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WISCONSIN DEPARTMENT OF HEALTH AND FAMILY SERVICES 

Division of Health Care Financing 
1 W. Wilson St. 

Madison WI 53702 
 
 

To: FoodShare Wisconsin Handbook Users 
 

From: Joanne Simpson, Interim Director 
Bureau of Eligibility Management 
 

Re: FS Handbook Release 07-02 
 

Release Date: 07/10/07 
Effective Date: 07/10/07 

  
 

EFFECTIVE DATE The following policy additions or changes are effective 07/10/07, unless otherwise 
noted.  Bold text denotes new text.  Text with a strike through it in the old 
policy section denotes deleted text.   
 

POLICY CHANGES  
  
1.2.1.2 General Program 
Requirements> 
Verification> Introduction 

Clarified Policy: 
“Postal Holiday” was added to the online glossary.  It is defined as: 1) January 1 - 
New Year's Day, 2) Third Monday in January -Martin Luther King Jr.'s Birthday, 3) 
Third Monday in February - Washington's Birthday (President's Day), 4) Last Monday 
in May - Memorial Day, 5) July 4 - Independence Day, 6) First Monday in September 
- Labor Day, 7) Second Monday in October - Columbus Day, 8) Second Monday in 
November  - Veterans Day Observed, 9) Fourth Thursday in November – 
Thanksgiving Day, 10) December 25 - Christmas Day 
 

1.2.3.1 General Program 
Requirements> 
Verification> Nonfinancial 
Verification> Identity 
Verification 

Old Policy: 
Verify the identity of the applicant. If the applicant uses an authorized representative 
verify the identities of both the authorized representative and the applicant. Identity is 
the only verification required to process expedited benefits. 
 
Clarified Policy: 
Verify the identity of the primary person. If the primary person uses an authorized 
representative verify the identities of both the authorized representative and the 
applicant. Identity is the only verification required to process expedited benefits. 
 

2.1.3.1 Applications and 
Reviews> Applications> 
Interviews> Scheduling 
the Interview 

Old Policy: 
Local agencies must notify each household that misses its initial interview 
appointment that it missed the scheduled interview and that the household is 
responsible for rescheduling a missed interview.   
  
Clarified Policy: 
Local agencies must notify each household that misses their initial application 
interview or review appointment that they missed the scheduled interview and 
that the household is responsible for rescheduling a missed interview.   
 

2.1.3.5 Applications and 
Reviews> Applications> 
Interviews> Telephone 
Interviews 
 

Clarified Policy: 
Clients who request a FTF interview must be granted one.   Do not allow a telephone 
interview for FS food units that include an individual who has committed an 
Intentional Program Violation (3.14.1). 

3.2.1.2 Nonfinancial 
Requirements> 

Clarified Policy: 
Incarceration - Huber Law prisoners released for the purpose of caring for members 
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Residence> Temporary 
Absence 
 

of their family can be considered temporarily absent from the household. 
 

3.2.1.2.2 Nonfinancial 
Requirements> Residence 
>Temporary Absence 
 

Old Policy: 
Huber law prisoners who are released from confinement for the purpose of caring for 
members of their family, and who purchase and prepare meals with their family 
members are considered temporarily absent from the FS Unit and may be eligible for 
FoodShare benefits. The prisoner must meet all financial and non-financial eligibility 
requirements. 
 
Clarified Policy: 
Huber law prisoners who are released from confinement for the purpose of caring for 
members of their family, and who purchase and prepare meals with their family 
members can still be included in the FS Unit and may be eligible for FoodShare 
benefits. The prisoner must meet all financial and non-financial eligibility 
requirements. 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
A Huber law prisoner released under a bracelet monitoring program who 
continues to live in the home is eligible for FS. 
 
The temporary absence policy (3.2.1.2) time limit does not apply for Huber and 
those monitored under the bracelet program. 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
Example 9:  A father is on a bracelet monitoring program under the Huber 
program and living with his wife and child at home and  working full time.  
Some of his wages are intercepted by the county jail to offset incarceration 
and monitoring costs.  Treat as a group of 3 and budget the gross amount of 
his wages. 
 

3.2.1.5.1 
Nonfinancial 
Requirements> 
Residence> Group Living 
Arrangement 
 

Clarified Policy: 
Residents of these facilities that do not have these services separate from the cost 
of care may be eligible if the resident meets the eligibility criteria for a group 
living arrangement (3.2.1.5).  Residents are ineligible for FS if they choose a 
meal plan provided by the facility that provides a majority, more than 50%, of 
their daily meals.   
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
John also lives in the same RCAC.  He has opted to purchase one of the dinner 
meal plans from the RCAC.  Because the meal plan is purchased separately from his 
cost of care and the plan provides less than 50% of his daily meals, he would 
also be non-financially eligible for FS.  ANLA would be coded as 01. 
 

