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CERTIFICATION

WIC Procedures Manual; Summary of major changes:
1. Medical records usage for infants and new applicants is not acceptable as proof of residency or ID. (CT-5)
2. New scanning procedures and maintenance of scanned documents (CT-5)
3. Documenting the initial contact date when using the online registration form (CT-5)
4. Explain the online intake form and how processing standards will be measured using the form. (CT-8)
5. Clarified the extension period for processing standards (CT-9)
6. Clarified the certification period for infants certified before and after six months of age. (CT-36)
7. Updated the WIC certification statement on the back of the certification form (CT-44)
8. Clarified the issuance of VOC cards to proxies (CT-56)
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	I. GENERAL
	

	Certification is the process whereby an individual is evaluated to determine eligibility for the Georgia WIC Program.  All persons wishing to participate in the Georgia WIC Program must have their eligibility determined except those persons transferring within a valid certification period with proper verification.
	CT-1

	F. Requirements to Copy Identification, Residency and Income Proofs
	

	             Copies of proofs to be scanned or placed in the records are:
	CT-4

	Exceptions to Copies of Proofs:
	

	        2. 	Medical records in clinics do not have to be copied.  Additionally, medical records may only be used as proof if the applicant does not have any other proof.  Excessive use of medical records as proof will be monitored on self-reviews and State audits.  Medical records may not be used as a standard proof for daily operations. Medical records cannot be used for an infant, or for initial certification of a participant who has no previous history with the clinic.
	CT-5

	Copying Proofs:
	

	   •    All three proofs may be copied on one sheet of paper or scanned in a separate file on the computer.
	CT-5

	Scanned Proofs:
	

	Clinics that are scanning the proofs into the computer must ensure that all above procedures are followed. The scanned proofs must be available in the computer to be printed for monitoring purposes.
	CT-5

	III. INITIAL APPLICATION
	

	The initial contact date is defined as the date the individual first requests WIC benefits face-to-face, through online registration, or by telephone. The initial contact date for online registration will be the date the email was opened in the clinic, the clinic must open request within twenty-four (24) hours.  
	CT-5

	The following items must be recorded when an individual first contacts the clinic during office hours and specifically requests WIC benefits (face to face, online registration, or by telephone) and benefits are not provided.

	CT-5, CT-6

	IV. PROCESSING STANDARDS
	

	A. Timeframes
	

	Processing standard timeframes begin on the initial contact date.  Processing standards must be met when an applicant requests services face-to-face, through online registration, or by telephone.  

An online intake form is currently on the Georgia WIC website and local agency websites for applicants who request WIC services. Once an applicant requests services, an electronic message is sent to the applicant informing that applicant that his/her information has been sent to the requesting clinic and he/she will be contacted by the clinic with an appointment. In addition, an electronic email is sent to the clinic of the request. The clinic staff must contact the participant with an appointment within twenty-four (24) hours, based on the date the online request was made.

A monthly report will be developed that will indicate if and when an applicant is not receiving an appointment within processing standards timelines. The online registration form must be maintained in a file at the clinic for monitoring purposes.

	CT-8

	C. Request for Extension
	

	On an annual basis, the State agency may grant an extension of a maximum of fifteen (15) days to local agencies experiencing difficulty in meeting processing standards for pregnant, breastfeeding women, and infants.

The request for an extension will be sent via a letter from the State WIC Office.  If approved, the extension will last for 90 days.
	CT-8, CT-9

	F. Guardianship
	

	According to 7 CFR 246.7 (c), the eligibility requirements for the WIC Program
include: 1) being an infant, child, pregnant, postpartum or breastfeeding woman, 2)
residing with the jurisdiction of the State, 3) meeting the income criteria, and 4) being
individually determined to be at "nutrition risk" by a health professional or a State or
locally trained health official. Determination of guardianship or custody is not a
condition of eligibility. In the Federal WIC regulations, “caretaker” is not defined nor
does it imply that this individual must be a legal guardian. This gives State agencies
flexibility in permitting individuals other than the parent to apply on behalf of an infant
or child such as a grandparent or relative.

It is not the WIC Programs role or responsibility to establish or verify guardianship or
custody. Therefore, the State agency should not require an individual to provide this
documentation or sign a form indicating this legal responsibility before someone is
deemed eligible for the WIC Program or at any time. Requiring this type of
documentation is a barrier to providing WIC services and prevents clinics from
facilitating the mission of the Program.

