
 
Memorandum  

 
TO:  Regional Medical Directors for      #09-110 
  Health Service Regions 4/5, 6 & 5 South, 9/10 and 11   
  WIC Local Agency Directors 
 
FROM:  Mike Montgomery, Section Director          (Original Signed)  

Nutrition Services Section 
 
DATE: July 31, 2009 
 
SUBJECT: Use of Temporary Staff for New WIC Food Package Rollout 
 

The changes to the WIC food packages beginning October 1st will result in the need for special 
instructions to be provided to WIC clients.  We want to ensure that clients have a clear 
understanding of the changes prior to leaving the clinic in order to alleviate any confusion when 
it is time to shop for their benefits.  We realize that your staff is already stretched to the limit 
given your current caseload.  Therefore, the use of temporary staff during the time of transition is 
recommended.  As many of you know, temporary staff proved very beneficial during EBT 
rollout.   We expect to reap those same benefits by using temporary staff during the new food 
package transition.    

 
In order to have adequate time to prepare and train the temporary staff, approval will be provided 
to employ them during the months of September through December. This will also allow the 
temporary staff time to attend the necessary trainings including civil rights, customer service and 
trainings on the new food package (NFP) changes.  State-provided NFP trainings will be 
occurring via IDL, Qwest and in-person at a location near your agency.    
 
The following are some ideas for the use of temporary staff.  
 

• Assemble packets of the new WIC food package education materials.  
• Greet clients in the waiting room and inquire about changes they may need to have made 

to their food package.  
• Explain the difference in the packages to breastfeeding moms in the waiting room.  
• Teach the new WIC food package class.  
• As clients leave the clinic, have the temp see if they have any questions about the new 

WIC foods or their shopping lists.   
• Visit the grocery stores and assist participants at the store. 

 
Local Agencies (LAs) may hire up to one temporary staff member per full-time clinic site 
equivalent (open 172 hours/month) without further approval from the State Agency (SA).  For  
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example, if the agency has five sites open a total of 1,100 hours, the LA would take 1,100 
divided by 172, which equals to 6.39.  So, the agency may hire up to six temps and determine 
which clinics the temporary staff will work.  Please bill temporary staff on a separate State of 
Texas Purchase Voucher (B-13) labeled “NFR temps.”  If an LA would like additional 
temporary staff beyond the one-per-clinic-site equivalent, the agency must receive SA 
approval.  Contact Benny Jasso, Program Specialist, Clinic Services Branch, at 
benny.jasso@dshs.state.tx.us to request additional temporary staff.  Please include the number of 
staff requested, a justification of need and the LA’s total number of open clinic hours. 
 
If you have any questions concerning the use of temporary staff during the transition to the New 
WIC Food Package or require additional information, please contact Shirley Ellis, Clinic 
Services Project Coordinator, Clinic Services Branch, at (512) 341-4570 or 
shirley.ellis@dshs.state.tx.us. 
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