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Step 1:   Start with a brief introduction to WIPA services. 

My name is _______, and I am a Community Work Incentives Coordinator with (name of your 
agency).  I’m calling because you have been referred for Work Incentives Planning and 
Assistance (WIPA) services.  The WIPA program provides eligible Social Security disability 
beneficiaries with complete and accurate information about how going to work will affect any 
federal, state or local benefits they receive. 

NOTE:  If you have any doubt about whether the person is eligible for WIPA services, don’t go 
into lengthy explanation of the program until you have verified eligibility.  Move on to the next 
step in the interview process.   

If the individual is clearly eligible, you may need to offer more information about what WIPA 
services entail.  Don’t assume the person knows what WIPA is.  

Step 2:   Check to see if the beneficiary is eligible for WIPA services. 

NOTE:  This step may not be necessary for people referred by the Ticket to Work (TtW) Help 
Line.  If the TtW Help Line referred the person, you can find the type(s) of benefit in the 
demographics section of the referral.  In these cases, you should confirm with the person what 
benefits show in the referral.  If there are discrepancies between what the beneficiary says and 
what shows in the referral section, ask additional questions to clarify.   

Before I can offer you services, I need to confirm that you meet Social Security’s rules for the 
WIPA program.   First you must be at least age 14, but not yet full retirement age (is that true 
for you?).  Second, you must already be receiving Social Security benefits based on disability.   

Possible Questions to Help Determine Type of Social Security Benefits: 

• Can you tell me what type of benefits you get from Social Security? 

• Do you know if you get Social Security disability benefits (SSDI) or SSI? 

• Do you get more than one benefit payment from Social Security each month?   

• How much is your Social Security payment?   

• Do you know if your benefits are based on your past work, or do you get benefits from 
the earnings record of a parent or a spouse? 
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• Do you know if you have Medicare or Medicaid health insurance?  Note: If they don’t 
know, have them describe their insurance card.  Is it white with a red white and blue 
stripe? Is it (whatever color of card your state uses for Medicaid)?  

Table 1: Determining Eligibility 

Eligible Not Eligible Unsure 

If the person is clearly 
eligible, move on in the 
interview process to 
determine priority for WIPA 
services. 

If the person is clearly not 
eligible, do not move forward 
in the interview process. 

Explain why the person is not 
eligible and ask questions to 
determine the presenting 
need.  Make referrals for 
services based on presenting 
need. 

Do not provide repeated 
contacts to ineligible 
individuals. 

If the beneficiary doesn’t 
know what benefit he/she 
gets and you can’t make an 
accurate assessment by 
asking the suggested 
questions, you have several 
options: 

1. You can help the person 
set up a “my Social 
Security” account and 
verify online with the 
person’s permission. 

2. You can send the person 
the SSA-3288s needed to 
request a BPQY.   

Do not move on in the 
interview process if you 
suspect the individual is not 
eligible for WIPA services.  
Wait until you verify.  In 
particular, do not provide any 
work incentives information 
until you have verified the 
benefit.  

  

Step 3:  Determine where the beneficiary currently is on the Employment 
Continuum and the beneficiary’s future employment and/or earnings goals.  
This step helps you decide if the person is a high priority for WIPA services.   

Now I need to ask some questions about your employment status.  This will help me figure out 
what information about work and benefits would help you the most and give me an idea about 
how quickly you need that information. 

• Are you currently working (or self-employed) or do you have a job offer pending? 
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Table 2: Determining Employment Status 

Yes, Working or Has Pending Offer Not Working & No Pending Offer 

• What type of work (or self-employment) 
are you doing or will you be doing? 

• Is your employment (or job offer) full-
time or part time? 

• How many hours do you work (or will you 
be working) per week? 

• What is (or will be) your hourly wage or 
salary? 

• When did you (or will you) start your job 
(or self-employment)? 

• Have you notified Social Security that you 
are working? If so, how did you make 
contact with SSA? 

NOTE:  For employed individuals, don’t 
assume that the job they currently HAVE is 
the one they eventually WANT.  Be sure to 
ask about future employment goals:  

• Are you satisfied with the job you have 
now?  

• Do you hope to increase your hours 
and/or earnings in the future? 

• Are you considering a promotion or a job 
change? 

• Do you have a raise pending? 

