ITCA WIC Program

Clinic Review

	Reviewer:
	
	Date: 
	
	Agency/Clinic: 
	 


	ITEM
	(/I/-
	COMMENTS

	Administration
	
	

	Does staff know how to access ITCA State Plan?

	
	

	Is the current version of the ITCA WIC policy manual being used?
	
	

	How does the local agency conduct staff in-services?

What in-services have been provided in the last year?  How are in-services documented?
	
	

	How does the local agency disseminate ITCA info/emails/memos to staff?
	
	

	Is the Agreement between ITCA and LA available?
	
	

	Does the local agency have an agreement in place with other agencies/organizations such as homeless shelters or group homes?  Is a yearly visit conducted to see if these agencies are following policy?
	
	

	Are National Voter Registration Act Forms available?
	
	

	Does the LA share WIC data with any other agency/organization other than ITCA?  If so, is there a Memorandum of Understanding in place?
	
	

	In STARS are all class names relevant?  Are all handouts and topics approved by ITCA?
	
	

	Caseload Management:

	Is your agency meeting caseload performance standard?

	
	

	Has the local agency outreach plan been implemented? 
Does outreach completed match the outreach plan?
Has annual public announcement been completed?
	
	

	What efforts are in place to target eligible women in their first trimester?


	
	

	What efforts are in place to target the homeless/migrants? 
	
	

	Is there integration with community health service?

	
	

	Are there clinic hours outside normal business hours (early morning, lunch, evening)? 
	
	

	How often is No Show Management run?  
How does the agency follow up on no shows?
	
	

	Which other reports are generated and reviewed? 
How often?


	
	

	 Logs

	Emergency Formula Log:
Is emergency formula distributed appropriately and is a log book kept on file?
	
	

	Special Formula Authorization Log:
Are Special Formula Authorization Forms kept on file and are forms completed appropriately?  (Does the medical diagnosis on the form match the reason for issuance in STARS and medical reasons documented as risks, as applicable?)
	
	


	Civil Rights

	Is the Civil Rights Poster (“And Justice for All”) posted and clearly visible?
	
	

	Is the Civil Rights statement (non-discrimination statement) included on all materials in the local agency, except those materials which are exclusively nutrition education in nature?
If the short statement is used, is it the same font size as the main part of the written material?
	
	

	Are Civil Rights complaints received and addressed per ITCA policy and are the complaints kept on file?
	
	

	Are the clinic(s) accessible for persons with physical limitations?  How are clients or staff with disabilities provided reasonable accommodation?
	
	

	Review Ineligible Clients Report. Are clients all from one racial/ethnic group? Was eligibility determined correctly?
	
	

	How are clients that speak another language provided services in that language?
	
	

	Program Integrity/FI security
	
	

	Is there a division of responsibilities between staff completing certifications and staff responsible for check issuance?
	
	

	Are any relatives, staff or close friends participating in WIC?  Is staff informed of the ITCA policy on serving relatives?  Is this policy followed?  Do all staff have a conflict of interest form on file?
	
	

	Do you have any single staff clinics?  What procedure is in place to ensure program integrity (copying of IDs or supervisor review)?  
	
	

	Food Instrument (Check) Security

	Do you ever pre-print checks?  If so, in what situations?
	
	

	Mailing of checks: 
· Are FI’s mailed?  
· Why are checks mailed?  
· How often? 
· Are mailed checks documented in STARS?  
· How do you separate duties when mailing checks?
	
	

	Void checks: 
· Where are they kept? 
· Are they stamped ‘void’ immediately? 
· Are they shredded? If shredded, when?
· Are the voided checks being voided in STARS?
· How many void and paid checks have you had in the last 6 months?  What steps have been taken to prevent this in the future?
	
	

	Review the checks issued without signature report.  Are manual signature forms found?
	
	

	Review program abuse incidences.  Is there documentation that program abuse warnings were issued to clients?
	
	

	Is a Check Stock Inventory System Log in place and up to date?

	
	

	Is check stock paper removed from printers at end of day and locked?
	
	

	Is check stock secured during breaks and lunch periods?


	
	

	Are check stock, toner cartridges and ID folders secure?

	
	

	Clinic Security:

	Are staff log-ins and/or passwords shared with coworkers?

	
	

	Are computers (including laptops) and printers in a secure location within the clinic?  Do the WIC office door(s) have an internal lock on door/file cabinets?
	
