Nutrition/Health Volume
Certification Section

General Volume

Management Section
Local Agency (LA) Personnel: WIC Coordinator (1.01250)

ER#1.01250

Authority 2018 7 CFR 246.3(f) & 246.6(b), PL 111-296, WIC Local Agency Nutrition Services
Scope of Work

Issued 8/97

Revised 10/18

POLICY: Every local agency (LA) shall have an individual designated as WIC coordinator to ensure
the local agency's WIC program is managed in the most effective and efficient manner
possible.
To strengthen program integrity, LAs are required to cooperate in USDA studies and
evaluations.

PROCEDURES:

A. The LA shall designate an individual to perform the functions of WIC coordinator, which may
include responsibility for WIC program management, WIC function coordination, and perform
other roles (e.g., LA administrator, nurse, nutritionist, or clerk).

B. Examples of work performed may include, but are not limited to, the duties listed below:

1. Plans and coordinates all WIC activities and staff to ensure goals are met and the agency
operates within program guidelines and rules.

2. Ensures appropriate LA policies and procedures are established and enforced in compliance
with federal and state policies and procedures.

3. Acts as liaison between LA and state agency (SA) staff.

4. Develops a program plan and evaluation method, in coordination with the local WIC nutrition
coordinator.

5. Monitors the effects of clinic operations by reviewing appropriate management reports,
charts/chart audits, and customer satisfaction surveys, revises local policies as needed,
evaluates clinic workflow, and makes adjustments to clinic and staff work schedules.
Assures response to requests by the Department within time frames, which include, but are not
limited to, Local Agency Plan (LAP), self-monitoring, and corrective action plans to assure
program compliance.

6. Provides input to the SA regarding overall WIC program operations and makes suggestions
for statewide improvement.

7. Ensures coordination of services and referrals between LA programs and other agencies.

8. Ensures all WIC services are delivered consistently, appropriately, and in a time frame to

allow participants to receive appropriate program benefits.
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10.

11.

12.

13.

14.

15.

16.
17.

18.
19.
20.

21.

22.
23.
24.
25.
26.

27.

Maintains contracted caseload for agency through on-going caseload management.

Develops, coordinates, and documents implementation of ongoing outreach activities in the
community.

Handles participant complaints, violations, and fair hearings in accordance with state
policies and procedures. Refer to ER# 1.05700 Local Responsibility — Civil Rights
Compliance and Public Notification and ER# 1.06800 Participant Fair Hearings.

Ensures appropriate staff is available and properly trained to perform necessary functions.
Reviews all new and revised policies annually and provides training to other LA staff
members. Refer to £ER# 1.01550 Training Local WIC Providers.

Ensures that food instrument accountability functions are appropriately assigned and
performed. This includes a separation of staff duties related to the accountability and
control of food instruments. Refer to ER# 1.07000 Program Integrity.

Ensures that no one (1) LA staff shall certify oneself for WIC benefits nor issue food
instruments or supplemental foods to oneself. Refer to ER# 1.07000 Program Integrity.

Ensures employees of a local agency shall not certify relatives or close friends for WIC
benefits nor issue food instruments or supplemental foods to relatives or close friends.
Refer to ER# 1.07000 Program Integrity.

Ensures and monitors proper use of MOWINS database.

Ensures and monitors fiscal accountability. Ensures submission of timely and accurate
reimbursement requests.

Performs supervisory duties, as assigned by LA administrator.
Conducts clinic activities and other duties as required.

Acts as a liaison with local contracted retailers or appoints a staff member to act as the
retailer coordinator.

Ensures WIC staff maintains a courteous and respectful attitude toward participants in the
WIC program.

Ensures food instruments are stocked, tracked, secured, and ordered as needed.

Sets up the master calendar for appointment scheduling at main and satellite clinic sites.
Maintains local referral list.

Determines the security role(s) of each LA staff.

Develops written grievance or complaint policy to address non-civil rights issues. Refer to
ER# 1.05700 Local Responsibility — Civil Rights Compliance and Public Notification for
grievances or complaints related to civil rights issues.

