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[bookmark: _GoBack]All WIC Staff Orientation Checklists 2017 
Name: _______________________________________	Staff Role:  All ____   CPA/RD: ____   Clerk: _____   Tech: _____	
Date of Hire: __________________________________ 	Completion Date: ___________________________________
Staff Signature: _______________________________	Supervisor Signature: ________________________________
	
WIC Program and Department Overview
	Date Completed
	
Initials

	Complete Michigan WIC Employee Confidentiality And Compliance Agreement Signature Form
	
	

	Complete Michigan Civil Rights Training - 2012  
	
	

	Create M-login (3rd party)

	
	

	 
	Assign MI-WIC rights (Coordinator)
	
	

	 
	Assign MCIR rights (Immunization Coordinator)  
	
	

	Assign EPPIC system rights (Contact Richard Schneider: schneiderr1@michigan.gov
	
	

	Assign EBT Machine number / login ( https://www.ebt.acs-inc.com/)
	
	

	Assign MI-Health Benefit or CHAMPS roles for Medicaid Verification
Instructions:


	
	

	Blood Borne Pathogens  Training
· Provide Hepatitis B vaccination
· Provide TB Test
	
	

	Clinic Observation

	TRAININGS: Clerks (C) and Techs (T) attend only those trainings designated by their letter, T for Tech and C for Clerk. 
CPAs and RDs attend ALL trainings. Sign up through MPHI website: https://events.mphi.org/wic/


	Training (Recommended to attend within 6 months of hire date). Based on duties as assigned.
	
	

	 
	CPA Training  
	
	

	
	Advanced CPA Training  
	
	

	C, T
	MCIR Training- if reviewing Immunization Records  
	
	

	C, T
	Breastfeeding Basics Training  
	
	

	C, T
	MI-WIC Web-Based Learning Modules: Instructions on WIC website – need to sign up for password.  Click “My Learning Path” and search for MI-WIC.
	
	

	C, T
	· MI-WIC All Clinic Staff Training
	
	

	C
	· MI-WIC Clerk Training 
	
	

	C, T
	· MI-WIC One-Year Certification and the Child Evaluation Appointment
	
	

	
	· MI-WIC CPA Training
	
	

	
	· MI-WIC Advanced CPA Training - High Risk Planning
	
	

	C
	· Eppic Overview
	
	

	C
	Clerical Training
· Live Clerical Training
· Webcast: WIC Eligibility – Precert and Beyond (9-11)
	
	

	T
	Laboratory Training
	
	

	T
	Anthropometric Training
	
	

	C, T
	Assess Clinic Competencies
· WIC Coordinator or Staff Perform Clinic Observations with Clinic Observation Tools (CPA and Clerk/Tech)   
· Active Record Review for Chart Audits  
	
	

	
	

TRAININGS: Clerks (C) and Techs (T) attend only those trainings designated by their letter, T for Tech and C for Clerk. 
CPAs and RDs attend ALL trainings, (Con’t.)
	

Date
Completed
	

Initials

	Policy Training

	Read Michigan MI-WIC Policy Manual  
	
	

	ALL STAFF
Overview of WIC Services

	WIC Overview 1.02 (Old Policy 1.02) 
	
	

	
	Confidentiality 1.03
	
	

	
	Civil Rights 1.09
	
	

	
	Fair Hearing 1.04
	
	

	
	LA Staffing Policy 1.07 
	
	

	
	Certification  and Eligibility  2.0
	
	

	
	Program Maintenance 3.0
	
	

	
	Breastfeeding Promotion, Protection and Support 4.01
· Orientation to Peer Counseling Program
	
	

	
	Documentation of Nutrition Services 5.07
	
	

	
	Referrals 6.02
	
	

	
	Immunization 6.03
	
	

	
	Lead Screen 6.04 
	
	

	ALL Staff
C – as assigned
	Child Abuse 6.06
	
	

	
	Food Package Determination 7.01
	
	

	
	Authorized WIC Foods 7.02
	
	

	
	Benefit Issuance/EBT Card Security 8.0
	
	

	
	Program Compliance 9.0
	
	

	
	System Security-MI-WIC Access 10.03
	
	

	CPA
	Policy 2.13 (Risk Determination)
	
	

	
	Breastfeeding Policies-4.03, 4.04-4.08
	
	

	
	Nutrition Education Policies- 5.0 – 5.08 (includes High Risk)
	
	

	
	Maternal-Child Outreach- 6.0
	
	

	
	Food Package Policy 7.03-7.05
	
	

	Webcasts: Recommend viewing between 6-12 months per local agency discretion

	MI-WIC Training Nutrition Education & Care Plan Documentation
	
	