• Do you have any long-term career goals? 

• Have you thought about what you need 
to do in order to meet your future 
employment or earnings goal?  For 
example… 

• Are you actively looking for a job (are you 
going on interviews or submitting 
applications/resumes?) 

• Are you actively working to become self-
employed or planning to start a small 
business? 

• Are you currently in school or 
participating in any kind of education or 
training program? If so, when do you 
expect to complete this program? 

• Are you getting help from an agency to 
prepare for work or find a job?  

• Do you have an open case with the state 
VR agency or an appointment to meet 
with the state VR agency? 

• Have you done anything in particular to 
prepare for getting a job?  

• Are you getting career counseling to help 
you decide what kind of work is right for 
you?  

• Would you say that you have definitely 
decided to try to work?  If so, do you have 
a specific employment or earnings goal? 

• Are you unsure about your ability to work 
or just starting to think about the 
possibility of working?  

IMPORTANT NOTE:  Individuals who indicate that they don’t have a specific employment or 
earnings goal, haven’t done anything to prepare for employment, or are just beginning to think 
about working, are a LOW priority for WIPA services.  In most cases, you should provide these 
individuals with basic information and referral services (I&R) instead of individualized WIPA 
services. 
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For beneficiaries who need only I&R services: 

• You do NOT need to complete the full interview process or request a BPQY for 
beneficiaries who only receive I&R services.  Instead, provide summary information 
about the effect of work on the Social Security benefits the person receives, and answer 
any specific questions the person asks about work and benefits;   

• Provide  referrals for any additional services the person is seeking; and 

• Ask the person to contact you again for more individualized counseling when they have 
a clear employment or earnings goal. Encourage the beneficiary to contact you as soon 
as he/she begins to interview for jobs or start a business so that there is sufficient time 
to provide adequate counseling.   

Step 4:  Gather information about current employment (if applicable) and past 
work since entitlement to Social Security benefits 

NOTE:  If the beneficiary is currently employed or self-employed, start this part of the interview 
by gathering details about his or her work.  You need to know the following things: 

1. Employing company and job title (type of business for someone who is self-
employed); 

2. Start date; 

3. Hourly wage and average number of hours per week, monthly salary, or average 
monthly Net Earnings from Self Employment (NESE); 

4. Pay periods or pay days; and 

5. Potential for use of work incentives.  For SSI recipients you should check for 
Student Earned Income Exclusion (SEIE), Impairment Related Work Expenses 
(IRWEs) and Blind Work Expenses (BWE), as applicable.  For Title II disability 
beneficiaries, check for possible IRWEs and Subsidy/Special Conditions 
(unincurred business expenses and/or unpaid help for self-employed Title II 
beneficiaries). 

If the beneficiary is NOT currently working, move on to questions about possible past work.   

OK, now that we have talked about your current employment status, I need to ask you a few 
questions about any work you’ve done in the past since you started getting Social Security 
disability benefits. 

When you get SSI, this information is important because earned income may cause a reduction 
in your cash payments.  We want to make sure Social Security accounted for those past 
earnings.  If they didn’t, I can help you manage that moving forward. 

When you get SSDI, this information is important because there are certain rules called “work 
incentives” that protect you from having employment affect your benefits right away, but these 
rules have time limits.  If you’ve worked in the past, you may have already used some of these 
work incentives.  In order for me to give you accurate information about your current or future 
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work, I need to know a little bit about any past jobs you’ve had since you started getting Social 
Security. 

• Have you worked or been self-employed since you started getting disability benefits? 

• Can you give me a general idea of when you worked and what you did?  

• Do you remember what your hourly wage was and how many hours you worked in each 
job? 

• Do you remember if you let Social Security know you were working? If so, did you get 
any correspondence from Social Security asking for information about your work? 

NOTE:  Be sure to explain that you will be requesting a BPQY and that past work will show up on 
that report.  Assure the beneficiary that it’s OK if he/she is unclear about the details of the past 
work, as you can work on that later if needed.  For now, you just want a basic list of the 
different jobs the person may have had and a rough idea about when the beneficiary worked in 
those jobs and about how much they earned.  Be aware that this conversation may cause some 
anxiety – be sensitive to that possibility. 

