A RESOLUTION APPROVING THE INTEGRATION OF THE MATERNAL AND INFANT
HEALTH AND THE WOMEN, INFANT AND CHILDREN'S PROGRAMS; AUTHORIZING
ADJUSTMENTS TO PUBLIC HEALTH FEES; AUTHORIZING POSITION MODIFICATIONS;
AMENDING THE 2008-2009 PUBLIC HEALTH BUDGET; AND ADOPTING NEW JOB
DESCRIPTIONS

WASHTENAW COUNTY BOARD OF COMMISSIONERS

December 3, 2008

WHEREAS, the Public Health Department requests that the Board of Commissioners approve
the integration of the Maternal and Infant Health Program (MIHP) and the Women, Infant and
Children’s Program (WIC) along with position modifications, adjustments to fees and budget

amendments; and

WHEREAS, the WIC and MIHP Programs and Immunizations are critical services designed to
meet the health needs of our community; and

WHEREAS, federal and state funding for these programs does not fully cover the cost of

services; and

WHEREAS, local budget reductions make it imperative to provide these services in the most
efficient and effective manner possible; and

WHEREAS, integrating WIC and MIHP is a proven model and the State Department of
Community Health encourages the implementation of this model; and

WHEREAS, various public health fees have not been adjusted for several years; and

WHEREAS, this matter has been reviewed by Corporation Counsel, the Finance Department,
Human Resources, the County Administrator’s Office, and the Ways and Means Committee.

NOW THEREFORE BE IT RESOLVED that the Washtenaw County Board of Commissioners
hereby approves the integration of the Maternal and Infant Health Program and the Women and
Infant Children’s Program effective January 1, 2009.

BE IT FURTHER RESOLVED that the Washtenaw County Board of Commissioners hereby
authorizes the following fees:

Proposed Vaccine Fee Schedule Effective January 1, 2009

CURRENT RECOMMENDED CURRENT RECOMMENDED
VACCINE PRICE/CHILD PRICE/CHILD PRICE/ADULT PRICE/ADULT
DTap $30 $30 (no change) NA NA
Hepatitis A $20 $30 $30 $40
Hepatitis B $20 $25 $35 $45
HIB $30 $30 (no change) NA NA
MMR $50 $55 $50 $60
Pneumovax $30 $50 $30 $50
Polio $30 $40 $30 $45
PPD $10 $15 $10 $15
TD $25 $35 $25 $40
TDap $40 $50 $40 $55
Varicella $75 $90 $75 $95




Flu Vac. $20 $20 (no change) $20 $20 (no change)
Flu Mist $25 $20 (decrease) $25 $20 (decrease)
Vaccine $10 $10 $10 $15
Administration Fee

Office Visit NA $10 NA $10

BE IT FURTHER RESOLVED that the Washtenaw County Board of Commissioners authorizes

the creation and elimination of positions as follows effective January 1, 2009:

NOT

POSITION E
7748-0001
8008-0001
7740-0021
2136-0003
2528-0001
1333-0009
1748-0001

1358-0001
1358-0002
1358-0003
1358-0004
1358-0005
1461-0001
1461-0002
1461-0003
1461-0004

1461-0005

DYDY OOYT YLD

0999 YD

o)

POSITION TITLE

Program Supervisor -WIC

WIC/MIHP Supervisor

Health Services Supervisor

Social Worker-Health

MIHP Service Coordinator

Fiscal Assistant I/

Lead Enroliment & Eligibility

Specialist

WIC Program Associate
WIC Program Associate
WIC Program Associate
WIC Program Associate
WIC Program Associate

Enroliment & Eligibility Specialist

I/

Enrollment & Eligibility Specialist

I/

Enroliment & Eligibility Specialist

I/

Enrollment & Eligibility Specialist

I/

Enroliment & Eligibility Specialist

I/

a. Reclassification
b. Effective date for this position elimination is to coincide with the current occupant’s
retirement date.

c. Position to be placed on Hold Vacant Status

GROU GRAD
P E
10 77
10 80
10 77
11 21
11 25
12 13
12 17
12 13
12 13
12 13
12 13
12 13
12 14
12 14
12 14
12 14
12 14

CREATE Eliminate

1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0
1.0

BE IT FURTHER RESOLVED that the Washtenaw County Board of Commissioners takes the
following actions:

1. Amending the budget, as attached hereto and made a part hereof
2. Adopt the job descriptions as attached hereto and made a part hereof




