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Approximate Time to Complete: 4 hours
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Forms & Resources 
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(
“Healthy Kids Strong Parents” brochure

(
“Give your child Love and a healthy Start” brochure

(
“Nebraska WIC Approved Foods List” 

(
Samples of WIC forms: WIC Certification Signature Form, Assessment/Care Plan, Nutrition Survey, client Identification Folder, Ineligibility Letter, Notification Form, Alternate shopper Authorization, Enrollment Proxy Authorization

(
Statewide location map

(
“Introducing Nebraska State WIC Staff” brochure

(
Sample of WIC check
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Watch Video find link to video in the L.A.W. Resources Table
Program Basics, “Introduction” Video
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Learning Objectives
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Upon completing this training, you will be able to:

· Explain the history of the WIC program

· Identify the services, and describe two benefits of the program
· List the four eligibility criteria for clients
· Explain the basic process for certification
· Identify and locate important forms and reference resources in your home WIC clinic

· Describe your local agency’s satellite location information and other nearby WIC agency providers

· Identify names, job title and roles performed by home clinic staff members and state WIC staff

· Explain how to use WIC checks

· List two rights and responsibilities of WIC clients

· Describe your role in WIC outreach

  WIC Terms 

· Certification: the process of enrolling a person in the WIC program and determining eligibility.

· Certification Period: length of time that a client can use WIC. This varies for different types of clients.

· Alternate Shopper: person authorized by WIC clients to pick up and/or use WIC checks at an approved WIC vendor.
· CPA (Competent Professional Authority): a  staff member who identifies nutrition risk, prescribes the food package and provides nutrition education.
· Enrollment proxy: person designated by the responsible party who may bring children in for certification.
· Food package: specific foods and quantities for WIC clients set by federal requirements.
· Local agency: non-profit health or human service agency that contracts with the state WIC program to provide WIC services.
· Nutrition education: the component of the WIC program provided by the CPA, that teaches the benefits of good eating habits, physical activity and maintaining a healthy lifestyle.
· Nutritional risk: one of the reasons used to determine eligibility for the WIC program; based upon diet and health history, height/weight measurements and a finger-stick blood test.
· Outreach: the process of educating prospective clients, referral agents and the general public about WIC services.
· Clients: women and children who are certified eligible for WIC.
· Presumptive Eligibility: the status that allows for quicker certification of pregnant women who meet income guidelines. Pregnant women determined “presumptively eligible” can receive benefits for up to 60 days.
· Processing Standards: the timelines in which applicants must be found eligible or ineligible for the program. Pregnant women, infants under six months, migrants and homeless persons must be notified of their eligibility status within ten days of their application to the program. All other applicants must be notified within 20 days.
· Referrals: recommending that a person contact an additional resource (individual or agency) for needed services and providing information to help make that contact occur.
· Responsible party: parent or legal guardian of child.  This may also be a foster parent.
· Sanction points: points assigned to clients and vendors who abuse the program. Too many points can lead to disqualification.
· Satellite/offsite Clinic: WIC clinic operated away from the main clinic office. Many times a satellite/off-site clinic may be located in another town.
· Supplemental food: nutritious food designed to add nutrients that may be low in a client’s diet.
· WIC check: voucher with printed prescription for food that can be redeemed at approved WIC vendors. Sometimes it is also called a food instrument.
· WIC vendor: retail merchant (grocery store/pharmacy) that contracts to participate in the WIC program.
· WIC vendor manager: staff person who works with WIC vendors.

History of WIC
The initials W-I-C stand for the “Special Supplemental Nutrition Program for Women, Infants, and Children.” WIC is a public health nutrition program for pregnant, breastfeeding and postpartum women, infants, and children up to the age of five.

In the 1960’s, there was an increasing focus on poverty and hunger in the United States. A study by a Presidential Commission found that many people had health problems due to poor nutrition. Congress established the WIC program in 1972 to recognize the need for adequate nutrition during pregnancy and early childhood. The purpose of the program is to prevent poor birth outcomes and to improve the health of children during critical times of growth and development.

WIC began in Nebraska in 1975 and currently operates in all 50 states, intertribal organizations, the District of Colombia, the Virgin Islands, Puerto Rico and Guam. There is also a WIC overseas program administered through the Department of Defense. Funding for WIC comes from the federal government through the United States Department of Agriculture. Funds are made available to the Nebraska Department of Health and Human Services which contracts with local agencies to operate WIC clinics throughout the state. The Nebraska WIC program serves over 45,000 people per month at more than 120 clinic sites.

