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[bookmark: _GoBack]WIC COORDINATOR ORIENTATION SURVIVAL SKILLS TRAINING 
Website: www.michigan.gov/wic
Dujour (Help Line): 800-942-1636

Important Links:
· WIC Orientation Checklist   (For all local agency staff)
http://www.michigan.gov/documents/mdch/Checklists_All_WIC_staff-Links_typed_out_04.2014_454104_7.docx

· Link to Master WIC Coordinator Calendar
http://www.michigan.gov/documents/mdch/9_4_13_Mstr_WIC_Coord_Cal_454093_7.docx

Phase One (Months 1 & 2) – What is WIC?

A. What is WIC?  
1. WIC At A Glance: USDA FNS WIC website: http://www.fns.usda.gov/wic/about-wic-wic-glance
2. WIC FAQ: http://www.fns.usda.gov/wic/frequently-asked-questions-about-wic
3. The Essentials of Budgeting for Non-Finance Professionals.
WIC Works – WIC 101: https://wicworks.fns.usda.gov/  (new web link)
	       4. California WIC Training Manual:
		http://www.cdph.ca.gov/programs/wicworks/Pages/WICTrainingManual.aspx

B. Consult with your State WIC Consultant
	       1. Place on Administrative Lists
· E-notices and E-forms, assure SSO sign-in and subscription to MI-WIC, EPPIC, wichealth.org, and MI Health Benefit Plan Medicaid Eligibility, etc. 
· See WIC Orientation Checklist
	        2. Arrange a meeting with your State WIC Consultant 
                          Objectives:
a. Review current caseload status and past three month trend
b. Schedule a Budget-Caseload Conference Call 
– See D. Budget Information 
c. Review most current NSP (Nutrition Services Plan): 
· Nutrition Education, Breastfeeding and Outreach Plans
d. For Local Agency issues and questions, contact State WIC Consultant as primary source 
e. For MI-WIC or Policy/Procedure issues, contact DuJour (800-942-1636)

C. Clinic Observations
Clients: “PBNIC”: Pregnant, Breastfeeding, Non-Lactating, Infants and Children
1. Perform Clinic Observations with Clinic Observation Tools (CPA and Tech)
http://www.michigan.gov/documents/mdch/2013_CPA_Observation_Tool_42813_419351_7.pdf
http://www.michigan.gov/documents/mdch/2013_LA_tech_observation_tool_042913_419354_7.pdf
2. Follow a minimum of five clients through the entire certification process. 
3. Observe various appointment types which include:
· CERT: Certification
· RECERT: Recertification
· PCERT: Pre-certification
· EDU: Education
· IEVAL: Infant Evaluation
· CEVAL: Child Evaluation
· NCRD: Nutrition Counselling with Registered Dietitian
· PFRESH: Project Fresh (seasonal appointments)

D.  Budget Information
· Review on conference call with your State WIC Consultant and Supervisor
· Arrange a meeting with your Administrator and Accounting Staff assigned to your Budget, if possible
Objectives:
1. Identify how and who in Local Agency works with WIC budget. Identify WIC Budget Fiscal Year versus Local Agency Fiscal Year.
2. Identify budget cycle with deadlines for actions and how to communicate any need for adjustment. 
3. Identify how clinic caseload performance directly impacts future funding in the current or next year.
4. Demonstrate how to generate Caseload Report to date, identify valid closeout participation date.
5. Identify positions funded for the current fiscal year – which are filled, which are vacant.
6. Identify impact of budget on current clinic operations and potential needs.
7. Identify internal process for personnel actions: recruitment, hiring, changes in budget.
8. Identify what services are an indirect cost in the agency funds for WIC and the contacts for those services.
9. Identify both internal agency and external WIC capital expenditures process and physical clinic maintenance/improvement process.
10. Equipment and Inventory (Policy 10.0)