Revenue:

Expenditures:

Public Health

Fund Summary- 2960

October 1, 2008 - September 30, 2009

Other Revenue & Reimbursement
In-Kind Contributions

Total Revenue

Other Services & Charges

Internal Service Charge

Object Description
50000 Federal Revenue
54000 State Revenue
58000 Local Revenue
60000 Fees & Services
67000

69000

69500 Transfers In
70050 Personal Services
72600 Supplies

80000

93500 In Kind Charges
94000

95000 Capital Outlay
98000 Reserves

Total Expenditures

Current
Budget

$32,776
$2,056,505
$2,337,664
$1,324,017
$66,900
$959,800
$2,466,427

$9,244,089

$6,095,510
$220,563
$1,105,245
$959,800
$855,471
$7,500

$0

$9,244,089

Revised
Budget Variance
$32,776 $0
$2,056,505 $0
$2,337,664 $0
$1,364,917  $40,900
$66,900 $0
$959,800 $0
$2,466,427 $0
$9,284,989  $40,900
$6,127,910 $32,400
$229,063 $8,500
$1,105,245 $0
$959,800 $0
$855,471 $0
$7,500 $0
$0 $0
$9,284,989  $40,900



Washtenaw County

JOB DESCRIPTION

Job Code: 8008

Authorization: 08-

Employee Group: 10
Reference: 04-0232

CLASS TITLE: WIC / MIHP PROGRAM SUPERVISOR
DEPARTMENT: Public Health
FLSA STATUS: Exempt

JOB SUMMARY:

Under the general supervision of a higher-classified employee, supervises and coordinates the
activities of supervisory, professional and other staff in a multi-program division. Employee
makes assignments to staff, evaluates job performance, counsels employees and participates in
the hiring and training of personnel. In addition the WIC / MIHP Program Supervisor is
responsible for all aspects of program management including but not limited to, budget
development, Michigan Department of Community Health Accreditation and other program
reviews and audits. This employee will provide specialized program reporting, liaison with
contractors and other community agencies.

EXAMPLES OF DUTIES

Essential Duties:

- Supervises and monitors the activities of program employees. Evaluates and verifies
employee performance through the review of work assignments in progress or upon
completion.

- Keeps the Program Administrator or Director informed of Program activities through
written and oral reports.

- Conducts interviews of job applicants. Makes recommendations to the Program
Administrator or Director concerning which applicants to hire.

- Closely monitors the job performance of marginal or unsatisfactory employees. Provides
guidance and counseling to such employees in order to improve job performance.
Completes annual performance appraisals for assigned employees. As necessary,
recommends the discharge of unsatisfactory employees to the Program Administrator or
Director.

- Develops and monitors program schedules and makes adjustments as needed.

- Closely monitors the service delivery of contractual provider agencies to insure quality of
service delivery and financial integrity.



WIC / MIHP Program Supervisor
Page Two

Gathers statistical data and reads and analyzes reports to discover problems related to the
delivery of services. Meets and confers with the Program Administrator/Director and
other agency staff to assess on-going programs and services and plan new activities.

Monitors problem areas and formulates new policies and procedures to better utilize
agency and community resources and meet community needs.

Develops program budgets with assistance of finance office staff.

Monitors expenditures to conform to budget guidelines and prepares reports as required
by funding sources.

Assesses the knowledge and skills of assigned staff and makes provision for applicable
staff training which would result in the improved delivery of services.

Assists with departmental labor relations activities.
Takes initiative in the development of special projects in response to the changing needs
of the community or federal, state or local requirements within the specified scope of

responsibility.

Consults with community agencies to assist them with accessing programs for clients and
develops partnerships with selected community agencies.

Meets and confers with representatives of community service agencies, government
officials and members of the community to discover community needs.

Prepares verbal, written and statistical reports.
Participates in workshops, meetings and conferences and serves on committees.

Speaks before interested groups on WIC and Maternal / Child Health related topics.

Performs other related duties as assigned.

The above statements are intended to describe the general nature and level of work being
performed by employees assigned this classification. They are not to be construed as an
exhaustive list of all job duties performed by personnel so classified.



EMPLOYMENT QUALIFICATIONS
Knowledge of:

Principles and practices, applicable laws and regulations covering service delivery in Public
Health.

Administrative principles and practices, including goal-setting, work teams approach, and
general management methods.

Public Health policies, procedures, rules and regulations.

