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ATTACHMENT 14
FACILITATED ENROLLMENT PROGRAM - WORKPLAN


FE Agency: _________________________________________________________

Contact Person Name: __________________________________________________
Contact Person Telephone Number: _________________________________________

	Start-Up Activities
	Expected Outcomes/Deliverables
	Time Frame
	Responsible Party

	Develop proposed FE workplan and 12-month line item budget and budget justification 
	Approved final workplan and budget by SDOH (must be approved prior to SDOH contract approval)
	
	

	Identify and submit to SDOH for approval facilitated enrollment site schedule (locations w/address, days and times, and languages spoken)
	Appropriate sites with day, evening, and weekend  hours to reach target population (must be approved prior to SDOH contract approval)
	
	

	Develop and submit to SDOH for approval protocols with local department(s)of social services/HRA and FE agency internal operating protocols
	Protocols with LDSS(s)/HRA and internal operating protocols outlining quality assurance process, and receipt and processing of applications (must be approved prior to SDOH contract approval)
	
	

	Complete State and Federal Confidentiality Requirements Statement for FE Agency and send to SDOH
	Understanding of confidentiality requirements documented (must be approved prior to SDOH contract approval)
	
	

	Develop Contract with SDOH
	Signed grant contract sent to SDOH within 30 days of contract receipt
	
	

	Develop subcontracts, if applicable, and send copy of all signed subcontracts to SDOH
	Documentation of  executed facilitated enrollment agreements
	
	

	Hire staff per SDOH approved budget; train staff about SDOH FE Program and adhere to official SDOH FE Program training curriculum, and  HIPAA; staff complete State and Federal Confidentiality Requirement Statements for FE Agency facilitated enrollers and/or Subcontractor facilitated enrollers
	Appropriate number of FE agency staff and facilitated enroller hired and trained to implement program; understanding of confidentiality requirements documented
	
	

	Ensure data system is operational to transmit electronically application and enrollment data to SDOH through an Internet-based system, Health Commerce System (HCS)
	Technical capacity to report through HCS
	
	

	Complete HCS User Permission forms and train staff to enter, retrieve and edit HCS data
	Permission granted  and staffing capacity to use HCS data system
	
	


	Ongoing Activities
	Expected Outcomes/Deliverables
	Time Frame
	Responsible Party

	Assist individuals to complete applications for new and renewal of health insurance
	Completed and signed applications
	
	

	Conduct quality assurance on Access NY Health Care applications and process applications following SDOH approved internal operating protocols
	Submitted to LDSS/health plan accurate and complete applications
	
	

	Communicate regularly (add specifics) with LDSS and health plans to address issues, and ensure protocols are implemented and revised as needed
	Adhere to protocols
	
	

	Coordinate, monitor/evaluate and communicate regularly (add specifics) with subcontractors and facilitated enrollers to address issues, ensure protocols implemented and correct deficiencies
	Facilitated enrollers and subcontractor performance monitored to ensure payments made reflect number enrolled; accurate and complete applications submitted to FE agency
	
	

	Provide training to facilitated enrollers
	Facilitated enrollers updated on SDOH FE Program
	
	

	Enter application and determination data on the HCS as directed by SDOH at least weekly and by 5th business day following end of month
	Current data on HCS
	
	

	Submit timely required expenditure and progress reports, vouchers and any requested documentation to SDOH 30 days after the end of the reporting period
	On time reports and vouchers
	
	

	Submit data on the length of time required for a person to get a face-to-face interview with a MA in the progress report or upon request by SDOH
	Timely interview appointments
	
	

	Submit all proposed program and outreach materials for SDOH approval prior to use
	Accurate and up to date FE Program information to public
	
	

	Report promptly to SDOH changes in the number of full time equivalent facilitated enrollers within the currently approved budget
	Up to date enroller numbers
	
	

	Submit budget modifications for SDOH approval at least 30 days prior to the effective date of the proposed modification
	Prospective budget modifications
	
	

	Attend mandatory SDOH meetings
	Updated about program issues, successes and policies
	
	



