
TRAINING CLINIC PROGRESS REPORT

New CPA Training

The "End of Training Progress Report" is attached for your review.  You will notice that our forms have recently been modified to include a place for your follow- 
up as needed.  This will help ensure continuity in training after the trainee leaves training clinic and returns to the local agency.

Local Agency Follow-Up -- Directions: 
 •  Save this document for your records. 
 •  Carefully review this form and identify any areas needing additional follow-up or training. 
 •  Provide and record follow-up training for any items noted with an NT (no training provided) or an RT (re-teaching needed) in the space 
     provided on the form. 
 •  Return the form showing your follow-up within 30 days to Jackie Johnson and Caitlin Neidow using the "LA Submit form via EMAIL" button

For Questions - Please contact the Training Clinic Coach who provided the training if you have questions about the following: 
 •  Clarification or questions on what was covered or not covered during a particular training clinic session 
 •  Suggestions on providing follow-up training to ensure continuity of training for this individual trainee's needs 
 •  Questions on what worked well or didn't work well for this trainee 
 •  Clarification on trouble areas, strengths and weaknesses identified during training clinic that would be helpful for you to know 
 •  Directions to additional job aides that would be helpful for follow-up training; discuss how coaches us them in training clinic
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Training Clinic Progress Report 
New CPA Training

Trainee Name:

LA Name:

Training Dates Attended:

Completed by Training Clinic Coaches

Overview RatingDate Comments

Journey System & Navigation

Completed by Local Agency: 
Follow-Up Training

CommentsRatingDate

CPA vs Clerk Roles

Separation of Duties

VENA

Length of Certification 
Periods

WIC Foods

Education & Care

Family Panel

Assessment Panel 
(Anthropometrics)

Date Rating Comments Date Rating Comments

Weighing and Measuring 
Overview

Measuring Infants & Children 
< 2 years

Measuring Children 
2-5 years
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Growth Charts: 
WHO vs CDC

Measuring Women

Prenatal Weight Gain Grid

Assessment Panel 
(Blood)

Date Rating Comments Date Rating Comments

Hgb Assessment

Requirements - When to take 
Hgb

Why we test Hgb

Entering Information into 
Journey

Entering Hgb into Journey

Refusals

Reasons for no Hgb

Referrals for low Hgb

Assessment Panel 
(Nutrition Interview)

Date Rating Comments Date Rating Comments

Nutrition Interview Process - 
Collecting Information

Health Medical
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Immunizations

Oral Health

Lifestyle

Nutrition Practices

Social Environment

Assessment Panel 
(Risk)

Date Rating Comments Date Rating Comments

Determining Risk

Certify Date Rating Comments Date Rating Comments

Common Errors that Prevent 
Certification

Marking Additional Risks

Collecting Signature

Rights & Responsibilities

Education & Care 
(Referrals)

Date Rating Comments Date Rating Comments

Required Referrals

Manual Assignment of Risk
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Education & Care 
(Care Plan Participant)

Date Rating Comments Date Rating Comments

Nutrition Ed Requirements

Documenting

Goal Setting

WIC Foods Overview Date Rating Comments Date Rating Comments

Foods Provided by WIC 
Category

eWIC Approved Stores & 
Special use NE ONLY

WIC BF Philosophy / Support 
BF Friendly Environment

How WIC Food Packages 
Support BF

Contract Formula

Respond to Formula 
Requests

PAF - Special Formulas
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Exit Counseling

Printing Referrals

Documenting



Food Panel 
(Food Package Discussion)

Date Rating Comments Date Rating Comments

Reading the Food Package 
Panel

Model Food Packages per 
Category

Using Handout to Explain 
Food Packages

Policy on Milk Provided

Tailoring Milk

Food Benefit Interval

Food Panel 
(Food Benefits)

Date Rating Comments Date Rating Comments

Reading the Food Benefits 
Panel

Use of equipment to Print

Collect Signature

Print Food Benefits List / 
Explain how to Read

Confirm Accuracy of Food 
Benefit List

eWIC Card Education for 
Client 
 - Flip Chart Explanation
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Change Food Packages 
(CPA)



ID Card (Purple)

WIC Foods Booklet

Change Food Package

Assign and explain eWIC 
Card

Set PIN & Changing PIN 
 - EBTEdge Website 
 - Phone Line

Policy on Replacing Lost or 
Stolen eWIC Card
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Food Benefit Issuance 
Intervals 
 - # Months to Issue 
 - Changing Interval 
 - Next Appointment

