WIC Public Health Aide/CWEP Orientation
Training Schedule

Day One Training

Introduction to Staff

Time and Attendance
 FORMCHECKBOX 

Report to work at 8:00 am and sign in and out as scheduled.

 FORMCHECKBOX 

If you are sick or have an emergency and cannot report to work, call your supervisor. Do not leave messages. Call WIC PHNS if supervisor is not available.

 FORMCHECKBOX 

For sick leave, doctor’s note is required before or after a weekend, day-off, holiday, or more than 2 days sick.

 FORMCHECKBOX 

Annual leave less than 40 hours must be submitted 48 hours before requested off date. Annual leave more than 40 hours must be submitted one week before date.

 FORMCHECKBOX 

Leave without pay needs to be submitted one (1) week before the start date.

Observe Front Desk Activities

 FORMCHECKBOX 

Observe how to set up front desk.
 FORMCHECKBOX 

Observe answering phone (note protocol for answering).

 FORMCHECKBOX 

Observe sign-in of clients to clinic.

 FORMCHECKBOX 

Observe removing checks from printer.

 FORMCHECKBOX 

Observe issuance of checks to clients.

 FORMCHECKBOX 

Observe printing of WIC reports 313, 602, 604, 620, and 630 (and others as may be necessary).

 FORMCHECKBOX 

Observe and/or discuss all the tasks that will be performed on day 2.

Pulling out Folders
 FORMCHECKBOX 

Check the WIC ID Card to see which folders to pull out the individual or family.

 FORMCHECKBOX 

Do not need to pull out folder of inactive clients already off the program (children >5 year olds, >6 month postpartum non breastfeeding women, >1 year postpartum breastfeeding women), unless client is a pregnant or <6 months postpartum woman trying to get back on the program.

Arrangement of pulled folders
 FORMCHECKBOX 

Arrange the folder and WIC ID according to appointment time on the rack.

 FORMCHECKBOX 

Arrange the WIC ID according to what appointment is for (different clinic sites may vary in the details of how they would like things arranged).

 FORMCHECKBOX 

Horizontal for certification and recert. Vertical for Check Pick up, Nutrition Counseling (NC), Classes (PNC, BFC-preg, BFC-post, IFC 0-5, IFC 6-12, MPC 1 & 2, MPC 3 & 4, FLAC 1 & 2, FLAC 3 & 4).

 FORMCHECKBOX 

Place folders for classes on separate rack.
Filing Folders
 FORMCHECKBOX 

Return folders back to file cabinets numerically ordered.

 FORMCHECKBOX 

Double check color code and in-between numbers (if implemented at your location).

Transferring folders incoming and outgoing
 FORMCHECKBOX 

For folders transferring in, write down folder number, client’s name, destination (received from), date and initial in the transfer incoming/outgoing log book. Do the same for folders transferring out, but indicate that they are outgoing in the appropriate space.
 FORMCHECKBOX 

The folders transferring out of the WIC site should have a sticky note on the outside of the folder packet with information written down about who requested the file, date and time requested.

 FORMCHECKBOX 

Place folders in an envelope and write from Dededo to Tiyan (or whatever is appropriate).

 FORMCHECKBOX 

Give to Community Nutritionist II, to check if folders are completed before placing in transfer tray.
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Day Two Training
Set up Front Desk
 FORMCHECKBOX 

Turn on lights, air-conditioner, Epson printer (and check positioning of paper), and photocopy machine.

 FORMCHECKBOX 

Unlock safe.

 FORMCHECKBOX 

Place and position checks appropriately in Okidata printer and turn on printer.

Separating checks from the Okidata printer
 FORMCHECKBOX 

Press offline power button and then press tear button.

 FORMCHECKBOX 

Carefully tear off the checks along the perforations.

 FORMCHECKBOX 

Make sure that the FI numbers (red and black) are matching.

 FORMCHECKBOX 

Press the online power button

 FORMCHECKBOX 

Always monitor the Okidata printer. Never let the printer build up excess checks because the printed checks will go back into the printer and cause a jam.

Issuance of WIC food instruments / on demand log
 FORMCHECKBOX 

Put ‘x’ on the food instrument signature log corresponding to the numbers of the food instruments and draw a line connecting the 2 ‘x’s.

