finding a job, keeping a job 
or finding a better paying job, but you will not receive a cash payment. If you are already 
employed, W-2 may help you get a Job Access Loan to assist with employment costs. 
W-2 expects you to look for a job on your own. It may provide assistance and services to 
help find a job. 

If you are unable to work full-time or at all, you may be assigned to work preparation 
activities within your capabilities and family responsibilities. You may be placed in one 
of the following paid W-2 employment positions: 
 
• Trial Employment Match Program (TEMP) - a job with an employer who may hire you 

permanently. If placed, your employer will pay you at least minimum wage. 
 

• Community Service Job (CSJ) - a work and training placement that helps the 
community while assisting you to prepare for a job. You will receive a payment in 
return for up to 40 hours of participation in W-2 activities. In most cases, education 
and training is limited to 10 hours per week.  

 
• W-2 Transition (W-2 T) - if you are unable to participate in CSJ activities, you may be 

placed in W-2 T. You will receive a payment in return for up to 40 hours per week of 
participation in W-2 activities. In most cases education and training is limited to 12 
hours per week. 

 
Your employment history and job readiness determines your placement. Refer to the   
W-2 Participation Agreement (10755) form for more information on W-2 requirements. 
Your participation in each employment position is limited to 24 months. Total 
participation in W-2 employment positions is limited to 48 months. 
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You Have the Right To 
• Meet with a Financial and Employment Planner (FEP) to discuss W-2 related 

activities. 
• Have appropriate care for your child during the hours you participate in W-2 

activities. You can contact your local Child Care Resource and Referral agency to 
help find child care. If you cannot find appropriate child care, tell your local agency. 

• Request a Fact Finding review if you disagree with an agency decision. 
• Be assigned to work training activities that will: 

o Meet all federal and state labor laws and rules that apply; and 
o Meet all federal state and local health and safety standards. 

• Be free of discrimination. 
• Not require you to give up any labor or union rights. 
• Not replace a worker who is on strike, lockout or involved in another bona fide labor 

dispute. 

Your W-2 Responsibilities 
• Participate in assigned activities while your application is pending. You may not be 

eligible for W-2 now or for up to 180 days in the future if you refuse or miss assigned 
activities while your application is pending. 

• Apply for other forms of assistance such as Unemployment Insurance or Worker’s 
Compensation as required. 

• If you are placed in a W-2 employment position, do all the activities in your 
Employability Plan. If you cannot do the required activities, tell your local agency. 

• Complete attendance forms for all of the hours you attend W-2 activities. 
• Your W-2 payment may be reduced or terminated if you refuse or miss assigned 

hours without good cause or fail to return your attendance reports. 
• You may not be eligible for W-2 for up to 180 days in the future if you do not 

cooperate with the W-2 agency’s efforts to help you get a job. 
• Cooperate with the child support agency by helping to locate absent parents, legally 

naming the absent parent and/or enforcing child support orders. Failure to 
cooperate with the child support agency may result in termination or a reduction in 
benefits. 

• Report changes in income, assets, and family structure within 10 calendar days of 
the change. If your child or children move out of your home report this change within 
5 working days. 

• If you have medical reasons that keep you from working, get a written statement 
from an approved medical provider.  

• Inform your FEP immediately if you cannot participate for any reason. 
• If you are enrolled in a W-2 employment position and have a child age 6-17, your 

child must enroll and attend school. If your child does not attend school he or she 
will be enrolled into Learnfare Case Management Services. This will help your child 
return to school. If your child is not attending school and not participating in 
Learnfare Case Management, your cash payment may be reduced. 



DCF-P-DWSP398 (R. 10/2021) 8 

• Report to your FEP if you have been convicted of a drug felony for an offense that 
happened within the last five years. If you do not report a drug conviction, you may 
be found ineligible for W-2 services. 

Refusal to Participate 
• You or other members of your household assigned activities must follow the rules of 

the W-2 program to find a job or keep a job. If you or another member of your 
household assigned activities does not follow the rules of the W-2 program without 
a good reason, you can be denied W-2 eligibility for 90 days for refusal to participate.  
 

