
LARC Refresher Training 
Webinar 

June 14, 2016 

9:30 am – 11:30 am 

Conference Call #: 877-820-7831 

Passcode: 381274# 



Overview – Agenda 

 
1) Resources 

a) Retailer/Farmer Handbook 
b) CO WIC Program Manual 
c) WIC’S WORLD 
d) Compass Reports 
e) MJ  
 

2) Store Responsibilities 
a) Training 
b) Keep manual 
c) How to order materials 
d) Shelf tags 

3) Resolving Issues 
a) What did the store manager say? 
b) Store complaints 

 
4) Monitoring Visits & Reports 

a) Step by step on how to complete a 
monitoring visit 
b) Scheduling 
c) Benefits of WIC for retailers & clients 
d) Issues 

 
5) Compass 

a) Reports 
b) Your Stores 
c) Checking Status 
d) Updating Information in Compass 
e) How will life change with eWIC? 



Questions to Ponder? 



Resources 
1. Retailer/Farmer Handbook 
2. CO WIC Program Manual 
3. WIC’S WORLD 
4. Compass Reports 
5. MJ , Peg (materials), Katie Roby (check questions) 
6. Website:  www.coloradowic.com 
7. LARC Quarterly Call 
   

 

 

http://www.coloradowic.com/


Store Responsibilities 

• Training 

• Knowing the violations, the foods, why checks rejected 

• Buttons to push on cash register (POS) 

• DVD- or  chain chain’s training intranet 

• Keep manual 

• WIC’S WORLD- USE IT!!!  

• 2 Issues so far in 2016 

• State keeps copies of agreement 

• Shelf Tag 

• Safeway/Albertsons 

• Walmart  

• Love takes time . . . . .  

 

• Shelf Prices-must receive every 6 months 

• Minimum Stocking 

• How to order materials 



Local Agency Retailer Coordinators’ 
(LARC) Responsibility 

State Retailer 
Coordinator’s  
Responsibility 

 
Complaints 

•Initial and day-to-day routine complaints should be resolved and 

documented in the retailer and/or participant file. 

•Ongoing or serious violations should be reported to the State Retailer 

Coordinator. 

•All Civil Rights complaints must be documented and forwarded to State 

Retailer Coordinator. 

 

•Coordinate the handling and 

documenta-tion of  retailer and participant 

complaints. 

•Initiate undercover investigation to detect 

non-compliance with Program’s policies and 

procedures. 

 
Issues/ 
Sanctions 

LA is responsible for counseling, giving warnings or disqualifying abusive 
participants.  
 
Contact Store;  
Resolve & document OR Send Problem Report to State  

 

•Determine the type and level of sanctions to 

be assessed against abusive retailers.   

 
Visits 

•Monitor one third of all stores every year 

•Monitor 100% of all high risk retailers as identified by State 

•Send completed Reports to MJ 

•Follow up with retailers as necessary and to ensure compliance 

•Providing training to LARC. 

•Determine high-risk retailers. 

•Submit report to USDA annually. 



Resolving Issues 
• Retailer and/or Client Complaints 

 Document the complaint in Compass 

 Counsel Client and/or retailer 

 

• Participant complaint about Store 
• Complaints or problems about a retailer 
should be reported to the LARC, who 
should contact the retailer to discuss and 
resolve initial problems.  

• What did the store 
manager say? 

 
• TIPS: Veronica- Store calls-reports 

on call-plan of action. Keeps log. 
See certain pattern, when to call 
and when to wait.  

• What types of problems should be handled by the LARC? 

• LARCs are responsible for:   

• Resolving routine problems such as: 

• Day-to-day complaints. 

• Occasional stocking problems. 

• Documenting problems/complaints and follow up on 
WIC. Retailer/Participant Problem Report form. 

• When appropriate, providing written notice to the 
retailer with a corrective action. 

• Referring ongoing/serious problems to the State 
Retailer Coordinator. 

 

• When should the State Retailer Coordinator be notified?  

• State Retailer Coordinator should be notified: 

• When there are ongoing problems with a specific 
retailer. 

• When violations are discovered. 

• When a Civil Rights Complaint is received. 

• Any time you have a question or concern about a 
retailer or WIC Program policies and procedures that 
relate to retailer coordination. 



