
 

Department of 
Health and Social Services 

 
DIVISION OF PUBLIC ASSISTANCE 

Family Nutrition Programs 
Juneau  

 
130 Seward Street, Suite 508 

PO Box 110612 
Juneau, Alaska 99811-0612 

Main: 907.465.3100 
Fax: 907.465.3416 

 
 

 
MEMORANDUM 

 
All LA Memo 13-05 
 
DATE:  January 11, 2013     Action: _X___ 
        Information:  _X___ 
TO:  X-LA Coordinators    Policy: _X__ 
  X- LA Satellite Clinics 
 
FROM:  Kathleen Wayne, RD, MS, LD 
  FNP Program Director 
 
SUBJECT: WIC coverage during simultaneous extended staff leave   
 
 
This memorandum transmits guidance on the State WIC Program’s requirements and expectations of covering local  
agency staff absence of five business days or longer.  Clinics should be open five days a week with closures  
occurring only for unusual circumstances such as clinic moves, training (SPIRIT) or during the holidays for one or  
two days.  Office closures of more than five business days must be approved in advance by the State  
office.  LA current contingency plans may already have these items covered.  In which case, please review  
it against the information addressed in this memo, and modify your contingency plan accordingly.  Advanced  
planning (for coverage) and staggering leave might help you avoid activating your contingency plan in the first  
place.  Forward any updated contingency plans to Dana Kent at:  dana.kent@alaska.gov. 
 
Daily Operations Covered—no subcontract required 
When taking/approving staff leave, the local agency must ensure that staff coverage for Dietitians/Nutritionists and/or the 
WIC Coordinator, WIC CPA, and Clerical staff are not on leave simultaneously for a period of more than five business 
days.   
 
Daily Operations Not Covered---subcontract is required 
If the leave would impact WIC daily operations and management of the program, the local agency must secure a contract 
with a qualified individual before the leave occurs to ensure the availability of WIC services.  If application processing 
standards cannot be met or administrative functions that impact program management cannot be accomplished during the 
staff leave, this should indicate a need to secure a contract.  The contractor will perform the full range of duties including 
both the administrative and management functions, encompassing staff supervision, financial reporting, and those duties 
described in Chapter 2 of the WIC Policy and Procedure Manual under “Local Agency Staffing Requirements,” at the 
attached website, below: 
http://dhss.alaska.gov/dpa/Documents/dpa/programs/nutri/downloads/Admin/PolicyandProcedures/Admin_PandP_Ch2.pd 
 

http://dhss.alaska.gov/dpa/Documents/dpa/programs/nutri/downloads/Admin/PolicyandProcedures/Admin_PandP_Ch2.pd
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The contract must specify the tasks to be performed as described above and in the WIC Policy and Procedure Manual; 
how WIC participants, vendors, and referral agencies will be notified of the absence; and contact information for the 
contractor.  The contract must include the contractor’s address, telephone number, and where they can be reached in an 
emergency, especially if they do not reside in the LA area. A copy of the contingency plan and the notification to 
participants must be submitted to the State WIC office at least ten business days before the absence begins. 
 
Single Staff Clinics 
If the WIC clinic has only one staff member, the State requires a contingency plan that shows the absence will not impact 
WIC services.  The LA must submit a revised contingency plan to the State WIC office ensuring how coverage will be 
maintained during this period of absence.  This plan must identify the alternate contact and show how WIC participants, 
vendors, and referral agencies will be notified.  The notification should include the name of the contact person and their 
telephone number.  A copy of the contingency plan and the notification to participants must be submitted to the State WIC 
office at least ten business days before the absence begins.  If the absence necessitates a contract for WIC coverage, see 
the guidance above to meet the State of Alaska expectations and USDA regulations. 
 
Please contact Dana Kent at 465-5322 or Becky Carrillo at 465-8629 if you have any questions concerning this memo. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