3.2.1.5.3 
Nonfinancial 
Requirements> 
Residence> Group Living 
Arrangement 
 

A link in this section was updated. 
 

3.3.1.1 Nonfinancial 
Requirements> Food Unit 
>Relationship Definitions 

Old Policy: 
Spouse : Someone who either:  

1. Is married to another as defined under Wisconsin law. 
2. Lives with another while holding him/herself out to the community with the 

other as husband and wife. Holding out to the community means 
representing themselves as married to friends, relatives, neighbors, or trades 
people. 

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
Example 1:Tim and Jane are unmarried and live together. They claim separate food 
unit status. Jane comes into the office and reports she had a baby. Ask Jane: "Is Tim 
the father?" If she says "yes", Tim is in the food unit with Jane and the baby.  
  
If she says "no", ask: "Is Tim participating in parental decisions that affect the baby?" 
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If she says "yes", include Tim in Jane and the baby's food unit since he is providing 
parental control. 
  
If she says "no", Tim is a separate food unit, unless other relationship rules pull him 
in.  
  
If Tim and Jane hold themselves out to the community as husband and wife, but 
claim the child isn't Tim's, the spousal relationship rule pulls Tim into Jane's food 
unit. 
 
Clarified Policy: 
Spouse : A person recognized by Wisconsin law as another person's legal 
husband or wife.  Wisconsin does not recognize common law marriage. 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
Example 1: Tim and Jane are unmarried and live together. They claim separate food 
unit status. Jane comes into the office and reports she had a baby.  If Tim is the 
father, he is in the food unit with Jane and the baby.  If Tim is not the father, 
determine if he is participating in parental decisions that affect the baby.  If 
yes, include Tim in Jane and the baby's food unit since he is providing 
parental control.  If no, Tim is a separate food unit. 
 

3.5.1 Nonfinancial 
Requirements> Boarders 
 

Clarified Policy: 
A boarder group includes all the persons in a household who are included in the 
same payment for meals. This applies whether each person actually makes part of 
the payment or one or more persons makes the payment on their behalf.  Include 
spouses and minor children of a boarder in the same boarder group, even if they 
claim they are making separate payments. Boarders are not eligible to participate 
as their own food unit. 
 

3.8.1 Nonfinancial 
Requirements> Elderly, 
Blind, or Disabled 
Individuals 
 

Clarified Policy: 
A disabled individual is a food unit member who receives disability or blindness 
benefits from any of these programs: SSA, MA, SSI or SSI related MA, Railroad 
Retirement Board (RRB).  A food unit member who receives a VA payment must 
meet one of the criteria listed in 3.8.1.1 to be considered disabled.  
 

4.3.3.1 Financial 
Requirements> Income> 
Farming and Other Self 
Employment Income 
 

An incorrect link was corrected. 
 

4.3.3.6 Financial 
Requirements> Income> 
Farming and Other Self 
Employment Income> 
Anticipating Earnings 

New Policy: 
Self employment income, by its very nature is somewhat uncertain.  Use of SEIRFs 
and/or IRS forms to determine monthly average income takes this into consideration. 
 
When a new self-employment business is reported or when a change in 
circumstance occurs and the past circumstances no longer represent the 
present, recalculate self-employment income: 
  

1. When six or more months of actual self-employment information is 
available, calculate monthly average self-employment income using at 
least six months of  prior  earnings beginning from the date self 
employment began or the date of the significant change.  

2. When two or more full months of actual self-employment income 
information is available, use all of the actual income available to 
establish a monthly net income amount.  See example 5. 

3. When at least one full month but less than two full months of actual 
self-employment income information is available, calculate a monthly 
average net income amount using the actual net income received in 
any partial month of operation, the one full month of operation and an 
estimate of net income for the next month. See example 6.  
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4. When there is less than one full month of actual income information 
available, calculate a monthly average net self-employment income 
using the actual net income received in the partial month (since the 
change in circumstance occurred) and estimated income and expenses 
for the next two months. See example 7. 

  
Use the average until the person's next review or if a significant change in 
circumstances is reported between reviews. 
 
Example 5:  Bonnie applies for CC and FS on April 5, 2007.  She reports that 
she started self-employment in January 2007.  The agency uses a SEIRF for 
January, February and March to determine the prospective self-employment 
income estimate for Bonnie’s FS and CC certification period (April 2007 – 
March 2008).   
 