WIC Services
The WIC program prevents health problems and promotes healthy lifestyles by providing the following services:
· Nutrition counseling and education

· Breastfeeding promotion and support

· WIC Checks to purchase specific nutritious foods

· Referrals for healthcare and other services

Nutrition counseling and education teaches the health benefits of certain foods, helps clients to develop good eating habits, and promotes an active, healthful lifestyle.

Nutrition education is provided to a client after a nutritional risk assessment has been completed. Nutritional risk is based on height and weight measurements, blood work to screen for iron deficiency, diet assessment and health history.
Breastfeeding promotion and support demonstrates the WIC philosophy that breastfeeding is the ideal nutritional choice for infants.

Accurate information, education and a supportive clinic environment provide important encouragement for pregnant and breastfeeding clients.

WIC Checks for nutritious foods are provided to WIC clients. These WIC checks represent individualized “food packages” designed to help meet each client’s nutritional needs. The front of the WIC check lists the specific kinds and amounts of foods prescribed.  (SAMPLE WIC CHECK – find in L.A.W. Resources Table)
WIC foods are considered to be “supplemental” because while they are a good source of the nutrients that are frequently lacking in the diets of the WIC population, they are not intended to provide all the foods needed in a healthy diet.

WIC foods have been selected to provide necessary nutrients.

Foods provided may include:

· Milk

· Unsweetened fruit and vegetable juices high in vitamin C

· Natural cheeses

· Eggs

· Iron-fortified cereals (low in sugar)
· Fresh fruits & vegetables
· Peanut butter and/or canned or dried beans or dried peas
· Whole grain breads

· Brown Rice

· Whole grain tortillas
· Carrots and tuna (for breastfeeding women whose infants do not receive formula)

· Iron-fortified formula (for non-breastfeeding or partially-breastfed infants)
· Baby foods
WIC supplemental food packages and nutrition and breastfeeding education components are developed in accordance with current recommendations from the American Academy of Pediatrics, the American College of Obstetricians and Gynecologists and the National Academy of Sciences.

Referrals for health care and other services help promote good prenatal and pediatric care, including immunizations.  Because WIC client families often have needs that extend beyond what we can provide, referrals to other social service and community support programs give clients needed assistance to overcome barriers that stand in the way of achieving good health.
Benefits of WIC
WIC is a short-term program designed to influence lifetime nutrition and healthy behaviors. When a client’s nutritional status improves, he or she may no longer need WIC benefits.

Since 1974, the WIC program’s major accomplishments include improved pregnancy outcomes for women and better health for infants and children.  Research has shown that WIC’s role in improving birth outcomes has also helped to contain health care costs. A series of reports published by the United States Department of Agriculture (USDA), based on a 4 state study of WIC & Medicaid data for over 100,000 births, found that every $1 spent on WIC resulted in $1.77 to $3.13 savings in health care costs for both mother and the newborn.
Well-nourished children are not only healthier but usually perform better in school. More than 70 evaluation studies have shown the positive benefits of WIC.

· Improved access to prenatal care

· Improved diets of pregnant women

· Lowered infant death rate

· Reduced rate of low birth weight and very low birth weight babies

· Improved breastfeeding rates among WIC mothers

· Improved children’s diets and intake of important nutrients

· Improved language and memory scores among four and five year olds

· Improved immunization rates

Training Activity

Review the following two brochures (find link to each in the L.A.W. Resources Table) and find answers to the questions below
 “Healthy Kids Strong Parents”   - 

This brochure provides important information about the Nebraska WIC Program.  It outlines our eligibility criteria, the current income guidelines, how to apply for WIC, and information on what WIC provides.
“Give Your Child Love and a Healthy Start” -
This brochure provides information about WIC to help reach teenagers that may be in need of our program.
Record your answers in your Training Activity Packet.

List the four services provided by the WIC program.

1) 

2)

3)

4)

List two benefits of the WIC program.

1)

2) 

List one or two new things that you learned about WIC after reviewing the brochures: 
1)

2)

Training Activity


Review the following video clip to help answer the questions below:


Watch Video (find link to video in the L.A.W. Resources Table)
“History of WIC” 
(Running Time:  4 minutes)

Record your answers in your Training Activity Packet.

1)
Why was the WIC program developed?
2)
Does the WIC program operate in every state?

3)
How long has the WIC program been serving clients?

List one or two new things that you learned about WIC after reviewing the video: 

1)

2)

Training Activity


Review the Nebraska WIC Approved Foods List. (Find link to list in the L.A.W. Resources Table)  

“Nebraska WIC Approved Foods List” – 

The WIC approved foods List is very important.  WIC clients use this list to know which foods they can (and can’t) purchase with their WIC checks.  WIC staff will use this list to help teach clients how to shop with their WIC checks.

