
BWF Operations Memo 22-08 Attachment 

5.5.1.1 When to Use a Formal Assessment 
 
A FEP can determine the need for a formal assessment at any point; however, a formal 
assessment must be offered within thirty (30) calendar days of any of the following situations: 

1. When an applicant or participant presents medical or other information, including the 
applicant’s or participant’s own statements that indicate he or she they may have a 
disability or other barrier to participation in the W-2 program or employment; or 

2. When W-2 agency staff or contractors observe behavior that indicates the need for a 
formal assessment. 

 
The FEP must offer a referral for a formal assessment in any of the following situations: 

1. When a participant is placed in a W-2 T position. Participants placed in W-2 T must have 
a formal assessment scheduled and documented on the EP within 30 calendar days of 
placement into W-2 T; and 

2. When the results of the WWP Informal Assessment indicates a need for further 
evaluation for identification of a disability or other barrier to participation in the W-2 
program or employment. 

a. Note: When a participant is referred for a formal assessment based on the 
information discussed during the WWP Informal Assessment, any relevant 
information must be shared with the assessing agency if the participant agrees 
to sign a release of information. 

 
When offering a formal assessment, the FEP must: 

1. Document the formal assessment referral date on the WWP Participant Barriers Details 
or in the Family Barriers page; 

2. Open a FA -- Formal Assessment Pending status for participants who agree to a formal 
assessment (see 6.4.1); and 

3. Have a formal assessment activity scheduled and documented on the EP within 30 
calendar days of the referral date indicated on the corresponding WWP Participant 
Barrier Details or Family Barriers page.  

 
The FEP can document the results on the Participant Barrier Details page without having to add 
an activity on the EP when: 

• The individual has an acceptable previously completed assessment; or  
• The individual obtains the assessment without informing the FEP that they scheduled 

the appointment. 
 
FEPs should consider a formal assessment acceptable if completed within one year prior to the 
WWP Informal Assessment or W-2 T placement. It may be necessary for the W-2 agency to 
follow-up with the agency or individual who completed the assessment to interpret the 
assessment results and determine if any new treatment is being explored. If the prior formal 
assessment results have an expiration date that indicates the results are no longer valid or there 
is reason to believe the formal assessment information does not reflect the participant’s current 
circumstances, then a new formal assessment must be completed. 
 
Results from a prior formal assessment may only be used if the assessment contains the 
necessary elements and is relevant to the employment barrier in question. For example, if a 
formal assessment completed eight months ago evaluated the need for AODA services, but the 
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potential employment barrier indicated in the WWP Informal Assessment relates to learning 
needs, then a new formal assessment must be completed.   

 

5.5.7  Payment Reductions 

Under the ADA , an individual cannot be required to disclose that he or she has a disability or be 
required to participate in a separate program for disabled individuals.  W-2 agencies must 
comply with this federal law when assigning activities to W-2 participants.  A participant must 
be given the opportunity to disclose a disability or other barrier to participate in the W-2 program 
or employment before payment reductions are imposed.  The following W-2 policies provide 
these assurances to participants:      

1. W-2 payment reduction cannot be imposed on a participant for declining to complete a 
formal assessment. 

2. A participant placed in W-2 T or CSJ who has agreed to and is referred for a formal 
assessment may not receive a payment reduction for any assigned activity until: 

a. The formal assessment results are received by the W-2 agency and the formal 
assessment activity has been ended on the EP; or 

b. The W-2 agency has determined that the participant will not comply with the 
formal assessment referral (see 5.5.8.2) and the status and/or activity has been 
ended. 

After the formal assessment activity has been completed on the EP and the FEP, in consultation 
with the participant, has made necessary adjustments to the participant’s EP, the individual may 
receive a payment reduction for failing to participate in assigned W-2 activities without good 
cause.  This may include an activity recommended by the qualified assessing agency such as 
mental health counseling or physical therapy.   

