Utah WIC Local Agency Policy and Procedures Manual

Staff Training
I.  Training mModules-Reguirements:

[Formatted: Font: Bold

)

Required training modules have been greuped listed- into-3levels-in order ofte

priority priefitize-the-trainings-andto best-guide new employees. Assigned
modules depend on what functions the staff member will be performing in the

clinic (see ‘Modules to be completed’ below). Refer to /Appendix A below for

Commented [JP1]: Feedback from local agencies is that the
levels are confusing. Remove levels and list in order of priority.

|

[r

ted [JP2]: Added at bottom of document.

)

information on where trainings can be found.-Fhelevels-are-asfollows:

i. Orientation Module

#—Civil Rights
ii. DTS Security Awareness Training or local Security
Awareness/Data Privacy Training
iii. Laboratory Module
iv. WAC-Breastfeeding Curriculum_(level 1)
—Basic Nutrition Module

v. Life Cycle Nutrition (consists of 3 modules)
1. Infant Nutrition Module
2. Child Nutrition Module
3. Prenatal/Postpartum Module

**Note: Life Cycle Nutrition module may be omitted if a copy

of the new employee’s transcript states they have
successfully completed a Life Cycle Nutrition course at an

accredited college or university. A copy of the transcript must

be kept in the WIC employee’s file.
Pzvi. Nutrition Risk Factor Module

vii. Food Package Module
viii. VENA Module
ix. Customer Service Module
X. Special Formula Ordering Training
xi. Breastfeeding Aid training

xii. Nipple Shield Module

wvxiii. WIC Local Vendor Coordinator Training
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kxiv. VENA Module
H:xv. Customer Service Module

[ Commented [JP3]: Doesn’t exist. Remove.

[Commented [IP4]: Doesn’t exist. Remove.

b. Ensuring a designated breastfeeding expert (DBE) grades the
Breastfeeding Curriculum

Commented [JP5]: These modules are automatically graded by
google forms; activities are self-graded. Remove.

Commented [IP6]: Moved to Staffing Requirements P&P — “h.
Module Preceptor” section

II.  Modules to be completed

Assigned modules depend on what functions the staff member will be performing
in the clinic.

*New staff must complete all assigned modules within 90 days of their hire date
or as otherwise indicated.

*Breastfeeding Curriculum, Level 1 must be completed within 90 days of hire.
Staff have an additional 90 days (180 days total) to complete all additional
Breastfeeding Curriculum levels that may be assigned.

a. |All staff must be trained on the VISION system.| [Commented [IP7]: Added from “System Training” P&P

b. All WIC staff must complete the following modules upon hire:
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i. QOrientation Module
ii. Civil Rights training module within 60 days of hire.
ii. DTS Security Awareness Training or local Privacy/Data Security

Awareness Training, [Formatted: Font: (Default) Arial

iv. Breastfeeding Curriculum, level 1

v. The following P&P Breastfeeding Sections:
1. BF Positive Peer Influence
2. BF Promotion & Support
3. Positive BF Clinic Environment

vi. Customer Service Module

c. Minimum additional training required for each WIC function:
Assigned modules depend on what functions the staff member will be
performing in the clinic.