Please note, an applicant, parent, or caretaker must sign a statement of rights and
responsibilities/obligations (246.4(a)(11)(i)) and 246.7(i)(1)). This acknowledgement
gives the WIC Program the authority to pursue individuals believed to be intentionally
misrepresenting facts, providing misinformation, or otherwise defrauding the
Program Copy and file the documentation in the participant’s chart and place the
child(ren) on the Georgia WIC Program.

	CT-14

	XIII.	CERTIFICATION PERIODS
	

	Certification periods are:

Infants:  If certified at age six (6) months or younger, until their first birthday. If certified after reaching age six (6) months, for six months.

Children:  For one (1) year from the date of each certification.  Eligibility may continue until they reach their fifth birthday, if assessed at nutritional risk.  However a half-certification must be performed at 5-7 months between each certification.
	CT-36 

	XV.	WIC ASSESSMENT/CERTIFICATION FORM
	

	•	Initial Contact Type – Select type of Initial Contact
•	W – Walk-in
•	T – Telephone
•	 E – Online Registration (Email)
•	O – Other (explain in notes)
	CT-41 

	WIC CERTIFICATION STATEMENT

NOTICE OF DISCLOSURE
I understand that the chief state health officer for Georgia may allow information about my participation in Georgia WIC to be shared for non-WIC purposes to determine eligibility with other program services.  I understand that this information may be used by Georgia WIC, shared with its local WIC agencies, or shared with other public organizations that serve persons eligible for WIC.  Further, I understand that the recipients of this information will only use it to establish the eligibility for programs administered by other public organizations; to conduct outreach for programs administered by other public organizations; to enhance the health, education or well-being of Georgia WIC applicants and participants; to streamline administrative procedures to minimize burdens on program participants and staff; and, to assess and evaluate the State’s health system in terms of responsiveness to participants’ health care needs and outcomes. The public organizations that receive my information cannot share my information with another organization or person without my permission.   
I also understand that if I do not want my information shared, that decision will not affect my participation in Georgia WIC.  


________________________________	    ________	      ___________________________
Name of WIC Applicant/Participant/		    Date		      Name of WIC Official (please print)
Guardian/Caregiver/Spouse/Alternate Parent 
(please print)					    ________	
						    UP:

________________________________	    ________	      ___________________________
Signature of WIC Applicant/Participant/	    Date		      Signature of WIC Official
Guardian/Caregiver/Spouse/Alternate Parent 

Please initial below to indicate your preference:

___  In applying for WIC services, I AGREE to allow my information to be shared for the purposes referenced above. I understand that if I do not want my information to be shared, that decision will not affect my participation in Georgia WIC.

___  In applying for WIC services, I DO NOT AGREE to allow my information to be shared for the purposes referenced above. I understand that if I do not want my information to be shared, that decision will not affect my participation in Georgia WIC.

Revised 4/14
	CT-44, CT-45

	A. Written Notification
	

	1.	Ineligibility - An applicant/participant determined to be ineligible for Georgia WIC Program benefits on the basis of residence, income, or nutrition risk will receive a NTIWL Form on site, which will state  the specific reason(s) for ineligibility. A copy of the form will be filed in the individual's health record and/or the Ineligibility file.  If the applicant/participant is denied Georgia WIC Program benefits on the basis of being assessed over the income limits, a copy of the document viewed, the signed Certification Form, and a copy of the NTIWL Form must be placed in the Ineligibility file and/or the individual’s health record. These files must be maintained for five (5) years plus the current year.  
	CT-50

	Transferring A Foster Child
	

	Note:	Any time a clinic refuses to send information without a completed Release of Information form, the requesting clinic must advise the Operations Unit at the Georgia WIC Program of the name of the employee, clinic, and date the information was requested.  However, the participant must not suffer; in this situation, please send a Release of Information form to the receiving clinic to serve the participant.
	CT-54

	g. 	Required Data on the EVOC and Paper VOC cards
	

	The signature of the WIC official as well as the WIC applicant is required on the EVOC card.  Remember:  A VOC card must not be issued to a proxy. All VOC cards by must stamped with the WIC Stamp in Black ink.
	CT-56 

	XXVI. SPECIAL CERTIFICATION CONDITIONS (HOME VISITS)
	

	B.	Certification for Home Visits
•	Maintained on file for five (5) years plus current year
	CT-65

	C.	Procedures
             8.         WIC clinic staff must enter all certification and manual voucher information into
                         the computer.
	CT-66

	XVII. SPECIAL CERTIFICATION CONDITIONS
	

	B.          Separation of Duty
The Separation of Duties form must be:
•	Maintained on file at the District office for review.
•	Maintained on file for five (5) years plus current year.
	CT-67



