
 

 

 

Attachment G 



SAMPLE



SECTION 1: INTRODUCTION TO ACA & YOUR ROLE 

• Module 1: Introduction to the Affordable Care Act (ACA) and Your Role
o This module will help you inform consumers about key features of the ACA,

and help you understand your role as an Assistor.
o Length  30 minutes
o Module sections:

▪ Section 1: The Affordable Care Act (ACA)
▪ Section 2: Your Role as an Assistor

o Printable Module
o Printable resources:

▪ Small Business Marketplace

• Module 2: Privacy and Security
o 

confidential. 
o Length  45 minutes
o Module sections:

▪ Section 1: Single Streamlined Application
▪ Section 2: Health Insurance Portability and Accountability Act

(HIPAA)
▪ Section 3: HIPAA and Your Job
▪ Section 4: HIPAA Violations

o Printable Module
o Printable resources:

▪ Privacy and Security Requirements Agreement
▪ HIPAA and Domestic Violence Information
▪ Document Handling Memo
▪ Incident and Breach Reporting
▪ Instructions for Sending Encrypted Emails
▪ Information about Authorized Representatives

• Module 3: Understanding the NY State of Health
o This module will help you work with consumers to apply for insurance on

the Marketplace so they can choose a plan that meets their health insurance
needs.

o Length  20 minutes
o Module sections:

▪ Section 1: The NY State of Health
▪ Section 2: Types of Health Insurance
▪ Section 3: Helping Consumers Apply in the Marketplace
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http://lms.caiglobal.org/mod/resource/view.php?id=1755
http://lms.caiglobal.org/mod/resource/view.php?id=1755
http://lms.caiglobal.org/mod/resource/view.php?id=1413
http://lms.caiglobal.org/mod/resource/view.php?id=1413
http://lms.caiglobal.org/mod/resource/view.php?id=1766
http://lms.caiglobal.org/mod/resource/view.php?id=1766
http://lms.caiglobal.org/mod/resource/view.php?id=1420
http://lms.caiglobal.org/mod/resource/view.php?id=1417
http://lms.caiglobal.org/mod/resource/view.php?id=1419
http://lms.caiglobal.org/mod/resource/view.php?id=1418
http://lms.caiglobal.org/mod/resource/view.php?id=1705
http://lms.caiglobal.org/mod/resource/view.php?id=1416


o Printable Module
o Printable resources:

▪ 2015 Federal Poverty Level Chart
▪ 2016 Federal Poverty Level Chart

SECTION 2: TYPES OF HEALTH INSURANCE 

• Module 4: Medicaid and Child Health Plus
o This module will help you inform consumers about features of Medicaid and

Child Health Plus programs and their eligibility requirements.
o Length  50 minutes
o Module sections:

▪ Section 1: Medicaid Overview & Eligibility Requirements
▪ Section 2: More About Medicaid: Managed Care, Fee-for-Service,

Emergency Medicaid, Medicaid Reimbursement
▪ Section 3: Medicaid Enrollment Period
▪ Section 4: Child Health Plus
▪ Section 5: Other Public Health Insurance Programs

o Printable Module
o Printable resources:

▪ 2016 Federal Poverty Levels
▪ MAGI Income
▪ Medicaid Co-pays
▪ Medicaid Fee-for-Service Exemptions and Exclusions
▪ Emergency Medicaid Definitions
▪ Medicaid Reimbursement
▪ Child Health Plus Continuous Coverage
▪ Other Public Insurance Programs

• Module 5: Essential Plan
o This module will enable you to answer questions and provide accurate

information to consumers who are eligible for Essential Plan.
o Length  35 minutes
o Module sections:

▪ Section 1: Essential Plan Overview & Eligibility Requirements
▪ Section 2:  Essential Plan Benefits and Costs
▪ Section 3: Enrollment Periods and Premium Payments

o Printable Module
o Printable resources:

▪ Essential Plan Benefits and Cost-Sharing
▪ Essential Plan Benefits and Costs Summary
▪ Essential Plan Overview
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• Module 6: Qualified Health Plans  
o This module will help you explain to consumers how health insurance in the 

Marketplace works, and the health care costs they will have to consider 
when it comes time for consumers to apply for insurance and to choose a 
plan that best meets their needs. 

o Length  75 minutes 
o Module sections: 

▪ Section 1: Common Health Insurance Terms 
▪ Section 2: Qualified Health Plans (QHPs) 
▪ Section 3: Enrollment Periods 

o Printable Module 
o Printable resources: 