Step 5:  Gather information about employment services and supports the 
beneficiary currently has and determine unmet needs. 
NOTE:  Helping beneficiaries connect with the employment services and supports they need to 
achieve their career goals is an important part of a CWIC’s job.  It’s important that you 
determine which services a beneficiary is already receiving and discuss unmet needs.  You 
should provide information and referral services to the state VR agency, ENs, or other providers 
as appropriate to overcome barriers to employment.  Don’t assume that a beneficiary’s needs 
are being met just because he/she has an open case with VR.  Be sure to ask specific questions 
about employment barriers or unmet needs. 

Earlier in our conversation I asked some questions about your current employment status.  
Since the WIPA program provides employment focused benefits counseling, a big part of what 
we do is help beneficiaries connect with the services and supports they need to successfully 
achieve their employment goals.  I would like to ask you a few questions about the services you 
told me you are already getting.  

For individuals who are already receiving services:  

• Do you have an open case with State VR or Blind Services Agency? If so, what services 
are you getting?  Are you satisfied with the services you are currently getting? 

• Are you receiving employment supports from an EN? If so, what services are you 
getting? Are you satisfied with the services you are currently getting? 

• Are you receiving services from other community agency?  If so, what services are you 
getting? Are you satisfied with the services you are currently getting? 

• Has anyone talked with you about the Ticket to Work Program?  Do you know if your 
ticket is assigned or “in use”? (The beneficiary may need to verify Ticket status by calling 
the TTW Help Line – you will have to provide that contact information).   
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NOTE:  Be prepared to explain the Ticket program and probe for questions. You may also need 
to explain how the state VR agency works or answer questions about other employment 
services providers.  You should take your time with this part of the interview.  Make sure you 
have fully explained how the employment services system for people with disabilities works so 
beneficiaries know what to expect. 

For ALL individuals:  

• Do you feel like you need any specific services or supports to achieve your employment 
goal? 

• Do you have barriers to employment that you feel are keeping you from achieving your 
career goals?  Check for the following: 

– Lack of reliable transportation 

– Lack of child/elder care 

– Unresolved health issues 

– Communication barriers   

– Lack of access to assistive technology or inability to use technology 

– Need for job accommodations 

– Accessibility issues 

– Family or personal crises 

– Conflicts with supervisor or co-workers 

Step 6:  Gather information about family members who also receive Social 
Security benefits. 

At this point, I would like to ask you some additional questions about your living situation and 
household members.  I need to know if you have any dependent family members in your 
household who also receive Social Security benefits because it’s possible for your work to affect 
those benefits.  I want to be sure that I provide you with complete information about how work 
will affect the benefits of anyone in your household. 

Don’t worry if you don’t know for sure what benefits your family members get or how much 
the benefit payments are.  Some of that information will be on the BPQY report I mentioned 
earlier.   

For Title II disability beneficiaries: 

• Do you have dependents in your household such as a spouse or minor children who 
receive a Social Security benefit check because you receive disability benefits?  

• Do any of your dependents (children, spouse, or domestic partner) receive SSI? If so, 
who receives this and how much is the monthly benefit? 
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For SSI recipients: 

• Do you live in your own household, or in someone else’s household?  

• If you live with someone else, do you pay your share of the household expenses, OR if 
not your share, do you contribute something to the household for food and/or 
rent/mortgage? 

• If you live in your own household, does anyone help you pay your food and shelter 
costs? If so, can you describe the help you get? 

• Are you married?  If so, does your spouse live with you? Does your spouse have any 
income, such as earnings or cash benefits or other income?  If so, can you tell me the 
amount of that income? 

• Do any of your dependents (children, spouse, or domestic partner) receive SSI? If so, 
who receives this and how much is the monthly benefit?  

Step 7:  Gather information about health insurance and healthcare needs.  

Now I need to ask you a few questions about any health insurance you may have.  There are 
lots of different kinds of health insurance.  Some are related to the Social Security benefits you 
receive, some aren’t. 

First, do you or any of your dependent family members receive any form of government funded 
health insurance or healthcare?  This includes Medicare, Medicaid, and the VA healthcare 
system. 

For individuals who have Medicare:   

• Are you enrolled in Medicare?  If so, which parts of Medicare are you enrolled in?  For 
example, Part A which pays for hospitalization, Part B which pays for doctor visits and 
outpatient services, and Part D which pays for prescription drug coverage.  Some people 
are enrolled in something called Medicare Advantage or Part C.  Which of these apply to 
you? 

