EMPLOYEE:



Start Date:


To be Completed by:



(form 1)
	Supervisory Community Nutritionist Orientation Checklist
	Initial to indicate that orientation was provided and/or understood:     Date:



	Clinic Supervision:

Personnel Forms:

· Leave Request Form (and Flex Time Approval - staff)

· Daily Sign-in form (submitted to time keeper daily)

· Time Sheet Form

· Flex Time Log Form (personal record for N3 approval)

· Travel Reimbursement Request (Local) Form

· Daily Mileage Report Form

· Outside Employment Approval Request Form

· Staff Counseling Form

· Work Plan and Performance Evaluation Form

· Personal Development form (attach to Work Plan)

· Position Description Form

· Pay Check Procedures (Distribution)

· Overtime Pay Approval Form

· Clinic Work Assignment/lunch break Schedule

· Workman’s Compensation Commission Forms


	


	WIC Clinic Reception/Waiting Area:

Log Books:

· Pre-Certification Log/folder

· Sign-In Sheet Log (WIC clients)

· Master Schedule by Time Log (WIC Report 604)

· Schedule No-Show Log (WIC Report 620)

· ID/VOC Issue Log Book

· Referral Log Book (Incoming and Outgoing)

· File Transfer Log (In and Out of Clinic)

· Food Draft Inventory (New Check Stock Received)

· Food Draft Copy Log (Yellow Copy)

· Food Draft Signature Log (WIC Report 313)

· Hot Sheet Report Log (WIC Report 300)

· Special Formulation/Non-Contract Formula Log Book


	

	Client Information Forms:

· WIC Referral form (To WIC from physician)

· WIC Application (To WIC from anywhere)

· Public Health Referral form (To other PH areas)

· ID/VOC Card

· Tri-Fold Food Draft Protector

· WIC Client Certification form (Turnaround Document)

· Lab Test Request form(s) – DLS location guide

· Height, Weight & BMI Grids for Infants and Children

· Prenatal Weight Gain Grids for over & under weight and normal weight women

· WIC Survey form (Annual)

· 24 Hour Diet Recall form

· Diet Assessment Forms (Women/Child, Infant)

· Basic Care Plan form (Women, Infant, Child)

· High Risk Care Plan form

· Financial Eligibility Work Sheet Form

· Non-Contract (special) Formula request form

· Procurement Request form (To WIC)

· Supply Request form (To WIC Supply)

· No-Show (participant) follow up procedures and forms

· Complaint/Incident/Suggestion form

· WIC Draft/ID/VOC card incident form

· Notification of Ineligibility form


	


	Handouts:

· WIC Approved Vendor List

· WIC Authorized Food List

· Welcome To WIC Handout

· Newslink (Guam WIC Publication)

· Immunization (any current handout)

· When WIC is Not Enough

· Beat That Habit

· WIC ID/VOC card & FI protector


	


	ADP Scheduler:

· Appointment Scheduling (ADP Manual Page 118)

· Scheduler Reports (ADP Manual Page 126)

· Lookup/Re-Scheduler

· “New” Scheduler Function (ADP Manual Page 121)

· “Group” Scheduler Function (ADP Manual Page 121)
	

	WIC Client Files:

· WIC Participant Numbering System

· Client Folder Return Box

· Client File Cabinets

· Client File Content Order

· Use of “LA Memo” Field (Turnaround Document)

· Incomplete Client File List (kept by each NA)
	

	WIC Client Processing:

· Pre-Certification (TT-8)

· Required Handouts (see handout documentation list)

· Client Financial Documentation (S-II-VIII.)