  

5.5.8  When Formal Assessment is Declined Not Completed 
 
5.5.8.1 When a Formal Assessment is Declined 
5.5.8.2 When a Formal Assessment is Not Completed for W-2 T Participants 
 

The participant’s self-report of a barrier, or a service provider’s statement as to the inability to 
participate which does not meet the definition of a formal assessment, is not sufficient by itself 
to confirm the existence of a barrier. However, this information must be considered as part of 
the process of assessing for barriers to participation in W-2 or employment. The agency must 
use this information in conjunction with a formal assessment and other substantiating 
information (e.g., behavioral cues, low TABE score, pattern of nonparticipation without good 
cause) to make a factual determination of a barrier.   
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EXAMPLE 1: Jean submits an application for W-2. During the initial informal assessment 
meeting, Jean states that she cannot engage in any type of W-2 activities because she has 
severe back pain.  She gives the FEP a note from her physician written on a prescription 
sheet.  The note states that Jean cannot participate in any W-2 activities. The FEP explains to 
Jean that a formal assessment is needed in order to fully understand how Jean’s medical 
condition affects her ability to participate in W-2.   

Together, the FEP and Jean review the W-2 Formal Assessment Agreement and Jean 
indicates at the bottom of the agreement that she will obtain a formal assessment.  Jean is 
given the Medical Examination & Capacity form to bring to her physician.  The FEP follows up 
with a phone call to Jean’s physician to explain what the Medical Examination & Capacity 
form is and why a full formal assessment is needed.   

Meanwhile, the FEP has all of the needed documentation and verification to determine 
eligibility for W-2 and places Jean in a W-2 T while waiting for the results of the formal 
assessment.     

 
 
5.5.8.1 When a Formal Assessment is Declined 

If the participant declines a formal assessment and there are unresolved factual issues as to 
the participant’s barrier, the W-2 agency should proceed to work with the individual as though he 
or she they does not have a barrier to participation in the W-2 program or employment.  If the 
participant declines a formal assessment, the case worker FEP must continue to informally 
assess and revisit the importance of cooperating with assessment at each review of the 
participant’s EP. 

EXAMPLE 2:  Naomi is applying for W-2. While completing the initial informal assessment, 
she tells her FEP that she has chronic migraine headaches and she will have to miss her work 
activities whenever the headaches flair up. The FEP explains to Naomi that a formal 
assessment completed by her physician will help determine what services and 
accommodations will help Naomi with W-2 participation.  

Together, the FEP and Naomi review the W-2 Formal Assessment Agreement. After reviewing 
the agreement, Naomi states that she does not want to obtain a formal assessment and she 
indicates on the agreement that she is declining to complete a formal assessment.  As a 
result, the FEP has no substantiating information about Naomi’s migraines to determine the 
extent to which Naomi’s medical condition will impact her ability to participate and no 
information regarding the types of services and accommodations that Naomi needs.   

Unless other information comes to light the FEP must proceed to work with Naomi as though 
he or she does not have a barrier to participation in the W-2 program or employment.   

The FEP should continue to watch Naomi’s case closely for a pattern of nonparticipation 
without good cause and re-offer a formal assessment when appropriate.    

 

5.5.8.2 When a Formal Assessment is Not Completed for W-2 T Participants 
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Completion of a formal assessment for W-2 T participants is necessary to make the 
determination that the individual is not ready for unsubsidized employment and unable to 
successfully participate in one of the other W-2 employment positions. (See 7.4.2) FEPs must 
offer assistance in obtaining the formal assessment throughout the entire process including:  

1. Referring to the appropriate assessing agency(s); 
2. Requesting a formal assessment; 
3. Attending or rescheduling an appointment with the assessing agency if an individual is 

having difficulty; or  
4. Obtaining a formal assessment from the assessing agency if an individual is having 

difficulty.   

FEPs must document in PIN comments any assistance offered or provided in obtaining the 
formal assessment.  
 
If the individual is making attempts to complete the assessment and has been unsuccessful 
due to reasons outside of their control, they are cooperating with the assessment referral 
process and FEPs should continue to offer assistance as needed. If the W-2 agency has 
determined that the participant is not complying with the formal assessment referral, the W-2 
agency should work with the individual as though they do not have a barrier to participation in 
the W-2 program or employment and determine an alternate placement.  
 