Retailer Files 
 

Keeping detailed records is a key to effective coordination 
between the State, Local Agency & Retailers 

 

Local Agencies are encouraged to keep files or track 
communications in Compass (Vendor Log) 

 



Monitoring Visits/Reports 

WHEN: 
 - At a minimum, WIC-approved stores will be 
monitored every 3 years.  
 
- High risk and stores with ongoing problems will be 
monitored more frequently.  

• Monitor one third of all stores every year. 
• Scheduling 

• TIPS FROM SUE: 
• Break your stores up in thirds for each agreement period 

(do as I say, not as I do!), so you don’t have so many to do 
at the last minute.  

• Don’t call to set up appointments too far in advance, 
maybe a week ahead, their schedules can change 
frequently.  

WHY:  
Periodic monitoring visits are conducted to: 

•Help the store and build a relationship. 
•Identify issues and correct them.  
•Discuss any problems or questions the retailer may be 
experiencing.  
•Review WIC infractions and penalties for non-compliance.  
•Share and repeat- the benefits of WIC. 
•Making sure $60 million is being spent to compliment 
nutrition education! 

 
HOW:  
Monitoring Reports 

• Send the completed Retailer Monitoring Report Form to the State 
Retailer Coordinator. 

• Follow up with retailers as necessary and to ensure compliance. 

Next:  
General step by step on how to complete a monitoring visit. 



How do I prepare for a Formal 
Monitoring Visit? 

• The following steps should be taken when preparing for a 
Formal Monitoring Visit: 

• Schedule an appointment with the Store Manager and/or 
Front End Manager. 

• Request a review of the store’s Retailer Manual. 

• Share their WIC history with them: 

• Complaints 

• Previous issues 

• WIC dollars spent 

 



Monitoring Visits - Before  A 
Store Visit 
• Call Store First  

• Introduce yourself 

• Figure out who you are meeting with  

• Explain what your expectations are during the visit 
 

• Discuss with store representative what you need to see: 

• Retailer Manual 

• WIC’s WORLD 

• WIC training DVD 

• Training Documentation 

• WIC checks 

• Ask them if they have questions about WIC items or if their cashiers do 
 

• Other items you may need to bring: 

• Extra Allowable Foods Lists 

• Your contact information 

• Lists of issues that you have had with the store or WIC shopper feedback 



 How do I conduct a Monitoring 
Visit?   
The goal is to create a partnership with our retailers and work through questions 

and problems.  

 

Steps:  

• Introduce yourself and explain your role with WIC  

• Give your contact info 

• Review demographic information & make necessary changes 

• Pointing out Annual WIC Sales 

• A detailed TIP sheet is available upon request-MJ 

 

• Begin a dialog with manager to establish a positive working relationship; 
stressing the importance of their role 





• Do the Shelf Survey 
First 
– Look for the most 

expensive items 
allowed 

– Look to see if they 
have a Foods List at 
each register 









Monitoring Visits - After the 
Visit 
• Leave a copy of the report with the store 

• Indicate whether store is in compliance or out of compliance. If out of compliance, complete 
appropriate last sections of report. Explain any deficiencies and request a Corrective Action Plan 
(CAP) be written on report.  

• Send a copy of the full report and shelf survey to: 
Melanie Jacobs, Retailer Specialist 

Scan/Email: melanie.jacobs@state.co.us  
Fax: (303) 756-9926 
Mail:  

CO Dpt. Of Public Health & Environment 
ATTN: PSD-WIC Program Retailer Unit 

4300 Cherry Creek Drive South 
Denver, CO 80246-1530 

 
• File original copy for a minimum of 6 years 
• Follow up with retailers as necessary and to ensure compliance; Track in Compass 

 
Natalie 

mailto:melanie.jacobs@state.co.us


COMPASS 
• Reports- 

Report of Sales 
Your Stores 
Checking Status 
 

• Updating Information in Compass 
 

 



LARC TIPS 
10 minutes of great tips from the experts!! 



Questions? 
Many retailers do not stock store brand quarts of milk and WIC 

participants have been told that they cannot purchase the 
national brand. What should a LARC do in this situation? 

 If store brands are not available, WIC participants may purchase 
national brand milk. The LARC should work directly with the 
store manager to ensure his cashiers allow national brands of 
milk quarts when store brands of the item are not available. 
Stress to the store that the Foods List should be consulted for 
(and has the answers to) most questions about WIC foods.   

 

Lingering Questions? 
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