• If you are enrolled in Part B, is your monthly premium deducted from your benefit 
check? 

• Do you know if you get assistance in paying for the Part B Premium from the state?  If 
so, does the state also help with the other Medicare out-of-pocket costs? 

• If you are enrolled in a Part D prescription drug plan, do you get help paying the 
premium and other out-of-pocket costs for this coverage?  Social Security calls this Part 
D assistance “extra help” or “the low-income subsidy”.  

For individuals who have Medicaid: 

You told me that you have Medicaid.  There are lots of ways to qualify for Medicaid and it’s 
possible to be enrolled in more than one Medicaid program at the same time.  Different 
Medicaid programs are affected by working in different ways, so it’s important that I know 
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exactly which type of Medicaid you get.  It’s OK if you don’t know the answers to all my 
questions about your Medicaid coverage.  With your permission, I will contact the state 
Medicaid agency to verify your Medicaid benefits. 

• In most states, when you get SSI, you also qualify for Medicaid coverage.  Do you know 
if the Medicaid coverage you have is related to your SSI benefit?   

• One type of Medicaid coverage is provided to people who have really high medical 
expenses.  That program is called “Medically Needy Medicaid” or sometimes “Spend-
Down”.  Do you have any out of pocket expenses each month before your Medicaid 
coverage begins (which is typically called a spend down or share of cost)? If so, are you 
able to meet these expenses each month? 

• If the state has a Medicaid Buy-In program and if the person is working:  Now that you 
are working, are you participating in the state’s Medicaid Buy-In program, which is 
called (Buy –In name)? 

• There is a special type of Medicaid that’s provided to certain people who used to get SSI 
but who lost eligibility for SSI because they started getting SSDI or Childhood Disability 
benefits.  Did you get SSI in the past and then lost it when you started getting another 
type of disability benefit from Social Security?  

• There are some Medicaid programs that cover services related to your disability in 
addition to medical services.  These programs are often referred to as Medicaid waiver 
programs.  Are you enrolled in one of these programs?  (You may want to provide the 
names of specific waivers in your state to help the person identify if he or she is enrolled 
in a waiver program.) 

• Do you have any other family members or dependents living in your household who 
receive Medicaid?   

For individuals who indicate they use the VA Healthcare System: 

Which services from the VA healthcare system do you use? Do the services you receive from 
the VA meet all of your healthcare needs?   

NOTE: There are different levels of VA health care (i.e. some get full coverage and others just 
use prescription drug coverage). Be sure to ask what services the person gets from the VA. 

For all individuals, inquire into other private health Insurance coverage: 

• Healthcare coverage is very important, not only for you, but for others in your family 
(such as your dependents).  I would like to ask a couple of questions to see how your 
employment will affect the health insurance coverage available to your family members. 

• Do you have private health insurance coverage, such as coverage through a family 
member current employer or previous employment? If so, are you satisfied with the 
services you get and the cost of your coverage? 
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Step 8:  Gather information about any other federal, state or local benefits the 
person receives that paid employment could affect.  

Now, I would like to ask you about other benefits or assistance you receive.  This will help me to 
analyze how employment might affect your other benefits and provide you with information 
about any changes you might expect when you go to work.  Paid employment may affect the 
assistance you receive.  Please let me know if you or any of your dependent family members 
receive any of the following benefits.  It’s helpful if you can tell me how much the benefit is, but 
it’s OK if you aren’t sure.  I can contact the agency that administers any benefit you receive to 
verify what you receive. 

NOTE:  Refer to the benefits verification checklist in the manual for a list of ways to verify the 
different benefits.  You may not need releases of information for everything if the beneficiary 
has correspondence he/she can share, or if there are online accounts the beneficiary can use to 
verify benefits. 

• Supplemental Nutrition Assistance (also known as Food Stamps)?  

• Housing assistance or rental assistance? 

• Temporary Assistance for Needy Families (TANF)?  

• Low Income Energy Assistance (LIHEAP)? 

• Workers Compensation?  

• Disability insurance benefits provided by a previous employer? 

• Unemployment Insurance Benefits? 

