WIC CERTIFIER/CLINIC MANAGER
PROGRAM: UMATILLA-MORROW COUNTY HEAD START, INC.

Name: Date:
1. UNACCEPTABLE 2. MARGINAL 3. COMPETENT 4. COMMENDABLE 5. DISTINGUISHED
A General Staff Responsibilities:
1. Participate in staff meetings, conferences, training sessions and workshops as assigned ............. 12345
2. Demonstrate familiarity with employment policies, performance standards, work plan
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3. Maintain congenial and respectful relations with staff, children, families and community .......... 12345
4. *Keep current and accurate records that conform to program POliCIES........cceevveeereeneriieseesiene 12345
5. *Maintain confidentiality in regards to staff and family information.............ccocevevirieienencnene. 12345
6. Maintain objectives and professional Standards............cocveveveereeiesieese e 12345
7. Improve self-skills and €AUCELION..............c.coieii i 12345
8. *Fulfill role as mandated reporter as stated in Child Abuse and Neglect Policy..........cccccoeeeneeene. 12345
0. Perform any other work-related duties as requested by your SUPEIVISOX .........ccccererereeieeneenieneenne 12345
10. Be a contributory team member in a positive/productive Manner ...........ccocveeeeeeseenesreeseesesneens 12345
11.  *Demonstrate commitment to mission, values, and policiesin the performance of
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* Comments or examples:
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Certification and Screening of Program Applicants for Nutritional Risk Factors:

Explains purpose of the WIC program to new participants and explains eligibility criteria.......... 12345
Accurately measures height, weight, blood iron (Hemoglobin) and records results using

standard grids and reCords FESUILS...........oiuieie e e e naesre s 12345
Checks adult and infant scalesfor identified variancesin ng growth/weight....................... 12345
Explains results of medical datato partiCipant...........c.covieiie e i 12345

Assess and counsels participants on information collected in Health and Diet Questionnaires... 12345
Correctly evaluates written diet histories and counsels participants on adequacy/inadequacy

of nutrient intake and general PAtErN .........cov e iee e 12345
Determines program eligibility/ineligibility status of applicants through health screening
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Explains nutrition risk criteriathat qualifies participant for participation in the WIC program....1 2345
Provides nutrition education and materials based on identified nutrition risk factors..................... 12345
With participant, plan nutrition education contacts that address identified risk factors.................. 12345
Developsindividualized goal s to help participant resolve identified risk factors.............ccccevenee. 12345
Involvesthe participant in SEtiNG QOAIS.......ccueiierieiieriere et ae e e re e e e enne s 12345
Selects appropriate food package based on participant’s identified needs and risk factors........12345
According to program’s policy and procedures, refers high risk clientsto nutritionist.................. 12345
Familiar with TWIST intake procedures and provides back-up in clerk’ sabsence............ccccocee. 12345

* Comments or examples:



C. Breastfeeding Support:

1. Promote breastfeeding at pregnancy screen, group education, food instrument pick-up............ 12345
2. Document plans and/or experiences with breastfeeding in breastfeeding tracking................... 12345
3. Counsel breastfeeding women as concerns are identified and document in participant record......1234

5
4, Upon request, assess breast pump needs and issue appropriate pump type needed.. e 12345
5. Provide education on how to use breast pump, breast milk storage, information for Chl Id
care prowders to support breastfeeding mother.. . . - .12345
6. Complete inventory of breast pumpsin stock on sute every 3 months ............................................. 1234
5

*Comments or examples:

D. General WIC Program:

1 Assists WIC director as needed in periodic updates of local WIC clinic policies and proceduresl 2 34 5
2 Read, file, and implement Oregon WIC Program Policy and Procedures manual updates........... 12345
3. Participates in annual Program FEVIEWV .........cceiueeeeeerieriesie st see e s e ss et s sre e 12345
4, Refer high risk clientsto RD fOr COUNSEIING.......c.civeiieiiiie e 12345
5 Attends WIC in service meetings and traiNing...........cccieecuieieieesesieseeseee e sree e seesee e snesneens 12345
6. Maintain objective and professional Standards...........ccooveeererreneereere e 12345
* Comments or examples:

E. Specific Job Duties:

1 Plans yearly nutrition education activitieS fOr ClINIC...........coiiriiiiiiieeeee e 1234

5

1. Complete inventory of nutrition education materials and medical suppliestwo times per year..... 12345

2. Investigates participant/retailer complaints and completes follow up report for WIC Operations
MaNagEr AN OSHD.......ccciiiiiieie ettt e e be e besseesbeenaesneesbeensesaeeseeeneans 12345

