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	Certification

	Page Number
	District

	Proof must be presented at initial cert and anytime it changes during a categorically eligible certification period for ID and residence, income at each initial and subsequent certification

Clarify or verify that proof of ID and residence only need to be presented once unless the information changes.  Also clarify whether we do or don’t have to make or date stamp those copies

Proof of ID and residency only needs to be obtained at initial certification and when changes occur. If the participant has a current WIC ID folder, that will serve as the ID proof. You must verify if the address has changed since the last certification. If no change occurred, no proof is needed, and you can use the previous proof. If a change has occurred, obtain copy of the new proof.

	CT-7&8  
	Gwinnett

	The initial contact date is defined as the date the individual first requests WIC benefits face to-face, written request, through online registration, or by telephone. The date the email was opened will be used as the initial contact date and the contact type will be (E), the email must be opened within 24 business hours of receipt (excluding holidays or clinic closure). In the event that the e-mail is not opened within 24 business hours, the contact date will be the date that the email should have been opened and processed.

Comment- Only two people receive these emails in our district.  The emails they receive are from different clinics. So if a client applies online, only one person in our district receives the email. If that employee is out sick or on annual leave, then the email will not be open until the employee returns to work.   

You will need to add other staff to receive the emails so that they are opened and the participant is contacted in a timely manner. To add additional staff, send the name, email address, phone number, and the clinic name and number to Sonia Jackson.   

	CT-10

	Dalton

	New proofs of identification and residency must be obtained at each initial certification and when any change occurs. Proof of identification must be obtained for transfers and thirty (30)-day adjustments. No proofs should be over thirty (30) days old, such as, electric bills, gas bill, etc. All proofs must be date-stamped with the date proof was obtained. Proof of income must be obtained at initial certification

So proofs of ID and Residency only needs to be collected/scanned in at initial certification and when a change occurs.  Clinics no longer have to collect ID and Residency at sub, Half or mid certs?

Correct, the proof of ID and residency only need to be obtained at initial cert and when changes occur, If the participant have a current WIC ID folder that will serve at the ID proof and you must verify if the address has change since the last certification, if no change occurred no proof is needed, use the previous proof. If a change has occurred, obtain copy of the new proof.

	CT -10
	Dalton

	Clinics must make provisions to provide services for those applicants/participants who need to pick up vouchers during lunch hours.

Would evening clinics suffice? 

Yes, evening clinic will suffice, but every effort must be made to not close the clinics during the lunch hours.

	CT-12
	Gwinnett

	Must make 3 contacts with pregnant women who miss their first appointment for WIC.

To verify, we need to attempt to contact a pregnant woman 3 times after missing the initial certification appointment?

Yes, a prenatal contact must be made and documented for each contact when an initial appointment is missed.

	CT-12
	Gwinnett

	Each district will randomly call clinics in another district to assess processing standards for each WIC type, assigned by operations unit. 

When does this take effect?

This will take effect for the 2nd quarter of the fiscal year; SWO staff will notify Nutrition Services Directors of the districts they are to contact in January, 2016.

	CT-14
	Gwinnett

	Only one piece of identification is required at initial certification and prenatal certification.

 Do we use the code of the proof or Medical Record (MR)?

You will need to use the current codes; MR cannot be used for initial certification or prenatal certification if the participant has no previous history with the clinic.

	
CT-15
	Gwinnett

	A WIC ID card may be issued to an alternate?

Yes, a WIC ID can be issued to an alternate. The alternate will have the same responsibilities as a parent/guardian.



	CT-15
	Gwinnett

	Only one (1) piece of identification is required per applicant and only at initial certification and each prenatal certification.

So proofs of ID and Residency only needs to be collected/scanned in at initial certification and when a change occurs.  Clinics no longer have to collect ID and Residency at sub - certification, Half or mid certification?

Correct, the proof of ID and residency only need to be obtained at initial cert and when changes occur, If the participant have a current WIC ID folder that will serve at the ID proof and you must verify if the address has change since the last certification, if no change occurred no proof is needed, use the previous proof. If a change has occurred, obtain copy of the new proof. Proof of ID and residency is currently not required at mid and half certs.

	CT-15
	Dalton

	An alternate can be designated by a phone call or in person? 

During certification, ask the participant if they want to establish an alternate. Explain what an alternate is and put the names in the section where the proxy is currently listed. If the participant does not name an alternate during the certification process, they must send in a statement stating the name of the alternate and the alternate must have a picture ID. 