 FORMCHECKBOX 

Ask client to sign and date at both ‘x’s.

 FORMCHECKBOX 

Double-check the name, date, food instrument numbers, and signatures. Do not give checks to the wrong client. Make sure the signatures are the same as on their WIC ID.

 FORMCHECKBOX 

If everything is in compliance, initial where the client signed, thank the client, and issue out checks.

 FORMCHECKBOX 

Remind clients what their next appointment is for. Pick up, NC (remind to bring child), RS (ask if they have all the forms and remind to bring child).

Logging in of Lab Results
 FORMCHECKBOX 

Log in lab results as received (Date Received, WIC Id number, Name, DOB, HCT, and/or Hgb, Date Taken.

 FORMCHECKBOX 

File lab reports into client folders.

 FORMCHECKBOX 

If client folder cannot be found, file lab reports in the alphabetic folder located in the reception area.

End of Day Activities
 FORMCHECKBOX 

Mark ‘m’ (for missed appointments) on scheduler and master schedule sheet.

 FORMCHECKBOX 

Set the Epson printer from back feed to front feed. Turn off for 10 seconds and back on.

 FORMCHECKBOX 

Print out daily reports and master scheduler for next day (602, 604, 620, 630).

 FORMCHECKBOX 

Set the Epson printer from front feed to back feed.

 FORMCHECKBOX 

Separate reports for use and filing in the appropriate binder(s).

 FORMCHECKBOX 

Pull client file folders for next day’s appointments. 

 FORMCHECKBOX 

Secure manual and unused WIC food instruments, preprinted checks and lock safe.

 FORMCHECKBOX 

File client sign in log and file WIC check carbon paper away.

 FORMCHECKBOX 

Turn off computer and monitor, Okidata printer, Epson printer, photocopy machine, air conditioner, and lights.

Continue to observe front desk activities
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Day Three Training
Signing in Clients
 FORMCHECKBOX 

Greet clients, “Welcome to WIC, how may I help you? Do you have an appointment today?”

 FORMCHECKBOX 

Ask for WIC ID card.

 FORMCHECKBOX 

Check what the appointment is for (Pickup/NC/Classes/Cert/Re-cert).

 FORMCHECKBOX 

Ask client to sign in on appropriate form (Pickup/NC/Classes/Cert/Re-cert).

 FORMCHECKBOX 

Ask client to print name, WIC ID Number, appointment time, and arrival time.

 FORMCHECKBOX 

If appointment is for certification or re-certification, ask for the documents needed.

Adult




Child/Infant
Photo ID




Birth Certificate






SS Card or number of Auth. Rep & client

Proof of all household income
Proof of all household income
Current Check stub(s)


Current Check stub(s)

Letter of support if appropriate
Letter of support if appropriate

Proof of Residency


Proof of Residency
Mayor’s verification or


Mayor’s verification or

Utility bill (military) or


Utility bill (military) or

Other suitable documentation
Other suitable documentation

Public Assistance


Public Assistance
Food Stamp Letter (if applicable)
Food Stamp Letter (if applicable)

Medicaid



Medicaid


Applicant must be present

Infant/Child must be present

 FORMCHECKBOX 

Highlight the client’s names on the Master Schedule by time (form 640) for P/U, Class, NC, Cert, or Re-cert to indicate they are present.

 FORMCHECKBOX 

Locate client folders (or print out certification form if unable to locate folder).
 FORMCHECKBOX 

Attach WIC application form to certification form of new clients. Ensure that the dates for initial request for services and the appointment date given are documented.
 FORMCHECKBOX 

Place ID card of clients that already have folders, on rack according to what appointment is for and by time.

 FORMCHECKBOX 

Call appropriate WIC site if client is a local transfer and the folder(s) have not arrived.

Photocopy Client Documents
 FORMCHECKBOX 

Do not photocopy ID, residency verification, and income verification unless there are extenuating circumstances that require it. Do copy Court Ordered Legal Documents for Guardianship as appropriate.

WIC Program Suggestion/Complaint/Incident Report or

WIC Food Instrument and ID/VOC card Incident Report or

WIC Farmer’s Market Nutrition Program Incident Report

 FORMCHECKBOX 

Assist the client in filing out their portion of the appropriate Incident Report form.