\Minimum raining required for each WIC function\ Commented [IP8]: This table has been moved up from pg 6 of
this document. See table on pg 6 for all edits/changes made.
WIC Function Required Modules Applicable Staff
Breastfeeding « Breastfeeding Curriculum, |e Breastfeeding coordinator
Coordination Levels 1-4 e DBE
« 20 hours of professional
continuing education every
five years.
Lactation Education « Breastfeeding Curriculum, |e CPA
Levels 1-3
« 18 hours of professional
continuing education every
five years.
Issuing Breastfeeding « Breastfeeding Aid training: |e CPA
Aids o _read “Breastfeeding e DBE < [ commented [3P9]: Added section
Aids” P&P document e Senior peer counselor {Formatted: Bulleted + Level: 1 + Aligned at: 0.06" +
o __read manufacturer ) Indent at: 0.31"
. - - . (excluding SNS)
instruction information
and demonstrate
assembly
Issuing Nipple Shields « Nipple Shield Module o _CPA | Commented [JP10]: Added section
e DBE
Designated Breastfeeding |« Breastfeeding Curriculum, |e  Staff functioning as DBE in
Expert (DBE) / Levels 1-4 clinic
Breastfeeding Module ¢ 18 hours of professional
Preceptor continuing education every
five years.
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Laboratory Screening « Laboratory Module e Staff performing
anthropometric/laboratory
duties
Nutrition Risk Assessment |« Laboratory Module e CPA
o Nutrition Risk Factor . [Local Agency Nutrition
4(]—':00(:1 Package —MOdU|e Coordinator‘ [Commented [IP11]: Added ]
Assignment « Food Package Module
« Basic Nutrition*
Nutrition Counseling o Life Cycle Nutrition
Modules**
« VENA Module
Teaching Classes o Laboratory Module e CPA
M . CA\ [Commented [IP12]: Added CA to this list ]
« Life Cycle Nutrition e Health Educators
Modules** -
« VENA Module
[Ordering special formulal |« Special Formula Ordering |e _cPA [Commented [IP13]: Added section }
Training
Preparing the Nutrition o Laboratory Module e WIC Director
Education & Evaluation o Basic Nutrition* o Breastfeeding Coordinator
and Plan o Life Cycle Nutrition e RD
Modules** -
[Vendor Manaqement\ e WIC Local Vendor Coordinator | ¢ Vendor Coordinator [Commented [IP14]: Added section ]
Training

*RDs are exempt

** | ife Cycle Nutrition module may be omitted if a copy of the new employee’s transcript states
they have successfully completed a Life Cycle Nutrition course at an accredited college or
university. A copy of the transcripts must be kept in the staff member’s file.

. [Formatted: Font: Not Bold ]
. Completion of mModules-
a. New staff must complete all assigned modules within 90 days of {Commented [IP15]: Sugeest to change from “within 3 months"}
their hire date or as otherwise indicated. %Hhestateageney (220 G 20 G B U

b. Civil Rights and DTS Security Awareness or local Privacy/Data Security
Awareness training must be repeated annually.,  Formatted: Font: (Default) Arial )
“ [ Formatted: Indent: Left: 0.5", No bullets or numbering ]

b-c. Existing WIC staff need to complete new and revised/updated
modules within three-months90 days of notification of development or as
otherwise indicated by the state agency.
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d. Newstaffmustbe-seheduled-Aadequate work time must be scheduled for
new staff to complete the-assigned modules. New staff must not be
expected to complete trainingthem on their own time.

e. |Local agencies may make requests for training assistance from state staff
iffwhen needed. |
%

&-f. Documentation of module completion. Each staff member or management
staff must document the completion of each assigned training medule-or
eurriedlum-in VISION under Staff Training (Operations > Staff > Staff

Training). Each staff member will have access to view and edit their own
training tracking record_in VISION. In addition, Imanagement staff\Wic
directers-will have access to view and edit al-ef-their-staff members’
training records.

i. Documentation of medule completion-credentials,-and-degrees,
and ongoing training opportunities- should be documented i in
VISION under Staff Training®
Staff members_or management staff must enter the “Received

Date” of any information entered under Staff Training. sheuld

1. The Credentials Tracking table will be used to document any
degrees and/or applicable credentials that a staff member
has achieved.

2. The State Sponsored Training Tracking table will be used to
document state-required training modules that staff
members must complete.

3. The Other Training Tracking table will be used to document
other training opportunities that staff members have
participated in, such as in-services, conferences,
breastfeeding aid training and other trainings such as the
yearly feed-beekletshopping guide training or nutrition risk

training_when applicable.
i—JAll WIC staff members who were hired in or after 2021 have-been

hiredwithinthe-past 2 years must update their staff training records
in VISION to be current.;-butforsStaff members who have-worked

forthe-Utah \WHC-Program-fer-mere-than2-yrearswere hired prior {o
2021 are not required to ;-updateing past training records in VISION

but may choose to-te-be-ecurrentis-optional. WH-H{H;e—tmnmgsAll
trainings completed on or after October 1, 2022 must be recorded
in VISION for all staff members. For trainings that must be taken
each year, such as the Civil Rights Training, a new row with the
most recent date of completion sheuld-must be added to staff
members’ training records each time the module is completed.

<
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Commented [JP16]: This was listed in a variety of places.
Making one statement here to cover everything.

would actually have access.