Using the Nebraska WIC Approved Foods list, circle the WIC approved foods on the chart below.  Record the answers in your Training Activity Packet.
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Sara Lee – Whole Wheat

Hot Dog Buns – 16 oz
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HyVee – 64 Oz Tomato Juice
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Hy-Vee – 4 oz Vegetable Beef (Stage 2)
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Welch’s – Strawberry Raspberry Concentrate
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Dole – Orange, Peach, Mango (frozen concentrate)
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Chi-Chi’s – Whole Wheat Tortillias – 16 oz
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Quaker – Life Cereal 

24 oz
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Our Family – Pink Salmon – 14.75 oz


Who is eligible for WIC?

In order for applicants to qualify for WIC, they must meet all of the following requirements:

· category

· residency

· income

· nutritional risk
Applicants who do not meet all of these requirements are referred to other local resources that can help. You will learn more about these resources in upcoming units.

Category Requirements

The WIC program serves the following groups of clients:
· Pregnant women

· Breastfeeding women (up to 1 yr. postpartum)

· Non-breastfeeding women (up to 6 mos. postpartum)

· Infants (birth to 1 yr.)

· Children (up to age 5)
Eligibility for the program is determined every six months except for:

· Pregnant women who are certified for the length of their pregnancy

· Infants under six months of age can be certified up to their first birthday

· Breastfeeding women until their infant turns one year of age
Residency Requirements

In order to be eligible for Nebraska WIC Program benefits, applicants must live in the state.  WIC applicants must bring documentation to prove they live in Nebraska. (For example, a gas or phone bill with their name and address listed on it.)  
It doesn’t matter how long the applicant has lived in Nebraska or if the applicant is an American citizen, a foreigner or an undocumented person. Proof of citizenship is not necessary when applying for WIC.  
Income Requirements

Applicants must provide proof that their household income falls within the income guidelines which are set by USDA. Those who have an income of 185% or less of the federal poverty level will qualify for WIC if other eligibility criteria are met.

You may find the specific income guidelines listed on our Healthy Kids Strong Parents WIC brochure or on our Nebraska WIC Website. (find link to each in the L.A.W. Resources Table)
If a client’s income is over the WIC income guidelines, they cannot qualify for WIC -- unless they are participating in another program that makes them automatically income eligible for WIC (ex. Medicaid, SNAP, Aid to Dependent Children, or Kids Connections). Applicants that are adjunct eligible for WIC due to participation in these other programs, can be over the WIC income limits and still qualify for WIC services.
Nutritional Risk Requirements

In order to participate in WIC, clients must have a nutritional risk. Risk is based on health and diet assessments conducted by the WIC CPA.

Some nutritional risk criteria that may make a person eligible for WIC include:

· Overweight or underweight 
· Tobacco or alcohol use during pregnancy

· Inappropriate feeding practices
· Other health conditions that may affect nutritional status (such as diabetes)

Certification/Enrollment Process to apply for WIC
People can apply for WIC benefits at one of our WIC sites in Nebraska.  Applicants will need to answer questions and present required documentation showing proof of identity, income and residency. This information is collected and reviewed by WIC staff to determine if they are eligible. Women and children being certified (enrolled) in WIC are required to enroll in person.   Newborns or very young infants < 1 month old do not need to be present and may be enrolled by a parent or guardian using referral information.

All WIC applicants need to complete the enrollment certification process.  Women applicants usually come to the WIC clinic to enroll themselves.  However, if she cannot physically come to the WIC clinic for enrollment, she may designate another person, called an enrollment proxy, to act in her behalf.

If the WIC applicant is a child, then the custodial parent or guardian is considered the responsible party for certification purposes.  If a custodial parent or guardian is not able to bring the child in for certification, he or she may fill out a form to designate an enrollment proxy for the child.

The federal government has determined specific timelines that must be followed by WIC staff when an applicant applies for the WIC program. These timelines, called processing standards, tell us how quickly we must schedule clients for a WIC appointment to screen for eligibility, notify of eligibility status, and issue checks to eligible applicants.

Pregnant women, infants under six months, migrants, and homeless persons must be scheduled and seen for an appointment within 10 days of the date they first request program benefits. If eligible, checks should be issued at the same time.

All other applicants (infants over six months, postpartum women, and children) must be scheduled and seen for an appointment within 20 days. Again, if eligible, checks would be issued at the same time.

