TEXAS DEPARTMENT OF STATE HEALTH SERVICES QUALITY ASSURANCE

WOMEN, INFANTS AND CHILDREN (WIC) CLINICAL TOOL

ON-SITE EVALUATION REPORT

Agency Name: 
Date of Review: 
For each review criterion, place an X under the appropriate column (Yes, No, Not Applicable or Not Reviewed). The Comments column to the right should be used to clarify any No, N/A, or N/R responses or to provide additional information.  
	REVIEW CRITERIA
	YES
	NO
	N/AOR N/R
	COMMENTS

	I.
Administrative 
	
	
	
	Clinics reviewed: 

	A. WIC Policies, Plans and/or Procedures
	
	
	
	

	1.
The Local Agency (LA) has written policies, plans and/or procedures with State Agency (SA) approval, if necessary, for the following: 
	
	
	
	

	a.
Identity, if applicable (CS:05.0)
	
	
	
	

	b.
Date of first visit, if applicable (CS:02.0)
	
	
	
	

	c.
High-risk referrals and follow-up policy (CS:33.0)
	
	
	
	

	d.
Returned formula inventory (FD:19.0)
	
	
	
	                                                                                                                                                                                                  

	e.    Approved NE/BF plan with SA written approval maintained on file (NE:02.0)
	
	
	
	

	2.
Conflict of interest statements are signed each fiscal year and dated by every employee paid by WIC funds. (GA:20.0) 
	
	
	
	

	3.    All staff members who access WIC Systems with a WIC issued user ID have signed the Computer Usage Agreement prior to being granted a new user account. (AUT:08.0)
	
	
	
	

	4.
Contingency plan for Certifying Authority (CA) coverage, if applicable. (CS:15.0 and GA:14.0)
	
	
	
	

	5.
The agency has designated a Nutrition Education (NE), Breastfeeding (BF), Training Coordinator and a National Voters Registration Act (NVRA) Liaison and, if applicable, a 504 Coordinator. (NE:02.0, BF:02.0, TR:03.0, CR:06.0 and GA:19.0)
	
	
	
	

	6.
The agency meets registered dietitian (RD) staffing standards. (GA:14.0)
	
	
	
	

	7.    The agency meets designated breastfeeding expert (DBE) staffing standards. (GA:14.0)
	
	
	
	

	B.
Outreach
	
	
	
	

	1.
The agency provides outreach information to potentially eligible clients, including grass roots organizations, at least twice a year. (OR:01.0)
	
	
	
	

	2.
Outreach information includes the minimum requirements. (OR:01.0 and CR:02.0)
	
	
	
	

	C.
Training
	
	
	
	

	1.
The following training is provided and documented, per policy:
	
	
	
	

	a. Civil rights within three months of employment and each fiscal year thereafter by all staff who interact with WIC participants. (CR:08.0 and TR:03.0)
	
	
	
	

	b.
WIC director orientation completed within 6 months of employment. (TR:02.0)
	
	
	
	

	c.
Annual N/BF Conference or any pre-approved conference. (BF:02.0, NE:02.0 and TR:03.0)
	
	
	
	

	d.
Initial Peer Counselor training completed with State Agency designated materials. (BF:03.0 and TR:03.0) 
	
	
	
	

	e.
Breastfeeding coordinator training within one calendar year of assuming the position and every five years thereafter. (BF:02.0)
	
	
	
	

	f.     All designated breastfeeding experts (DBE) have completed initial training requirements and any non-IBCLC primary designated breastfeeding experts (DBE) have completed annual training requirements. (GA:14.0)
	
	
	
	

	g.    Job skills training prior to performing procedure. (TR:03.0 and NE:01.0)
	
	
	
	

	2.
Documentation reflects compliance of 90% or more in the following areas:
	
	
	
	

	a.
Customer service training within three months of employment and annually thereafter by all staff who interact with WIC participants. (TR:03.0)
	
	
	
	

	b.    Computer usage and security awareness training within 30 days of employment and annually thereafter. (TR:03.0 and AUT:08.0)
	
	
	
	

	c.
CA/WCS/Clerical monthly in-service/education completed. (TR:03.0)
	
	
	
	

	d.
Breastfeeding Module completed by appropriate staff within six months of employment. (BF:04.0 and TR:03.0)
	
	
	
	

	e.
Breastfeeding peer counselor monthly training. (BF:03.0)
	
	
	
	

	f.
Annual training or educational updates in breastfeeding by all staff who interact with WIC participants. (BF:04.0)
	
	
	
	

	g.
Staff Referral Protocol (staff breastfeeding referral list) training by all staff who interact with WIC participants within one month of employment. (BF:04.0)
	
	
	
	

	h.
Principles of Lactation Management or Breastfeeding Management for all CAs within 12 months of employment and every five years thereafter. (BF:04.0)
	
	
	
	

	i.
Breast pump training within six months of employment and prior to issuance by all CAs and within six months of designation and prior to issuance for any staff designated to issue breast pumps. (BF:04.0)
	
	
	