3. Provides vendor training with OSHD staff When NECESSArY.........coovvvriririerieeeese e 12345

* Comments or examples:

F. Supervisory Skills and Duties:
1. Provides direction to staff so that they can adequately complete their tasks and

INCTEASE TNEIT SKIlIS ... ittt bbbttt e b b 12345

2. * Sets aside sufficient time to meet and plan with Staff ... 12345
3. Helps staff become more proficient by:

a Patiently aNSWEriNG QUESHIONS.........couiitiririirieeieie ettt n e snesne e 12345

b. Giving needed direction Pleasantly...........cccceevieiierie e 12345

c Recognizing aCcComMPliSHMENES..........ccoiiiiiiciece e 12345

d Evaluating staff often and ODJECHIVELY .........coceiieiii s 12345

4. Delegates effectively and appPropriataly ........ccooeieeereieree e e 12345

5. Elicits staff iNPUt @nd aCIS ON T .......ooieeiece e 12345

6. * Assures consistency of procedures and practices among Staff..........ccooveeeeceevicce e 12345

7. Acts on staff problems quickly and appropriately..........ccooeeiieieiienereee e 12345



8. * Ensures staff are aware of and implement program policies and procedures...........cocevveveereenne 12345
0. Regularly informs staff of inter-agency communication deadlines, and changesin
POlICIES @NA PrOCEAUIES.........eeiieeiecee et ettt e st te e este e esse e teeseesseenseeseesaeeseeneesseensesnennsens 12345
10. Assistintheinterviewing and hiring PrOCESS........cveiiiiieiieeieeiee et eee et see et sre e sree s 12345
11.  *Ensuresthat staff isactively engaging iNn WOFK..........ocoieriiiieneeii e 12345
12. Promotes leadership SKillSTN OtNErS..........ooiiree e 12345
13. Evaluates staff on an ongoiNg DaSIS ........ccvieiiiii e 12345
14. Does yearly formal staff evaluations............cccoiiieiiiiicie e 12345
* Comments or examples:
G. Staff Communication and Team Membership:
1. Shares materials and INFOrMELION ..........coiiiiiiiiree et nneas 12345
2. *Uses appropriate channels for concerns and does not interfere in a situation another
Staff PErsoN ISNANAIING. ......c..oieiiee e 12345
3. * Supports team members and supervisor verbally and by attitude...........cccoeceevvecevieveereece e 12345
4, Sets aside sufficient time to meet and plan with team members..........cccoeev e 12345
* Comments or examples:
H. Work Ethics:
1 *COMES L0 WOTK ON TIMIE ...ttt sttt st e et et e nbe s be b e b e nrenns 123
2 Notifies supervisor prior to beginning of work day when not able to cometo work.............cc.c..c...... 123
3. *Misses little time Because Of IHINESS..........cvoi e 123
4, Willingly accepts Changes in Program .........coeeeieeie ettt e e e sreenes 123
5 Accepts and acts 0N CONSLIUCLIVE CITICISIM ...uveiuieiiecie ettt reene e nnas 123
6. Follows through on accepted tasks OF agreeMENtS.........c.ooveiirriiereese e e 123
* Comments or examples:

Do you have long-term employment goals?

What help do you need to accomplish these goals?

Additional Information:

Supervisor's Signature Date




WIC Clinic Manager’s Signature Date

UMCHS/RVS 0704

Rating Scale Explanation:

1 UNACCEPTABLE - Performance falls substantially short of the expectations for competency.
Requires much improvement.

2. MARGINAL - Performance does not meet an acceptable level in al areas, but employeeis steadily
improving.

3. COMPETENT - Performanceis fully acceptable. Performance meets standards set for the position on
aconsistent basis.

4, COMMENDABLE - Performance is significantly better than average. Consistently exceeds standards;,
distinctive performance.

5. DISTINGUISHED - Exceptional performance of unusually high caliber. Remarkable achievement and
pacesetting performance.

Any task marked 1, 2, or 5 must have a comment written to justify the score.
Any task marked 1 or 2 must have a plan of assistance written and be attached to the performance evaluation.

Any * task (essential job function) marked a1 or 2, no merit increase will occur until the task is brought up to
competency.

Three tasks marked a 1 or 2, no merit increase will occur until the task is brought up to competency.
[] Successful completion of a 6 month introductory period
[  Eligible for merit increase

[]  Noteligible for merit increase