	
	Webcast Intro & Viewing Instructions - All viewers
Nutrition Education Documentation - (CPA's, RD's only)
VENA Supported by MI-WIC - (CPA's & RD's)
Care Plan Documentation - (RD's only)
Summary & Conclusions - All viewers
	
	

	WIC Formulas, Growth and Feeding 
	
	

	WIC Income (2015)
	
	

	MI-WIC Breastfeeding Documentation and Breast Pump Webcast (7/2009)
	
	

	WIC Food Safety Update  July 28, 2009
	
	

	Other Materials to Read and Review

	The Food Package and Qualifying Conditions  
1. Current Food List 
2. Infant Food Insert 
3. List of Qualifying Formulas
4. Michigan WIC Special Formula/Food Request Form
5. Instructions for Special Formula/Food Request Form
6. WIC Qualifying Medical Conditions
	
	




	
Other Materials to Read and Review (Con’t.)
	Date
Completed
	
Initials

	Manuals and Project Fresh

	
	MDHHS- Anthropometric Manual 
	
	

	
	MDHHS WIC Laboratory Manual 
	
	

	
	www.Wichealth.org (On-line Nutrition Education for WIC clients)
Trouble Shooting Tips 
	
	

	
	Nutrition Care Manual
	
	

	
	What is Project Fresh?
	
	

	Pre-Clinic Training Skills

	
	Demonstrate proper weighing and measuring of each:  infants, children, women for height and head circumference
	
	

	
	Demonstrate proper techniques of checking hemoglobin levels
	
	

	
	Demonstrate proper techniques of checking blood lead levels
	
	

	
	Demonstrate accurate assessment of immunizations needed
	
	

	Demonstrate competency with the following clinic tasks: 
Local Agency designates which staff (C, T, CPA, or RD) are assigned to these tasks

	MI-WIC Skills and Clinic Operations

	
	Search (Family and Client)
· State 
· Local
	
	

	
	Clinic Schedules
	
	

	
	Scheduling a Client
· Certification appt. (Cert, Recert, P-cert)
· Evaluation (IEVAL/CEVAL)
· Nutrition education appt. (including wichealth.org)
· NCRD
· EDU
· Other
· Project FRESH
	
	

	
	Family/Client Information Screens
· Update, as needed
	
	

	
	Cert Action Screen
	
	

	
	· Confirm EDD and Category
	
	

	
	· Category Change
	
	

	
	· Resolve short certification
	
	

	
	Lab- Perform/Assess/Confirm
	
	

	
	· Anthropometric measurements 
	
	

	
	· Lab measurements
	
	

	
	· Immunization/MCIR record review
	
	

	
	· Lead Screening 
	
	

	
	Issue Benefits Screen
	
	

	
	         Issuing and voiding benefits
	
	

	
	Benefits History/EPPIC
	
	

	
	· Proration of benefits
	
	

	
	· Benefit Re-Issuance (Per MI-WIC Role)
	
	

	
	· Print Document Screen
	
	

	
	Review all WIC forms that are on the system
	
	




	
MI-WIC Skills and Clinic Operations (Con’t.)
	Date Completed
	
Initials

	
	Scanning Documents
	
	

	
	Signature Pad
	
	

	
	Ineligibility Notice
	
	

	
	Dual Participation
	
	

	
	Transfers (Family, Client, Out of State/Migrant)
	
	

	
	Project FRESH
	
	

	
	Formula Return/Exchange	see LA practice
	
	

	Electronic Benefits Transfer Card (EBT)

	
	Issue an EBT card 
	
	

	
	Re-issuing an EBT Card 
	
	

	
	Use/Provide EBT card customer service line (888-678-8914)
	
	

	
	Maintain EBT card inventory
	
	

	EPPIC

	
	Client search
	
	

	
	Benefits search
	
	

	
	Staff Password reset
	
	

	WIC Forms/Print Docs

	All- client
 
 
 
Check for your agency  
	Client WIC Agreement 
	
	

	
	Client Termination form
	
	

	
	Income Attestation Form
	
	

	
	Identity Attestation Form
	
	

	
	Residency Attestation Form
	
	

	
	Compliance Letter
	
	

	All- FAMILY
 
 
 
 
 
  
Check for your agency
	Fair Hearing Notice
	
	

	
	Discrimination Complaint Form
	
	

	
	Short Certification Letter
	
	

	
	Client Shopping List
	
	

	
	Nutrition Education Plan Report
	
	

	
	Voter registration Form & Procedure
	
	

	
	Welcome to WIC
	
	

	
	Referral Notification
	
	

	
	Client Vendor listing (first visit and upon request)
	
	

	
	Verification of Certification
	
	

	CPA/RD
	Client Assessment Reference Tool (CAR Tool)
Medical Conditions and Illnesses
	
	

	
	Health History forms (optional-if agency uses)
	
	