▪ 2016 Essential Health Benefits 
▪ 2016 Standard Plan Benefits and Cost Sharing 
▪ Enrollment Periods 
▪ Individual Marketplace Plans by County 

 
• Module 7: Federal Subsidies 

o This module will help you understand the federal subsidy programs 
available on the Marketplace that will help make cons
affordable, called the Premium Tax Credit (PTC) and the Cost Sharing 
Reduction (CSR).  

o Length  35 minutes 
o Module sections: 

▪ Section 1: Federal Subsidies 
▪ Section 2: Premium Tax Credit (PTC) 
▪ Section 3: Cost Sharing Reduction (CSR) 

o Printable Module 
o Printable Resources: 

▪ APTC Cover Letter 
▪ APTC FAQs on Form 1095-A 
▪ APTC Expected Premium Contribution 
▪ PTC and CSR Tax Filing Rules 

SECTION 3: SKILL BUILDING 

• Module 8: Assistor Role and Requirements 
o This module will help you understand your role and work effectively with 

consumers to ensure that they are getting health insurance coverage that 
meets their needs.  

o Length  15 minutes 
o Module sections: 

▪ Section 1: Role and Requirements of Assistors 
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MODULE 11: ASSESSMENT 

 

▪ Section 2: Neutrality 
▪ Section 3: Practicing Neutral Assistance 

o Printable Module 
o Printable Resources: 

▪ Conflict of Interest Disclosure Form 
 

• Module 9: Communication 
o This module will help you communicate with and engage consumers, 

making them feel comfortable sharing information with you and confident 
that they will receive an accurate eligibility determination and enroll in a 
health plan that will best meet their needs. 

o Length  30 minutes 
o Module sections: 

▪ Section 1: Communication, Engagement and Customer Service 
▪ Section 2: Communication and Engagement Strategies and Skills 
▪ Section 3: Overcoming Challenges to Communication and 

Engagement 
o Printable Module 
o Printable Resources: 

▪ Types of Questions 
 

• Module 10: Cultural Competency 
o This module will provide you with the knowledge and skills to make all 

consumers feel accepted, respected, and valued. 
o Length  30 minutes 
o Module sections: 

▪ Section 1: Diversity in New York State 
▪ Section 2: Cultural Competency 
▪ Section 3: Linguistic Competence 
▪ Section 4: Disability Assistance 
▪ Section 5: Practice 

o Printable Module 
o Printable Resources: 

▪ Cultural Competency Worksheet 

 

 

 

SECTION 4: MARKETPLACE APPLICATION 

• Module 12: Identity Proofing 
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o This module will help you to assist consumers with creating an account and 
completing the first steps of the application in the Marketplace. 

o Length  40 minutes 
o Module sections: 

▪ Section 1: Information Required for the Marketplace Application 
▪ Section 2: Creating a Marketplace Account 
▪ Section 3: Entering Information for Identity Proofing 
▪ Section 4: When an Identity Cannot be Verified 
▪ Section 5: Identity Verification 

o Printable Module 
o Printable Resources: 

▪ Authorized Representative Designation and Identity Verification 
Forms 

▪ DOH 5090: Attestation of Identity 
▪ DOH 5088: Verifying your Identity 
▪ Fax Cover Page Identity Proofing 
▪ Identity Proofing Failure Manual 
▪ DOH 5091: Verifying Identity of Children Under 18 

 
• Module 13: Household Size 

o This module will help you ensure consumers enter correct information so 
their household size is counted correctly and they receive an accurate 
eligibility determination. 

o Length  75 minutes 
o Module sections: 

▪ Section 1: Why Does Household Size Matter? 
▪ Section 2: W  
▪ Section 3: Rules for Counting Household Size 
▪  
▪ Section 5: Additional Questions about Household Members 
▪ Section 6: Address Screens 
▪ Section 7: Review Household Information 

o Printable Module 
o Printable Resources: 

▪ Request for Additional Information  Documentation List  
▪ Citizenship-Immigration Documentation List  

 
• Module 14: Household Income 

o This module will help you ensure consumers enter correct information so 
their household income is counted correctly and they receive an accurate 
eligibility determination. 

o Length  40 minutes 
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o Module sections: 
▪ Section 1: Entering Tax Status 
▪ Section 2: Entering Income Information 
▪ Section 3: Income Discrepancies 

o Printable Module 
o Printable Resources: 

▪ Income Documentation 
▪ Income Dropdown Options 
▪ Dependent Income and Title II 

 
• Module 15: Additional Information and Eligibility Determination 

o This module will help you to assist consumers with completing their 
application and receiving an accurate eligibility determination.  