Acts as the National Voter Registration Act (NVRA) liaison or appoints a staff member to
act as the NVRA liaison with the local election authority in the agency's service area.

Knowledge, Skills, and Abilities:

1.
2.

Working knowledge of effective management techniques.

Knowledge of current developments in public health and application to the local program.
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Ability to work well with people of diverse socioeconomic and cultural backgrounds.
Knowledge of the general organization and function of public health agencies.

Ability to gather, interpret, evaluate, and use statistical data.

S kAW

Demonstrate rapport building skills by establishing and maintaining effective working
relationships with WIC participants, WIC team members, and other health and social
services personnel.

7. Ability to develop plans, implement action plan(s), and evaluate effectiveness.
8. Knowledge of basic computer skills and literacy in using Windows Explorer.

Appropriate positions to be supervised by: LA administrator, Board of Trustees, or County
Commissioners.

Appropriate positions to supervise: Any WIC staff, at discretion of LA administrator.
Ideal Qualifications, Education, and Experience:

1. Graduation from an accredited four-year college or university with specialization in health
care administration, public, personnel or business administration, the biological or social
sciences, or education.

Minimum Qualifications, Education, and Experience:

1. High school graduation plus four (4) years of experience in one (1) or more of the
following areas:

a. Professional or technical experience in public health, counseling, community
organization, research and data collection, public, business or health care
administration, interviewing, or closely related fields.

b. Experience in WIC.
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General Volume
Management Section

Appropriate Tasks: Administrative/Clerical (1.01400)

ER# 1.01400

Authority 7 CFR 246.3(f) & 246.4(a)(26)
Issued 3/89

Revised 05/15

POLICY: Each local WIC provider (LWP) shall consider certain WIC tasks to be clerical or
administrative and should have appropriate staff performing these duties.

PROCEDURES:

A. Clerical and administrative staff are allowed to perform the following functions depending on their
responsibility level within the agency and WIC:

1. Prescreens applicants and obtains certification data such as demographics and income.
Reviews and documents eligibility requirements for proof of income, residency and/or
identity and enters them in MOWINS. Updates data and enters notes when appropriate.
Refer to ER# 1.07000 Program Integrity.

2. Assigns or retrieves Department Common Number (DCN) for individual applicant.
3. Refers participants to social and community service programs.

Explains to the participant the importance of the WIC folder, keeping their scheduled
appointments, and their rights and responsibilities which includes but is not limited to
avoiding dual participation and fraud.

5. Prints and issues food instruments in accordance with ER 1.07000.

6. Explains the program and how to use the food instruments.

7. Voids food instruments and reprints food instruments per CPA instructions.

8. Schedules appointments.

9. Prepares information for in-state and out-of-state transfer requests.

10.  Assists in the promotion and support of breastfeeding as the preferred method of feeding.
11. Follow-up on no-show participants and reschedules appointments.

12. Conducts outreach activities.

13. Organizes files.

14.  Manages clinic flow, caseload and finances.

15. Interviews participants regarding possible fraud or violations.

16.  Completes and submits monthly WIC invoices.

17. Completes one-on-one food instrument reconciliation.

18.  Acknowledges receipt of blank food instrument paper stocks and places order as needed.
19. Retains and destroys records.
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20.
21.
22.

23.

24

25.

Reviews and uses clinic and management reports.
Participates in continuing education activities.

Appropriately records program management, client service and breastfeeding promotion
hours on timesheet according to policy.

Prepare and evaluate the state plan (LAP) to assure the goals and objectives chosen can be
met.

Reviews all policies and policy updates.

Review reports, WIC updates and emails.

Required Knowledge, Skills and Abilities:

1.

2.
3.
4.

Demonstrate rapport building skills by establishing and maintaining effective working
relations with WIC participants, WIC team members and other health and social services
personnel.

Ability to work well with people of diverse socioeconomic/cultural backgrounds.
Basic computer skills and literacy in using Window Explorer.

Participates in continuing education activities appropriate to position.

Minimum Qualifications/Education and Experiences:

1.
2.