E. WIC Coordinator Contacts 
1. State of Michigan WIC Coordinators: Michigan WIC Association
2. State Consultant Contacts - Get copy from your WIC Consultant
3. Local Agency Contacts – Request from WIC Consultant
http://www.michigan.gov/documents/mdch/WIC_Agency_List_382084_7.pdf  
4.   Local Agency Map
http://www.michigan.gov/documents/mdch/MI_WC_Clinic_Locations_379574_7.pdf			5. Breastfeeding Peer Managers – contact Julie Lothamer
F.  Policy Manual: 
· WIC website: www.Michigan.gov/WIC
 		Go to: Information For WIC Providers
· WIC Policy Manual: 
http://www.michigan.gov/mdch/0,1607,7-132-2942_4910_19205-181704--,00.html
· Link to Old WIC Policies: still in effect
http://www.michigan.gov/mdch/0,1607,7-132-2942_4910_19205_21312-256474--,00.html

G.  Resources for WIC Coordinators
1. Management Evaluation Tools
		http://www.michigan.gov/mdch/0,1607,7-132-2942_4910_19205_21312-256470--,00.html
· Has tools for observing CPAs and Techs
2. USDA/WIC Works: https://wicworks.fns.usda.gov/
3. USDA WIC Regulations 
http://www.fns.usda.gov/sites/default/files/WICRegulations-7CFR246.pdf
4. Nutrition Care Manual http://www.nutritioncaremanual.org/auth.cfm?p=%2Findex%2Ecfm%3F&err=NotLoggedIn
5. MPHI training website : Lists upcoming Live State Wide Trainings, Webcast Registration Archived Webcasts, and WIC Conferences
https://mphi-web.ungerboeck.com/wri/wri_p1_display.aspx?oc=10&cc=WIC
6. Civil Rights Training 
https://courses.mihealth.org/PUBLIC/cm0682/home.html
7. SSO user & MI-WIC user (see instructions in Web Module): https://sso.mdch.state.mi.us/
· Help Files are available in the MI-WIC system in both the Clinic and Admin Module.
       8. National WIC Association website:  www.NWICA.org

H. Web-Based Learning Modules:   https://courses.mihealth.org/PUBLIC/cm0682/home.html
MI-WIC web modules- see Instructions on WIC website – need to sign up for password
http://www.michigan.gov/documents/mdch/Web_Modules_-_MI_WIC_New_Password_Directions_21_2013_414495_7.pdf
· Click “My Learning Path” and search for MI-WIC
1. MI-WIC Admin Module
2. MI-WIC All Clinic Staff Training
3. MI-WIC Clerk Training
4. MI-WIC CPA Training
5. MI-WIC Advanced CPA Training - High Risk Planning
6. MI-WIC Client/Participant Centered Education
7. Michigan WIC Civil Rights Training - 2012
8. MI-WIC One-Year Certification and the Child Evaluation Appointment
9. 	EPPIC Overview



Phase Two (Months 3 to 6):  WIC CONTINUED
A. Management Resources
1. WIC Works:  https://wicworks.fns.usda.gov/  

2.  Management Training Resources
· Needs Assessment & Trainings Presentation: List of Trainings
https://mphi-web.ungerboeck.com/documents/WIC2Day/Handout.pdf
· 2013 WIC Coordinator Training: University of Michigan Needs Assessment and Training
Phoebe Goldberg, MPH, CHES and Alfreda Rooks, MPA
https://mphi-web.ungerboeck.com/documents/WIC2Day/RooksSlidesprinting.pdf
· WIC Needs Assessment and Training, continued
https://mphi-web.ungerboeck.com/documents/WIC2Day/MDCHWICTNAprinting.pdf

3. Webcast:  How to succeed in WIC Management Evaluations by Using Reports (4-10): 
http://webcast.mihealth.org/wicmanagementevaluations/

2. State of Michigan WIC Trainings for Local Agency Staff (Offered throughout the year)

Training Calendar / Links to MPHI website
https://events.mphi.org/wic/
1. Clerical Training: 
· Live Clerical Training
· Related Webcast: WIC Eligibility – Precert and beyond (9-11)
http://webcast.mihealth.org/wiceligibility_08302011/
2. Anthropometric Training 
3. Laboratory Training 
4. CPA Training 
5. Advanced CPA Training  
6. Breastfeeding Basics Training  
7. Breastfeeding Coordinator Training 
8. Certified Lactation Specialist Training
9. Chart Audit Training (if available)