	

	j.
Issuance of nipple shields and supplemental nursers training by all staff designated to issue these supplies. (BF:04.0)
	
	
	
	

	II.
Observation
	
	
	
	

	A.
General Functions
	
	
	
	

	1.
Appointment for walk-in applicant is scheduled appropriately and documented. (CS:02.0)
	
	
	
	

	2.
Follow-up of missed appointments for pregnant applicants is conducted. (CS:03.0)
	
	
	
	

	3.
Services are provided by qualified staff. (CS:15.0, CS:16.0 and TR:03.0)
	
	
	
	

	4.    Conflict of interest and separation of duties procedures are followed according to WIC policy. (GA:20.0)
	
	
	
	

	5.
Food package is prescribed by the CA or WCS and appropriate food benefits are provided. (FD:12.0 and FD:10.0)
	
	
	
	

	6.
Returned formula is issued and documented appropriately. (FD:13.0, FD:16.0 and FD:19.0)
	
	
	
	

	7.
Appropriate information is provided during a clinic inquiry. (GA:13.0, CS:01.0, CS:05.0-13.0, CS:17.0, BF:01.0, CR:02.0, CR:10.0 and other applicable policies)
	
	
	
	

	8.
Local resources for medical and social services, including drug and other harmful substance abuse counseling and treatment, are available. (CS:21.0, CR:07.0 and GA:07.0)
	
	
	
	

	9.
High-risk referrals are provided with follow-up documented. (CS:33.0)
	
	
	
	

	10.  Staff Referral Protocol (staff breastfeeding referral list) is available. (BF:01.0, BF:02.0 and BF:04.0)
	
	
	
	

	11.  Client Referral Handout (client breastfeeding referral list) is available. (BF:01.0,  BF:02.0 and BF:04.0)
	
	
	
	

	12. All full-time clinics shall maintain an inventory of manual and electric breast
       pumps. (BF:05.0)                       
	
	
	
	

	B. Certification
	
	
	
	Certifications observed: 

Staff observed:

	1.
The following are obtained, verified and/or copied, if applicable, and appropriate forms are documented accurately:
	
	
	
	

	a.
Identification (CS:05.0)
	
	
	
	

	b.
Residency (CS:06.0 and CS:14.0)
	
	
	
	

	c.
Income (CS:07.0-14.0, CS:20.0)
· Appropriate income/gateway information is obtained

· Method used for income calculation

· Completion of WIC 35

· Completion of WIC 35-3
	
	
	
	

	d.
Each participant, or parent/caregiver applying on the behalf of an infant or  child is given the opportunity to self-identify race and ethnicity at each initial certification. (CR:09.0)
	
	
	
	

	e.    Supplemental Information Form (SIF)/Opportunity to Register to Vote – Form NVRA (WIC 35-1) (CR:01.0, CS:04.0, CS:15.0, CS:20.0, CS:22.0 and GA:19.0)

· Staff provided participants or parents/guardians/caretakers applying on behalf of a child the opportunity to read, or have read to them, the SIF.

· Staff provided participants or parents/guardians/caretakers of a child the “Texas WIC Program: Your Rights and Responsibilities” handout.
	
	
	
	

	f.     Physical presence is documented appropriately on the SIF/NVRA form. (CS:04.0 and CS:22.0)
	
	
	
	

	g.
Anthropometric measurements (CS:17.0, CR:07.0, CS:32.0, Clinic Assessment Manual, and WCS Manual - Module 8: Anthropometric Data Collection)
	
	
	
	

	   h.
Hematocrit/Hemoglobin (CS:17.0, CR:07.0, CS:32.0, WCS Manual - Module  

              9: Biochemical Data Collection, Collecting Blood Samples:  Do it Right
the First Time DVD, Blood Collection: Step by Step poster, Clinic   Assessment Manual, and the manufacturer’s manual)
	
	
	
	

	i. Diet/Health History (CS:17.0, CR:07.0, CS:32.0, Clinic Assessment Manual and WCS Manual- Module 10: Health Assessment)
	
	
	
	

	j. Participant form (CS:20.0 and Clinic Assessment Manual)
	
	
	
	

	k. Immunization status is evaluated during all certifications and a referral is provided, if needed. (CS:32.0, IM:11.0 and WCS Manual- Module 7: Program Delivery)
	
	
	
	

	2.
The appropriate nutrition risk codes are identified and documented. (CS:18.0, Clinic Assessment Manual, and WCS Manual - Module 10: Health Assessment)
	
	
	
	

	3.
“Welcome to WIC and the WIC EBT Card” brochure and “Keeping Your Family Healthy” form are provided at initial visit. These will be updated to “Your Guide to Texas WIC.”(CS:22.0)
	
	
	
	

	4.    “Guide to Helpful Programs and Services” is provided. (GA:08.0)
	
	
	
	

	5.    Medical, social service, drug and/or substance abuse referrals made during certification, as needed. (CS:21.0, CR:07.0 and GA:07.0)
	
	
	
	

	6.
Prenatal Breastfeeding Education Bag is issued to all pregnant women, as applicable. (BF:01.0)
	
	
	