The basic certification process is illustrated on the following flow chart.  Ask your local agency training coordinator to discuss this flow chart with you and which parts of the visit you will be responsible for completing.
   Certification Visits



 

























              











Certification Periods:

WIC clients are certified for specific lengths of time called certification periods. These periods will vary for different types of clients

Pregnant Women – Certified for the duration of their pregnancy & up to 6 weeks postpartum

Postpartum Women – Certified to 6 months after delivery date of baby

Breastfeeding Women – A woman who is breastfeeding her baby may be certified until 1 year postpartum, or until she stops breastfeeding, whichever occurs first.

· If breastfeeding stops during the first 6 months, her certification may continue until 6 months postpartum.

· If breastfeeding stops any time after 6 mo. postpartum, her certification period ends.

Children – certified at the time of entrance into the WIC Program & at 6 month intervals, up until the child’s 5th birthday
Young infants < 6 months of age at time of initial cert – Certified up to their 1st  birthday
Older infants > 6 months of age at the initial certification - will be certified for a period of 6 months.


        KWIC TIP:  
Every time WIC clients come in to be certified, they must be informed about their rights and responsibilities and provided a copy in writing.
A client needs to return to the WIC clinic for certification and/or follow up visits based on their status. WIC clients also visit the clinic periodically to pick up their WIC checks and participate in nutrition education.

The following flow chart illustrates services provided to clients within a certification period, by showing the process for follow-up visits.  Ask your local agency training coordinator to review these flow charts with you.
Nutrition/Health Education Contact Scheduled









   Check Issuance Only Scheduled















Special Cases
Pregnant women can be certified for the WIC program more quickly and with less documentation than other types of clients. Special certification options have been created to meet their unique needs.

Presumptive Eligibility allows pregnant women who meet the income eligibility guidelines to be certified as presumptive eligible without a full assessment of nutritional risk for up to 60 days.  A full nutrition and health assessment must be completed within 60 days and a nutritional risk factor determined in order to continue benefits beyond this time frame. If no nutritional risk is found, then she would be terminated from the program with no additional benefits.

The Presumptive Eligibility process helps to ensure that a pregnant, income eligible woman receives benefits in a timely manner. This process should be used in the following situations:

· If a pregnant woman walks into the clinic without an appointment, and the clinic is unable to conduct a full certification visit  
· If the clinic is unable to schedule a full visit within 10 days

Training Activity – Clinic Observation

Follow several new clients through the certification process and watch what happens. Try to track their progress according to the certification and follow-up visit charts in this unit. Take notes on any activity you don’t understand. You can ask your Training Coordinator about your questions after you have completed this activity (it’s best to follow both new and returning clients).

 Record Notes or Questions
In your activity packet

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

Training Activity 

Record answers to the following questions in your Training Activity Packet.  If you are unsure, check with your training coordinator.  Or you may locate the yellow Notification Form in your clinic and use it to help answer the following questions. 

Name two things an applicant should bring to a new certification appointment.

1)

2)                                            
Name two things a client should bring to a re-certification appointment.

1)

2)

If you were applying for WIC, what would you bring to show proof of residency?
If you were applying for WIC, what would you bring to show proof of identity?
WIC Forms
This section is designed to briefly acquaint you with some of the forms used at the WIC clinic.  A description of each form is provided. Find link to each in the L.A.W. Resources Table. You’ll learn how to use some of these forms when you attend training clinic. 

Nebraska WIC Certification Signature Form
A Certification Signature form is completed for every WIC client and filed in the chart. There is enough space on the form to document information for up to nine certification visits. The front page of the form includes a listing of rights and responsibilities that WIC staff review with clients at the beginning of each certification visit. There is a designated place to sign at the bottom, indicating that the rights and responsibilities were reviewed and that they received a copy of them.  Page two of the form includes a place to document the name of a second responsible party (if desired), and answers to questions that we ask about voter registration and dual participation.
Pages 3 & 4 of this form includes information about each client that we collect and review to make sure they are eligible for the program. There are specific places to record the type of information WIC staff saw and reviewed to show proof of identity, income, and residency while assessing program eligibility.  There are also places for staff to sign and indicate their role in the certification process.  If clients do not have all of the information needed during the certification visit, there is a place to document if a 30 day extension was provided. There is also space at the bottom for staff to document the date client was notified that their benefits are about to expire; and to document when ineligibility notices are given.
WIC Assessment/Care Plan Form
Health assessment information impacting eligibility is documented on the appropriate assessment/care plan form.  This form includes places for WIC CPA staff to record the nutrition risk factors that are identified, to document areas of concern identified by the client and WIC staff, follow-up information, and to document educational materials provided to the client.
There are three WIC Assessment/Care Plan forms:
Each Form is color coded, to help you find the form you need more quickly
Find link to each in the L.A.W. Resources Table.