High school diploma or equivalency.

Successful completion of state required training within the time designated by state WIC
office.
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General Volume
Management Section

Training Local WIC Providers (1.01550)

ER# 1.01550

Authority 2016 7 CFR 246.11; Missouri Senate Bill 1122, sections 324.200 to 324.225

Issued 1/81

Revised 12/16

POLICY: All contracted local agency (LA) staff that provides WIC benefits to eligible participants
must complete the required trainings within the specified timeframes. The state agency
(SA) will design, maintain, and provide trainings to LA staff involved in the health
assessment and nutrition education of WIC applicants or participants. The SA will provide
training on the Missouri WIC Information Network System (MOWINS), and educate staff
on breastfeeding promotion and support, civil rights, immunizations and voter registration.
The LA must maintain documentation on file for training that LA staff has attended.

PROCEDURES:

A. The SA will provide training opportunities and/or resources for required training to LAs. The LA

is responsible for providing opportunities/resources for training new and returning employees.
Information about the trainings may be located at
http://health.mo.gov/living/families/wic/wictraining/Iwpnewemployeetraining.php.

1. The LA will ensure that new and returning staff receives required training(s) according to
their job responsibilities. LA staff must complete webinars, modules, exercises and/or live
sessions as needed to meet training requirements.

a. Training for HPAs, WIC Certifiers, and CPAs/Nutritionists includes weighing &
measuring techniques, hemoglobin/hematocrit screening, and referrals.

b. Training for CPAs/Nutritionists includes food package prescriptions, individual
nutrition tailoring, and nutrition education.

2. The training schedule and registration form can be accessed through the WIC website, or
can be requested from the SA by telephone.

3. LA staff that performs hemoglobin/hematocrit screening must be trained on the correct
procedures by HemoCue or a nurse (RN) who was trained by HemoCue. Completion
required within six months from date of hire and before performing the screening.

4, Staff returning to work after a break in service of one (1) year or greater shall be required to
attend required trainings as outlined above.

5. To access MOWINS, LA staff must request a UserID and/or access via the on-line ASAP
request form. Refer to ER# 3.01400.

B. CPAs, Nutritionists and Registered Dietitians (RD) are required to complete the Nutrition Training
Manual (NTM) within six (6) months of start date. The NTM must be completed every five years
thereafter.

C. Registered Nurses and Nutritionists (non-RD) must complete a minimum of five (5) continuing

nutrition education (CNE) hours per Federal Fiscal Year (FFY).

D. The SA requires the LA to maintain a current training file that lists trainings attended by LA staff
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for monitoring purposes.

1. Documentation of attendance and/or successful completion of training will be provided by
the SA after each training session.

2. Registered Dietitians (RD) and Licensed Dietitians (LD) must retain a copy of current state
license on file at the LA. Refer to ER# 2.01400.

3. Registered Nurses and Nutritionists (non-RD) must retain a copy of documentation of

completion of Continuing Education hours on file at the LA.
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General Volume
Management Section

Using Volunteers (1.01600)

ER# 1.01600
Authority 2008 7CFR 246.26(d)(1) & MPSF-1:WC-93-15-P

Issued 8/97

Revised 10/09

POLICY: The Local WIC Provider (LWP) shall ensure that volunteers who are given access to client

information are well trained and knowledgeable of the restrictions on disclosure of this
information.

PROCEDURES:

A. The LWP shall exercise discretion in screening and selecting capable volunteers who would have
access to confidential information. If a potential volunteer does not appear to be a good candidate
for keeping information confidential, there may be other activities that the person can perform that
would not include access to participation information.

B. Once volunteers are selected, specific job requirements should be covered in the orientation or
training of volunteers. Refer to ER# 1.01400, ER# 2.01500, ER# 2.01650, ER# 2.01700 or ER#
2.01800.

C. The LWP shall assure volunteers are familiar with confidentiality requirements and capable of
complying. Volunteers are required to sign the same confidentiality agreement signed by LWP
paid staff. Refer to ER# 1.01700.