	

	7.    Client Referral Handout (client breastfeeding referral list) is provided to all breastfeeding and pregnant women. (BF:01.0)
	
	
	
	

	C.
Nutrition Education 
	
	
	
	

	1.
General NE Functions
	
	
	
	

	a.
NE is offered at certification, benefit issuance and as needed. (NE:01.0 and CR:07.0)
	
	
	
	

	b.    Accurate and appropriate information is provided to meet the participant’s needs and/or concerns. (NE:01.0 and CR:07.0)
	
	
	
	

	c.    NE codes are appropriately assigned and documented. (NE:01.0)
	
	
	
	

	       d.  Participants shall be offered NE according to their choice of   

              preferred language, time, and/or method of delivery for all NE contacts, 

              based on participant centered learning principles. (NE:01.0, CR:07.0,  

              and CS:32.0)
	
	
	
	

	2.  Counseling is provided by qualified staff to meet the needs of participants and  is based on Value Enhanced Nutrition Assessment (VENA) principles. (NE:01.0, CR:07.0, and CS:32.0)      
· Counselor attempted to establish rapport with the parent/participant. 

· Counselor attempted to identify and explore parent’s/participant’s concerns

· If appropriate,

· Counselor attempted to summarize the conversation

· Counselor assisted the participant in setting a goal
· VENA Family Documentation Tool is completed accurately


	
	
	
	

	 3.
Classes
	
	
	
	Classes observed: 

Staff observed:

	a. Class provided is on the approved class schedule (NE:02.0)
	
	
	
	

	b. Staff remains in the room during group classes. (NE:01.0)
	
	
	
	

	c. Time is allocated for participants to ask questions. (NE: 01.0 and  CR:07.0)
	
	
	
	

	d.
Participant is asked to complete the lesson and answer the questions. (NE:01.0)
	
	
	
	

	e.
Designated staff reviews the questions and attempts to evaluate learning with the participant. (NE:01.0)
	
	
	
	

	D.
Facility
	
	
	
	

	1.
The current And Justice for All (2011) and Fair Hearing (2008) posters are prominently displayed. (CR:02.0, CR:03.0, Memos #08-151 and #11-091)
	
	
	
	

	2.
Hours of operation are posted and are consistent with the State Agency listing. (GA:13.0)
	
	
	
	

	III.
 Records
	
	
	
	

	I. Records reflect 80% compliance or more (20% noncompliance or less) in the following areas:
	
	
	
	

	a.
Physical presence (CS:04.0 and CS:22.0)
	
	
	
	

	b.
WIC 35 (CS:07.0-14.0)
	
	
	
	

	c.
WIC 35-1 (CR:01.0, CS:04.0, CS:20.0, CS:22.0 and GA:19.0)
	
	
	
	

	d.
Participant form (CS:20.0 and Clinic Assessment Manual)
	
	
	
	

	e.
Food package (FD:12.0)
	
	
	
	

	   f.
Hematocrit/Hemoglobin(CS:17.0, WCS Manual Module 9-Biochemical

              Data Collection, Collecting Blood Samples:  Do it Right the First Time DVD,
              Blood Collection: Step by Step poster, and Clinic Assessment Manual)               
	
	
	
	

	g.
Diet/Health History (CS:17.0, Clinic Assessment Manual and WCS Manual Module 10-Health Assessment)
	
	
	
	

	h.
Growth chart and prenatal weight gain grid (CS:17.0, CR:07.0, Clinic Assessment Manual and WCS Manual Module 8-Anthropometric Data Collection)
	
	
	
	

	i.     Risk codes (CS:18.0, Clinic Assessment Manual and WCS Manual Module 10-Health Assessment)
	
	
	
	

	j. Midpoint screening (CS:19.0)
	
	
	
	

	k. VENA Family Documentation Tool (NE:01.0 and Clinic Assessment Manual)
	
	
	
	

	l. Mid-certification assessment (CS:32.0)  
	
	
	
	

	2.    Records reflect 90% compliance or more (10% noncompliance or less) in the following areas:
	
	
	
	

	a.
SIF/NVRA (CS:22.0)
	
	
	
	

	b.
WIC 35-3 (CS:07.0, CS:14.0 and CS:20.0)
	
	
	
	

	c.
Noncontract formula (FD:16.0)
	
	
	
	

	d.
Exclusively breastfeeding food package (FD:12.0 and FD:10.0)
	
	
	
	

	3.     Records reflect 100% compliance in the following areas:
	
	
	
	

	a. Employees/relatives/close friends on WIC (TR:03.0, FD:19.0, GA:20.0 and BF:05.0)
	
	
	
	

	b.
Determination and documentation of ineligibility including WIC-5 (CR:01.0, CS:07.0-14.0 and CS:23.0)
	
	
	
	

	c.
Referrals to healthcare sources (CS:21.0)
	
	
	
	

	d.
Date of first visit (CS:02.0)
	
	
	
	

	e.
All records accessible for review (CS:20.0)
	
	
	
	

	Other pertinent information as noted by the reviewer:
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