Commented [JP17]: this seems more encompassing to who }

[ Commented [JP18]: this is listed above. ]

Commented [JP19]: Changed this to the year P&P 2023 was
referencing
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kil Module post-test examsExams are hosted in a Google Form that is
automatically graded. Post-test scores_for each staff member who
completes the exam are hested-shown in a Google Sheets specific
to the training module completed.fereach-staffmemberwho

bl Module Ppost--test exams must have a score = 80% to pass. Ifa
staff member fails a post test, they must work with their module
preceptor until a passing score is achieved. moedule-mustberead

agam—and4he4esuepea¥ed++mka—passmgg¥ad&+&aeh4eved7
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Commented [JP20]: Moved this section in document. Now is
Section Il for sequencing purposes.

‘ [ Formatted: Font: Bold

: [ Formatted Table

Commented [JP21]: Since we have created a Training of
Breastfeeding Peer Counselors section below, | recommend we
move this to that section. Delete from table.

Commented [JP22]: The table on page 6 specifies that only 3
documents P&P BF sections need to be read. Suggest to specify
here as well.

« Breastfeeding Promotion and Support

» Positive Breastfeeding Clinic Environment

* Breastfeeding Positive Peer Influence
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Feaching-Classes «~Orientation-Module CcA Commented [JP23]: CAs will now complete the same trainings
] abg rato F’_ L Mo d |E H-ea-l-t—h—Ed-He&teFS listed in the above row for CPA/Health Educators.

1. Nutrition Services-Breastfeeding/Nutrition Education and Counseling/Staff Training Page 7



Utah WIC Local Agency Policy and Procedures Manual

section.

{Commented [IP24]: Delete row. These are all covered in other J

[Commented [IP25]: Added.

[ Formatted Table ]
Commented [JP26]: This information is not needed here,
stated in Staffing Requirements P&P. Remove from table.

[Commented [IP27]: Added. ]

Approving-Special-and ’ I:abe_ Faia ¥ _,Ie*dule CP/ requt ed-for .
len €0 |t_|aetlel A2 ° B_aﬁsm busiritior = ‘? utherization-of-all-specia
«VENA-Module
c—moedPocloge frodule PlheorcApeoniad for
non-contractformula
approval.
[Ordering special formula | Special Formula Ordering | CPA
Training
eparhig Nutritio ' ° I:abe_ Story-V e*elule R FHGORIUAGHOR-Wit
ElelueatenEuauaue and -B_aﬁse futritio . Adm ﬁSE at_e and i
pqed es**
«Basie-Nutrition* \
.ﬁ L
«VVENA-Module
\Vendor Management « Vendor Management Module | Vendor Coordinator
(name????)

*RDs are exempt

F** Life Cycle Nutrition module may be omitted if a copy of the new employee’s transcript states

they have successfully completed a Life Cycle Nutrition course at an accredited college or

university. A copy of the transcripts must be kept in the staff member's file.|

|. _[Training required for local nutrition coordinator|

Commented [JP28]: This is the same wording as pg 1 of this
document. Include here for further emphasis/clarification.

[Commented [IP29]: New ]

a.  Must complete at least the following training modules:

i. Laboratory Module

ii. Nutrition Risk Factor Module

iii. Food Package Module

iv. Basic Nutrition*

v. Life Cycle Nutrition Modules**

vi. VENA Module

b. Must complete other trainings as needed based on WIC functions.

[ Formatted: Font: Not Bold
[Formatted: Indent: Left: 0.5", No bullets or numbering

L

C ted [JP30]: Section pulled from training of local

ll. _[Training required for local vendor coordinator]

a. Must be trained by state vendor management staff before conducting any

vendor training or monitoring.
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of the training of local agency vendor coordinators doc.
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b. Local vendor coordinators must register for and complete the online WIC
Local Vendor Coordinator Training module on the Utah Health Learning
Portal. This training must be completed within 30-days of stepping into this
role.

c. Local vendor coordinators must participate in any training provided by the
state.

d. State staff can assist local vendor coordinators in the completion of vendor
monitoring and training. The State Office will be responsible for providing
training to the local agencies on effective vendor education methods. This
will ensure uniform vendor education procedures are conducted statewide.
Vendor education and training is designed to prevent program errors and
violations and to improve program service.