On Bonnie’s September SMRF, no change in self-employment income is 
reported and the worker continues to use the average determined at the time 
of application.  
 
Example 6:  Ricardo is applying for FS and Medicaid eligibility on February 5, 
2007. He started self-employment on December 15th.  To calculate his 
prospective self-employment income, he completes a SEIRF for December, 
January, and February including his actual and expected income and 
expenses for three months.  The worker divides this total by three to determine 
an anticipated monthly average income amount.  This amount is used until a 
change in self-employment is reported, or until Ricardo completes a new 
application or a review. 
 
Example 7:  Jenny is a FS and CC recipient who has been self-employed as a 
hair dresser since 2002.  Jenny’s FS and CC certification period is December 
2006 to November 2007.  The worker used Jenny’s 2005 tax return to establish 
a monthly income amount. 
 
In March 2007 Jenny reports that she has been unable to work since breaking 
her arm on February 17.  She is not sure when she’ll be able to return to work, 
but it will not be until at least May.  The worker has Jenny complete a SEIRF for 
February 17- February 28 (actual income since the change in circumstance 
occurred) and for March and April using the best estimate of income to 
establish her prospective self-employment income.  The worker will use these 
three months to determine a prospective self-employment income estimate for 
the remainder of the certification period.  Jenny does not need to submit any 
additional SEIRFs. 
 
Remember, eligibility for CC could continue pending Jenny’s return to work. 
However, the CC authorization can continue for up to 6 weeks for a break in 
employment.   
 

4.3.3.6.4 
Financial Requirements> 
Income> Farming and 
Other Self Employment 
Income 
 

An incorrect link was corrected. 
 

4.3.4.2 Financial 
Requirements> Income> 
Unearned Income 
 

Clarified Policy: 
Capital Gains  
Disregard capital gains as income. Profits gained from the sale of an asset 
continue to be counted as an asset.   
 

4.6.7.1 Financial 
Requirements> 

Clarified Policy: 
Do not count as shelter or utility expenses such surcharges as pet expenses, extra 
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Deductions and 
Expenses> Shelter and 
Utility Deduction> 
Allowable Shelter 
Expenses 

garage rentals, or air conditioning surcharges. The monthly amount of rent should 
be taken into consideration each month when the shelter deduction is determined 
without regard to when the rent is actually paid.  Only allow current monthly 
expenses.  
DO NOT include arrearages, late charges or discounts for early payment. 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
When a self employed person claims the total shelter costs as a business 
expense, do not allow any shelter deduction.  If a they claim a percentage of its 
shelter costs as a business expense, the remaining percentage is a shelter 
deduction. 
 

7.1.1.3 Benefits> 
Allotments 

Clarified Policy: 
FS groups that have an application filing date after the 15th of a month and are 
found eligible for expedited issuance must receive a combined allotment for months 
1 and 2. This also applies to cases that are eligible for expedited benefits for 
month 1, but not month 2. As long as the filing date is after the 15th of the 
month, issue a combined allotment for both month 1 and 2.  
 
Example 6:  Laurie applies for FS on May 16. She has no income and meets 
expedited eligibility requirements. Laurie will be starting a job in June that will 
result in either less FS or loss of FS eligibility. Laurie’s worker issues benefits 
for May and June. Verifications, other than identity are waived.  
 

7.3.1.1 Benefits> Benefit 
Overissuance 

Old Policy: 
In claim calculations, disregard income from sources that were not previously 
reported and were not required to be reported.  As part of application and review 
processing, determine if the FS group has any outstanding claims.  
 
Clarified Policy:   
In claim calculations, disregard income that was not previously reported and was 
not required to be reported. 
 

7.3.2.1 Benefits> 
Calculating Overissuance 
Claim> Client Error 

Clarified Policy:   
Consider the FS group’s reporting requirements when calculating the 
overissuance. Do not use income or expenses, or changes in income and 
expenses that were not reported and were not required to be reported. 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
Use the income and expenses reported or required to be reported for each 
month of the adjustment period.  In claim calculations, disregard income that 
was not previously reported and was not required to be reported. 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
Example 1: At Jeff’s review on June 5, his worker Marcia miscalculated Jeff’s 
income and budgeted $400/month instead of the $800/month that Jeff reported. 
When Jeff submits his SMRF on December 5, Marcia discovers her error and 
begins to calculate overissuance for benefits issued from July to December. 
While reviewing Jeff’s income, Marcia discovers that Jeff started a second job 
on Aug 1, from which he earns $600/month. 
 
To calculate the overissuance for the benefits issued from July through 
December, Marcia budgets the correct income amount of $800 from the job 
Jeff was required to report.  
 