• Veteran’s benefits? NOTE: If the beneficiary says he/she gets VA benefits, be sure to use 
the Veterans Information Gathering Tool in addition to this interview guide.   

• Railroad Retirement? 

• Black Lung benefits?  

• Any other assistance, such as Community Action Program Assistance, etc.?  

For Individuals who indicate they get some form of housing or rental assistance: 

There are lots of different housing or rental assistance programs and some offer special 
supports for residents who are working.  I would like to review your housing information with 
you to see if there are any of these programs you could benefit from. 

• First of all, your living situation: Do you live alone or with family/roommates?  How 
many people are in your household? 

• Do you own your home?  If not, are you interested in learning about programs for 
homeownership? 

• Are you renting? Do you receive any type of rental assistance to help pay for your 
housing (such as a voucher, or reduction of your rent based on your household income)? 
If so, do you know the name of the rental assistance program you are in?  If you don’t 
get assistance, are you struggling to afford your rent? 

https://vcu-ntdc.org/resources/viewContent.cfm?contentID=78
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• Do you know the name of the person you work with at the housing agency?  

Step 9:  Gather information about other sources of income and resources, as 
appropriate. This step is really more important for SSI recipients than Title II 
beneficiaries.  Use your best judgement to determine whether or not to ask 
these questions.   

If you receive other types of income besides wages, it may affect some benefits (like SSI).  To 
help me understand your benefit situation, please tell me if you receive: 

• Child support?  If so, is it for you or for your children?  

• Maintenance/Alimony/Palimony? 

• Pell Grants or other forms of educational assistance? 

• Do you have any other income? 

In the SSI program, resources can affect your eligibility.  Resources may include cash or items 
that have value.  Right now, SSI eligible individuals may not have more than $2,000 in countable 
resources while eligible couples have a resource limit of $3,000.  Social security doesn’t count 
certain resources like the home you live in and one vehicle.  

• Do you currently have resources that are worth more than the current SSI limit?   

Step 10:  Gather information about Representative Payee and Legal 
Guardianship. 

I also need to ask if you manage your benefits yourself or if someone helps you with that (such 
as a representative payee).  If so, I need to get a release of information so that we can share the 
information about how employment will affect your benefits.  

• Do you have a legal guardian?  If so, that person will need to sign releases to verify your 
benefits. 

• Do you have a representative payee who helps you manage your Social Security benefit?  

Step 11:  Conclude the interview and explain next steps. 

Well, that concludes the information gathering process.  I know this seems like a lot of 
questions, but the more information I have, the more comprehensive my counseling can be.  
The next step in the process is for me to verify your benefits to make sure I know exactly what 
you are getting.  It’s really important that I am 100% clear in order to avoid mistakes.   

• Provide instruction here about what you need in order to get the BPQY.  If you are 
asking the beneficiary to get his/her own BPQY, be sure to provide clear instructions 
about how to make that request and what to do with the report when they receive it. 

• If the beneficiary receives any other benefits that require verification, check to see what 
is available without needing a release of information.  If you need a release, be sure to 
explain what the release form is for and what to do with it when it comes in the mail. 



11 | P a g e  

• Make sure the beneficiary understands that you can’t provide in-depth individualized 
benefits counseling without the necessary verification.  Stress the importance of getting 
the required forms back to you promptly.  Explain that the verification process can be a 
bit slow sometimes and encourage the beneficiary to call you as questions arise. 

• Explain what the beneficiary should expect from you once you verify the benefits.  You 
will review the BPQY with the beneficiary and you may need to get some additional 
questions answered at that time.  You will know more once you get the BPQY and 
review it.  You should NOT move on to BS&A development until you have gone over 
the BPQY with the beneficiary and identified any areas in need of additional research 
or development. 

• The most valuable part of WIPA services is the individualized benefits analysis and work 
incentives counseling.  Explain that you will go over how the employment/earning goal 
is likely to affect all benefits received in detail.  You will explain everything verbally, and 
then summarize it in a special report called a benefits summary and analysis or BS&A (if 
appropriate).  

• Thank the beneficiary for taking the time to complete the interview process.  End the 
conversation with information about when the beneficiary can expect to hear from you 
again.  Always encourage the beneficiary to contact you with questions or concerns as 
they may arise. 

This document produced at U.S. taxpayer expense. 
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