· Children’s Presence Required at Screening (when excused)

· When Blood Tests are Required

· Financial Eligibility

· Nutritional Risk Determination (Risk Factor Codes)

· Client Participation in Nutrition Education

· (Basic Education, Classes, and Counseling)

· Required Appointment Time Frames (10/20 days)

· Procedures for Special Formula Requests
	


	Bulletin Boards/Required Handouts:

· Public Health Announcements

· WIC Announcements  (Signs informing about lost food drafts, clinic hours, WIC appointment policy, WIC formula policy, WIC vendor list/changes, Participant rights/obligations, Clinic closures last Friday monthly)

· Handout for other sources of public assistance

· Handout for drug/smoking counseling
	



	ADP System for the WIC Clinic Client Processing

Basics:

· User’s Personal ID Code

· Logging on to the System

· Help Keys

· Default Values/Entries

· Special Keys (Hot Sheet, Help, Reconnect), exit, backspace)

· Reporting error messages and other problems


	




	WIC ADP Screening for Certification/Eligibility

New Certification:

· Creation of new cert. (TT-1) from precert. (TT-8)

· Participant Lookup module

· Date entry for certification

· Financial Eligibility Worksheet form (procedures for use and verification of ID/Residency/Income/adjunct eligibility)

· Income calculator

· Interval and pickup day

· Blood value requirements (prenatals, children)

· Anthropometric data (use blood value date for data

Date)

· In-State Transfer (TT-5) vs. Add out-of-state Transfer

 (TT-6) 

· Local agency memo (i.e. Location of family’s financial

 form)

· Health status form

· Nutrition Risk Factor Selection

· Basic Nutrition education (Nutrition Assistants)

· High Risk Careplan and SOAP notes (for Nutritionists)

· Food package selections (Nutritionists vs Nutr. Asst.)

· Nutrition Education needed at next appointment

· Hot sheet check (F-9)

· 24 Hour Recall Worksheet form

· 24 Hour Recall Assessment forms (Women/Children &

 Infants)

· Transaction OK = save data entered

· Change & update information with in certification period

(TT-4)

· Scheduling clients for next check pickup

· Scheduling clients for classes

· Scheduling clients for nutrition counseling

· Documenting of client/family participation in other programs and making referrals to other programs.

· Immunization/WIC Linkage form


	



	
	

	Rescreening Procedures:

· Recert (TT-2) vs. Reenrollment (TT-3)

· Client browse

· Blood value data requirements

· Financial Eligibility Worksheet form (procedures for use and verification of ID/Residency/Income/adjunct eligibility)
	

	WIC ADP Food Draft Processing

Printing:

· On-Demand Generation

· Food draft valid dates

· Individual vs. whole family printing

· Single check printing

· Issuance reason

· Completion activities (FI Void)

· Food draft issuance policy – receptionist

(On-demand signature log (WIC 313)


	



	WIC ADP Nutrition Education Module

· 24 hour recall module

· Food frequency

· 24 hour recall report

· Food frequency report

· Monitor nutrition education
	

	Other ADP Procedures

· Terminate (TT-7)

· Reversal of termination

· Participant delete

· Food instrument lookup

· Participant food instrument lookup

· Beginning and ending of FI stock in printer

· System Administration Utilities (hot sheet fix, 

Reset FI flag)

· Hot Sheet Error correction (Administrative utilities)

· Preprinting of WIC Food Instruments (Policy and procedures)


	

	Other WIC Clinic Procedures

Monthly Inservice:

· Nutritionist I nutrition topic presentation

· Nutritionist II (report, presentation, discussion)

· Nutritionist III reports/clinic update

· Health Educator Reports

· Other agency/program presentations

· WIC monthly schedule of classes and events

· Clinic coverage during in-service sessions

(Forwarding of phone calls to meeting site)

· Required attendance by clinic staff

· Sign-in attendance sheet required

· In-service meeting agenda required
	

	Other Nutritionist II Responsibilities

· Attend conferences/workshops

· Central WIC office communications (travels,

Supplies, food drafts, clinic/client problem solving,

ADP system problems, vendor problems)

· WIC car use

· Central office supply pickup

· Securing WIC clinic/security alarm system/key box/employee lockers

· Breast Pump issuing procedures

· Reporting damage/break-in/etc.

· Maintenance requests

· Maintenance of height and weight equipment

· Calibration and Calibration log for ht/wt equipment

· Correct procedures for height/weight measurement

· Food draft storage (safe combination) procedures

· Computer/printer repair and maintenance

· Guam WIC State Plan (use of sections I, II, and III)

· WIC Paraprofessional Training Manual (completion)

· WIC Program Consolidated Regulations

· Guam WIC Program Organization chart

· Nutrition Assistant Performance Evaluations
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