	

	Equipment

	Review your inventory –Do items and serial numbers match? Are all items included on inventory sheet?  Are all items on inventory located?
Inventory sheet must contain:

Asset tag number, equipment type, description, serial number, date of purchase, purchase price, purchase order number, funding source/% WIC funds, location, disposition, disposition date, last inventory date and condition
	
	

	Are computers placed on sturdy level surface when in use?

	
	

	Are cords kept out of walkways/out of reach of children?

	
	

	Is a protective bag used for transporting equipment and are cords unplugged and removed from equipment prior to transport?
	
	

	Are surge protectors or UPS’s used on all computer equipment?

	
	

	Are wall outlets overloaded?

	
	

	Participant-Centered Services

	Waiting Room/General Clinic Areas

	Is the waiting time for clients reasonable?
	
	

	Are public areas are free of clutter?
	
	

	Is the clinic clean (vacuumed regularly, carpets cleaned, floors mopped and polished, furniture dusted, computers and other equipment cleaned)?
	
	

	Is the clinic in good repair?
	
	

	Are nutrition and breastfeeding messages (posters) displayed in frames?  Are they kept up to date and to an appropriate number?
	
	

	If used, are display boards and bulletin boards limited to an appropriate number and should contain single messages?
	
	

	If applicable, do the video programs in lobby/waiting room reflect appropriate nutrition and physical activity messages?
	
	

	Are toys, books and other activities available in waiting area?
	
	

	Does the clinic have a warm and friendly environment?
	
	

	Are clients welcomed in a friendly manner and with a smile?
	
	

	Is the phone answered in a friendly manner?
	
	

	Is voicemail or an answering machine set up to allow clients to leave a message?  How frequently are messages returned?
	
	

	Offices

	Are toys, books and other activities available in offices?

	
	

	Are offices clean and free of clutter? 
Are desks clean and free of clutter?
	
	

	Are nutrition and breastfeeding messages (posters) displayed in frames, kept up to date and are kept to an appropriate number?
	
	

	Are desks positioned so staff faces the client?
	
	

	Does office spaces allow for confidentiality?
	
	

	Breastfeeding Friendly Environment

	Do you have a way to accommodate a mom who needs/wants to breastfed?
	
	

	Are breastfeeding promotion materials such as framed posters displayed?
	
	

	Are all formula or samples, posters, handouts hidden from client view?
	
	

	Is emergency formula storage kept out of site?
	
	

	Safety
	
	
	

	Does the building have easily visible ‘No smoking’ signage at entrance?
	
	

	Are emergency exits and /or fire evacuation plan posted in visible/accessible areas?
	
	

	Are fire extinguishers available and up-to-date?
	
	

	Restrooms

	Are restrooms available for clients?
	
	

	Are restrooms clean with appropriate supplies available?
	
	

	Lab Environment

	Do scales function properly?
	
	

	Is all other equipment in good working condition?
	
	

	Are scales on a hard/stable surface?
	
	

	Is sanitizer or a sink with soap present?
	
	

	Is the CLIA certificate posted and valid?
	
	

	Is the HemoCue machine tray clean?
	
	

	Is the bio-hazard sharps container disposed of properly?
	
	

	Is the HemoCue value log sheet completed?  How often is the log reviewed?
	
	

	Are lab surfaces  cleaned daily with correct sanitizing solution?
	
	

	Are cuvette containers labeled with opened/expiration date (<90 days)? Are the lids completely closed when not in use?
	
	

	Cultural Competence

	Does the clinic environment consider culture of clients served (by use of culturally appropriate posters/handouts)
	
	

	How are clients who need a translator served?


	
	

	Documents for ITCA to Review

	Are annual performance evaluations completed?

Are staff observations and file reviews included in the evaluation?
	
	

	Are training plans up to date?

Is staff obtaining at least the minimum amount of CEUs? 

	
	

	Are time study documents up to date?  Verify staff signatures on each time study month/quarter.

	
	

	Does the Client Referral List contain required information (agencies, addresses, hours of operation)?

	
	

	Does staff have Nutrition Assessment Questionnaires available in their work area?

Are the updated Risk Manuals accessible on desktop?
	
	

	Does each staff member have a completed Semi-Annual Certification for the previous 6-month time period?
	
	

	Is a vehicle log in place and being completed routinely?  
Does the mileage on the vehicle match the vehicle log?

Are all trips WIC allowable? Are there any gaps in mileage that was not logged?
	
	

	Are breast pumps accounted for and issued appropriately?

Is follow-up on breast pumps documented?


	
	

	Are completed Vendor Site Review Forms on file?  


	
	


	Comments:

	


(= Complete, Done correctly

- = Missing 

NA = Not Applicable

      i = Not correctly done


