CCI Lobby Staff Training for Eligibility & Enrollment Pilot 
Wednesday, 04/09/2014
Faculty: JC, LI, PO, SH, JN
[bookmark: _GoBack]
Purpose
Provide non-members with an appointment to CEC and prepare them for a successful eligibility & enrollment appointment at the CEC by providing a list of documents to bring.
Agenda
1. Household Assessment Questionnaire (see example below)
· Lobby staff will provide this questionnaire to the non-member to complete. 
· The information gathered will be used by Wendy Chang/CEC to determine which health insurance program is best for this household’s situation. 
· The information that is gathered should also be entered in the Outlook Calendar.
Today’s Date: 
Language Spoken: 
Purpose of the appt:  Medi-Cal, or Covered CA application
Client’s Demographic Information: 
                Name: 
                Age: 
                Marital Status: Single, Married, or Divorce
                Legal Status (Citizen, Green Card, etc.): 
 Gross Income (Not Net Pay):  $400 per month from SSI, unemployed, or $800 per month
 Current Coverage, if any: 
Family Size:  2
How many people need coverage:  2
Best Contact Number:  
 
RECORDED BY: (staff name)

2. Scheduling a CEC Appointment (see handout for step-by-step screen shot details)
· Must use Outlook Calendar- Open Shared Calendar-> Certified Eligibility Calendar 
· Family Household Size Determines Duration of Appointment (60 min. vs 90 min)
	Family Size
	Appointment Duration

	2 or less
	60 minutes

	3 or more
	90 minutes



· Dates OK to Schedule: 04/15/14 (AM) & 04/17 (PM)
· Resource to Schedule: Wendy Chang




3. List of Documents to Bring (available in Chinese & English only)
· Once the CEC appointment is scheduled, Lobby staff will provide the “Documents to Bring” sheet to the non-member. 
· Lobby staff will explain to the non-member that the person should check off the documents that apply and instruct the non-members to bring the documents for all household members to the CEC appointment.
· By bringing all the appropriate documents to the CEC appointment, we are preparing the non-member for a successful application submission on the first visit to the CEC. 

4. Logging Non-Member Encounters (see Lobby Log)
· Log will be similar to the current log that is being used to document the Lobby activity. 
· We’ve added and consolidated the following columns to the new log:
i. Family Size
ii. Referred To Membership, Clinic, CEC
iii. Appointment Date & Time
iv. Documentation Sheet Given
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