Techniques of dealing effectively with individuals of varying socio-economic backgrounds.

General knowledge of common office computer software programs as well as applications,
which are specific to the assigned Human Services area.

Programmatic knowledge in relation to specific program components/populations served by
division programs.

Skill in:

Performing variety of professional level analytical work without close supervision.

Setting priorities coordinate multiple projects and meeting critical deadlines.

Interpreting, applying and explaining complex laws, policies, and regulations.

Analyzing complex personal and procedural problems, evaluating alternatives and making sound
recommendations.

Planning, directing and reviewing the work of others.

Using sound independent judgment within established policy and procedural guidelines.

Maintaining accurate files and records.

Preparing clear, concise, and effective written materials.

Establishing and maintaining effective working relationships with those contacted within the
course of work.

Operating standard office equipment, including but not limited to personal computer, fax
machine and photocopier.

PHYSICAL DEMANDS

Duties require sufficient mobility to work in a normal office setting and use standard office
equipment including a computer, vision to read printed materials and a VDT screen and hearing
and speech sufficient to communicate in person or over the telephone.

These requirements may be accommodated for otherwise qualified individuals requiring and
requesting such accommaodations.

EDUCATION
Bachelor’s Degree or equivalent in Dietetics (Registered Dietitian preferred), Nursing, or other
Public Health related field. Master’s Degree preferred.

EXPERIENCE
Five (5) years or more of progressively responsible experience within Public Health and
Maternal / Child Health.

This class description intends to identify the major duties and requirements of the job and should
not be interpreted as all-inclusive. Incumbents may be requested to perform job-related duties
other than those outlined above and may be required to specific job-related knowledge for
successful job performance.



Washtenaw County

JOB DESCRIPTION

Job Code: 2528
Authorization: 08-
Employee Group: 11

CLASS TITLE: MIHP SERVICE COORDINATOR
DEPARTMENT:  Public Health
FLSA STATUS: Exempt

JOB SUMMARY:

Under the general supervision of a higher-classified employee, provide program guidance to the
MIHP staff. Coordinate Team activities and Early On services. Maintain quality assurance
documentation. Develop and coordinate outreach programs. Provide direct services to program
participants.

EXAMPLES OF DUTIES

Essential Duties:

Insures that all Federal and State guidelines, accreditation targets and performance
outcomes are met.

Participates in service planning, research, analysis, and evaluation of the MIHP and Early
On Programs.

Prepares and participates in the collection of data and information on MIHP and Early On
services.

Monitors grant proposals and programs.
Coordinates and maintains the Early On Program.
Serves as Team Leader and provides administrative support to program staff.

Assists in the assessment of community health needs and the planning, developing and
implementation of MIHP and Early On Services.

Works closely with the WIC / MIHP Supervisor and WIC Service Coordinator on
program coordination, quality assurance, planning, development, and outreach for WIC,
MIHP, and Early On services

Maintain records of all outreach activities.



MIHP SERVICE COORDINATOR
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- Monitor professional and para-professional practice and program activities to assure
compliance with State and local agency policies and procedures

- Monitor and maintain agency’s quality assurance procedures.

- Provides direct client services to department customers.

- Provide for initial and ongoing training for program staff.

- Participate in the planning and presentation of workshops, meetings and conferences.
- Initiate and maintain close working relationships with community partners.

- Assist and direct the work of students and interns working or observing within the
program.

Important Duties:

- Uses standard office equipment in the course of the work. May drive a County or
personal vehicle in the performance of the work.

- Performs other related duties as assigned.

The above statements are intended to describe the general nature and level of work being
performed by employees assigned this classification. They are not to be construed as an
exhaustive list of all job duties performed by personnel so classified.

EMPLOYMENT QUALIFICATIONS
Knowledge of:
- Principles and practices, applicable laws and regulations covering service delivery in the
discipline to which assigned.
- Administrative principles and practices, including goal setting, work teams approach and
general management methods.
- Department and State MIHP and Early On policies, procedures, rules and regulations.
- Techniques for dealing effectively with individuals of varying socio-economic
backgrounds.
- Community resources available to customer families and individuals.

- General knowledge of common office computer software programs as well as
applications which are specific to the assigned unit/department.

Skill in:
- Interpreting, applying and explaining complex laws, policies and regulations.
- Analyzing complex personal and procedural problems, evaluating alternatives, and
making sound recommendations.



MIHP SERVICE COORDINATOR
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- Using sound independent judgment within established policy and procedural guidelines.