C. Webcasts:
1. WIC Formulas, Growth and Feeding
http://webcast.mihealth.org/WIC/2014/WIC_High_Risk_05_29_2014/
2.  MI-WIC Breastfeeding Documentation and Breast Pump Webcast (7/09)
http://mediasite.mihealth.org/Mediasite/Play/15379fc0bd35481396c18ce9f6d4b16f
3. wichealth.org Webinar:
https://support.wichealth.org/blog/post/2013/11/01/Engage-Webinar-Series-Register-Now!.aspx
	                  

D.  Current Manuals:  Anthropometric, Laboratory, Policy and Outreach   
1. Manuals Links (Anthro and Lab)
http://www.michigan.gov/mdch/0,4612,7-132-2947-275743--,00.html

2. Policy
http://www.michigan.gov/documents/mdch/Michigan_MI_WIC_Policy_Manual_416388_7.pdf

3. WIC Tool Works Outreach Manual - How to Learn About Your Community and  Increase Caseload 
http://www.michigan.gov/documents/mdch/MDCH_WIC_OUTREACH_TOOL_WORKS_1_381699_7.pdf



Phase Three  (6 to 24 Months)– Coordinator Skill Development
A. Peer mentoring
· Arrange with your State WIC Consultant to provide a WIC Coordinator Peer mentor 
B. Webcasts: 
1. MI-WIC Role Assignment (5/11) 
http://mediasite.mihealth.org/Mediasite/Play/e1c27e1ae6c24d23a4c2731b4497745c1d

2. WIC NSP Goals and Objectives and Outreach (9/10)
http://webcast.mihealth.org/wicnsp_09022010/

3. WIC Pre-Defined Reports (3/10)
http://mediasite.mihealth.org/Mediasite/Catalog/Full/14a6b637a59441ffb451f5d724ded1a621
  
4. WIC Compliance and Fair Hearing (8/10) 
http://webcast.mihealth.org/wiccomplianceandfairhearing_08242010/

5. MI-WIC Time Study (3/09) 
http://mediasite.mihealth.org/Mediasite/Catalog/Full/6895a7bd3b5344d4b5ceff857e6c1adc21

6. MI-WIC Caseload Reports (8/09) 
http://webcast.mihealth.org/MIWIC_Caseload/

7. Quality Improvement (1/12) 
http://webcast.mihealth.org/WIC_QualityImprovement_01262012/WIC_QualityImprovement.html

8. WIC Income
http://mediasite.mihealth.org/Mediasite/Play/f7cc3740eddf41b8a3d688c3d637a4ba1d

9. Most Recent Webcasts
https://mphi-web.ungerboeck.com/wri/wri_p1_display.aspx?oc=10&cc=WICWEB

C. Workgroup Link:
· http://www.michigan.gov/documents/mdch/Workgroup_contacts_383016_7.pdf
· Nutrition education work group (Lansing- March, May, September)
· Breastfeeding work group (Lansing –February, June, October)
· Outreach work group (Lansing: February, May, September, November)
· Policy development work group (by invitation)

D. Annual WIC Conference (spring)
			https://mphi-web.ungerboeck.com/wri/wri_p1_display.aspx?oc=10&cc=WICCONF

E. Annual Two Day WIC Coordinator Meeting (fall)
	https://mphi-web.ungerboeck.com/wri/wri_p1_display.aspx?oc=10&cc=2WICCOOR
F. Coordinator Competencies 
· WIC Coordinator Functions check sheet
· Orientation by Local Agency Consultant/State of Michigan
· Complete long term WIC Coordinator Competencies – to be completed
· Staffing and Resource Models to optimize service and caseload- to be completed
· February and August WIC Coordinator webcasts: 3rd Thursday of the month
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