· Women -used for all pregnant/BF/postpartum (yellow form)
· Infants & 1 Year Olds (green form)
· Children ages 2-4 (Salmon form)

    All Women   Infants &    Children 2-4 yr
                      1 1y old
Nutrition Survey
This form contains questions that help assess nutrition practices, and that serve as a starting point for client centered nutrition education.
There are four nutrition survey forms. Find link to each in the L.A.W. Resources Table.
· Pregnancy Nutrition Survey 
· Breastfeeding & Postpartum Nutrition Survey 
· Infant Nutrition Survey 
· Child Nutrition Survey 


Pregnancy    BF & PP       Infant       Child
WIC ID FOLDER (Find link to item in the L.A.W. Resources Table)
This folder serves as identification at the clinic. Clients need to bring this folder to their WIC appointments.  WIC Clients used this folder to store their WIC checks and Nebraska WIC Foods List, -. The folder also contains other information that is important for the client to know. 
Rights and Responsibilities – (can be found on the inside cover of the Approved Food List) This section summarizes the WIC rights and responsibilities that are expected for clients while participating in the WIC program. These rights and responsibilities are verbally reviewed with clients.  This document also outlines the steps to request a fair hearing if not satisfied with the program. 
Ineligibility Letter (Find link to item in the L.A.W. Resources Table)
This form is given when an applicant or client is not eligible for the program for any reason.
Notification Form (Find link to item in the L.A.W. Resources Table)
This small yellow sheet is given to inform a client their certification period is about to expire and that it is time to re-certify.  It reminds them of what to bring to their next certification appointment.  This form must be given to clients at least 15 days before the end of their certification period.
Alternate Shopper Authorization Form (Find link to item in the L.A.W. Resources Table)
In the event that a WIC client is unable to pick up their WIC checks at clinic, or make it to the store to do their shopping, they may designate an alternate shopper. Signing an authorization form allows someone other than the client or responsible party to pick up checks.  (Please note, however, WIC staff are not allowed to pick up checks for other clients).   Clients receiving monthly checks may have an alternate shopper pick up their checks for up to 2 times in a 6 month period; or 1 time in a 6 month period if receiving bimonthly checks.  Signing this form also allows someone else to do their WIC shopping at the store and sign their WIC checks.  This person’s signature must also be listed on the WIC ID folder and the alternate shopper must have the ID folder with them when they shop.
Enrollment Proxy Authorization (Find link to item in the L.A.W. Resources Table)
In the event that a parent cannot come into the clinic to enroll their child, signing this postcard-sized form allows someone else (other than the parent or legal guardian) to bring in the child and enroll them in the program.  
KWIC TIP:


Your local agency may have additional forms used in its operations. Ask your Training Coordinator for more information about these agency forms.
The WIC program also offers a variety of reference tools designed to help you do your job properly. These can be helpful as you deal with non-daily tasks that are hard to remember, special situations, uncommon occurrences or policy issues.  As you observe staff in your clinic, you may observe them refer to various references.  These helpful reference tools include policy and procedure manuals, cheat sheets you will receive while attending training clinic, WIC Words Policy Updates, and special health and nutrition resources.  Please take the time to become familiar with these additional job aids. They will help make your job easier.  Ask your training coordinator to help you locate them.
Training Activity


In your local clinic, locate each of the forms and reference tools on this list. Note the location where this form or reference tool is stored for future reference.
Please record this information in your training activity packet.





Training Activity

Review the following forms and find answers to the questions below.  Record the answers in your activity packet.

“WIC Signature Form”  
“Ineligibility Letter”
Refer to page 1 on the WIC Signature Form where you will find client rights and responsibilities and the Ineligibility Letter where you will find requesting a fair hearing.
Answer the following questions:
1) How many days does a person have to request a fair hearing from the date he or she receives notice of denial or termination of benefits?
2) Who will notify a person of the time, date, and place of a fair hearing?
3) What happens if a presumptive eligible pregnant woman is found to have no medical/nutritional risk within the initial 60 days of certification?
4) Explain what could happen if a person abuses the program or gives false or misleading information to receive WIC benefits.
5) Can a person receiving WIC get WIC checks from more than one WIC program at the same time?
Clinic Locations
& 

Hours of Operation
Fourteen local agencies across the state operate WIC Programs in Nebraska. 