Deactivate a Card 
 - When & How

Replace a Card 
 - When & How

Look up a Card by PAN #

Unlock PAN

Recognize if a client has an 
active PAN # assigned

Re-issuing Benefits

Recalculating Benefits

Audit Trail



Scheduling Next 
Appointment Date Rating Comments Date Rating Comments

Scheduling New, Changing 
Existing & Canceling Appt

Working with Clients # Rating Comments - Describe Clients/Appointment  
types that were done # Rating Comments

Weighing & Measuring 
   -  Infants 
   -  Children 
   -  Women

Cert / Recert Child

New Pregnant

Cert BF/NBF Mom & Baby

Midcert

Explaining Growth Chart

Hemoglobin

Nutrition Education

Food Package Assignments 
Discussion

Special Formula

Food Package Change

BF Issuance and 
Explanation

Goal Setting

Next Appointment

Page 8 of 10



Daily Training Clinic Comments LA Training Comments
Date Notes

M

T

W

Date Notes

Training Clinic Comments LA Comments

Dependable

Enthusiasm & Interest

Interaction with WIC 
Clients

Applying Knowledge

Other Comments
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T

F

Interaction with WIC 
Staff



End of Week Rating Scale: 
AM: Approaching Mastery - Has a good grasp and understanding of the task.  Will need someone near for special situations or questions. 
NS: Needs Supervision - Understands the basics of the task but will need someone with them at the clinic working with them.  Cannot work alone yet. 
RT: Re-Teaching Needed - Training provided with limited understanding or recall.  The LA will need to provide additional teaching in content area.  (Document 
      follow-up teaching on this form in the appropriate area). 
NT: No Training - Training was not provided at Training Center.  The LA will need to provide training.  (Document follow-up teaching on this form in the 
      appropriate area). 
  
 •   Please complete additional training needed i.e.. (anything rated RT or NT) 
 •   Contact the Training coach if you have questions about what was specifically trained, not trained, or specific areas that trainee had problems with 
      to help you provide additional follow-up training or additional resources that can be used to  provide follow-up 
 •   Document your completed follow-up training on this form 
 •   E-mail this form to Jackie Johnson and Caitlin Neidow using the appropriate "Submit form via EMAIL" button
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Training Coach Signatures 
- Each Training Coach involved with training of this trainee should electronically sign and date this form 
- Once form is completed.  Submit form using the "TC Submit form via EMAIL" button

Training Coach 1 Date

Training Coach 2

Training Coach 3

Date

Date

LA Follow-Up Signatures 
- The LA Training Coordinator providing follow-up training of this trainee should electronically sign and date this form 
- Once follow-up is completed.  Submit form using the "LA Submit form via EMAIL" button

LA Training Coach 1 Date

LA Training Coach 2

LA Training Coach 3

Date

Date

If you have  issues submitting this form, please Save the form, Attach to an EMAIL and send to jackie.johnson@nebraska.gov and cneidow@familyservicelincoln.org
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         ·  Save this document for your records.
         ·  Carefully review this form and identify any areas needing additional follow-up or training.
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End of Week Rating Scale:
AM: Approaching Mastery - Has a good grasp and understanding of the task.  Will need someone near for special situations or questions.
NS: Needs Supervision - Understands the basics of the task but will need someone with them at the clinic working with them.  Cannot work alone yet.
RT: Re-Teaching Needed - Training provided with limited understanding or recall.  The LA will need to provide additional teaching in content area.  (Document
      follow-up teaching on this form in the appropriate area).
NT: No Training - Training was not provided at Training Center.  The LA will need to provide training.  (Document follow-up teaching on this form in the
      appropriate area).
 
         ·   Please complete additional training needed i.e.. (anything rated RT or NT)
         ·   Contact the Training coach if you have questions about what was specifically trained, not trained, or specific areas that trainee had problems with
              to help you provide additional follow-up training or additional resources that can be used to  provide follow-up
         ·   Document your completed follow-up training on this form
         ·   E-mail this form to Jackie Johnson and Caitlin Neidow using the appropriate "Submit form via EMAIL" button
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- Each Training Coach involved with training of this trainee should electronically sign and date this form
- Once form is completed.  Submit form using the "TC Submit form via EMAIL" button
LA Follow-Up Signatures
- The LA Training Coordinator providing follow-up training of this trainee should electronically sign and date this form
- Once follow-up is completed.  Submit form using the "LA Submit form via EMAIL" button
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