- Maintaining accurate files, records, program statistics and measures.

- Preparing clear, concise and effective written materials.

- Establishing and maintaining effective working relationships with those contacted within
the course of work.

LICENSES AND CERTIFICATIONS

Possession of a valid Michigan Vehicle Operator’s License is required.

Possession of a Master's degree in Social Work and qualified for State Certification.
Preferred Infant Mental Health Certification or Infant Mental Health Specialist.

PHYSICAL DEMANDS

Duties require sufficient mobility to work in a normal office setting and use standard office
equipment including a computer, vision to read printed materials and a VDT screen and hearing
and speech sufficient to communicate in person or over the telephone.

These requirements may be accommodated for otherwise qualified individuals requiring and
requesting such accommaodations.

EDUCATION
Possession of a Master's Degree in Social Work and qualified for State Certification.
Preferred Infant Mental Health Certification or Infant Mental Health Specialist.

EXPERIENCE
A minimum of three (3) years of experience in providing services to families with emphasis on
infants and pregnant women.

This class description intends to identify the major duties and requirements of the job and should
not be interpreted as all inclusive. Incumbents may be requested to perform job-related duties
other than those outlined above and may be required to have specific job-related knowledge for
successful job performance.



Washtenaw County

JOB DESCRIPTION

Job Code: 1748
Authorization: 08-
Employee Group: 12

CLASS TITLE: Lead Eligibility and Enrollment Specialist
DEPARTMENT: Public Health
FLSA STATUS: Non-Exempt

JOB SUMMARY:
Functions as Lead Eligibility and Enrollment Specialist; provides training, guidance, and quality
assurance monitoring of Eligibility and Enrollment Specialist work.

EXAMPLES OF DUTIES
Essential Duties;
e Ability to function as team leader for Eligibility and Enrollment staff.

e Thorough knowledge of both the WIC and MIHP programs.

o Excellent customer service skills including the ability to diffuse difficult customer situations.
e Good working knowledge of community resources and public benefits eligibility.

e Accurate data entry skills and proficiency with Word, Excel, Encompass and Access.

e Ability to assess client/family needs and enroll clients in MOMS, MI-Child, Healthy Kids,
Washtenaw County Health Plan and Plan First.

e Excellent communication skills.
e Ability to fill in at EES position as needed.

e Responsible for data entry of client information into Encompass, ability to troubleshoot issues
and run reports.

e Prepares records for opening and closing of client case.

¢ Readjusts clinic schedule to verify exact appointment numbers, correct errors, and maximize
clinic scheduling.

e Provide transportation resources for MCH clients (cab rides, etc.)
e Monitors compliance of record retention policies.
e Ability to manage ordering for Integrated WIC/MIHP program needs.

e Monitor equipment inventory, manage equipment repairs and routine maintenance.



e Manage all satellite clinics.

e Monitors and tracks monthly statistics on types of insurance billed, referrals received, and visits
made.

o Works closely with PH Finance to monitor Medicaid billing and resolve problems when they
arise.

e Monitors staff accuracy in areas of data entry, recordkeeping, Staff Activity Logs, and billing.
e Schedule, provide, and track required training for all Enrollment and Eligibility Specialists.
o Bilingual skills desirable.

The above statements are intended to describe the general nature and level of work being
performed by employees assigned this classification. They are not to be construed as an
exhaustive list of all job duties performed by personnel so classified.

EMPLOYMENT QUALIFICATIONS
Knowledge of:

Managed Care for Medicaid recipients.
Public benefits and public health programs.
Family-centered care

Recordkeeping principles and practices.

Skill in:

Working independently and guiding the work of a team.

Communication skills -- listening, presenting, oral/written communication.

Proficient use of computer software including but not limited to Word, Excel, Encompass, and
Access.

Extensive experience working with families and children.

Applying and explaining policies and procedures.

Using sound independent judgment within established policy and procedural guidelines.

Organizing and prioritizing own work.

Establishing and maintaining effective working relationships with those contacted within the
course of work.

Bi-lingual skills desirable.

LICENSES AND CERTIFICATIONS
Possession of a valid Michigan Vehicle Operator's license required.

PHYSICAL DEMANDS

Duties require sufficient mobility to work in a normal office setting and use standard office
equipment including a computer, vision to read printed materials and a VDT screen and hearing
and speech sufficient to communicate in person or over the telephone.