 FORMCHECKBOX 

Lost or stolen WIC ID/VOC cards must be documented on the appropriate Incident Report form. The report should be submitted to the Vendor Manager and the clinic supervisor advised so that the client may be counseled if necessary.

 FORMCHECKBOX 

Expired WIC checks and Farmer’s market coupons that are returned to WIC should be shredded.

 FORMCHECKBOX 

ID cards, WIC checks, and Farmer’s market coupons from other WIC programs (not Guam’s) should be attached to the client’s file folder.

 FORMCHECKBOX 

WIC checks that have been tampered with should be documented on and attached to the appropriate Incident Report form. Completed forms are submitted to the vendor manager and the clinic supervisor advised in order to provide counseling and/or start sanction proceeding for the client.

 FORMCHECKBOX 

WIC checks that are damaged due to staff or malfunctioning equipment should be documented on and attached to the appropriate Incident Report form. Forms are submitted to the WIC PCIV.

 FORMCHECKBOX 

WIC checks that have been appropriately voided in the ADP system should be shredded.
 FORMCHECKBOX 

Any person (WIC participant or not) should be assisted with completion of the appropriate form(s) when they express the desire to file a complaint or make a suggestion.

 FORMCHECKBOX 

Valid FMNP coupons that are returned to the WIC program should be documented on the appropriate Incident Report form and returned to the WIC PCIV.

Practice Previous Days Training
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Day Four Training
Answering Phone Calls

 FORMCHECKBOX 

Phone greetings:

1)
Thank you for calling the (insert name of your WIC site) WIC clinic. My name is 



. How may I help you?

2)
Good morning/afternoon. This is the (insert name of your WIC site) WIC clinic. I am 


. How may I help you?

 FORMCHECKBOX 

Always answer the phone by 3 or 4 rings. If you are busy with a client, go ahead and pick up the phone and ask the client to hold. If you expect the client on the phone to hold for more than 2 or 3 minutes, go ahead and take the name and number to call back. Make sure to return call, if you tell them you will call them back.

 FORMCHECKBOX 

Never put client on speakerphone due to confidentiality.

Scheduler
 FORMCHECKBOX 

New certifications mark as CCCC (4 time slots). Re-screening appointments are marked as RRR (3 time slots). Pick up appointments are marked as P (1 time slot) and nutrition counseling appointments are marked as NP (2 time slots).
 FORMCHECKBOX 

Nutrition classes are scheduled differently at each clinic site. See the supervisor for specific instructions.

 FORMCHECKBOX 

Schedule the clients according to pick up code (40 = first week, 50 = second week, 60 = third week, 70 = fourth week).

 FORMCHECKBOX 

Ask your supervisor how to schedule clients during any days in the 5th week of the month.

 FORMCHECKBOX 

Schedule clients in vertical columns only.

Rescheduling clients (missed appointments for check pick ups & recertifications)

 FORMCHECKBOX 

Ask the clients for their WIC ID number (or SS No. if a family) and input the number in the scheduler’s participant look up/re-scheduler. Ask the clients that are part of a family, which individuals are currently on the WIC program. Take all family members into account when re-scheduling appointments. All should come in on the same day whenever possible.

 FORMCHECKBOX 

Check to see where the earliest open appointments are in the scheduler for a pick up, or recertification, etc. (Clients cannot pick up after 30 days from the end of the certification period). If the client(s) can come in as a walk-in (depending on the current client flow status), they may come in before 4:30 p.m. as a walk-in, otherwise they must be rescheduled on the earliest open day for the service they need.

 FORMCHECKBOX 

If the client cannot do a pickup at the same time they are due for re-screening, let them know that they may have to be rescheduled for next month unless we are able to find an earlier time. Always remember to give them the option of coming in Saturdays 8 am to 12 pm after all other possibilities fail.
 FORMCHECKBOX 

Write down WIC ID numbers to be rescheduled and the pick up day if it is necessary to call the client back with a new appointment date.
 FORMCHECKBOX 

Always try to reschedule clients according to their pick up day. If this is not possible, advise them in advance that they may not get a full food package for that month.