Each WIC agency operates one home office and/or main clinic and may have satellite clinics. Each agency sets its own operating schedules for the clinics based on location, client usage and staffing availability. There are about 120 WIC clinic sites in Nebraska serving around 45,000 women and children each month.
KWIC TIP:

Ask your training coordinator for the clinic listing for your agency.  This listing includes your home clinic’s hours of operation, & days and hours of operation for your agency’s satellite clinics.  

If other agencies operate WIC clinics nearby, you should also find out the locations and operating hours of these clinics.  This will help you be able to assist clients who call and request clinic information.
Refer to the Map of Nebraska WIC clinics to help give you the big picture of WIC services throughout the state. (Find link to item in the L.A.W. Resources Table)

Training Activity - Internet

Become familiar with the State WIC website at http://www.dhhs.ne.gov/nutrition/Wicindex.htm
Find the listing of WIC Agencies in Nebraska and their contact information. 
Training Activity


Fill in the areas below showing the locations and hours of operation for your main clinic and any nearby clinics (even if not operated by your agency). Make a copy of your agency’s clinic listing for yourself and attach it to this form.

MAIN OFFICE


LOCATION___________________


____________________________

HOURS______________________
NEARBY CLINIC
NEARBY CLINIC

LOCATION__________
LOCATION__________
___________________
___________________
HOURS_____________
HOURS_____________
NEARBY CLINIC
NEARBY CLINIC


LOCATION__________
LOCATION__________

___________________
___________________
HOURS_____________
HOURS_____________

NEARBY CLINIC
NEARBY CLINIC


LOCATION__________
LOCATION__________

___________________
___________________
HOURS_____________
HOURS_____________

Local WIC staff – Job Titles & Duties
Because Nebraska WIC clinics are operated through agreements with a wide variety of local agencies, not all clinics operate exactly the same. Job titles may differ, and job duties may be shared among several employees.

The following are basic WIC job descriptions that are most commonly found throughout our state.
Breastfeeding Coordinator

Individual who coordinates all breastfeeding efforts at the local agency.
Clerk

Greets clients, schedules appointments, reviews rights and responsibilities with clients, determines financial, residential and categorical eligibility, and issues checks.
Clinic Coordinator

Oversees local clinic operations.
Competent Professional Authority (CPA)

The CPA completes a nutrition and health assessment, identifies nutrition risk, prescribes the food package and provides nutrition education. In local WIC clinics, CPAs can be RNs, LPNs, Registered Dietitians or nutritionists.
Training Coordinator

Local agency contact who assists in training new employees.

WIC Director/Coordinator

Has overall program responsibility. Serves as liaison between the state WIC office and the local agency. Develops and manages the local WIC agency budget and operations.

WIC Vendor Manager

Coordinates local vendor services; monitors, trains, and troubleshoots; serves as liaison between vendors, agency, state office and clients.

What roles do Nebraska state WIC staff members

play in the program?

Review the brochure titled, “Introducing Nebraska State WIC Staff”. (Find link to item in the L.A.W. Resources Table)  Become familiar with who you might call if you have questions on certain topics.

Training Activity


Using the brochure, “Introducing Nebraska State WIC Staff”, complete the following questions.  Record answers in your training activity packet.
1) Who is the state expert on eligibility?
2) If you had a question about a formula that was prescribed by a local doctor, but it is not on your approved list, who would you call?
3) If your computer locked up and no one in your clinic could solve the problem, who would you call?
4) Who is the state director of the WIC program?
5) Who coordinates employee training at the state level?
6) Who is your local agency’s primary contact?

Training Activity


Visit with your local clinic staff members to find out who they are, their job titles and their duties. Some staff members may have more than one job. Fill out the organizational chart for your local agency. Don’t forget to add your own name to the chart.

WIC checks
The WIC check is a check with a printed prescription for food that can be redeemed at approved WIC vendors. 

WIC checks are printed for the client at the end of the certification process if they are determined to be eligible. Clients have 30 days to use their checks. 

Many clients receive two months of checks at a time, as a convenience to them and in order to help ease clinic schedules. Clients may buy any amount of WIC food up to the maximum listed on their WIC checks. The value of the monthly WIC check averages more than $40.

Clients shop for WIC-approved foods at over 400 authorized stores, called WIC vendors, across Nebraska.  Nebraska WIC checks may only be used in Nebraska.  
WIC check education is provided to all clients before they leave the clinic.  How to shop, what foods to select, and how to use the checks at the checkout counter are vital pieces of information that help to make the WIC shopping experience a positive one.  A DVD isavailable for clients to watch in the clinic to help them learn how to use their WIC checks.  Ask your Training Coordinator about this tool and how it is used in the clinics at your agency.  