Marcia does not use the income from the second job, because the income did 
not cause Jeff’s food unit to exceed their reduced reporting income limit. Jeff 
was not required to report the change until his next SMRF, which he did.  
 
Example 2: Mike submitted a complete SMRF on Feb 4. On May 12, Mike’s 
worker, John discovers that he budgeted the full heating allowance even 
though Mike’s heat is included in his rent. While determining if Mike has an 
overpayment, John learns that Mike began a second job, from which he earns 
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$120/month. The additional income does not push Mike’s income over 130% of 
the FPL, so he is not required to report the change until his next review, due in 
August. 
 
John calculates the overissuance using the correct utility allowance and 
compares that amount of benefits issued to the amount that should have been 
issued for the months of February through May.  
 
John does not use the income from Mike’s second job because it was not 
required to be reported.  
 

7.4.1.2 Benefits> Benefit 
Underissuance> 
Calculating the Amount of 
the Underissuance 

Clarified Policy:   
 
Consider the FS group’s reporting requirements when calculating the 
underissuance. Do not use income or expenses, or changes in income and 
expenses that were not reported and were not required to be reported. 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
Calculate the underissuance amount for each month the group was, or should have 
been, eligible.  Use the food unit's actual income and expenses reported or required 
to be reported for each month of the adjustment period. Benefits cannot be 
restored beyond 12 months from the month the underissuance is discovered.  
 
Example 2:  On May 22, 2007 a worker discovers that benefits had been 
underissued since Feb 2006. The worker counts back 12 months from May 
2007 and restores benefits from June 1, 2006 to May 31, 2007.  
  
To calculate an underissuance: 

• Review the income/expenses in error. Do not review income/expenses 
that were not the cause of the error.  

• Use the income amounts for any reported source of income that was 
reported or was required to be reported. 

• Use the amounts for a source of income if the source of income was 
unreported, but was required to be reported. 

• Do not use the income in the calculation if the source of income was not 
reported and was not required to be reported. 

• The above policy also applies to expenses.  
  
Request any verification necessary to determine correct eligibility and benefit 
amounts. Do not reverify income/expenses that were not found in error. If 
requested verification is not provided in 10 days, a restoration is not made for the 
months the requested verification would have impacted eligibility or benefit amounts 
 
Example 3: On June 10, Brian’s worker, Julie, discovers that she did not allow 
Brian the full dependent care deduction that he was eligible to receive since 
Feb 1. Julie uses the full dependent care deduction of $200/month to determine 
the difference between what Brian received in FS and what he should have 
received from Feb to June.  Julie does not request verification of Brian’s 
income and other expenses because they were not found in error.  
 

8.1.6 Appendix> Tables> 
Disqualification for 
Divestment 

Old Policy: 
Effective through 10/22/04, due to change in asset policy. 
 
Clarified Policy:  
Use this table for divestments that occurred on or prior to 10/22/04.  After 
10/24/04, there is no divestment due to a change in asset policy. 
 

8.3.1.2 Appendix> 
Processing Guidelines> 
Nonfinancial Eligibility 

Clarified Policy:  
The FS Disability field and/or the "has individual been established disabled by 
DDB?" field determines whether or not medical expenses count in the FS budget. 
 To count, the expenses must be an obligation of the individual.  These expenses 
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can be entered on AFMD, AFMC (AFMI), or AFME.  This also determines whether or 
not the deduction for shelter is capped at the $388.00 maximum (see 8.1.5) and also 
if the gross income test must be met. Both fields give these exemptions. 
 

8.3.3 Appendix> 
Processing Guidelines> 
Assets 
 

Clarified Policy:  
This section was made obsolete and a link to the appropriate Process Help section 
was added. 
 

8.3.5 Appendix> 
Processing Guidelines> 
Self Employment 
 

Clarified Policy:  
This section was made obsolete and a link to the appropriate Process Help section 
was added. 
 

8.3.7 Appendix> 
Processing Guidelines> 
Child Support (CS) 
 

Clarified Policy:  
This section was made obsolete and a link to the appropriate Process Help section 
was added. 
 

8.3.9 Appendix> 
Processing Guidelines> 
Migrant Eligibility 
 

Clarified Policy:  
This section was made obsolete and a link to the appropriate Process Help section 
was added. 
 

8.3.14 Appendix> 
Processing Guidelines> 
Case Transfers 
 

Clarified Policy:  
This section was made obsolete and a link to the appropriate Process Help section 
was added. 
 

8.3.15 Appendix> 
Processing Guidelines> 
Deeming Process 

Clarified Policy:  
This section was made obsolete and a link to the appropriate Process Help section 
was added. 
 

 