D. Follow-up training can be conducted periodically to remind volunteers of the importance of
maintaining the confidential nature of participant information.

E. Supervision should be based on duties of the volunteer.
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General Volume
Management Section

Participant Confidentiality (1.01700)

ER#1.01700
Authority:

Issued
Revised

POLICY:

2011 7 CFR 246.21(b), 246.25(a)(4), and 246.26(d), 45 CFR 164.103 and 164.105,
Missouri State Law, Chapter 210, RSMO - 1988, USPL 104-191, and Local WIC Provider
Nutrition Services Contract Scope of Work

05/91

06/14

The local WIC provider (LWP) shall keep all information about an applicant or participant,
obtained from program participants, applicants, another source, or generated as a result of
WIC application, certification, or participation, that individually identifies an applicant or
participant and/or family member(s) as confidential. The LWP shall not disclose individual
information to anyone except as provided in this policy.

The LWP shall provide an environment for certification and counseling which maintains
confidentiality of applicant and participant information.

The LWP shall take reasonable precautions against spying or theft of records and data
equipment containing confidential information. When confidential information is stored on
data systems not supplied by the state WIC agency, the LWP shall assure the security is
equal to or exceeds that provided by the state agency.

The LWP shall provide information for audit and compliance investigations to the
appropriate authorities as required by WIC regulations and policies.

The LWP must report suspected child abuse or neglect, even if the information was
obtained as part of WIC services as required by law.

The LWP shall release information from individual WIC participant records to the Missouri
Department of Social Services when presented with the “Authorization for Release of
Medical /Health Information form” (SS-6).

The LWP shall consult with their legal counsel regarding compliance with the Health
Insurance Portability and Accountability Act of 1996 (HIPAA, Title II) and the
appropriateness of establishing a hybrid entity status for the WIC services within the
agency.

The LWP shall prohibit the use of cameras, digital or film, within common areas of the
facility routinely used by WIC participants. This does not apply to images taken by state
WIC staff, LWP staft, or contracted photographers creating photographs for official use.
When participants or other members of the public are photographed for official use, a
signed release from the individual must be obtained first. LWP staff may allow persons
accompanying the participant to take photographs of participant or their household when
the photographs are taken in a private area away from other participants/applicants/staff.

PROCEDURES:

A. Protecting confidential information.

1.

The LWP may only release confidential information to persons directly connected with the
Page 9 of 328



WIC program. This would include service providers, management and administrators from
the LWP or state agency.

When presented with appropriate documentation and identification, the LWP provides all
information for audit and compliance investigations to the appropriate authorities as
required by WIC regulations and policies. Examples of appropriate authorities include but
not limited to Representatives of USDA, U.S. Office of the Inspector General (OIG) or the
U.S. General Accounting Office (GAO).

B. Providing information

1.

Upon receipt of a request for information regarding individual WIC records from any
source not listed above, the LWP shall:

a. Require the requester to obtain a signed release specifying the exact information
from the adult participant or the parent or guardian of the infant or child participant.

b. Compare the signature on the release request to the signature on the participant's
most current signature in MOWINS.

c. Provide copies of the specific materials requested in a secure manner such that only
the requester can access it.

d. Scan the signed release of information in the participant's folder in MOWINS.

C. Complying with a subpoena

1.

If the local WIC provider is issued a subpoena for a participant record, the LWP shall
immediately notify the state agency’s WIC Director or designee, then follow these
procedures:

a. The LWP consults with their legal counsel.

b. With legal counsel, the LWP determines if the material requested by the subpoena
can be released.

c. If the LWP and their legal counsel decide not to release the information, the LWP
legal counsel will appear before the court to argue against the release of information
requested by the subpoena.

d. If the court denies the motion to stop the subpoena and requires the LWP to release
the requested information, the legal counsel should:
1. Attempt to consider the appropriateness of an appeal of the decision.
i1. Ensure information produced is only that which is essential to respond to the
subpoena.
1il. Attempt to negotiate the extent to which the WIC information actually

produced becomes public information (i.e. reviewed in camera by the court,
limited entry into the public record).

e. If the local WIC provider releases the information requested by the subpoena, legal
counsel, acting on behalf of the LWP, should request the parties requesting the
information submit in writing the terms of the release of the subpoenaed
information so that all parties are in accord as to the use of the information.
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D. Complying with Child Abuse Reporting Laws

1.

