New Staff Checklist   (BFPC) 

Staff Name: _____________________________________________________________________    Date of Hire:__________________
	Task
	Timeline
	Planned Completion Date
	Date Completed
	Manager’s Initials

	
	
	
	
	

	Contact ITCA for access to:
	Staff’s start date
	 

	· I-TREC
	
	 
	 
	 

	Forms
	
	 

	· Conflict of Interest (COI)
	
	 
	 
	 

	· Confidentiality Agreement
	
	 
	 
	 

	I-TREC Learning Courses  
	Must complete prior to STARS access
	 

	Track One: Introduction to Working at ITCA WIC
	
	

	· Module 1.1: Introduction to ITCA WIC
	
	
	
	

	· Module 1.2: Excellence in Customer Service
	
	 
	 
	 

	· Module 1.3: Introduction to STARS
	
	 
	 
	 

	· Module 1.4: Protecting Civil Rights
	
	 
	 
	 

	· Module 1.5: Cultural Competency 
	
	 
	 
	 

	Track Two: Clerk
	
	

	· Module 2.2: Providing PCS
	
	 
	 
	 

	· Module 2.3: Breastfeeding Basics
	
	
	 
	 

	Track Four: CPA
	
	
	
	

	· Module 4.4: Providing Referrals
	
	
	
	

	· Module 4.5: Issuing Breast Pumps
	
	
	
	

	Contact ITCA for access to:
	
	

	· Staff must have completed all assigned modules in Tracks 1, 2 and 4 before requesting STARS access. 
	After I-TREC modules are completed
	
	
	

	· STARS 
	
	
	
	

	Breastfeeding
	Within 6 mos of hire
	 

	· Approved breastfeeding course (ex. AZ Breastfeeding Bootcamp)
	
	 

 
	 

 
	 

 

	· Loving Support Training
	Schedule training with ITCA BF Coordinator upon hire
	
	
	


NOTES: 
