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Medical & Disability-Related Information

Reference:

Any medical or disability-related information obtained about an individual, including
information that could lead to the disclosure of a disability, must be collected on
separate forms. This applies to information collected for purposes of establishing eligibility
and to employee personnel files.

All questions pertaining or alluding to an individual's disability, including the basic, "Do
you have a disability, Yes/No" question or disclosures of SSDI as a potential source of
income must be asked on a separate form. If ASSET information is printed for the file, such
as the Manage Programs attestation printout, all disability sections are to be redacted
before the document is placed in the participant file.

Medical and disability-related information must be maintained in a separate, secure
location, such as a locked physical file, or a password-protected electronic record. The
local WDB must have a policy that includes guidelines for storing information in a manner
that ensures this information is kept confidential. Maintaining medical and disability-
related information in a sealed envelope in a locked drawer that is different from the
location of the participant file would meet this compliance requirement.

Access to the medical file must be limited; only persons in the following categories may
be informed about the individual's disability or medical condition and access the
medical file:

e program staff who are responsible for documenting eligibility, where disability is an
eligibility criterion for a program or activity;

o first aid and safety personnel in the event of an emergency; and

e local, state, and federal monitors.

Supervisors, managers, and other necessary personnel may be informed of restrictions on
the activities of individuals with disabilities and regarding reasonable accommodations
for such individuals but may not have access to information in medical files.


https://dwd.wisconsin.gov/wioa/policy/05/05.7.htm

Medical and disability-related information that is acquired during the delivery of case
management services must also be stored securely. WIOA Service Provider staff are
required to make the ASSET case notes containing information about medical or disability
status confidential and redact such information from any paper documents. If any
documentation is received and not needed, staff must return the document to the
participant, or shred it, after recording any necessary information in a confidential ASSET
case note.

It is recommended that, whenever possible, WIOA Service Provider staff record relevant
information about the effects of an individual's medical impairment, rather than his or
her actual medical diagnosis. For example, career planners can record the following
information without disclosing an individual's medical or disability-related information:

e cannot lift more than 20 pounds;

e cannot sit for more than an hour;

e must take frequent breaks; and

o will be unavailable during the next six weeks.

Examples of medical/disability information that must be secured separately, include, but
are not limited to items such as:

e pregnant;

e headaches;

e depression;

e addiction; and
e diabetes.

It is required that all discussions between career planners and individuals are conducted
confidentially. WIOA Service Provider staff working with individuals with disabilities must
obtain permission from the individual before disclosing information about his or her
disability with others. This policy does not limit an individual's voluntary disclosure of
medical and disability-related information.

WIOA Service Provider Process:

1. The Income Statement and Medical/Disability Supplemental Form will be
completed for every applicant, whether or not a disability is disclosed.

2. This form will be kept in a sealed envelope in a separate, secure location, such
as a locked physical file, or it may be kept in a password-protected electronic
record.

3. This form will be uploaded to ASSET Documents for all participants as part of
the initial file upload.

4. The uploaded form will be marked “Confidential” in ASSET Documents.

5. If any documentation is received from the applicant, disclosing a disability or
medical condition, and not needed, staff must return the document to the
parficipant, or shred it, after recording any necessary information on the



Income Statement and Medical/Disability Supplemental Form and in a
confidential ASSET case note.



Babel Notice
Wisconsin Relay Service (7-1-1) or at 800-947-3529

English IMPORTANT! This document contains important information about your rights, responsibilities and/or benefits. It is
critical that you understand the information in this document, and we will provide the information in your preferred
language at no cost to you. Call (715) 685-1425 for assistance in the translation and understanding of the information in this
document.

Spanish |IMPORTANTE! Este documento contiene informacién importante sobre sus derechos, responsabilidades y/o
beneficios. Es importante que usted entienda la informacidn en este documento. Nosotros le podemos ofrecer la informacion
en el idioma de su preferencia sin costo alguno para usted. Llame al (715) 685-1425 para pedir asistencia en traducir y
entender la informacién en este documento.

