Training: State Agency and Local WIC Provider Responsibilities 
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POLICY:
The State WIC Office will provide training to local WIC provider (LWP) staff involved in health assessment, nutrition education and accessing the Health Agency Network Data System (HANDS) for the purpose of certifying WIC applicants or participants.
PURPOSE:
To provide LWP staff current information on the Missouri WIC Program’s certification process, data entry and food instrument information in HANDS.
PROCEDURES:  
(ALL OF FOLLOWING INFORMATION IS NEW.)
A.
The State WIC Office will provide training opportunities and/or resources for required training to local WIC providers.  The LWP is responsible for providing opportunities/resources for training new and returning employees.

1.
The State WIC Office requires the LWP to provide all staff with an annual civil rights training using the Self-teaching Civil Rights Training module (CRT).

a.
LWP staff must complete the CRT module within six (6) months of the date of hire or rehire. 

b.
The LWP will provide follow-up training as needed.  

c.
After the employee has successfully completed the CRT module, the supervisor or administrator will sign the Supervisor Verification of Completion form found at the back of the employee’s CRT module. The signed form will be retained in the LWP training file.
2.
The State WIC Office requires the LWP to provide all new staff with Breastfeeding Promotion Orientation within six (6) months of the date of hire or rehire using the Lactation Education.   An annual Breastfeeding training shall also be provided by the LWP for all WIC staff.

3.
The LWP will assure that new and returning staff receive Track Training according to their job responsibilities.  (See last page of policy for summary chart.)
a.
The LWP will contact the State WIC Office for a listing of the WIC Track Training dates and information relevant to staff responsibilities.  The training schedule and registration form can be accessed through the WIC website at http://www.dhss.mo.gov/wic/training.html, or can be requested from the State WIC Office by telephone.

i.
Track 1 is required of all new LWP staff, including clerical, HPA, WIC Certifier, CPA, Nutritionist, WIC Coordinator, Nutrition Coordinator, and any other health professional or paraprofessional staff as stated in ER# 1.01250, ER# 1.01400, ER# 2.01400, ER# 2.01500, ER# 2.01600, ER# 2.01650, ER# 2.01700, and ER# 2.01800.  Completion of Track 1 modules is required prior to attending the HANDS training.  See summary chart.

ii.
Track 2 is required for all HPA, WIC Certifier, CPA, Nutritionist, WIC Coordinator, Nutrition Coordinator, and any other health professional or paraprofessional staff as stated in ER# 2.01400, ER# 2.01500, ER# 2.01600, ER# 2.01650, ER# 2.01700, and ER# 2.01800.  See chart.

iii.
Track 3 is required for the WIC Certifier, CPA, Nutritionist, Nutrition Coordinator, and any other health professional staff as stated in ER# 2.01400, ER# 2.01500, ER# 2.01600, and ER# 2.01650.  See summary chart.

b.
The State WIC Office will provide training registrants with Track Training modules after training registration has been processed.

c.
WIC Required Track Training modules must be completed as a pre-requisite before attending the Track Training videoconference session.

d.
New LWP staff are required to successfully complete the appropriate Track Training within the first six (6) months of employment.

e.
Staff returning to work after a break in service of one (1) year or greater shall be required to attend refresher training.  The supervisor of an employee needing refresher training is encouraged to contact the State WIC Office to discuss the options available for refresher training. 

4.
LWP staff requesting specific access to HANDS must complete training to assure consistency in entering data, printing food instruments, or maintaining the food instrument inventory.

a.
Staff returning to WIC after a break in service of one (1) year or greater may be considered for HANDS refresher training.  The supervisor of the employee should contact the state WIC office/program to determine the appropriate HANDS training to attend.

b.
The ASAP on-line request form must be completed for anyone requesting specific WIC HANDS access:

i.
Entry, update, and inquire access (053).

ii.
Food Instrument Print access (074) - Food instrument printing.

iii.
Food Instrument Inventory access (070) - FI shipment acknowledgement.

c.
HANDS Training will be facilitated by State WIC program staff in a two to three (2-3) day session off-site from the LWP.

d. HANDS Training must be scheduled within three (3) months after requesting access.  Refer to the WICNS website or contact the State WIC Office for the current training schedules and registration forms. 

e. HANDS Training must be completed within six (6) months of requesting access.

i.
The UserID and/or additional access that was requested and which caused the need for training, will be revoked if training is not completed within the required time.

f.
HANDS Training has specific requirements, which must be completed before attending the training.  They are:

i.
Successful completion of WIC Track 1 training.

ii.
Knowledge of the Windows operating system environment.

iii.
Keyboard strokes used in HANDS.  Refer to ER# 4.01400.

iv.
Must be familiar with the following HANDS screens:

1).
Additions:  H201, H204, H224, H210, H401, H421.

2).
Recertifications:  H202, H225, H402, H422.

v.
Staff must obtain own User ID prior to attending HANDS training.  Refer to ER# 3.01400.

5.
HANDS Refresher Training is optional for LWP staff who have already attended the regular HANDS training and would like to receive additional or refresher training.

a.
Staff returning to WIC after a break in service may be considered for this training.

b.
HANDS refresher training may include but is not limited to the following topics:

i.
use of the WIC Operations Manual and Resource Guide

ii.
participant transfers

iii.
direct entry (as it pertains to HANDS)

iv.
Manual FI issuance

c.
HANDS refresher training will be facilitated by State WIC program staff in a one and one-half day (1 1/2) session off-site from the LWP.

6.
The Food Instrument (FI) Custodian Training will be done at the local WIC provider office using the Food Instrument Custodian Training Manual and Guide Book (FI Guide).

a.
The FI Guide is an electronic manual provided by the State WIC Office.

i.
The FI guide will be provided as a self-teaching manual for LWP staff who will be performing the duties of the Food Instrument Custodian (FIC) or Assistant Food Instrument Custodian (Asst. FIC).  Refer to ER# 3.04100.

ii.
The FI Guide can be loaded on any computer used by the FI Custodian and Assistant FI Custodian.

iii.
FI Custodian training must be completed within three (3) months after requesting access.

iv.
FI Custodian access will be revoked if training is not completed within the required time.

7.
Contact the State WIC Office for a schedule of the WIC Coordinator Training dates.

8.
Contact the State WIC Office for a schedule of the Nutrition Coordinator training dates.

9.
CPAs, Nutritionists and Registered Dietitians (RD) are required to complete the Self-Teaching Training Manual (STTM-II) within one (1) year of assigned duties. The STTM-II must be completed every five years thereafter.  Completion of STTM-II is not a requirement for the WIC Certifier.  

10.
LWP Nutritionists (non-RD) must complete a minimum of five (5) continuing nutrition education (CNE) hours per Federal Fiscal Year (FFY).  See ER# 2.01400.

B.
The state WIC office/program requires the LWP to maintain a current training file that lists trainings attended by LWP staff for monitoring purposes.  See form.

1.
Documentation of attendance and/or successful completion of trainings includes:

a.
Training Certificate;

b.
Copy of final training roster (including title of training, training date(s) and name and business affiliation of trainer) with name of employee highlighted; or 

c.
Supervisor Verification of Completion form; or

d.
Other appropriate documentation provided by the trainer, including, but not limited to, title of training, date(s) of training, name and business    affiliation of the trainer.

2.
Registered Dietitians (RD) and Licensed Dietitians (LD) must retain a copy of current state license on file at the local WIC provider.  See ER# 2.01400.

3.
Nutritionists (non-RD) must retain a copy of documentation of completion of continuing nutrition education (CNE) hours on file at the local WIC provider.  See ER# 2.01400.













