


WIC Local Agency Time Study - Activity Descriptions


Nutrition Education
Planning or providing nutrition education to individuals or groups. 

· Scheduling NE contacts (appointments, including online learning), scheduling interpreter services for appointments and documenting attendance and NE provided in TWIST.

· Reminder calls, email and texts for online learning and NE appointments.

· Participant counseling and goal setting during certification or follow-up appointments.

· Food package and shopper education, including maximums and tailoring options.

· Planning, preparing for and facilitating group NE sessions. 

· Staff completion of training modules and in-services associated with NE.

· Developing and implementing the annual nutrition services plan.

· Developing, printing, ordering, inventory and distribution of NE materials.

· Interpreter services used for NE activities including translation of NE materials.
· Example: the NE-related time in an appointment where one WIC staff member interprets an appointment for another WIC staff member.

· Obtaining/monitoring interpreter services for NE activities.  

· Evaluation and monitoring of NE services. 

· Outreach combined with NE.
· Example: hosting a table at a health fair offering NE

· Travel and training for NE related activities.
· Example: traveling to a health fair to host a booth
· OWCA agenda items related to Nutrition Education.
· Farm Direct education on use of seasonal fruit and vegetable benefits. Check with manager before allocating time on your regular time study for Farm Direct activities.	Comment by Shepherd Christine: I would suggest moving this down to the bottom of the list. I think we should add something about checking with your manager before adding Farm Direct time to your time study.



Breastfeeding Promotion and Support 
Planning or providing breastfeeding promotion, education and support to individuals or groups. 

· Individual assessment and counseling for BF issues, initiation and continuation.
· Part of prenatal visits that include breastfeeding promotion or education

· Consultations with parents/care providers asking to switch from BF to formula. 

· Weight checks for BF infants.

· Planning, preparing for and facilitating group BF education sessions.

· Scheduling BF appointments, documenting attendance and BF information provided in TWIST.

· Providing BF support services such as care coordination, follow-up phone calls and/or home visits regarding BF.

· Ordering, conducting inventory, distribution and tracking of breast pumps.

· Education on the use of breast pumps.

· Developing, printing, ordering, conducting inventory and distribution of BF related materials.

· Interpreter services used for BF activities, including translation of BF materials.

· Obtaining/ monitoring interpreter services for BF activities. 

· Staff completion of training associated with BF.

· Evaluation and monitoring of BF services.

· Outreach combined with BF.

· Travel and training for BF related activities.

· OWCA agenda items related to Breastfeeding Promotion and Support.


Client Services
Any direct contact with participants or potential participants except for nutrition education or breastfeeding promotion.

· Phone coverage, appointment setting and reminder calls, emails or texts not related to nutrition education or breastfeeding promotion appointments/activities.
· Example: setting an appointment for collecting missing measurements.

· Screening for proof of income, identity and residence.

· Explaining rights and responsibilities and completing participant signature forms.

· Offering voter registration and submitting registration forms.

· Obtaining hemoglobin, height and weight measurements.

· Diet and health assessment completion.

· Food package assignment. 

· Benefit issuance.

· Program orientation for new or transfer participants.

· Notification of eligibility, ineligibility and termination. 

· Referrals to other programs and services.

· Coordination of services for participants with other programs and providers.

· Documentation of participant information in TWIST.

· Conducting or participating in evaluations related to program services. 

· Developing and/or distributing WIC information (except for NE or BF related materials).

· Interpreter services or materials translation (except for NE or BF).

· Staff training related to customer service, completion of related training modules.

· Staff meetings related to participant services.

· Travel and training related to participant services.

· OWCA travel and attendance (except for NE or BF related topics).

· Farm Direct voucher issuance and Farm Direct orientation. Check with manager before allocating time on your regular time study for Farm Direct activities.	Comment by Shepherd Christine: I would suggest moving this down to the bottom of the list. I think we should add something about checking with your manager before adding Farm Direct time to your time study.



General Administration
Activities related to general program administration that do not involve direct contact with participants.
 
· Program management and monitoring.

· Caseload management and monitoring.

· Human resource activities including staff hiring, discipline, and evaluation.

· Clinic management, including staff scheduling. 

· Conducting inventory and ordering of office supplies for clinic/clinic staff (except for NE or BF related materials).

· E-WIC card tracking, ordering and inventory.

· FDNP inventory and check management.

· Fraud prevention and civil rights protection.

· Administrative record-keeping.

· Outreach (except for activities associated with NE or BF), partnership building, collaboration with other programs.

· Time studies completion and reporting.

· Agency staff meetings or training not related to WIC or WIC activities.

· Travel and training related to administrative activities.
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