Child abuse reporting is mandated by Missouri State Law, Chapter 210, RsMO, 1988. The
LWP is required to report suspected child abuse or neglect, even if the information was
obtained as part of WIC services.

a. Copies of the WIC records or information from the participant file can be released
only to a representative of the Department of Social Services with a signed
“Authorization for Release of Medical /Health Information form” (SS-6). The LWP
keeps all records concerning reports of child abuse or neglect confidential, with
limited disclosure as outlined in the law.

b. Contact the state WIC office for further guidance when necessary.

E. Complying with a search warrant

1.

When a search warrant is presented, the LWP shall immediately notify the state agency’s
WIC Director or designee, then do the following:

a. Assure the individual(s) producing the search warrant is (are) apprised of the
confidential nature of WIC information.

b. Review the search warrant carefully and provide only the specific information
requested in the search warrant and no other information.

c. Legal counsel should be notified immediately after the information has been given
for the search warrant.

d. Scan a copy of the search warrant in the participant folder in MOWINS.

F. Restricting Photography

1.

Only state or local agency staff, or contracted photographers, may take photographs for
agency use. Contracted photographers must sign a confidentiality agreement form prior to
starting work and agree to restrict all images to only WIC uses.

a. Photographic releases must be signed by all individuals whose image is to be used.
The LWP should consult with its legal counsel for appropriate release forms.

b. Computer screens and paper records must not be exposed in a way that allows
photographic images to be taken of them.

Family or friends may take pictures of members of their own household if given permission
by the LWP. LWP staff must assure that the images are taken in a private area, or in such a
way as to protect the privacy of others.

G. Guidance: signage and prohibition.

1.

LWP shall assure appropriate signage is posted limiting the use of cameras and all
photographic images.

H. Sharing Participant Data with Department of Health and Senior Services (DHSS) Programs

1.

The chief state health officer has authorized WIC to share participant data with DHSS’
Bureau of Immunization Assessment and Assurance (BIAA) for non-WIC purposes for the
following reasons:

a. Establishing the eligibility of WIC applicants or participants for the programs that
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the organization administers;
To conduct outreach for programs administered by DHSS;

To enhance the health, education, and or well-being of WIC applicants and
participants currently enrolled in those programs;

To streamline administrative procedures in order to minimize burdens on
participants and staff and;

To assess and evaluate the State’s health system in terms of responsiveness to
participants’ health needs and health care outcomes.
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General Volume
Management Section

Participant Referrals (1.01800)
ER# 1.01800

Authority 2018 7 CFR 246.7(a), 246.7(b)(1), 246.7(b)(3), 246.6(b)(5), Policy Memo #2001-7, Policy
Memo #2001-1, and WIC Local Agency Nutrition Services Scope of Work

Issued 1/81

Revised 10/18

POLICY: At each certification and mid-certification assessment (MCA), the local agency (LA) shall
provide to all applicants and participants, or their designated proxies, information on other
health-related and public assistance programs and, when appropriate, shall refer applicants
and participants to such programs. The LA should follow up with participants on referrals
made during the last certification period.

The LA shall provide a current list of local resources for drug and other harmful substance
abuse counseling and treatment to all pregnant, postpartum, and breastfeeding women and
to parents or caretakers of infants and children applying for or participating in the program.

The LA shall provide written information or brochures about the MO HealthNet program.

The LA shall review a documented immunization record to determine the status of each
infant and child and refer to the Bureau of Immunizations as needed. All WIC staff shall
complete an ASAP form for access to the ShowMeVax registry. Non-local health
departments shall initiate a Memorandum of Agreement (MOA) with immunization
providers if an agreement is not already in place and attach to the Local Agency Plan
(LAP).