	CT-16
	Gwinnett

	Need alternate responsibilities and proxy form in Spanish please

These forms will be translated in Spanish son and sent to the local agencies and place on the district resource page.

	CT 18 -19 

	Dalton

	A proxy can pick up and redeem one month’s worth of vouchers.  Use of proxy is limited to twice in a 12 month period.

Can we only issue vouchers to proxies who have the WIC proxy form? 

Yes, because of the use of alternate, proxies are used in emergency situations and can only be issued one month of vouchers and can only pick up twice in a year.

	CT-20

	Gwinnett

	For children in foster care without adequate paperwork from DFACS, do not deny service or issue a thirty day notice. Transfer the participant into the clinic and issue only one month of vouchers. 

The foster parent must present any documentation they have received from DFACS, if the foster parent does not have any documentation, use the thirty day form to gain the missing information and issue one (1) month of vouchers

Please clarify how to handle foster children in regards to information needed/not needed and 30 days--- please provide direction on how to issue vouchers if vouchers were already printed either for parent or another foster parent.  

If the participant has received vouchers with a parent or foster parent, approval from the State Operations is needed. Check GWISnet to verify if the vouchers previously issued have been cashed. If the vouchers have not been cashed, issue a new set of vouchers. Document in the record that guardianship has changed and vouchers could not be retrieved, issue only one month of vouchers to the new guardian. If the vouchers have been cashed, document in the record that vouchers were previously issued and redeemed by parent or guardian and WIC food could not be obtained, reissue vouchers for infants one month at a time, for children issue the next month of vouchers.

	CT – 21 & CT 60

	Dalton

	Transferring a Foster Child:
When transferring a foster child from one WIC clinic to another WIC clinic, intra-state policy also applies.  If a foster child is placed in a different home during the valid certification period, the foster parent must present any documentation they have received from DFACS, if the foster parent does not have any documentation, use the thirty day form to gain the missing information and issue one (1) month of vouchers.  The new foster parents should sign a Release of Information Form if the new foster parent wants a copy of child’s WIC record

If we are to do a 30 Day:
In the past, CSC has termed participants when they are transferred with a 30 Day. CSC would calculate 30 days past the certification date to determine the termination date. 

This is a mistake in the manual and it will be updated. Do not issue a thirty day to a foster parent, only issue one month of vouchers at a time until the missing information is acquired and the foster parent can establish the child will be in their home for an extended period of time.

	CT - 60
	

	Attachment CT-12 statement #3 is incorrect.  It says “A proxy will not be issued one month worth of vouchers at a time”.

We are aware of the mistake and it was corrected in the final version of Procedures Manual. A proxy can only receive one month of vouchers.
	Attachment CT-12
	Gwinnett

	An alternate can only serve as an alternate for two families statewide*and must be issued an alternate letter 

 Where do we have an extra alternate sign on the current WIC ID card?  When will changes be communicated to front end system?

We have updated the WIC ID card, and are awaiting shipment of the cards. Until the new cards are received, the new alternate name will be in the proxy space. We are in the process of completing the work order for the front end system developers to have the current proxy line on the cert form changed from proxy to alternate.

	(Attachment CT-45)  
	Gwinnett

	Attachment CT-45 Alternate responsibilities letter.

We would like to have some further discussion about the alternate vs the proxy and when we can expect new WIC ID folders and what to do in the interim.

During certification, ask the participant if they want to establish an alternate, explain what an alternate is and put the names in the section where the proxy is currently listed. If the participant does not name an alternate during the certification process, they must send in a statement stating the name of the alternate and the alternate must have a picture ID. We have updated the WIC ID card, and awaiting shipment of the cards. Until the new cards are received, the new alternate name will be in the proxy space. We are working on the work order for the front end system developers to have the current proxy line on the cert form changed from proxy to alternate.

	Attachment CT-45
	Gwinnett

	Rights and Obligations:

	
	

	Local Agency must provide information about local food delivery and approved vendors  

Can we have a little clarification of what the expectation is for this?

We have noticed during certification observation on program reviews that the staff is not explaining the approved food list to the participants or which vendors are to be used in the area. When a person is certified, the purpose of the program, how it works, the approved foods list, how vouchers are to be redeemed, and the local food delivery and approved vendors must be explained.

	RO-1
	Gwinnett

	The Ethnic Participation Summary Report provides information on client participation by ethnic status and priority.  The report records data by local clinic and summarizes the data by district/unit and state.  This report should be reviewed and maintained in district/unit files.  

