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POLICY: Informing Clients of their Rights and Responsibilities 
  

Staff must inform clients and caregivers of their rights and responsibilities for the WIC 
Nutrition Program at the appointments listed below. Clients and caregivers must sign the 
Rights and Responsibilities form in ink. 
 
1. New certification. 

 
2. Presume eligible. 
 
3. Enroll infant. 

 
4. Recertification. 

 
5. Transfer in from in-state and out-of-state. 
 
Note: There may be other times when state or local WIC staff ask the client or caregiver 

to review the Rights and Responsibilities form. 
 

Staff can use one Rights and Responsibilities form for household members certified or 
transferred-in on the same day. Household members certified on a different day must use 
another Rights and Responsibilities form. Staff must keep signed Rights and 
Responsibilities forms for four years, with a minimum of one year on-site. Signed paper 
copies and scanned electronic copies are allowed. 
 
Staff must verbally review the “Agreement” section of the Rights and Responsibilities 
form with applicants, clients and caregivers at each appointment type listed above. The 
person must agree to this section of the Rights and Responsibilities and sign the form in 
order to participate in WIC. 
 
Staff aren’t required to verbally review the “Permission” statement unless the applicant, 
client, or caregiver has questions. Agreement to the Permission statement isn’t required 
for WIC eligibility. The person can cross out the Permission statement, sign the form and 
participate in WIC. 
 
Staff must give applicants, clients, and caregivers the opportunity to discuss any concerns 
or ask questions about the Rights and Responsibilities form before signing. 

 
 Staff must provide the Rights and Responsibilities form in the applicant’s, client’s, or 

caregiver’s primary language, if available. If no written translations are available in that 
language, clinic staff must provide the materials in English and have an interpreter or the 
Language Line provide the information to the person.  
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PROCEDURE: 
 
A. Staff: 
 

1. Ask the applicant, client, or caregiver to read both sides of the Rights and 
Responsibilities form.  

 
a. Read the form to the person, if the person asks. 

 
b. Use an interpreter or the Language Line as needed. 

 
2. Verbally review the Agreement section of the Rights and Responsibilities form. 
 
3. Give the person an opportunity to ask questions about the form before signing.   

 
4. Write the names of all clients in the household on the form. Write the name of the 

caregiver if applicable.  
 

a. Clients in a household certified or transferred-in on the same day can use 
one Rights and Responsibilities form. 
 

b. Staff can use a separate form for each household member. For example 
staff may choose to do this for foster children.  

 
5. Ask the person to sign and date the form in ink. 
 
6. Initial each method listed at the bottom of the form used to provide information to 

the person when it applies.  
 

a. Methods include: interpreter, written translation, read to client, and other. 
 
b. Write how the information was provided when “other” is marked.  

 
7. Give the person a Rights and Responsibilities form to keep.  
 

a. A blank Rights and Responsibilities form can be given or a copy of the 
signed form. 

 
b. Staff don’t have to give an additional copy if the person has a current 

Rights and Responsibilities form from a previous appointment. 
 
8. File the signed Rights and Responsibilities form.  

 
a. Keep the signed copy on file for four years, and available on-site for at 

least one year.  
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b. Signed paper or scanned electronic copies are allowed. 
 
B. When a person doesn’t agree to the Permission statement:  

 
1. Ask the person to draw a line through the Permission statement. 
 
2. Ask the person to initial and date next to the crossed out statement. 
 

Information: 
 

Clinic staff aren’t allowed to give information about WIC clients or their caregivers to 
other health services or social programs unless: 
 
1. The local WIC clinic has a Memorandum of Understanding (MOU) with the 

organization. 
 

2. The person is notified, or has signed a separate release of information form. See 
Volume 1, Chapter 25 Legal Considerations and Confidentiality for guidance 
about releasing client information. 

 
A sample copy of the Rights and Responsibilities form is in the Appendix. The form is 
available from the Department of Printing in many languages. 
 
Staff can use one form for household members certified or transferred-in on the same 
day. This helps clinic efficiency and uses resources wisely. However, staff can use one 
form per person. Some clinics may choose to do this for foster children or the clinic files 
Rights and Responsibilities alphabetically by client name. 
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