
1.0  Administration 
• 1.01 Use of WIC Policy and Procedure Manual 

• 1.02 Overview of the WIC Program 

• 1.03 Administrative Appeal of State Agency Decisions 

• 1.04 Agreements 

o 1.04A  Cheyenne River Sioux Tribe 

o 1.04AA Wyoming 

o 1.04B  Children’s Inn Bright Start Program 

o 1.04BB Social Services 

o 1.04C  EFNEP & SNAP-ED Agreement 

o 1.04CC Delta Dental 

o 1.04D  EFNEP & SNAP-ED MOU 

o 1.04DD Rural Health Initiatives Prenatal Five Program 

o 1.04E  Homeless Facility Letter of Understanding 

o 1.04EE MOU PRAMS Survey 

o 1.04F Homeless Shelter Facility Listing 

o 1.04FF Rapid City Regional Hospital 

o 1.04G I H S Immunization MOU 

o 1.04GG Walsh Family Village 

o 1.04H I H S – US Public Health - US Health Human Services 

o 1.04I  Iowa 
o 1.04II FNS Agreement with the U.S. Census Bureau 

o 1.04J MCH Family Planning CSHS Baby Care Bright Start 

o 1.04K  Minnesota 

o 1.04KK FNS Civil Rights Division 

o 1.04L Montana 

o 1.04M MOU SD Women’s Prison 

o 1.04N  Nebraska 

o 1.04O  North Dakota 

o 1.04P Office of Disease Prevention 

o 1.04Q Office of Family and Community Health Services 

o 1.04R Oglala Lakota College Early Childhood 

o 1.04S Food and Nutrition Service (FNS) 

o 1.04T Omaha Nation WIC 

o 1.04U  Rosebud 

o 1.04V  Rural America Initiatives Dakota Transitional Head Start 

o 1.04Y  SD Head Start SD WIC Cheyenne River WIC 

o 1.04Z Standing Rock Sioux Tribe 

• 1.05 Americans with Disability Act (ADA) Grievance Procedure 

• 1.06 Clinics and Staffing 

o 1.06A  Clinic Site Closure 

o 1.06B  Criteria for Establishing WIC Clinic Sites 

o 1.06C  Clinic Breastfeeding Coordinator 

o 1.06D  Breastfeeding Peer Counselor 

o 1.06E  Class III Dietitian 

o 1.06F Competent Professional Authority (CPA) 

o 1.06H  Secretary 



 1.06I  Regional Manager 

 1.06J Central Office Breastfeeding Coordinator Position Description 

 1.06K Central Office MIS Specialist Position Description 

 1.06L Central Office Nutrition-Training Coordinator Position Description 

 1.06M Central Office Program Operations Specialist Position Description 

 1.06N Central Office Quality Assurance Specialist Position Description 

 1.06O Central Office Retail Coordinator Position Description 

 1.06P Central Office Vendor Manager Position Description 

 1.06Q Central Office WIC Director Position Description 

 1.06R Central Office Point of Contact List 

• 1.07 Child Abuse Reporting 

• 1.08 Civil Rights 

o 1.08A  A Quick Guide to Civil Rights 

o 1.08B  Civil Rights Complaint Handling 

o 1.08C  Civil Rights Complaint Form 

o 1.08D  Civil Rights Complaint Form Spanish 

• 1.09 Confidentiality 

o 1.09A  Confidentiality Agreement 

o 1.09B  Release of Health Information 

o 1.09C  Release of Health Information Spanish and English 

o 1.09D  Release of Health Information Karen and English 

• 1.10 Client Fair Hearing 

o 1.10A  Fair Hearing Procedure for Client 

o 1.10B  Fair Hearing Request Form 

o 1.10C WIC Fair Hearing Procedures (Poster) 