What other action needs to be taken regarding this report and what does the State review team expect to find?

We need the districts to review the report to ensure accurate race codes are being used because there have been some discrepancies found in the reports.

	RO-4
	Gwinnett

	Are clients required to sign at each certification in addition to the certification form?  Can we get a clean copy, the yellow and red does not copy legibly

We are getting copies of the forms without the highlights and in Spanish to put on the district resource page. Yes this form will need to be signed and maintained in the file at each certification.

	RO-16   
	Dalton

	Attachment RO-1 combines How to File a Complaint and R&O but no reference in manual?

Need further clarification of which Rights and Obligations document to use and when to use it and at what time during the certification do you present it and have it signed.

The rights and obligations statement must be explained, signed, and dated at each certification, it can be performed at the same time the participant is signing the certification form.

	Attachment RO-1
	Gwinnett

	Caregiver’s statement of change

Is this form used when a child enters and leaves foster care?  Do parents sign this once they get custody of their child?  Please clarify when this form is used. 

Yes, this form is to be used anytime a child is in the care of a new caregiver, whether it is a foster parent, relative, or the child is returned to the parent.

	Attachment RO-4
	Dalton

	Caregivers’ Statement of Change Attachment RO-4 and RO-1 referring to caregiver

Discuss and clarify these forms as well as the general expectations when a caregiver presents with a child

According USDA, guardianship is not a part of the eligibility process. It is not the WIC Program’s role or responsibility to establish or verify guardianship or custody.       
Whenever a participants caregiver is reassigned, the newly documented caregiver 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/children on the Georgia WIC Program.
When a caregiver or someone other than a parent is applying for services on behalf of an infant or child, a rights and obligations statement must be read, signed by the newly designated caretaker, and placed in the participant’s medical record to reflect the caretaker change. 
When a guardian request services, it is important to ask if they have any documentation regarding guardianship.  If documentation is available, make a copy of the documentation and place it in the health record. If documentation is not available, do not deny services. The signature on the Rights and Obligations form shall serve as documentation.  Hence, the Rights and Obligation statement regarding making false statements and intentional fraud must be stressed to each guardian requesting WIC services at each certification.  This process shall be monitored during program review visits.

	Attachment RO1 and RO-4
	Gwinnett

	Vendor Management:

	
	

	New methodology for selecting vendors based on participant vendor ratio 

Explanation of vendor-participant ratio

Federal regulations require that Georgia WIC establish standards for vendor authorization to secure a sufficient number and distribution of vendors that will ensure reasonable participant access and permit effective management of the program. Georgia WIC may establish criteria to limit the number of stores it authorizes as long as the limiting criteria are applied consistently.

The participant to vendor ratio is calculated based on the number of certificated participants per county code to authorized vendors per county code. Based on the county type (Rural, Suburban or Urban) a vendor saturation analysis is performed to ascertain the need for additional vendors in a geographic area. 

	VM-1
	Gwinnett

	Significantly more information about complaints about vendors and from vendors against participants

What is the process for complaints against participants from vendors and complaints about vendors from participants?  We were testing the online complaint system but have not received any additional information.  Do we send those complaints directly to the vendor unit and does the regional team get involved in those at all?

Complaints concerning WIC Vendors can be reported by contacting a member of the Regional Advisory team or the Vendor Relations team. Our preference is that you reach out to your Regional Advisor and they will coordinate addressing the concern with the Office of Vendor Management. The vendor hotline number is (404) 657 – 2900. 

Due to the implementation of Microsoft Office 365, the Complaint/Compliment Database functionalities are under review.


	VM-6
	Gwinnett

	VENDOR COMPLAINTS 
Responding to/Resolving Retailer/Vendor Complaints:
 The Office of Vendor Management will accept, investigate, take the appropriate follow up action and resolve all reported vendor related complaints. When a complaint against a WIC vendor is received, the Georgia WIC Vendor Management Complaint form must be completed in its entirety by a staff member of the Vendor Relations Unit. All complaints are logged onto the Georgia WIC Vendor Management Complaint log located on the “N” drive at the following web address: N:\VENDOR MANAGEMENT SECTION/VENDOR RELATIONS 

How are vendor complaints reported? Hotline? Form? If yes, which form and where is it sent?

Vendor Complaints can be reported by calling your regional advisor or the vendor hotline, (404) 657 – 2900. Staff will complete the complaint form internally.  A form can be secured from your regional advisor and sent to them directly via email.  The regional advisor will correspond with Vendor Relations with any vendor related complaints.