o Length  55 minutes 
o Module sections: 

▪ Section 1: Additional Information Overview 
▪ Section 2: Additional Information: Absent Parent 
▪ Section 3: Additional Information: Other Insurance 
▪ Section 4: Additional Information: Residency Test 
▪ Section 5: Additional Information: Incarceration 
▪ Section 6: Additional Information: Reviewing and Submitting the 

Application 
▪ Section 7: Eligibility Determination 

o Printable Module 
o Printable Resources: 

▪ Other Types of Health Insurance 
▪ Good Cause Documentation for Absent Parent Information 
▪ 2016 FPLs 
▪ 2016 FPLs for QHP and EP 

 
• Module 16: Documentation Requirements 

o This module will help you ensure consumers understand documentation 
requests and submission process, when documentation is requested by the 
Marketplace.  

o Length  20 minutes 
o Module sections: 

▪ Section 1: Marketplace Documentation Requests 
▪ Section 2: Documentation Submission Process 
▪ Section 3: Documentation Due Dates 

o Printable Module 
o Printable Resources: 

▪ Documentation Checklist 
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MODULE 18: ASSESSMENT 

 

 
• Module 17: Application Instructions Video 

o This module presents a video of an application in the NY State of Health. 
o Length  20 minutes 

▪ DISCLAIMER: This video provides an overview of an application on the 
NY State of Health. It is intended to provide you with a sense of the 
overall application flow and questions, but is not an exact 
representation of an application. Some of the screens and questions 
have been updated since the making of this video. 

 

 

 

SECTION 5: CHOOSING A PLAN 

• Module 19: Choosing a Health Plan 
o This module will give you the tools to help consumers understand what they 

should consider in selecting a plan that best meets their needs and 
priorities. 

o Length  75 minutes 
o Module sections: 

▪ Section 1: Assisting with Plan Selection 
▪ Section 2: Plan Considerations: Medicaid Managed Care and Child 

Health Plus 
▪ Section 3: Plan Considerations: Essential Plan 
▪ Section 4: Plan Considerations: Qualified Health Plans (QHPs) 
▪ Section 5: Projecting Costs of QHPs and Full-Pay Child Health Plus 

Plans 
▪ Section 6: Using Marketplace Search Tools and Selecting a Plan 

o Printable Module 
o Printable Resources: 

▪ Essential Plan Benefits and Costs Summary 
▪ QHP Out-of-Pocket Costs 
▪ Types of Costs 
▪ Consumer Wants and Needs 
▪ Plan Naming Format 

 

SECTION 6: CLOSING 
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• Module 20: Complaints and Appeals 
o This module will provide you with the information you need to 

appropriately address consumer issues with Marketplace service and 
eligibility determinations. 

o Length  30 minutes 
o Module sections: 

▪ Section 1: What are Complaints & Appeals 
▪ Section 2: Complaint Process 
▪ Section 3: Appeals Process 

o Printable Module 
o Printable Resources: 

▪ Individual Marketplace Appeals Process 
▪ Insurance Coverage Appeals 
▪ Small Business Marketplace Appeals Process 

 
• Module 21: Assistor Next Steps 

o This module will help you understand the next steps to take as an Assistor 
upon completion of this certification program. 

o Length  30 minutes 
o Module sections: 

▪ Section 1: Assistor Registration Process 
▪ Section 2: Creating an Assistor Account 
▪ Section 3: Adding and Managing Consumers 
▪ Section 4: Assistor Resources 

o Printable Module 
o Printable Resources: 

▪ Individual Marketplace Appeals Process 
▪ Small Marketplace Appeals 

 
• Module 22: Key Takeaways 

o This module provides a summary of the key knowledge and skills covered in 
the NY State of Health Assistor Certification Program. 

o Length  70 minutes 
o Module sections: 

▪ Section 1: Introduction to the ACA and Your Role Review 
▪ Section 2: Types of Health Insurance Review 
▪ Section 3: Assistor Skill Building Review 
▪ Section 4: Completing the Marketplace Application Review 
▪ Section 5: Choosing a Plan Review 
▪ Section 6: Closing Review 

o Printable Module 
o Printable Resources: 
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MODULE 23: ASSESSMENT 

 

▪ HIPAA and Domestic Violence 
▪ Commercial Insurance Terms Resource 
▪ PTC and CSR Tax Filing Rules 
▪ Insurance Programs Summary 
▪ ID Proofing Failure manual 
▪ MAGI Income Fact Sheet 
▪ Consumer Wants and Needs 
▪ Plan Selection: Must Haves 
▪ Plan Naming Format 
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