WIC Help Line: 800-942-1636     WIC Website:  www.michigan.gov/wic       MPHI website: 	https://events.mphi.org/wic/      Help Line webcasts: 517-324-8330 or etwebcast@mphi.org			                                          
2016/17 WIC Coordinator Calendar 
	October
	√
	November
	√
	December
	√
	Notes

	Quality Assurance
	
	Quality Assurance
	
	Quality Assurance
	
	

	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	

	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	

	Clinic Observations:
CPA & Tech Observation Tools
	
	Clinic Observations:
CPA & Tech Observation Tools
	
	Clinic Observations:
CPA & Tech Observation Tools
	
	

	Scheduling Staff
	
	Scheduling Staff
	
	Scheduling Staff
	
	

	Check webcast schedule
	
	Check webcast schedule
	
	Check webcast schedule
	
	

	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
[bookmark: _GoBack]2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, 
ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, 
ADV CPA Trainings. Web Modules.
	
	

	Annual Two Day Coord. Mtg
	
	Complete NSP (Nutr. Service Plans)
	
	
	
	

	Budget: Assist w/completion of budget for current year.
	
	Outreach Workgroup
Gaylord: November 18, 2016
	
	E-notice: MI-WIC Release Notes
(if scheduled)
	
	

	Workgroup: BF, 3rd Wed
	
	E-notice:  Microcuvette Order
	
	
	
	

	E-Notices: 
· Breast Pump Order
· Update of Staff Info 
in MI-WIC
· Quarterly Role Review
	
	
	
	Scheduling: Limit schedule in April during time of MI-WIC Release. 
Do not schedule clients past 5:00 pm night before Release (usually second Thursday of the Month.) Limit schedule on Friday, day of the MI-WIC Release (Second Friday of the Month).

	
	

	
	
	
	
	
	
	




2016/17 WIC Coordinator Calendar
	January
	√
	February
	√
	March 
National Nutrition Month
	√
	Notes

	Quality Assurance
	
	Quality Assurance
	
	Quality Assurance
	
	

	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	

	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	

	Clinic Observations:
CPA & Tech Observation Tools
	
	Clinic Observations:
CPA & Tech Observation Tools 

	
	Clinic Observations:
CPA & Tech Observation Tools
	
	

	Scheduling Staff
	
	Scheduling Staff
	
	Scheduling Staff
	
	

	Check webcast schedule
	
	Check webcast schedule
	
	Check webcast schedule
	
	

	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	

	Annually: Staff Signatures for Confidentially Agreement
	
	Budget: Review budget and identify any need for amendment. 
	
	Open Comment Period
	
	

	Annually: Annual Civil Rights Training for Local Agency Staff
	
	Workgroup: BF, 3rd Wednesday
	
	Workgroup: Nutrition Education
	
	

	Quarterly Role Review
	
	Workgroup: Outreach
	
	E-notice: Idea Mart Form for 
WIC Conference
	
	

	
	
	E-notice: Annual WIC Conference
	
	E-notice: WIC Conference Reminder
April 18-19, 2017
	
	

	
	
	E-notice: Update of Local Agency Staff Demographics
	
	
	
	

	
	
	E-notice: Idea Mart for WIC Conf.
	
	
	
	

	
	
	WIC Coordinator Webcast: 3rd Thursday of the month
	
	
	
	

	
	
	
	
	
	
	



2016/17 WIC Coordinator Calendar
	April
	√
	May
	√
	June
	√
	Notes

	Quality Assurance
	
	Quality Assurance
	
	Quality Assurance
	
	

	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	

	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	

	Clinic Observations:
CPA & Tech Observation Tools
	
	Clinic Observations:
CPA & Tech Observation Tools
	
	Clinic Observations:
CPA & Tech Observation Tools
	
	

	Scheduling Staff
	
	Scheduling Staff
	
	Scheduling Staff
	
	

	Check webcast schedule
	
	Check webcast schedule
	
	Check webcast schedule
	
	

	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	

	Annual WIC Conference:
April 18 & 19, Traverse City
	
	Budget: Plan budget spend down for this year’s budget.
	