	VM-6
	Valdosta

	Nutrition Education:

	
	

	 Nutrition Education Materials (NE-12+) – No list to work off yet to order.   State is taking more control of approved materials.

Would like an update on where the districts stand with ordering NE materials.

State Nutrition Education Materials Task Force is Under Development:
Candidates have been selected and notifications are being drafted.  
Each district that submitted a nominee(s) will have a participant on the task force. Meetings are currently being coordinated for the following dates in 2016, January 20-21, March 16-17, April 27-28, June 8-9, August 10-11, and September 21-22.
Interim process for education materials orders:
· Only submit materials for approval that is an immediate need
· Submit to Barbara Stahnke via e-mail - Barbara.Stahnke@dph.ga.gov
· Do not submit your entire Nutrition Education Materials List



	NE-12+
	Gwinnett

	Outreach:

	
	

	Monthly outreach plan (OR-1) most other reports are quarterly and this has been quarterly previously.

Monthly Reports will keep the Communication and Outreach Liaison (COL) abreast of the local efforts and help the COL better assist with communication and outreach needs. 

	OR-1
	Gwinnett

	Why send this monthly when we were doing this quarterly.

Communication and Outreach Liaison (COL) abreast of the local efforts and help the COL better assist with communication and outreach needs.
 
	OR-1
	Macon


	Each local agency must conduct outreach and referral activities to coordinate the Georgia WIC Program with other health-related and public assistance programs that can serve potential WIC applicants.  The outreach activities conducted must be documented and kept on file for three (3) prior years plus the current year. A monthly report detailing local outreach activities must be submitted to the Communication and Outreach Liaison by the last day of each month. An annual outreach plan is also required to be submitted to the State Communication and Outreach Liaison, by June 30 of each year for implementation October 1.  

Tell us more about the annual outreach plan.

The outreach plan, provided by each district, will outline how individual districts will conduct outreach for the next calendar year. For consistency purposes, the state will provide guidance for the plan so that there will be uniformity throughout the state. However, to ensure that the expectations are realistic, each district will develop their own plan and submit it to the Communication Outreach and Liaison Each month, districts will provide a report of their activities and the results of those activities to the Communication and Outreach Liaison. Guidance specific to what will be requested in the plan will be provided early 2016. The annual plan will not be due until June 30, 2016.



	OR-1
	Valdosta

	Food Delivery
	
	

	If a child is placed in foster care, the foster parent must bring in guardianship papers from DFACS to confirm the child has been placed in their care before a new WIC ID card or vouchers can be issued. If the foster parent has not received the documentation from DFACS, issue one month of vouchers until the information is submitted by the foster parent. If a caregiver comes in to request vouchers for an infant or child without documentation, have the caregiver to sign the Caregivers Statement of Change Form (see Rights and Obligation section) (See Edits Manual, Table 33 for proof of identification for Parent/Guardian/Caregiver.)
Alternate is mentioned throughout the Food Delivery Section of the 2016 Georgia WIC Procedures Manual.
Review this, since it’s new please.
An alternate is a person whom the parent has established as a trusted person that can bring the child in for recertification appointments, receive nutrition education and pickup vouchers. They are considered the alternate parent, because they have the same responsibilities as the parent. It is what a previous proxy could do but now they don’t need a proxy letter, but must have all the documents and knowledge pertaining to the child required to perform the certification.

	FD-5
	Macon

	 VMARS stock paper ordering and log
Would like a little more clarification of the expectations with the new VMARS paper log
A memo will be sent out and a VICS meeting is currently being scheduled to discuss this process. The new procedures will be used for new shipments of VMARS stock paper.

	FD-14
	Gwinnett

	[bookmark: _Toc427581033]Physical Inventory
When stock paper is received, the date must be recorded in the "Date" column of the "VMARS Stock Paper Inventory" Log (see Attachment FD-17). The box number is the number listed on the DFI Packing Label. The beginning and ending serial numbers must be recorded exactly as listed on the inventory ream. The balance recorded accounts for total number of reams remaining in stock inventory. This documentation must be completed the same day the stock paper is received but no more than three (3) days after receipt by the responsible WIC staff person and second verified by another responsible WIC staff person. 
[bookmark: _Toc427581034]Issuing VMARS Stock Paper
When stock paper is issued, the date of issuance must be recorded on the “Date” column of the VMARS Stock Paper Inventory Log. The box number is the number listed on the DFI Packing Label. The beginning and ending serial numbers must be recorded exactly as listed on the inventory ream.  The number of reams received will remain blank. Record the number of reams taken from inventory (one ream per line). Enter the number of reams of stock paper remaining in inventory. Staff must initial removing the stock from inventory and a second staff person must initial to verify.