At each child certification, the parent or caretaker must be asked if the child has had a
blood lead screening or lead test as determined appropriate for age and risk factors. If the
child has not had a screening or test, a referral must be made to a program(s) where a lead
screening or test can be performed.

The nondiscrimination statement is required for all participant referral materials.

The LA shall develop written agreements with health care providers and health care
organizations in their service area for referral acceptance and service provision.

PROCEDURES:
A. Maintain and make available a current list of state and local resources for:
1. Drug and substance abuse treatment programs.
a. Drug and substance abuse resources are available from the Missouri Department of
Health and Senior Services (DHSS) warehouse.
2. Other DHSS programs and/or community resources.
a. Medical services
b. Dental health services
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c. Special Health Care Needs
d. Newborn Screening program
e. Homeless and abuse shelter(s)

Other health services offered at the LA.

a. Immunizations
b. Lead screening
c. Family planning

Other sources of food assistance.
a. Supplemental Nutrition Assistance Program (SNAP) (formerly Food Stamps)
b. Area food pantries

Free Registered Dietitian (RD) services to refer participants to for medical nutrition
therapy.

a. If free RD services are not available in the area/community, document this fact,
review and update annually, and retain on file at the LA.

Provide written information about MO HealthNet.

a. The LA shall refer all WIC program applicants to MO HealthNet who are not
currently participating but appear to be below the maximum income limits provided
by the state agency.

1. Include the referral of infants and children for Early and Periodic Screening,
Diagnostic and Treatment (EPSDT) services.

i1. Include the referral of pregnant women to determine presumptive eligibility
for MO HealthNet.

Local agencies shall, at a minimum, assess all WIC-eligible infants and children for immunization
status at certification and MCA visits by reviewing the documented immunization record. The
immunization schedule can be found on the DHSS’s immunization web site.

1.

The agency shall not refuse WIC services to any infant or child who does not have an
immunization record.

Screening of immunization records shall be done by the health professional or the clerical
staff.

An immunization screening shall consist of the following:

a. Reviewing the record in the ShowMeVax immunization database. If there is no
immunization record in ShowMeVax or if the participant has immunization records
that are not entered into ShowMeVax, submit the participant’s record to the
immunization nurse or fax the record to the Bureau of Immunizations (FAX: 573-
526-0238) for entry into ShowMeVax.

b. Reviewing an infant's/child's paper immunization record from the health care
provider.

Immunization education and referral information should be provided at birth. Screening for
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immunizations in infants is required by 2 months of age.
Note:

a.  Some infants may receive a Hepatitis B immunization soon after birth. This
will vary depending on the healthcare provider.

b. A documented immunization record is a record (computerized or paper) in
which actual vaccination dates are recorded. This includes a parent’s hand-
held immunization record (from the health care provider or ShowMeVax),
an immunization registry, an automated data system, or a client’s chart
(paper copy). Screening for immunization status using documented
immunization records allows WIC to conduct more accurate immunization
screenings for referral.

When an infant or child is not adequately immunized, the agency:

a. Shall provide a brochure/flyer with information on the recommended immunization
schedule appropriate to the current age of the infant/child.

b. Shall provide referral for immunization services, ideally to the child's usual source
of medical care. If the referral is not to the usual source of medical care, it should be
specific and should include the address, phone number, and hours of operation of
the health care provider.

C. May offer immunizations on-site, if available.

The agency must document the immunization status in MOWINS by selecting one of the
following options:

“Up to date”
b. “Not up to date”
Note:
1. For those infants who may have received a Hepatitis B immunization soon

after birth, document that immunization as “Up to date” in MOWINS.

ii. If a signed Medical Immunization Exemption form or Parent/Guardian
Immunization Exemption form is presented, scan the document in MOWINS
and document as “Not up to date”.

When the participant record is not up to date, the participant will be encouraged to bring the
record during the next appointment through the regular reminder process the LA uses for
other WIC appointments.