Retail clerks who work for WIC vendors also receive training about WIC so they can better assist WIC clients. The WIC vendor manager coordinates this training.

Staff members should ask clients if they are encountering problems at their stores. If problems exist, staff should inform their vendor manager so he/she can correct them.

Once applicants are determined to be “WIC eligible”, clients may choose two trusted people to be their “Alternate Shoppers”.  Women may have 3 alternate shoppers as long as the 3rd person is the father of the unborn child or significant other to the children/infant.
A client might use an alternate shopper when he/she is:

· sick or in the hospital

· working and can’t leave the job

· doesn’t have transportation
Alternate Shoppers can pick up checks at the WIC clinic and obtain food for the client at any approved WIC vendor in Nebraska.

KWIC TIP:

WIC staff may also qualify to be WIC clients; however, they may not complete their own certification or issue checks for themselves or their family members.  WIC staff may not be alternate shoppers for other clients.

Training Activity




Watch “Participant Video” on your WIC DVD (Running Time:  14 minutes) (Find link to item in the L.A.W. Resources Table) 
The Nebraska WIC Program has developed a WIC participant Video to help teach WIC clients about the WIC program and how to use their WIC checks.  This video should be shown to new clients.  Click on the video link above to watch the video.  All WIC staff should be familiar with the content of this video and be prepared to summarize important information provided in the video and answer questions WIC clients may have.
Answer the following questions and record answers in your training packet.  

1) What part of the check tells clients when it can be used? (Find Sample WIC check in the L.A.W. Resources Table)
2) Can a client go to any grocery store and use their WIC checks?

3) Does a client need to buy everything listed on the check?

4) Can the client get change?

5) What must the clerk do before a WIC client signs the check?

6) Name something new that you learned about WIC?
Abuse of the WIC Program
Occasionally you may find a client misusing the WIC program. This is called “program abuse.”

Program abuse includes actions such as:

· trying to buy non-WIC food with WIC checks

· trying to buy more than the allowed amount of WIC foods

· selling or giving away WIC checks

· reporting checks lost or stolen and then using them

· providing false information for eligibility

· participating in more than one WIC program at a time
· participating in WIC and CSFP at the same time

WIC vendors are also occasionally found guilty of program abuse. When program abuse is suspected or proven, your local agency will follow procedures established by the State WIC Office.

These procedures can include issuing warnings, sanction points, or disqualification. Program abuses and their assigned sanction points are listed in your clinic’s Nebraska WIC Procedure Manual. (Volume 1)

 “Spreading the Word” about WIC?

WIC clients are not the only people who benefit from the program. WIC helps reduce federal health care costs for all of us by creating healthier mothers and children.
By spreading the word about WIC, we can reach out to serve more clients while keeping our advertising costs low. This is called outreach.
You can help by talking about the services of the WIC program with your friends and family.

KWIC TIP:

Be careful not to give out any client information, but feel free to discuss the important work you do at WIC. 
Be aware of opportunities to be an advocate for the program in your community.  If you are in a grocery store that is WIC approved, you could identify yourself as a WIC employee to the manager or clerks and thank them for their participation.

You could also ask your physician if she or he refers clients to the WIC program.  If the answer is “yes,” thank them for their help; if the answer is “no,” try to find out why and relay the information to your WIC director for follow-up.

WIC works best when we all work together.
Welcome to our team!

KWIC Summary - Key Points 

· WIC is a public health nutrition program for pregnant, breastfeeding and postpartum women, infants and children up to the age of five.

· WIC prevents health problems and promotes healthy lifestyles by providing:

· nutrition counseling and education

· breastfeeding promotion and support

· checks for nutritious foods
· referrals for healthcare and other services

· In order for applicants to qualify for WIC, they must meet all of the following requirements:

· category

· residency

· income

· nutritional risk

· WIC certification periods vary depending upon the type of clients (i.e., pregnant woman, infant less than 6 mos., etc.)

· Nebraska WIC checks are for specific types and quantities of food and can be redeemed only at Nebraska WIC-approved stores.

· WIC helps reduce federal health care costs for all of us by creating healthier mothers and children. All WIC employees can help spread the word about the important work we do. 
KWIC KWIZ

Match each term below with its definition.  

	Term
	
	Definition
	

	Certification
	_____
	A)
	non-profit health or human service agency that contacts with the state WIC agency to provide WIC services

	
	
	
	

	Certification Period
	_____
	B)
	one of the reasons used to determine eligibility for the WIC program; based upon diet and health history, height/weight measurements and a finger-stick blood test.