Chinese - Traditional EE /B4 ! AN EESEEZ L, EEEHER, BE N2EF, BFE BOEBEBRAXXERS
B, MmEBEMEFERERIFVES, BREAGTRMEEN, BFHE(715) 685-1425:50F0:E RIBME A HE A mE I
B,

Vietnamese LUU Y QUAN TRONG! Tai liéu nay chira thong tin quan trong vé quyén han, trach nhiém va/hodc quyén loi cta
quy vi. Viéc hiéu rd thong tin trong tai liéu nay 1a rat quan trong, va ching t6i s& cung cap mién phi cho quy vj thdngtin nay
bang ngdn ngir ma quy vi wa dung. Hay goi (715) 685-1425 dé duoc hd tro vé viéc thong dich va hiu théng tin trong tai liéu
nay.

Tagalog MAHALAGA! Naglalaman ang dokumentong ito ng mahalagang impormasyon tungkol sa iyong mga karapatan,
responsibilidad at/o benepisyo. Napakahalaga na nauunawaan mo ang impormasyong nakapaloob sa dokumentongito, at
ibibigay namin nang libre ang impormasyon sa pinili mong wika. Tumawag sa (715) 685-1425 upang humingi ng tulong sa
pagsasalingwika at pag-unawa sa impormasyong nasa dokumentong ito.

French IMPORTANT! Le présent document contient des informations importantes sur vos droits, vos responsabilitéset/ou
vos avantages. Il est essentiel que vous compreniez les informations figurant dans ce document, et nous vous fournirons
gratuitement les informations dans la langue de votre choix. Appelez au (715) 685-1425 pour obtenir de l'aide pour la
traduction et la compréhension des informations contenues dans le présent document.

Haitian Creole ENPOTAN! Dokiman sa a gen enfdmasyon enpodtan ladan konsénan dwa, responsablite ak/oswa avantajou yo.
Li ap vréman enpotan pou ou konprann enfomasyon yo ki nan dokiman sa a, epi n ap ba ou enfomasyon sa yo nan lang ou
prefere a gratis. Rele (715) 685-1425 pou jwenn asistans pou tradui ak pou konprann enfomasyon ki nan dokiman sa a.

Portuguese IMPORTANTE! Este documento contém informagdes importantes sobre os seus direitos, responsabilidades e/ou
beneficios. E essencial que compreenda as informagdes constantes neste documento, as quais disponibilizaremos,
gratuitamente, na lingua a sua escolha. Contacte o nimero (715) 685-1425 para solicitar ajuda para traduzir e compreender
as informacgdes contidas neste documento.

Vaakgolcs agal 27xigs ol tousdid £l ankgalcs agad >0 5536l gamn sl 5/ly 3550 acy 19 a0ud 2810 Sge Uaalgoles (715) 685-1425
5, 230 Nosalich 99gagl.ghy08 3, 2l Vadie guni 33, laml galets alazel lodyald 393 Smaked b 3SUa4, Ban £l U3 Wommgd) £4, aculedd 3, 3y2ad
U}b.}é

Russian BAXXHO! B HacToALemM AOKYMEHTe COAePKUTCA BaXKHaA MHOOPMaLMA O BallMX Npasax, 0bA3aHHOCTAX U/uan
npenmyuiectsax. KpanHe Ba*KHO, 4TObbl Bbl NOHANM MHPOPMALMIO, COAEPKALLYIOCA B AaHHOM AOKYMeHTe, a Mbl becniaTHo
npeAocTaBum Bam 3Ty MHPOPMaLMIO Ha BbiIbpaHHOM Bamu A3biKe. Mo3BoHUTe no TenedoHy (715) 685-1425 ansa nonyyeHus
NMOMOLLM B NePEBOAE U MOHMMaHUM MHOPMALMM, COAEPKALLENCA B AAaHHOM SOKYMEHTE.

Korean 32! 2 ZAM £ Hoto| #a|, M Sl/E=0|0 25t T YEE Zastd USLICH A7 22M0 A= BEE
Ol8iot= A2 CHEHS| ZQ5tH, o7t fotes 0|2 FEEMIH A = JAESLICH (715) 685-1425 2 T2t510] 22 A0 U=
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