New Staff Checklist   (CPA) 

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 Clerk 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 2.1: Managing Client Appointments
	
	 
	 
	 

	· Module 2.2: Providing PCS
	
	 
	 
	 

	· Module 2.3: Breastfeeding Basics
	
	 
	 
	 

	· Module 2.4: Issuing Benefits
	
	
	 
	 

	Track Three: Certifier
	
	 

	· Module 3.1: Determining Eligibility
	Must complete prior to Certifier STARS access
	 
	 
	 

	· Module 3.2: Anthropometrics
	
	 
	 
	 

	· Module 3.3: Measuring Hemoglobin
	
	 
	 
	 

	Track Four: CPA
	
	

	· Module 4.1: Conducting Nutrition Assessments
	Must complete prior to CPA STARS access
	
	
	

	· Module 4.2: Conducting Risk Assignments
	
	
	
	

	· Module 4.3: Assigning Food Packages
	
	
	
	

	· Module 4.4: Providing Referrals
	
	
	
	

	· Module 4.5: Issuing Breast Pumps
	
	
	
	

	· Module 4.6: Participant-Centered Nutrition Counseling
	
	
	
	

	Contact ITCA for access to:
	
	

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

	· Teletask
	
	
	
	

	· WIC SMART
	
	
	
	

	· STARS 
	
	
	
	

	Breastfeeding
	Within 6 mos of hire
	 

	· Approved breastfeeding course (ex. AZ Breastfeeding Bootcamp)
	
	 

 
	 

 
	 

 


	WIC Skills Building Workshops
	 Next available after hire 
	

	· Clerk/Certifier functions (Part 1)
	
	
	
	

	· CPA functions (Part 2)
	
	 
	 
	 

	Dietetic Education Program (DEP) Courses
	
	

	· Nutrition 104: Basic Nutrition
	Must be completed prior to STARS access
	
	
	

	· Nutrition 123: Nutrition throughout the Life Cycle
	
	
	
	

	· Nutrition 127: Breastfeeding & Human Lactation (optional)
	Must be completed within 18 months of hire
	
	
	

	· Nutrition 134: Healthy Weight for Kids
	
	
	
	

	· Nutrition191: Nutrition Counseling Skill Development
	
	
	
	

	· Nutrition 201: Nutrition Literacy
	
	
	
	

	· Nutrition 219: Community Nutrition
	
	
	
	

	· Nutrition 232a: Food and Culture
	
	
	
	

	Staff Competency Evaluation
	Within 6 months of hire 
If not competent in an area, must re-evaluate within 60 days.
	 
 
 
 
 

 

 

	· Staff must be deemed competent in an area to provide those services without oversight and daily review of files. 
	
	

	· CPA staff must first be deemed competent as a Certifier. Prerequisites for CPA: I-TREC Learning Courses Tracks 1-4, WIC Skill Building  and approved breastfeeding course
	
	

	· Initial Competency Evaluation Completed
	
	
	
	

	· Re-evaluation completed (if needed)
	
	
	
	

	· Deemed competent in all areas
	
	
	
	


NOTES: 