 

7.4.2.1  General W-2 T Participant Description Characteristics 

 

Participants placed in a W-2 T must have a formal assessment, as described below, scheduled 
and documented in WWP within 30 calendar days of the W-2 T placement. (See 5.5.1) 
The FEP must not assume that participants who have a disability are unable to participate in an 
employment position other than W-2 T, including unsubsidized employment.  

1. The participant is determined, based on an independent assessment by a medical 
professional or similar qualified assessing agency or individual, to be or expected to be 
incapacitated for a period of at least 60 days.  Examples of incapacitation that would 
warrant an assessment may include: 

• Physical limitations; 

• Mental health limitations; 

• Cognitive limitations; 

• Learning disabilities; 

• Victim of Domestic Violence; and 

• Substance abuse. 

  

https://dcf.wisconsin.gov/manuals/w-2-manual/Production/07/7.4.2_W-2_Transition_(W-2_T).htm
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Section 5.5.4, Obtaining a Complete Assessment, describes the types of information that must 
be gathered through assessment and the methods for obtaining the information. 
  
  

EXAMPLE 1:  Ms. Anderson is a single parent with two children. She was a waitress until 
three months age ago when her rheumatoid arthritis worsened to the level that she was no 
longer able to work. Ms. Anderson is placed in a W-2 T position and is referred for a 
vocational assessment. The results of the assessment show that with special sitting 
accommodations, rehabilitation and training, Ms. Anderson will be able to perform a 
sedentary job. Areas of employment recommended by the assessing agency include 
computer data entry, customer service, or telemarketing. Ms. Anderson and her FEP agree to 
revise her employability plan, emphasizing activities that will allow her to work towards a job 
in customer service. Her participation requirement is 27 hours per week in a physical 
rehabilitation program, which involves physical therapy and teaches independent mobility, 
plus three hours of work training. After completing three months of rehabilitation, Ms. 
Anderson is moved to a CSJ, where she is able to participate a full 40 hours per week in a 
combination of work training and education activities. Five months after placement in the 
CSJ, Ms. Anderson is successfully employed in a manufacturing company in their customer 
service department. 

 
  

2. The participant is needed in the home to care for another member of the W-2 group who 
is ill or incapacitated. The following steps must be taken when determining the need for 
a W-2 adult to remain in the home to care for a family member: 

a. Using the Need to Care for Disabled Family Member (10786) form (or an agency-
developed form that, at a minimum, has the same elements), verify the 
incapacity/disability of the affected family member and the appropriateness of 
day/child care outside of the home through third party sources. The FEP may 
consider statements from sources such as medical professionals, the Social 
Security Administration, Family Support Program, Birth to Three Early 
Intervention Program, Program for Children with Special Health Care needs, and 
Exceptional Educational Needs Program. Supportive adult programs under the 
51.42 service board or Independent Living Centers for a physical disability or 
mental health issues are other verification sources. 

b. Determine whether day/child care outside the home is available for the 
disabled/incapacitated family member so that the participant can engage in work 
training activities outside the home. The Americans with Disabilities Act (ADA) 
requires that any day treatment or day care facility accommodate a child or 
elderly person and provide reasonable accommodations for individuals with 
disabilities. However, where a reasonable accommodation cannot be made or 
the care is not available, lack of adequate child care is a good cause reason for 
not participating in W-2 requirements outside the home. Written documentation 
from one or more local day/child care providers is sufficient verification that 
appropriate care is not available. 

  
  

https://dcf.wisconsin.gov/manuals/w-2-manual/Production/05/05.5.4_Obtaining_a_Complete_Assessment.htm
https://dcf.wisconsin.gov/files/forms/pdf/10786.pdf


BWF Operations Memo 22-08 Attachment 

EXAMPLE 2:  Ms. Johnson applies for W-2. Her daughter Kathy, age 8, is in an advanced 
stage of leukemia. Kathy has been hospitalized numerous times over the school year and has 
had extended absences from school. She has an extremely fragile immune system and can 
no longer be exposed to other children in a school or day care setting. The FEP places Ms. 
Johnson in a W-2 T employment position and opens the "CF-Caring for Other Family Member" 
“CD – Caring for Disabled Child” participation status to care for her child with a disability. Ms. 
Johnson indicates to her FEP that her mother is available for two hours per week so she can 
also attend grief mental health counseling sessions, which is added to her EP. 
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