	
	
	

	ME Information and Tools
Quarterly Role Review
	
	Scheduling: Limit schedule in August during time of MI-WIC Release. Do not schedule clients past 5:00 pm night before Release (usually second Thursday of the Month). Limit schedule on Friday, day of the MI-WIC Release (Second Friday of the Month). 
	
	Workgroup: BF, 3rd Wednesday Breastfeeding: Start planning for breastfeeding awareness month. 

	
	

	E-notice: MI-WIC Release Notes
	
	E-notice: Update of Local Agency Staff Demographics
	
	 
	
	

	Destruction of Records
	
	Work Group: Nutrition Education
	
	
	
	

	(After 3 years, 150 days)
	
	Income Guidelines to come
	
	
	
	

	
	
	
	
	
	
	



2016/17 WIC Coordinator Calendar
	July
	√
	August
National Breastfeeding Month
	√
	September
	√
	Notes

	Quality Assurance
	
	Quality Assurance
	
	Quality Assurance
	
	

	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	Chart Audits (CPAs)
New: Single Certs (USDA)
	
	

	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	Monthly Reports (see pg. 5)
Breast Pump Monitoring
	
	

	Clinic Observations:
CPA & Tech Observation Tools
	
	Clinic Observations:
CPA & Tech Observation Tools
	
	Clinic Observations:
CPA & Tech Observation Tools
	
	

	Scheduling Staff
	
	Scheduling Staff
	
	Scheduling Staff
	
	

	Check webcast schedule
	
	Check webcast schedule
	
	Check webcast schedule
	
	

	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	Staff Training:
1. Internal: Share ME Results, Policy updates, Quarterly Breastfeeding Staff Training
2. External: Identify & Schedule staff for Clerical, Lab, Anthro, CPA, ADV CPA Trainings. Web Modules.
	
	

	Budget: Begin budget process for next fiscal year.
	
	Budget: Provide input on WIC budget process for next fiscal year.
	
	Budget: Complete WIC budget for next fiscal year
	
	

	Quarterly Role Review
	
	WIC Coordinator Webcast: 3rd Thurs.
Purchasing: Complete purchasing of equipment and supplies for current fiscal year.
	
	Workgroup: Nutrition Education
E-notice: Nutrition Service Plan
Income Webcast

	
	

	
	
	E-notices: 
· Update of Local Agency Staff Demographics
· Breastfeeding Week Events and Information
· Coordinator meeting agenda
· MI-WIC Release Details/Notes
	
	Scheduling: Limit schedule in December during time of MI-WIC Release. Do not schedule clients past 5:00 pm night before Release (usually second Thursday of the Month.) Limit schedule on Friday, day of the MI-WIC Release (Second Friday of the Month.) 
	
	

	
	
	
	
	Workgroup: Outreach
	
	


Information and Resources:
· 2017 Training Calendar
· Management Evaluation Tools
· MI-WIC Policy Manual and Other Manuals (Anthro, Lab, and Outreach)
· MI-WIC Web Modules
· MPHI Website
· Nutrition Education Publications List
· M-login (3rd party)
· EPPIC LOGIN 
For Eppic Rights, contact Richard Schneider, schneiderr1@michigan.gov
	

Monthly Reports:  Explanation of Reports 
· 10/20 Day Report 
· Breast Pump Inventory Summary / Overdue Loaner Breast Pump Report 
· Caseload Management Report
· Compliance
· EBT log (Monitor and Evaluate)
· Expiring short certs 
· WIC/WIC Dual Enrollment 
· WIC/CSFP Dual Enrollment 

On an Annual Basis, expect to receive E-notices regarding the following:
· Annual clinic review
· Destruction of Records (After three years and 150 days)
· Income Guidelines
· Open Comment Period
· Breastfeeding Time Study (only selected agencies)
· E-Forms: used to order nutrition education materials for the Local Agency WIC clinic
ME Transition Year:	 ME Webcast: January 26, 2017:  https://events.mphi.org/wic/wic-archived-webcasts/		Link to: Management Evaluation Tools