	
	
	
	

	Alternate Shopper
	_____
	C)
	the component of the WIC program, provided by the CPA, that teaches the benefits of good eating habits, physical activity and maintaining a healthy lifestyle.

	
	
	
	

	CPA
	_____
	D)
	person designated by the responsible party who may bring children in for certification.

	
	
	
	

	Enrollment proxy
	_____
	E)
	the process of enrolling a person in the WIC program and determining eligibility.

	
	
	
	

	Food package
	_____
	F)
	A staff member who identifies nutrition risk, prescribes the food package and provides nutrition education.

	
	
	
	

	Nutritional risk
	_____
	G)
	specific foods and quantities for WIC clients based on nutritional needs.

	
	
	
	

	Local agency
	_____
	H)
	person authorized by the WIC client to pick up and/or use WIC checks at any approved WIC vendor.

	
	
	
	

	Nutrition education
	_____
	I)
	the process of educating prospective clients, referral agents and the general public about WIC services.

	
	
	
	

	Outreach
	_____
	J)
	Length of time that a client is eligible for WIC.

	
	
	
	

	Clients
	_____
	K)
	amount of food or formula provided by WIC is not intended to meet all the needs for clients every month

	
	
	
	

	Presumptive Eligibility
	_____
	L)
	women and children who are certified eligible for WIC.

	
	
	
	

	Processing Standards
	_____
	M)
	recommending that a person contact an additional resource (individual or agency) for needed services and providing information to help make that contact occur.

	
	
	
	


KWIC KWIZ

	Term
	
	Definition
	

	Referrals
	_____
	N)
	staff person who works with WIC vendors.

	
	
	
	

	Responsible party
	_____
	O)
	the status that allows for quicker certification of pregnant women who meet income guidelines.

	
	
	
	

	Sanction points
	_____
	P)
	WIC clinic operated away from the main clinic office.

	
	
	
	

	Satellite/off-site Clinic
	_____
	Q)
	retail merchant (grocery store/pharmacy) that contracts to participate in the WIC program.

	
	
	
	

	Supplemental food
	_____
	R)
	the timelines in which applicants must be found eligible or ineligible for the program.

	
	
	
	

	WIC check
	_____
	S)
	parent or legal guardian of child.

	
	
	
	

	WIC vendor
	_____
	T)
	points assigned to clients and vendors who abuse the program.

	
	
	
	

	WIC vendor manager
	_____
	U)
	check with printed types and amounts of food than can be redeemed at any approved WIC vendor. 

	
	
	
	


Check your answers using the WIC terms and definitions

at the beginning of this unit.
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 Applicant Enters Clinic





Record Date of Application, Name & Address





WIC Program Explanation


Rights & Responsibilities Reviewed








Applicant Signs Signature Form





Voter Registration Declination


Dual Participation Statement








Determine Categorical Eligibility





Determine & Document Income, Residency & ID		





If does not meet income & residency Criteria





or





IF Meets income & residency criteria





Determine Nutritional Risk Eligibility


Nutrition & Health Assessment


              (Height, Weight, Hgb etc)





or





If NO Nutrition Risk identified





IF Nutrition Risk IS Identified





Written Notification


Provided of


WIC Ineligibility





Plan of Care & 


Goals Developed





Health & Nutrition Ed. Provided 





Referral to Other Services as Needed
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Schedule 
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Explain Use of Checks & Foods





Issue Checks & ID Folder





Food Package Determined
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Nutrition/ Health Education





Issue Checks





Determine when certification period expires





IF Certification Expires After Last Date to Use on Checks





IF Certification Expires Before or On Last Date  to Use on Checks





OR





Schedule Next Appointment





Provide Written Notification of Ineligibility





Issue Checks





Determine Which Type Of Appointment Needed For Next Visit








Certification  Ends Before Next Visit





Education Visit Needed





Check Issuance Only Visit Needed





Certification Visit Needed





Schedule Check Issuance Appointment





Provide Notice Benefits Are About to Expire





Schedule Appointment with CPA





Provide Written Notification of Ineligibility





Schedule Certification Appointment
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WHERE YOU FOUND IT





   WHAT YOU NEED TO FIND





WIC Certification Signature Form





Assessment/Care Plan





Food Record





Participant Identification Folder





Ineligibility Letter





Notification Form





Enrollment Proxy Authorization





Alternate Shopper Authorization





Nebraska WIC Procedure Manual, Vols. 1-5
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