N - [Formatted: Font: Not Bold
Ll Training rRequired for bBreastfeeding aActivities- ( Formatted: Indent: Left: 1", No bullets or numbering
a. Breastfeeding Aid training is required for all staff who provide, issue or
distribute breastfeeding equipment and aids or assists participants with
their use. This training must be completed prior to serving a WIC
participant.
i. Local agency breastfeeding coordinator must oversee training on
Breastfeeding Aids.
ii. See “Breastfeeding Aids” P&P document for training details specific
to each breastfeeding equipment and aid.
b. Breastfeeding Curriculum, level 1 must be completed by all WIC staff
within 90 days of hire. Staff have an additional 90 days (180 days total) to
complete all additional Breastfeeding Curriculum levels that may be
assigned.
c._Ongoing training and in-services on breastfeeding management and
promotion is required for all staff in order to provide an accurate,
consistent, and positive message to participants.
i. See ‘In-services and Continuing Education’ section below for
ongoing training and in-service requirements.
ii. All designated breastfeeding experts, CPAs, and senior peer
ag-eneyiS—St-a-fﬁ-ng—pat-temT ‘ Commented [JP31]: Moved/covered in Staffing Requirement

P&P
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[COmmented [IP32]: Already covered in chart ]

[ Formatted: Strikethrough ]

d-e. It is recommended that any staff who completes the necessary
education and contact hours_to become an International Board Certified
Lactation Consultant (IBCLC) sit for the International-Board-Certified
Laetation-Censultant{IBCLC) exam within three years of completing the
necessary requirementsthis-training. For more information on the IBCLC
credential visit: http://americas.iblce.org/

Commented [JP33]: Added this section here initially; | have
moved it to “BF Positive Peer Influence” since it is not training, it is
a requirement of using BF PCs.

) [ Formatted: Strikethrough ]

[ Formatted: Font: (Default) Arial, Strikethrough ]

[Commented [IP34]: Moved to “Staffing Requirements” P&P ]

Commented [JP35]: Recommend to combine this with above
- table so all requirements are in one place. Some requirements are
duplicated between the above table and this one.
¢ . A [ Formatted Table ]
g . 9 8 . . ’ [ Commented [JP36]: This section is covered in above table. ]
%M%MHQ—GH%EWMH{T
WI—MG Within-first - Complete Level 1 of the WIC Breastfeeding
empleyees{ 3-months-of Cutrietlym: [Commented [IP37]: This section is covered in the above table. ]
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Peer-Counsele i <) eenﬂnwng—edaeaﬂen—eve#y—m#e—yeaps—[ Commented [IP39]: Move to separate section of ongoing
Superisor-or ._@em_pmww”@_gmqg training. This will not be completed within first 3 months.
Pregmm\ o—lLevel1- AILVWAC Staff [ Commented [JP38]: Combine with above table.
CAs—and-DBEs

o Level4:DBEs
e ¥ea{4y o Participate-ina-minimum-of one breastfeedingin- « [Formatted: List Bullet, No bullets or numbering
cranlevcos servi " i .
LS SALRiaect o—Camplete-Levels-1-of-the-WIC
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g—mgn-t-hs—Gf—hi-Fi-nﬁ m—t-he”’—peer—eeblﬂse‘er—plaﬂ—‘ {Commented [IP40]: Defined in Staffing Requirements. Remove

from training doc.

Commented [JP41]: Moved to Modules to be completed
section and Trainings required for breastfeeding activities section.

Commented [JP42]: Remove. State does not need to specify
how this training needs to be accomplished, only that it needs to be
accomplished.

Commented [JP43]: Have added one “blanket statement” that
covers these under “Completion of modules” section — “Local
agencies may make requests for training assistance from
state staff iffwhen needed. “

Commented [IP44]: Moved this section to “Training required
for breastfeeding activities” section
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~ee Seaing ‘

distribute-breastfeeding-aids;

I\V. [Training required for peer counselor coordinator]

a. Complete levels 1-3 of the Breastfeeding Curriculum.
b. Participates in continuing education about breastfeeding annually.
c. Receives training with the Breastfeeding Curriculum: Peer Counselor

Management section as available.

V. [Training required for senior peer counselor

Complete levels 1-2 of the Breastfeeding Curriculum.
Observes other peer counselors or DBE helping mothers.

o &

c. Reads books or materials about breastfeeding as assigned by the local

peer counselor coordinator.

d. Attends additional training conferences or workshops on breastfeeding as

available.