• 1.11 Monthly Expenditure Report Completion 

o 1.11A  Monthly Expenditure Report Form 

• 1.12 Participant Survey 

• 1.13 Record Retention 

• 1.14 Smoke and Drug Free Workplace 

• 1.15 Voter Registration Requirements 

o 1.15A  South Dakota Voter Registration Form 

• 1.16 Waiting List Guidance 

• 1.17 WIC Annual Report 

• 1.18 Disaster Situations 

• 1.19 Customer Service 

• 1.20  WIC Clinic Environment 

o 1.20A WIC Clinic Environment Checklist 

• 1.21 Definitions 
 
2.0 Eligibility/Certification 

 2.01  Eligibility/Certification of Clients   

 2.02  Residency 

 2.03  Identity 

 2.04  Income Determination 

 2.05  SD WIC Income Guidelines 



o 2.05A  SD Medicaid Income Guidelines 

 2.06  Adjunct Income Eligibility 

 2.07  Declaration of No Income 

 2.08  Family Size 

 2.09  Physical Presence 

 2.10  Pregnancy Verification 

o 2.10A  Pregnancy Test Log Sheet 

o 2.10B  Pregnancy Test Verification Form 

 2.11  Foster Child Eligibility 

 2.12  Homeless/Migrant Family Eligibility 

 2.13  Nutrition Risk Criteria 

o 2.13A  Reference Table of High Risk Codes 

o 2.13B Anthropometric Risk Criteria Definition and Justification 

o 2.13C Biochemical Risk Criteria Definition and Justification 

o 2.13D Clinical Health Medical Risk Criteria Definition and Justification 

o 2.13E Dietary Risk Criteria Definition and Justification 

o 2.13F Other Risk Criteria Definition and Justification 

 2.14  Anthropometric Risk Determination 

o 2.14A  SD WIC Anthropometric Measurement Procedure Manual  

o 2.14B  Birth-36 Month Boy Length and Weight for Age    

o 2.14C  Birth-36 Month Girl Length and Weight for Age  

o 2.14D  Birth-36 Month Boy Head Circumference for Age and Weight for Length  

o 2.14E  Birth-36 Month Girl Head Circumference for Age and Weight for Length  

o 2.14F  LBW Premature Boy  

o 2.14G  LBW Premature Girl 

o 2.14H  VLBW Premature Boy 

o 2.14I  VLBW Premature Girl  

 2.15  Hematological Risk Determination 

o 2.15A  SD WIC Laboratory Procedure Manual  

o 2.15B  Appendix A Guide to Infection Prevention in Outpatient Settings 

o 2.15C  Appendix B Hemoglobin Log Sheet 

o 2.15D  Appendix C Hb201 Manual 

 2.16  Certification Periods 

o 2.16A SDWIC-IT Certification Periods Quick Reference 

 2.17  Notification of Client Rights and Responsibilities 

o 2.17A  WIC Client Agreement 

o 2.17B WIC Client Agreement Spanish 

o 2.17C WIC Client Agreement Karen 

 2.18 Verification of Certification 

 2.19  Notification of Ineligibility 

o 2.19A Notice of Ineligibility Letter 

 2.20  Mid-Certification Income Determination 

 2.21  Applying on Behalf of Infants and Children 

 2.22  Interpreter Services 

o 2.22A Confidentiality Agreement-Interpreter Services 

 2.23  Authorized Person 

 2.24  Proxy 



 2.25  Conflict of Interest  

 

