MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES — WIC AND NUTRITION SERVICES

WIC Online Interest Form — Local Agency Procedures

The WIC Online Interest Form creates another pathway for program enrollment. The form captures
pertinent information of interested persons inquiring about the Missouri WIC program. The form is
accessible in two locations on the Missouri WIC website: the homepage and the “How do | apply for
WIC” page. The main objective is to increase accessibility to program enrollment.

Local agency (LA) procedures:

1. Make contact.
a. Contact should be made within 72 hours of form receipt.
b. Document dates and types of all attempts. (NOT in MOWINS)
c. Inform Technical Assistance (TA) staff within seven (7) business days if having trouble
making contact.
d. Document date and type when contact is successful. (NOT in MOWINS)
2. Determine program eligibility and enroliment.
a. Ifindividual is eligible and wants to enroll, complete the prescreen tool in MOWINS.
i. NOTE: Do NOT enter any information in MOWINS until this time.
ii. Select “Online Interest Form” on the Initial Contact screen.
b. If the individual/family is not eligible, document the reason (NOT in MOWINS).
3. Email the TA the disposition of each form. Include all detailed, documented information.
a. Types of disposition:
i. Not eligible
ii. Eligible but did not want to enroll
iii. Completed prescreen and set appointment
iv. No contact

Expectations for LA:

1. WIC Coordinator will designate at least one staff and email address to receive the forms.
a. Make sure designated staff has read guidance and understands expectations and
process for handling the forms.
b. WIC Coordinator should choose staff that has great customer service skills.
2. WIC Coordinator will advise TA staff of any staff and/or email change.
3. Reach outin a timely manner to the TA staff for help, if needed.
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