These requirements may be accommodated for otherwise qualified individuals requiring and
requesting such accommodations.



EDUCATION
Possession of a High School diploma and 2 or more years of post high school education.

EXPERIENCE

A minimum of one (5) years of experience working with a team in Family Service delivery.
This class description intends to identify the major duties and requirements of the job and should
not be interpreted as all inclusive. Incumbents may be requested to perform job-related duties
other than those outlined above and may be required to specific job-related knowledge for
successful job performance.




Washtenaw County

JOB DESCRIPTION

Job Code: 1461
Authorization: 08-
Employee Group: 12

CLASS TITLE: Eligibility and Enroliment Specialist I/11
DEPARTMENT: Public Health
FLSA STATUS:

JOB SUMMARY:

Under the supervision of a higher classified employee, promotes participation in Maternal Child
Health Services and public assistance programs. Assesses family situations and assists them to
enroll in programs in which they qualify

EXAMPLES OF DUTIES

Essential Duties:

Receive client and performs WIC/MIHP eligibility and enrollment.

Enroll client/family in other public benefits programs in which they may qualify such as
MOMS, Healthy Kids, MIChild, Washtenaw Health Plan, and Plan First.

Enter data into MIWIC and Encompass including registering new clients.

Schedule client for follow-up visit with the appropriate professional.

Perform accurate anthropometric measurements, hemoglobin, and blood lead tests as
necessary.

Attend satellite clinics as assigned.

Provide accurate information to the public via phone regarding programs, eligibility
requirements and community services that may meet client/family needs. Assesses
family needs during initial phone screening and makes the appropriate referrals or begins
the enrollment process.

Schedule appointments into the centralized appointment system while coordinating
schedules which will maximize family and agency needs and resources.

Instruct client concerning what to bring to appointments.

Ascertain where client is receiving care.

Generate scheduling reports and reminder lists.

Make changes to appointment schedules as needed.

Compile program information packets and mail to clients.

Answer all incoming calls to provide information or schedule appointments.

Generate weekly clinic schedules for cross-trained professionals.

When working in clinic; greet clients and enter/update information into Encompass and
MIWIC.

Inform CPA/Cross-trained Professional that client has arrived.

Check client out at the end of the appointment and charges EBT card.

Prepare charts and resource folders; retrieves files in preparation for clinic.

Perform other duties as assigned.



The above statements are intended to describe the general nature and level of work being
performed by employees assigned this classification. They are not to be construed as an
exhaustive list of all job duties performed by personnel so classified.

EMPLOYMENT QUALIFICATIONS

Good working knowledge of the following programs: Medicaid , Healthy Kids, MI Child,
Washtenaw Health Plan, Plan First and other Public Health Programs.

Good understanding of family-centered care.

Knowledgeable about available community resources.

Basic understanding of business arithmetic, including percentages and decimals.

Good communication skills -- listening, presenting, oral/written communication.

Good knowledge of recordkeeping principles and practices.

Basic business data processing principles and systems, including the basic use of word
processing and database applications on personal computer equipment.

Highly accurate data entry skills a necessity.

Bi-lingual skills desirable.

Skill in:

Applying and explaining policies and procedures.

Organizing and maintaining accurate files and records.

Making accurate arithmetic calculations.

Using sound independent judgment within established policy and procedural guidelines.

Preparing routine correspondence from brief instructions.

Organizing and prioritizing own work.

Establishing and maintaining effective working relationships with those contacted within the
course of work.

Entering data into a computer terminal with sufficient speed and accuracy to perform the work of
the department.

LICENSES AND CERTIFICATIONS
Possession of a valid Michigan Vehicle Operator's license required.

PHYSICAL DEMANDS

Duties require sufficient mobility to work in a normal office setting and use standard office
equipment including a computer, vision to read printed materials and a VDT screen and hearing
and speech sufficient to communicate in person or over the telephone.

These requirements may be accommodated for otherwise qualified individuals requiring and
requesting such accommaodations.

EDUCATION
Possession of a High School diploma or its equivalent.

EXPERIENCE
LEVEL I-GRADE 14-A minimum of one (1) year of experience working with the public,
preferably in Family Service delivery.

LEVEL II-GRADE 15- Two years at LEVEL | with satisfactory job performance.



This class description intends to identify the major duties and requirements of the job and should
not be interpreted as all inclusive. Incumbents may be requested to perform job-related duties
other than those outlined above and may be required to specific job-related knowledge for
successful job performance.
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