
RECORD REVIEW 
TRAINING
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‘Quality is about meeting requirements 
– nothing more, nothing less.’

Philip B Crosby



Introductions

WIC staff
◦ Name
◦ Agency
◦ What do you struggle 

with in regard to Record 
Reviews?

MDHHS/WIC Staff Trainers
◦ Nancy Erickson, MS, RD
◦ Tina Hickey, BS
◦ Meryl Smith, MS, RD
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Purpose 

◦ Improve quality WIC Services

◦ Obtain/Improve Skills in Chart 
Reviews 

◦ Identify and use MIWIC Reports for 
quality assurance
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Record Review- Just the Beginning
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Quality 
Services

Staff –
Client 

Interaction

Observation

Chart 
Review



Active Record Review
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Finding records to evaluate
◦ Identify report-Clients by Cert End Date
◦ Generate report for selected period
◦ Select clients (PBNIC)
◦ Use clients currently on WIC and certified 

 for at least 5 months, especially for NE
◦ BVT date should be current
◦ Select varied staff –unless you are reviewing new 

staff, then select records completed by that person
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MI-WIC        
Reports

for Management Evaluations
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Individual staff or all
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Clients by Cert 
End Date
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What does the Record Review tell 
us? 

◦Nutrition Education 
◦Referrals Provided
◦Breastfeeding referral & support
◦Food Packages/Benefit Issuance
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Active Record Review
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Nutrition Education(NE)    
Evaluation
◦ Length of cert period (in months)
◦ 30-day Extension?
◦ Number NE Contacts Required- 1/quarter

◦   10–12-month cert period-4 NE      
Contacts 

◦  7-9 Months -3 NE 
◦  4-6 months -2 NE 
◦  1-3 months -1 NE
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Nutrition Education: 
# Offered or Provided
◦ Scheduled Nutrition Ed

◦ If NE plan states Education Mall or 
Internet, constitutes offer of NE
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Nutrition Education Contact: 
One contact per date. 
Multiple NE Topics on 

      ONE DATE is still ONE CONTACT. 



Evaluation: Scoring

 Evaluate record using checklist:
Y met expectations/policy
N did not meet expectations/policy
N/A not applicable to record

 ‘N’ will auto-tabulate under Total Errors
   -Two or more is a CITATION for ME’s
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Nutrition Education

◦ # months of cert
◦ Calculate 

expected NE
◦ # NE received
◦ Did this meet 

requirements?
◦ Content 

Documentation 
complete?
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Nutrition Education
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o Past Appointments
o Offered=Scheduled
o NE Plan-Mall or Internet 

not scheduled

Plus….



Nutrition Education

◦# NE received
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Planned NE Method 
Documented?

18

• Document at Certs, Recerts and Evals



NE Content Documented
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Previous NE Reviewed
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NE Plan Provided?
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Referrals
◦ 5.1a Client without insurance referred to 

Medicaid? Refer to Medicaid if Not Enrolled

◦ 5.1b Other referrals documented, if applicable?
◦High Risk: NCRD or Non-WIC RD, or refused
◦ PG/Infant:  MIHP/Healthy Start/Nurse Family 
Partnership if available
◦ PG-BE-BP/Infant: BF assistance
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Referrals verification
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6.5d Breastfeeding referral
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Notification of Birth

◦ PCert Screen

◦ BF Support Screen
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Benefit Issuance &
Single Cert

◦ Verify client did not receive more than 
 3 completed months of benefits at a time
◦ Verify certification performed by multiple staff or 

additional verifications scanned
(Income tab & Cert Complete)
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8.1a Benefit issuance
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Benefit Issuance cont’d

28



Certification Staff
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Pending Lab Follow-up

30



5.3d EVALs for I/C/BE/BP
◦ Verify client 

completes or 
scheduled 
for Mid-cert 
EVAL
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7.2a Food Package

◦ Food package 
appropriate for 
category of  
mom and baby?
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7.2a Food Package

◦ 2% Milk
◦ C1-Note
◦ C2-4 & PG 
      Risk Code
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REVIEW: 
   STANDARD MILK PACKAGES 

& ALTERNATIVES
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CHILDREN

Standard
◦  Ages 1 to 2 years: whole milk* 

◦Ages 2 – 4 years: skim (fat free), ½% or 1% milk* 
(unless they have a qualifying condition &

require a WIC formula with medical documentation)

*2% milk allowed if they meet certain criteria …  
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2% Milk (C1 12-23 mos)

Criteria for 1 y.o. child:
 
HCP recommends 2% milk 
Overweight or obesity is a concern 
Family History of obesity
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2% Milk (C2 –C4)

Criteria for a 2 - 4-year-old child:

 At-risk of underweight (103.02)
 High-risk underweight (103.01+ )
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2% Milk (PG, BE, BP, NPP)

Criteria for a woman to receive:

  Pre-pregnancy underweight (101)
  Postpartum underweight (102)
  Low maternal weight gain (131+ )
  Maternal weight loss during 

pregnancy (132+ )
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Soy Beverage
◦ For Women: A preference
◦ For Children: CPA can determine 

◦ Criteria & Documentation for Children:
• Milk Allergy
• Lactose Intolerance
• Vegetarian/Vegan Diet
• Cultural Practice 

• (includes religious practice)

2017   
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7.2b Breastfeeding
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You’ve finished the Active 
Record Review!!
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Now what?

◦ Once review is complete evaluate what 
are the concerns from the data…
◦ Doing well in that area!
◦ Lack of understanding of policy?
◦ Need for clarification or training?

◦ Share results with staff
◦ Keep your documentation
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