V-IV.  Training required foref bBreastfeeding pPeer cCounselors:

specify this here.

Commented [JP45]: Suggest to remove. State does not need to

Commented [JP46]: This is covered above now in Completion
of Modules e.

|

Commented [IP47]: This is covered in BF Promotion and
Support P&P

Commented [JP48]: Suggest to remove. Does not need to be
included.

“Training required for BF activities” section

Commented [IP50]: Training requirements come from BF

{Commented [IP49]: This is now elaborated/expanded under
{ Curriculum

|
|
|

Commented [JP51]: Training requirements come from BF
Curriculum

[Formatted: Font: Bold

[Commented [IP52]: Covered above.
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a. Complete levels 1-2 of the Breastfeeding Curriculum.

b Thi — m - - - i | pPeer
counselors will be sheuld-be-closely-supervised by the local peer
counselor coordinator during the first six months| agency-breastfeeding

coordinator-and/or-peer-counselorsuperviser-when performing peer

counselor duties (i.e. counseling WIC participants). This is meant to
provide guidance in the early days of the job.

c. Observes other peer counselors and breastfeeding experts helping
mothers breastfeed.

ed. Reads books or materials about breastfeeding as assigned by the
local peer counselor coordinator.

Commented [IP53]: This is specified in responsibilities of PC
Coordinator; six month time period is defined in the BF Curriculum.

Commented [JP54]: Added in from BF Curriculum suggested
training

C d [JP55]: Have added one “blanket statement” that

1. Nutrition Services-Breastfeeding/Nutrition Education and Counseling/Staff Training Page 14

covers these under “Completion of modules” section — “Local
agencies may make requests for training assistance from
state staff iffwhen needed. “

‘ [ Formatted: Strikethrough ]
Commented [JP56]: Moved to BF Positive Peer Influence P&P
‘ — better fit of where this information should be.
: \ [ Formatted: Strikethrough ]
[ Formatted: Strikethrough ]
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Commented [JP57]: This information has been moved to “BF
Positive Peer Influence” P&P. Suggest that it fits better there than
in this P&P doc. Suggest to remove from this doc.

[ Commented [JP58]: Move to VENA training module.
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il eneaionoy

VALV, INutritienlin-sServices and Continuing Education Heurs.

a. All WIC staff must complete the following training modules annually (once
each fiscal year):
a. Civil Rights
b. DTS Security Awareness training or local Security Awareness/Data
Privacy training

b. Itis recommended that local agencies provide 3-4 in-services annually. All
staff must attend in-services on the following required topics. Each topic
must be covered in an in-service once per year:

a. Familiarize local agency staff to the agency’s yearly Nutrition
Education & Evaluation Plan.

b. A breastfeeding topic of local agency’s choosing

c. The harms of smoking and second-hand smoke, as well as
cessation services and any new research findings in these areas.

c. The state WIC agency may require local agency staff to complete
additional trainings (i.e. yearly feed-boekletshopping guide training, risk
revisions training, etc.). This will be communicated to local agencies via
memos sent by the state agency.

Commented [IP59]: This section applies to more than just
nutrition in-services. Suggest to remove the word “Nutrition”. The
word “hours” is not needed.

{ Formatted: Font: Bold

[Formatted: Font: (Default) Arial

b—
d. Absences. If a staff member is absent from an in-service on a required

topic, education on the required topic must be provided (i.e. watching a
recording of the in-service, 1:1 meeting with supervisor, etc.). If a staff
member is absent from an in-service on a non-required topic, they must
make up that time by watching a recording of the in-service, attending an
in-service at another clinic, watching professional recordings, or reading
related nutrition articles.
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e. Evaluation of in-services. Staff must evaluate each in-service attended
using the state developed “Nutrition In-service Evaluation form” (found on
SharePoint under WIC Forms) or another evaluation form that has been
approved through the annual Nutrition Education & Evaluation Plan.

f. _An in-service file must be kept current at each local agency. This file must
a. Complete “In-service Tracking” document for each clinic and/or
agency. (SharePoint > WIC Forms)
b. Documentation of in-service evaluations and staff makeup (if
needed due to absence).