A full ream of VPOD paper will not fit in a printer. We would like to keep all paper in one location and avoid VPOD paper stored at individual work stations. How do we document issuance of partial reams?
A memo will be sent out and a VICS meeting is currently being scheduled to discuss this process. The new procedures will be used for new shipments of VMARS stock paper

	FD-14
	Valdosta

	Ordering VMARS Stock Paper

VMARS stock paper orders must be made using the electronic "Form and Manual Voucher Supply Order Form” (see Attachment FD-7) and must be received by the ADP contractor by the 10th or 25th day of each month. 
	
Inventory Control of VMARS Stock Paper When a delivery of VMARS Stock Paper is received by the clinic the following must be done:
Inspect the shipment for damaged or missing paper. The clinic should notify the OIG-Deputy Inspector General immediately for any discrepancies.
Log the VMARS Stock Paper on the VMARS Stock Paper Tracking Log (see Attachment FD-17).

Please provide a completed VMARS Stock Paper Tracking Log including inventory, issuance and monthly physical inventory and thoroughly explain what is documented in each column.

A memo will be sent out and a VICS meeting is currently being scheduled to discuss this process. The new procedures will be used for new shipments of VMARS stock paper.

	
	Valdosta

	[bookmark: _Toc427581035]Monthly Physical Inventory Count
A monthly physical inventory of all VMARS Stock Paper must be conducted. Physical inventory documentation must include the date inventory was conducted and the balance of reams on hand.  The physical inventory must be documented on the “VMARS Stock Paper Inventory Log” and labeled “Physical Inventory Conducted and Verified by.” Two staff persons must initial and date the physical inventory
A memo will be sent out and a VICS meeting is currently being scheduled to discuss this process. The new procedures will be used for new shipments of VMARS stock paper.

	FD-14
	Valdosta

	Stolen vouchers can be replaced with police report and in cases of domestic violence with placement report.  
This is a new policy and we would like some explanation on how to implement and document
Vouchers can now be replaced with a copy of a police report. If a domestic situation is the reason for voucher replacement, a statement from the shelter or a police report can be used for documentation to reissue the vouchers. 

	‘FD-23
	Gwinnett

	Compliance Analysis:

	
	

	Clinic Voucher Integrity Checks will be conducted randomly by OIG Investigators and will focus on clinic voucher issuance 

We would like some more information about how this will take place and what kind of follow up we can expect.

These will be random site visits to conduct security checks of VMARS stock paper and manual vouchers. Observations will also be performed of issuance procedures. A letter outlining any concerns will be sent to the NSD within thirty days of the visits.

	CA-1
	Gwinnett

	If a vendor commits programmatic violations that warrant disqualification from the Georgia WIC Program, the federal regulations require that the Georgia WIC Program first determine if doing so will result in inadequate participant access. See 7 CFR § 246.12(l)(1)(ix).  Per Georgia WIC Program policy, inadequate participant access occurs when there is not another authorized WIC vendor within ten miles of the vendor who has committed the violation.  As part of an investigation, an investigator will complete a Participant Access Verification Form (see Attachment CA-7) to identify the closest WIC-authorized vendor and the distance between it and the vendor who has committed the sanction able violations.  Verification of inadequate participant access is done in accordance with Georgia WIC Program’s participant access criteria as stated in the Vendor Section of the Procedures Manual.

If access is more than ten miles, what happens?

If no vendor is within a ten mile radius of another authorized vendor, that sanctioned vendor could be allowed to stay on the program for inadequate access reason but will be assessed a monetary penalty.

	CA-13
	Macon

	Breastfeeding:

	
	

	I just wanted clarification on the BREASTFEEDING rubric. It states that once a pump has been cleaned that it will be placed in a clear plastic bag… Are these bags going to be on the pump supply order form? Is the type of bag going to be specified if it is not on the order form? I don’t think a gallon-sized Ziploc bag will fit a symphony pump, so I am trying to figure out what SWO wants here…

We are researching available bags to meet the specific identified need.  Once identified, bags will be added to the District Breast Pump Order Supply List for consistency in service delivery and monitoring.

	BF-9
	Fulton
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