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FoodShare Employment and Training (FSET) Policy Requirements Related
to ACCESS and CARES Worker Web (CWW) Enhancements

CROSS-REFERENCE

e FSET Policy Handbook Sections 3.5.1 Initial Contact, Appointment Scheduling, and Notification,
5.1 FSET Participant Expense Reimbursement, and 6.6.2 Verification of Good Cause

EFFECTIVE DATE
June 22, 2026

PURPOSE

This operations memo announces policy requirements related to June 2026 enhancements to ACCESS,
MyACCESS, and CARES Worker Web (CWW) that affect FoodShare Employment and Training
(FSET) operations. These enhancements expand the ways in which FoodShare members and FSET
participants can request services and communicate with their FSET agency. The memo outlines new
policy expectations for Income Maintenance (IM) agencies and FSET agencies resulting from these
changes.

www.dhs.wisconsin.gov


https://www.emhandbooks.wisconsin.gov/fset/fset.htm#t=3%2F3.5.htm
https://www.emhandbooks.wisconsin.gov/fset/fset.htm#t=5%2F5.1.htm
https://www.emhandbooks.wisconsin.gov/fset/fset.htm#t=6%2F6.6.htm
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BACKGROUND

Enhancements to ACCESS and MyACCESS will allow FoodShare members and FSET participants to
initiate a wider range of requests electronically, including FSET referrals, messages, appointment
requests, participation hour submissions, good cause requests, and supportive services requests. These
updates are intended to improve access to FSET services and support timely case management. The
enhancements do not change existing FSET policy requirements related to participation, employment
planning, or case management. However, they introduce new response timelines for participant-initiated
requests and new responsibilities for IM agencies related to ACCESS self-referrals.

POLICY

REQUIRED IM AGENCY ACTION

FoodShare members are able to request a referral for themselves or any other member of their household
to the FSET program through ACCESS. IM workers must send the referral to FSET within five business
days from the date the request is received.

REQUIRED FSET AGENCY ACTION

Enhancements to ACCESS and MyACCESS allow participants to submit messages, appointment
requests, participation hours, good cause requests, and supportive services requests electronically. FSET
agencies must meet the following policy requirements when responding to these requests.

Participant Messages
FSET workers must:

e Ask all newly enrolling and all currently enrolled participants at their next appointment after
June 20, 2026, whether they intend to use FSET messaging in ACCESS or MyACCESS.

e Document the participant’s messaging preference on the Participant Summary page under FSET
Contact Information and document their preference in Personal Identification Number (PIN)
comments.

¢ Remind participants who plan to use messaging to enable ACCESS notifications.

e Respond to participant messages within two business days and document all interactions in PIN
comments.

Participation Hours and Good Cause Requests
FSET workers must:
o Update the status of participation hours and good cause requests to In Progress or Completed
within two business days of receipt.
e Notify participants within two business days if additional information is needed.
o Enter approved participation and good cause hours in CWW by the fifth day of the following
month and document in PIN comments.

Agencies may require verification of participation hours in accordance with their DHS-approved
standard operating procedures. Verification of good cause hours must follow the requirements outlined
in FSET Policy Handbook Section 6.6.2 Verification of Good Cause.



https://www.emhandbooks.wisconsin.gov/fset/6/6.6.htm#.._verificat
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Participants will submit participation hours by week

defined as follows:

Scenario Week 1 Weeks 2-4 Week 5

The first of the month | The first of the month | Sunday-Saturday Sunday after Week 4
falls on a weekday through Saturday through end of month
(Mon-Fri)

The first of the month | Days shift to start of Sunday-Saturday Sunday after Week 4
falls on a weekend Week 2 (Mon-Sat) through end of month

FSET workers must enter participation hours in the Track Participation page in CWW in accordance
with this same weekly reporting structure.

Appointment Requests

FSET workers must schedule appointments requested through ACCESS or MyACCESS within two
business days of receipt and document actions taken in PIN comments.

Supportive Services Requests

FSET workers must:

o Update supportive services requests submitted through ACCESS or MyACCESS as In Progress
or Complete and document in PIN comments within two business days of receipt.

e Request additional information when needed to determine whether the service is reasonable,
necessary, and consistent with FSET Policy Handbook Section 5.1 FSET Participant Expense

Reimbursement.

e Notify participants how and when approved supportive services can be picked up or received and

ensure approved supportive services are made available as soon as reasonably possible.

CONTACTS

DHS CARES Problem Resolution Team

DHS/DMS/BEEP/KV
DHS/DMS/BEOT/
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