These documents must be uploaded to SharePoint under your agency’s <« [Formatted: Font: (Default) Arial

“Nutrition Inservice Agendas and Attendance Rosters” tab. This will be [Formatted: Indent: Left: 1", No bullets or numbering

reviewed during management evaluation visits.

g. Each full-time CPA and CA must obtain 12 hours nutrition education
annually.
a. Each CPA and CA must keep a log of continuing nutrition education
hours acquired in the Staff Training screen of VISION under the
Other Training Tracking table. WIC does not need a record of
additional hours or CEUs that may be completed in order to fulfill
his/her license requirements (i.e. RDs, RNs, etc.). Appropriate
nutrition education includes:
i. Local agency nutrition in-services
ii. _Any conference/course/workshop that is approved for CEUs
by the Academy of Nutrition and Dietetics
iii. Nutrition related workshops or lectures sponsored by
universities, hospitals or other credible organizations
iv. Time spent completing WIC nutrition training modules
v. Any state agency sponsored nutrition/breastfeeding

conference/workshop
h. ICPAs and DBEs must complete a minimum of 18 hours of professional Commented [IP60]: This is moved from the above table to
Continuinq education every five years here since this is continuing education, not initial hire

requirements. Added to it for more clarification.

a. Continuing education hours must be documented in VISION under

Staff Training and will be reviewed during management

evaluations.
i. |Breastfeeding coordinators must complete a minimum of 20 hours of Commented [IP61]: This is moved from the above table to
professional Continuinq education every five years here since this is continuing education, not initial hire

requirements. Added to it for more clarification.

a. Continuing education hours must be documented in VISION under

Staff Training and will be reviewed during management

Commented [JP62]: We do not have a requirement of “hours”,
just requirements of how many in-services/topics. Suggest to
remove this.
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[Commented [IP63]: This is moved up to “c.” ]

Commented [JP64]: These are combined and moved above to
“b.” for easier layout. Stating “all staff” requirements first in this

section.
[Commented [IP65]: This is moved to “c. a.” ]
[Commented [IP66]: Expanded and now “d.” ]

Commented [IP67]: Combine this with the above bullet and is
now “d. Absences”

[Commented [IP68]: Now “e.” J

( commented [IP69]: Now “g." )
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X. Appendix A

i. Basic Nutrition Module
1. SharePoint = Staff Training = Training — WIC Function based

i. Breastfeeding Aid training <

1. read “BF Aids” P&P document -«

2. read manufacturer instruction information and demonstrate assembly

ii. Breastfeeding Curriculum (levels 1-4) «
1. SharePoint = Staff Training = Breastfeeding Curriculum section

iii. Civil Rights
1. SharePoint = Staff Training = Training — All staff

‘ Formatted: Indent: Left: 0.88", Numbered + Level: 4 +

iv. Custoﬁwer Service Module
1. SharePoint = Staff Training = Training — All staff

Commented [JP70]: These will all change as we move to the
Utah Learning Portal..but an appendix may be nice for now?
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v. DTS Security Awareness Training or local Security Awareness/Data Privacy
Training
1. SharePoint = Staff Training = Training — DTS Security Awareness, OR
2. Local security awareness/data privacy training as assigned

vi. Food F;ackaqe Module
1. SharePoint = Staff Training 2 Training — WIC Function based

vii. Laboratory Module
1. SharePoint = Staff Training = Training — WIC Function based, «
viii. _Life Cycle Nutrition (consists of 3 modules) <
e Infant Nutrition Module
e Child Nutrition Module
e Prenatal/Postpartum Module “

‘ [ Formatted: Font: (Default) Arial

1. SharePoint = Staff Training = Training — WIC Function based

ix. Nipple Shield Module
1. SharePoint = Staff Training = Training — WIC Function based
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X. Nutritién Risk Factor Module
1. SharePoint 2> Staff Training 2 Training — WIC Function based

Xi. Orientation Module
1. SharePoint 2> Staff Training 2 Training — All staff

xii. Special Formula Ordering Training
1. SharePoint = Staff Training = Training — WIC Function based
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xiii. VENA Module
1. SharePoint = Staff Training = Training — WIC Function based
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xiv. WIC Local Vendor Coordinator Training
1. Local vendor coordinators with State email addresses will be able to ( Formatted: Font: (Defautt) Arial )
access this training in the Utah Health Learning Portal by looking up
“WIC Local Vendor Coordinator Training”.

2. Local vendor coordinators without state email addresses can sign up for < { Formatted: Font: (Default) Arial )
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