3.0 Program Maintenance 

 3.01  Processing Timeframes and Appointment Scheduling 

o 3.01A  Appointment Types 

 3.02  Non-WIC Appointments 

 3.03  Dual Participation 

 3.04  Transfers 

 3.05 Federal Ranking 

4.0  Breastfeeding 

 4.01  Breastfeeding Promotion, Protection, and Support 

 4.02  Breastfeeding Training 

 4.03  Clinic Environment 

 4.04  Breastfeeding Equipment, Inventory and Maintenance 

o 4.04A  Loaner Breast Pump Return Receipt 

 4.05  Issuance of Breast Pumps and Breastfeeding Aids 

o 4.05A Multiple User Breast Pumps 

o 4.05B Multi-User Breast Pump Loan and Release Agreement 

o 4.05C Personal Single User Breast Pumps 

o 4.05D Single-User or Manual Breast Pump Release Agreement 

o 4.05E Template Single-User Interview and Issuance Checklist 

o 4.05F Manual Breast Pumps 

o 4.05G Attachment Double Pumping Kits 

o 4.05H Breast Shells 

o 4.05I Breast Shields 

o 4.05J Breastfeeding Aid Release Agreement 

o 4.05K Breast Pump Decision Tree 

o 4.05L Breast Pump Questionnaire 

o 4.05M Breast Pump Questionnaire Key 

 4.06  Lost Stolen Breastfeeding Equipment 

o 4.06A  Sample Breast Pump Retrieval Letter 

 4.07  Medicaid: Electric Breast Pumps Offered through Medicaid 

 4.08  Non Birth Women Certified Breastfeeding Women 

 4.09  Breastfeeding Peer Counselor Program   

o 4.09A Breastfeeding Peer Counselor Scope of Practice 

o 4.09B When to Yield 

o 4.09C Contacts and Documentation 

o 4.09D Peer Counselor Referral Form 

o 4.09E Narrative Documentation of Contacts 

5.0  Nutrition Services 

 5.01  Explanation of WIC and Content of Nutrition Assessment 

 5.02  Content of Nutrition Education 

o 5.02A Nutrition Education Lesson Plans 

o 5.02B Nutrition Counseling for Anemia  

 5.03  Required Services for Nutritional High Risk Participants 

 5.04  Documentation of Nutrition Services 



o 5.04A Documentation of Nutrition Education Data 

 5.05 Breastfeeding Data Collection 

6.0  Service Coordination and Outreach 

 6.01  Immunizations 

 6.02  Program Coordination and Outreach/Marketing 

 6.03  Referrals 

o 6.03A Resource Referral List 

7.0  Food Package 

 7.01  Food Package Determination   

 7.02  Authorized WIC Foods 

 7.03  Food Package for Qualifying Conditions 

o 7.03AA Medical Documentation Form 

o 7.03A Children 13-23 Months III 

o 7.03B Children 2-4 Years III 

o 7.03C Fully Breastfeeding Women III 

o 7.03D Pregnant and Partially Breastfeeding Women III 

o 7.03E Postpartum III 

 7.04  Maximum Food Package 

o 7.04A Infant Fully Breastfed 

o 7.04B Infant Partially Breastfed 

o 7.04C Infant Fully Formula Fed 

o 7.04D Children 13-23 Months 

o 7.04E Children 2-4 Years 

o 7.04F Fully Breastfeeding Women 

o 7.04G Pregnant and Partially Breastfeeding Women 

o 7.04H Postpartum 

 7.05  Customized Food Package 

 7.06 Available Food Packages 

 7.07 Proration 

o 7.07A Pro-rated Food Packages (with cheese) Women 

o 7.07AA Pro-rated Food Packages Women 

o 7.07B Pro-rated Food Packages (with cheese) Children 

o 7.07BB Pro-rated Food Packages Children 

o 7.07C Pro-rated Food Packages Infants 

 
8.0  Food Benefit Issuance 

 8.01  Food Benefit Issuance 

o 8.01A Instructions for Using WIC Checks 

o 8.01B Inventory of Manual Checks Report  

9.0  Program Compliance 

 9.01  Client Compliance   

o 9.01A  Client Violation Types/Sanctions 

 9.02  General Complaint 

o 9.02A General Complaint Form 

 9.03  Employee Compliance   

o 9.03A  Employee Violation Types/Sanctions 



o 9.03B  Employee Complaint Report 

 9.04  Management Evaluations 

10.0  Equipment Management 

 10.01  Automated Data Processing Equipment (ADPE) Replacement Plan  

o 10.01A  Example ADPE Replacement Plan    

 10.02  Department of Health Inventory 

 10.03  Loaning Resource Materials 

11.0  Formula 

 11.01 Formula 

o 11.01A Checklist for Common Formula Feeding Problems 

o 11.01B Medicaid Formula Request Form 

o 11.01C Non-Contract Formula Order Report  

o 11.01D Transitioning a Client from One Formula to a Different Formula 

o 11.01E Transporting, Mixing, Storage and Use of Formula 

o 11.01F  Water Used to Prepare Formula 

o 11.01G Formulas Available from the South Dakota WIC Program 

o 11.01H Formula Decision Tree 

12.0  Nutrition Education and Marketing Plan 

 12.01  Nutrition Education and Marketing Plan Guidelines 

o 12.01A  Sample Media Press Release 

o 12.01B  Audio-Visual Resource Catalog 

 
13.0   New Employee Training 

 13.01  Secretary Training Plan Checklist 

o 13.01A  State WIC Office Organization 

o 13.01B  Overview of WIC 

o 13.01C  How We Serve 

o 13.01D  WIC Foods and Food Packages 

o 13.01E  WIC Check Issuance 

o 13.01F  WIC Resources Part I 

o 13.01G  WIC Resources Part II 

o 13.01H  Important WIC Program Requirements 

o 13.01l   Clinic Environment 

o 13.01J  NEMP 

o 13.01K  Management Evaluations and Self Assessment 

o 13.01L  WIC Toolkits 

 13.02  CPA Training Plan Checklist 

o 13.02A Overview of Certification Process 

o 13.02B Principles of Maternal Infant and Child Nutrition 

o 1302C Anthropometrics 

o 13.02D Biochemical Techniques 

o 13.02E Nutrition Assessment and Education 

o 13.02F Food Packages and Risk Codes 

o 13.02G Contract and Non-Contract Formulas 

o 13.02H Behavioral Change Model Stages of Change 

o 13.02I Other Factors Impacting Health 



o 13.02J Breastfeeding Peer Counselor Program 

 

 

14.0   WIC Authorized Retailers 

 

 14.01 Definitions 

 14.02 Application and Authorization 

 14.03 Signing the WIC Vendor Agreement 

 14.04 WIC Transactions 

 14.05 Vendor Monitoring and Compliance 

 14.06 Minimum Stocking Requirements 

 14.07 Vendor Agreement 

 14.08 Vendor Complaint Form  

 

 