	
	Client Care Plan and Care Plan Follow Up (report)
	
	

	CPA and RD:  Demonstrate competency with  the following clinic tasks:

	
	Medical- Gathering, exploring and documenting client information to be considered in assessment
	
	

	
	· Review CAR Tools with client to identify conditions, illnesses and concerns. Verify diagnosis, if indicated
	
	

	
	· Breastfeeding Statistics
	
	

	
	· Document Client responses
	
	

	
	Nutrition History-Gathering, exploring and documenting client information to be considered in assessment
	
	




	
CPA and RD:  Demonstrate competency with  the following clinic tasks:
	Date Completed
	
Initials

	
	Nutrition and Health Summary
	
	

	
	· Assess nutritional risks, determine client concerns
	
	

	
	· Verify and assign all applicable risks (Auto-suggested and Manual risks)
	
	

	
	Nutrition Education
	
	

	
	· Determine client concerns and interests (Client Centered Services)
	
	

	
	· Provide education (including Eligibility Explanation)
	
	

	
	· Determine NE Plan
	
	

	
	Referrals
	
	

	
	· Determine client concerns and needs
	
	

	
	· Provide information about referrals/referral letter
	
	

	
	· New client-local substance abuse treatment and referral
	
	

	
	· If High Risk, refer to RD for NCRD appointment
	
	

	
	Breastfeeding Assessment
	
	

	
	· Determine client concerns and needs
	
	

	
	· Provide education and support (including BF Peer)
	
	

	
	Food Prescription Screen
	
	

	
	· Assign client food package based on assessments (e.g., allergies, breastfeeding amount, medical conditions) 
	
	

	
	· Customize food package, if needed
	
	

	
	· Obtain medical documentation, if needed
	
	

	
	· Food package change request- education, assessment (breastfeeding support, multiple formulas)
	
	

	
RD:  Demonstrate competency High Risk Counseling
	Date Completed
	
Initials

	
	Nutrition Education
	
	

	
	· Determine client concerns and interests (Client Centered Services)
	
	

	
	· Provide high risk counseling and nutrition education
	
	

	
	· Determine NE Plan
	
	

	
	· Create Individual Care Plan
	
	

	
	· Make necessary follow up steps and referrals
	
	

	Breast Pump Issuance and Forms

	
	Manual Expression
	
	

	
	Breastmilk handling and storage
	
	

	
	Personal and single user pumps issuance
	
	

	
	· Operating and cleaning
	
	

	
	Loaner pump issuance (Varies by LA)
	
	

	
	· Operating and cleaning 
	
	

	
	· Loaner pump return
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2012-101 MI Health Benefit Plan Medicaid Eligibility Verification - Rejections & Update.doc
WIC E-Notice # 2012-101: MI Health Benefit Plan Medicaid Eligibility Verification - Rejections & Update.


September 5, 2012


Dear WIC Coordinators:



Problems with Rejections


Some new staff requests have been rejected when trying to sign up for MI Health Benefits, Medicaid Eligibility Verification.  The problem arises when already registered “Organization Contact” user names have expired within the MI Health Benefit system. Already registered Organization Contacts must renew themselves every 120 days as a MI Health Benefit User. If this does not occur, then the Organization Contact is no longer active in the MI Health Benefit System. New staff requests within these organizations will then be rejected. 


Please read the following updated E-Notice and pay attention to the information in red. 


E-Notice: 2010-52 MI Health Benefit Plan Medicaid Eligibility


Dear WIC Coordinators:


Requesting Access to MI Health Benefit Plan Medicaid Eligibility


You will now be able to request access to MI Health Benefit Plan Medicaid Eligibility Verification directly for your staff, if your agency is not using CHAMPS or Netwerkes, etc.  MI Health Benefit Plan Medicaid Eligibility Verification continues to be free of charge for local WIC agencies.


This is the process:


1)  Go to the Health Plan Benefits Website


     (https://healthplanbenefits.mihealth.org/)


2) Click Enrollment Form


3) Agree to Terms and Conditions; Click Next


4) Complete the Enrollment Form


a. Identify the Organization.


b. Select "WIC" from the dropdown list as Type.


c. If your agency has a Federal Tax ID, submit that; leave blank if none.


d. Enter Michigan Medicaid ID for WIC:
7032402.


e. Provide an Organizational Contact, 

if you are the contact, you must add yourself as a user. 

f. Identify Users that need Accounts 

(You will need names, e-mail addresses, clinic phone number).


5) You will receive a confirming Email upon submitting the form.


6) There will be another notification after the accounts are created.


7) If you have a question or concern regarding the system, e-mail MedicaidEligibility@mphi.org

If you have further questions or concerns, please call the DuJour line at 1-800-942-1636 Press 1 and 2


Thank you.