Contact Log/Time Study
 FORMCHECKBOX 

Tally all client pre-certifications that you have done for the month (each month) on the WIC contact form. This total should be turned in to your supervisor.

 FORMCHECKBOX 

Time Studies are completed quarterly. Time spent in your various activities is recorded everyday for one month. The completed forms are turned in to your supervisor.

Other Duties that may be Requested as Needed
 FORMCHECKBOX 

Measure and record the WIC applicant’s height, length, and weight (training to be provided by the nutritionist).

 FORMCHECKBOX 

Provide a WIC check & approved foods orientation class for new WIC participants (lesson plan will be provided).

 FORMCHECKBOX 

Purge the file cabinets of folders for male and female children 5 years of age up to 10 years old. A list of numbers identifying these folders should be provided.

 FORMCHECKBOX 

Calibrate/tare the height & weight measuring equipment. Document the results and report any malfunctions to the WIC site supervisor. The WIC site supervisor will train you in these procedures.

Practice previous days training
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Day Five Training
Pre-certification
 FORMCHECKBOX 

Have client fill out WIC application form. If you have time and if clients already have photo ID, they may be screened right away (do not need check stubs, social security cards, mayor’s verification of residency, or blood test results). Attach the applicant’s photo ID to application form and place on the rack to be screened by Nutrition Assistant or Community Nutritionist II. Be sure to indicate on the application form the date that the WIC services were requested. The date of the appointment must also be indicated. It can be the current date or the date of the appointment. Pregnant women and infants must be given appointments for screening within 10 days of their request for WIC services. All others may wait up to 20 days if no appointments are available any sooner. 

 FORMCHECKBOX 

Use the information on the WIC application form to create a pre-certification form (TT-8) on the computer. Only input social security number, action date, phone number, address, and name. Print out the temporary certification form and give the next available appointment by using the temporary ID number.

 FORMCHECKBOX 

If the applicant does not have a social security number (or does not want to reveal their number), type in W to signal the computer to create a temporary one.

 FORMCHECKBOX 

You may give appointments on Saturdays for check pickups and new clients.

 FORMCHECKBOX 

Give proper documents for new clients to take home to fill out prior to appointment.

Infants



Children


Women (pregnant/postpartum)
24 hour recall

24 hour recall

24 hour recall

Financial Eligibility

Financial Eligibility

Financial Eligibility

Immunization


Immunization


No Immunization
Blood test (9 months)
Blood test


Blood test

 FORMCHECKBOX 

Go over what to bring for appointment on Welcome to WIC handout/form.

Infants/Children/Women (pregnant/postpartum)

Shot record for Infants/Children

Mayor’s verification

Birth Certification for Infants/Children



Photo ID for Women



Check stub(s)


Food stamp verification



Medicaid card



Social Security Card or number



Infants/Children/Women must be present at appointment.

 FORMCHECKBOX 

Inform client that their next appointment is for the screening to determine if they are eligible for the WIC program. Please have documents and forms filled out to make the screening process faster.
 FORMCHECKBOX 

The temporary certification form should have the completed WIC application form attached to it. File these in alphabetical order in the folder designated for new WIC applicants.

Reminders for scheduling appointments
 FORMCHECKBOX 

Appointments for certification must be within 10 days for pregnant women and infants 0-6 months. Appointments for certification must be within 20 days for postpartum women, breastfeeding women, and children between 7 months and 5 years old.

 FORMCHECKBOX 

If you are unable to find a schedule to meet the 10-20 day rule, you may call other clinics. If other clinics cannot meet it, write down the reason why we did not meet the 10-20 day rule on the bottom of the WIC application form.  Give the earliest time available and write the scheduled appointment time given with a justification for not observing the 10-20 day rule, then initial it. File pre-certification form and the WIC application form in the application folder alphabetically.

Pre-certification (for family whose authorized representative has been on the program, but more than 6 months ago).

 FORMCHECKBOX 

Clients do not need to fill out the WIC application form.

 FORMCHECKBOX 

On the pre-certification screen hit ‘X’ for duplicate and then put the authorized representative’s social security number.

 FORMCHECKBOX 

Update the last name and first name of the new client and print out the form.

 FORMCHECKBOX 

Follow the above scheduling of the 10-20 day rule.
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