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[bookmark: _Toc426443291]“GA-WIC” System Training Pre-Requisite Checklist

The State WIC Office highly recommends WIC Employee Orientation is provided prior to attending State-Led ILT sessions to deliver effective learning, connect policy to system functionality, and support overall staff development. 


Name ____________________________       Hire Date: __________________________

Local Agency: __________________________      Preferred Session Date: _____________________

	Pre-Requisite Items
	Date Completed
	Employee Initials
	Supervisor Initials
	Comments

	System Credentials
	
	
	
	

	Retrieve State of Georgia (SOG) Credentials from Department of Public Health Office of Information Technology (OIT)
	
	
	
	

	Retrieve Pulse Secure Access
(As applicable)
	
	
	
	

	Submit SOG Login to Training Team
	
	
	
	

	Submit Staff Email Address and Role to Training Team
	
	
	
	

	Computer Based Training (CBT) Modules and Tools
	
	
	
	

	Complete Role Based CBT Modules
	
	
	
	

	Ensure Staff Review all Quick Reference Guides and Job Aids
	
	
	
	

	Submit CBT Certificates of Completion to Training Team
	
	
	
	

	Provide an Onboarding Overview to Include the Below Topics:
	
	
	
	

	· WIC Program Overview
· WIC Policy and Procedures Manual and Short Sheet Overview
· Georgia WIC Risk Criteria Handbook Overview
· WIC Approved Foods List Overview
· Gateway and Adjunctive Eligibility Overview
· Mandatory Referrals
· Medicaid
· Supplemental Nutrition Assistance Program (SNAP / Food Stamps)
· Temporary Assistance to Needy Families (TANF)

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








I __________________, understand that “GA-WIC” System Training requires a commitment of five days. I 
Employee
further understand that CBT and Instructor Led Training (ILT) will not satisfy all the requirements of new 

employee orientation. 


Employee Signature: __________________________         Date: __________________________






I __________________, understand that ___________________ must commit to the full training session 
            Nutrition Services Director				             Employee
scheduled. I further understand that CBT and Instructor Led Training (ILT) will not satisfy all the 

requirements of orientating new staff to the WIC Program. 


Supervisor Signature: _________________________        Date: __________________________
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