• A refusal to participate in W-2 means you or another member of your household 
assigned activities: 
o Was fired from employment for misconduct or engaged in misconduct at the W-2 

agency or at a place providing work, work experience, training or W-2 services. 
o Failed to show up or showed up more than 15 minutes late for an interview with a 

potential employer, a job fair or a meeting with a potential employer. 
o Left an interview or a meeting with a potential employer before it was over. 
o Showed up for an interview or a meeting with a potential employer dressed 

inappropriately or appearing unpresentable after receiving directions or training. 
o Failed to complete a job application required by a potential employer. 
o Communicated to a potential employer unreasonable work requirements that 

resulted in ineligibility for employment. 
o Provided incorrect or incomplete information about qualifications in an interview 

or job application that resulted in ineligibility for the job after receiving directions 
or training. 

o Quit appropriate employment or refused a genuine offer of appropriate 
employment. 

o Failed to participate in assigned activities resulting in a 20% or more reduction in 
W-2 benefits for two months in a row or for three months in a six-month period. 

o Refused or failed to follow a verbal or written direction from W-2 agency staff or 
staff at a place providing work, work experience, training site or W-2 services. 

o Used vulgar or profane language or engaged in abusive behavior directed at staff 
or others in the W-2 agency or a place providing work, work experience, training 
or W-2 services. 

o Violated written work rules developed by the W-2 agency or a place providing 
work, work experience, training or W-2 services. 

Fraud 
• You must not give false information to the W-2 agency about yourself or your 

household members. This includes: 
1. Make false or misleading statements. 
2. Misrepresent or withhold facts. 
3. Act in a way intended to mislead or misrepresent or withhold facts. 
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• If you or one of your household members with your knowledge is found to have 
intentionally given false information 1 time, you will be denied W-2 eligibility for 6 
months. If you or one of your household members is found to have intentionally 
given false information 2 times, you will be denied W-2 eligibility for 12 months. If 
you or one of your household members is found to have intentionally given false 
information 3 times, you will be denied W-2 eligibility permanently. You may also be 
prosecuted for fraud if you intentionally give false information to receive payments 
or services at any time. 

 
• You will be ineligible to participate for 10 years if you are found to have made a false 

statement or misrepresented your identity or residence in order to receive multiple 
payments.  

 
• You may be prosecuted for fraud if you intentionally make false statements to 

receive payments.  
 
• You’ll be responsible for repaying benefits you received in error. 

Refugee Cash Assistance Program (RCA) 
The Refugee Cash Assistance (RCA) program provides cash assistance for newly 
arrived refugees who are not eligible for W-2, SSI or Match Grant. Assistance is available 
for the first eight months a refugee is in the country. All RCA recipients must also enroll 
in an employment program to help them find a job as quickly as possible.  

Your RCA Rights 
• Have your RCA eligibility determined in a timely manner. 

• To be notified of changes in your RCA amount because you failed to enroll or 
participate in the work program available in your county.  

• The right to appeal benefit changes by requesting a Fair Hearing. If you have a 
complaint about an RCA work program, you may discuss it with staff or a manager 
of that agency. Most agencies have a procedure established to handle grievances or 
complaints. 

• When you are required to participate in a work program and you need help to pay for 
child care or transportation costs, staff will arrange to cover these expenses. 

Your RCA Responsibilities 
• Remain in an approved appropriate activity. 
• Report changes to your agency worker within 10 days. 
• Report changes in income, a change in the number of hours you work, payment 

schedule changes (for example, biweekly to monthly paychecks), and when a person 
moves in or out of your household. 

• Register for work and accept an offer of a suitable job if you are at least 16 but less 
than 50 years old. 



DCF-P-DWSP398 (R. 10/2021) 10 

• Respond to the notice to enroll in a work program, even if you are already going to 
school or looking for work. 

• Keep the appointments given to you by the work program staff once enrolled. If you 
are unable to keep an appointment or anticipate being late, contact your RCA worker 
before the appointment. If you are unable to call before the appointment, call as 
soon as possible regarding any problems that would prevent you from participating 
in required activities. Failure to keep appointments or attend classes may result in a 
loss of part or all of your RCA benefits. 

• Accept a job offered to you unless you have good cause reason (defined in W-2) that 
affects your ability to take and hold the job. 

• Not quit a job or reduce earnings without a good cause reason. 

Appeal Rights 
You can ask for a Fair Hearing if you think the action is wrong. The directions for 
requesting a hearing can be obtained from your worker, or you may send a written 
request with your name, address, phone number, social security number and reason for 
the appeal to Division of Hearings and Appeals, PO Box 7875, Madison WI 53707-7875. 
If you request a Fair Hearing before the effective date of this action, benefits will be 
continued until the final decision is made. Benefits will not continue beyond the 8-month 
eligibility period. If the Fair Hearing confirms that you are not eligible for benefits, you 
will have to pay back the benefits you receive in error. You must send a request for a 
Fair Hearing within 45 days of the date of notice or the Hearing Examiner will not 
consider the request. 
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The Department of Children and Families is an equal opportunity employer and service provider. If you have a disability 
and need to access services, receive information in an alternate format, or need information translated to another 
language, please call the Bureau of Working Families at 608-535-3665. Individuals who are deaf, hard of hearing, deaf-
blind or speech disabled can use the free Wisconsin Relay Service (WRS) – 711 to contact the department. 
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