Appropriate information regarding specific childhood preventable diseases, the benefits of
immunization, and the Centers for Disease Control and Prevention (CDC’s) recommended
schedules for vaccinations for infants and children shall be provided to each parent,
guardian, or proxy of a WIC participant, by WIC and/or the immunization staff according
to the established policy at the local agency.

WIC allowable cost for immunization screening and referral services:
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a. Personnel costs for screening and referrals may be charged to WIC. This can
include personnel time for making appointments. Personnel costs for providing the
immunization shall not be charged to WIC.

b. Immunization supply costs shall not be charged to WIC.

10. The LA shall provide all new staff with the immunization training within 60 days of the
date of hire or rehire. The LA must also train all staff annually using the state provided
training materials. Refer to ER# 1.01550 for LA training documentation requirements.

At each child certification, the parent or guardian must be asked if the child has had a blood lead
screening or lead test as determined appropriate for age and risk factors.

1. The health professional or the clerical staff may do a verbal assessment of blood lead test.

a. Children who have not had a blood lead screening or test must be referred to a
testing program, based on recommendations issued by the Missouri Department of
Health and Senior Services, available at
http://health.mo.gov/living/environment/lead/guidelines.php.

b. Refer the child with an elevated blood lead level as defined in ER# 2.03500.
Referral data must be documented when risk factor 211 is assigned.

c. WIC allowable cost for lead screening and referral services:

1. Allowable personnel time includes staff time to provide information about
lead poisoning prevention to WIC participants, develop an appropriate care
plan for children identified as having elevated blood lead levels, provide
nutrition education and counseling, and make health care referrals.

il. If blood is drawn and tested for WIC eligibility and lead screening at the
same time, WIC and the lead screening program must each pay its fair share
of the total cost.

11i. WIC's share of the total cost will not exceed the amount it would pay if it
conducted the hematological test for anemia for WIC eligibility separately.

Written agreements shall be developed with health care providers and health care organizations in
the LA's service area for referral services (i.e., types of services offered, types of clients served,
fees, etc.). The agreement can be with the administrative agency, not just the WIC program.
However, if it is not feasible to develop a written agreement with each health care
provider/organization in the service area, the LA must have a written protocol describing how the
LA has contacted the providers to ensure the LA can refer WIC participants to them.

Document all referrals in MOWINS.
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General Volume
Management Section

Outreach (1.02100)
ER# 1.02100

Authority 2008 7CFR 246.4(a)(7,18,20, & 21), CFR 246.14(c)(3) and WIC Local Agency Nutrition
Services Contract Scope of Work

Issued 1/81

Revised 10/09

POLICY: The Local WIC provider (LWP) shall have a written outreach plan appropriate to the
population within the LWP service area. The plan must include demographics for the area
served and identify areas of potential need in the WIC eligible population.

The LWP shall have an active outreach and referral network within its service area that
includes agencies and organizations, which serve populations similar to WIC. The network
must include the local Department of Social Services, Family Support Division office. The
LWP will provide these community partners with information about WIC and contact
information to facilitate referrals to WIC.

The LWP shall update the outreach and referral network information at least annually or
more frequently to maintain accuracy.

Nondiscrimination statement is required for all outreach materials. Refer to ER# 1.02200
and ER# 1.05700.

PROCEDURES:
A. Creating the LWP outreach referral network.

1. The network must include the local Department of Social Services, Family Support
Division office.

2. The network should include other community agencies or organizations that serve similar
populations.

3. The network may include other organizations and groups considered appropriate by the
local WIC provider, such as local physicians, schools, religious organizations, etc.

4. The LWP may request the WIC state agency to provide guidance and materials to assist
with their outreach efforts.

B. Providing community partners with up-to-date materials:
1. Materials should describe program benefits, the potentially eligible participants, and

include the name, address, phone number, web site, or email address of the LWP.
2. Nondiscrimination statement is required for all outreach materials. Refer to ER# 1.05700.
C. Targeting Outreach:
1. Target outreach to those at potentially high risk.

2. The LWP may use US Census, WIC management reports, WIC MICA data, community

resources, geo-maps, and other data bases.
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3. The LWP may consult with the State WIC office to ensure an appropriate target pop