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ABD Medicaid Eligibility Specialist Training Outline
Introduction to Orientation & Training
We are excited that you have decided to join the team of Medicaid Eligibility Specialists (MES) at the Department of Family and Children Services (DFCS).  You will be joining a team of professionals that are dedicated to helping Georgia families achieve healthy, independent and self-sufficient lives.

This booklet is your guide to orientation and training and is important to your job as a Medicaid Eligibility Specialist.  
The purpose of this orientation is to help you become familiar with some of the basic information about the Division of Family and Child Services.  

When you have completed this orientation, you should be able to:

· Name at least 5 people in your region who will assist you during your training

· Access and use the DFCS Online Training system
If time permits, you will also complete activities that enable you to:

· Access and use the “ODIS” Online Policy Manual

· Locate the common acronyms used in the ABD program

· Explain the mission and vision of our agency

· Describe the structure of DFCS

· Discuss your role as a mandatory reporter of child abuse or neglect

· Make a referral for investigation for child protection 
· Cite the goal of the “Americans with Disabilities” act

· List at least three county resources to which you may refer individuals in need

This Orientation Guide contains a list of activities you are expected to complete and a resource section with materials to assist you in your orientation.  The activities are organized in checklist format.  
Due to varying hire dates and training schedules, you may only have a few days in the county prior to training.  At minimum, you should complete the first three activities.  These activities—development of your regional “support group”, obtaining a password for online training, and attendance in the WebEx orientation session, are critical to your success in new worker training.  If you have more days continue with the remaining activities.  It is highly recommended that you observe at least one or two interviews prior to new worker training.  The other activities may be delayed until you return to the county after training.

Your training begins now!
It consists of the following:

· Orientation in the county (activities detailed below)
· A “WebEx” introduction to training

· Phase I Training - 15 days of training in ABD Medicaid policy
· Phase II Training – 8 days of training in ABD Medicaid SUCCESS procedures
ACTIVITIES TO BE COMPLETED DURING 

ORIENTATION

Instructions:  Below is a list of activities that will need to complete prior to training.  
	Mandatory activities that must be completed prior to beginning training:

	Sign – Off Here
	Activity Description

	
	Develop a list of people who will be available to answer your questions during training.  This should include a local office person, if not an ABD specialist someone who can answer basic questions about office layout, local resources, and supplies.  This group should also include 3 or 4 ABD specialists who can answer specific ABD-related questions.  These people do not have to be local, but you should have contact information for them including email address and telephone.  

	
	Access the ETS training web site (www.gadfcs.org/training)

· Complete the “First Time Users” section—this section does not require a password; it provides instructions for how to obtain a password.

· Request a password for online training

INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS GUIDE

	
	Attend “WebEx” introduction session

INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS GUIDE

	Highly recommended activities that should be completed prior to training if possible:

	
	Observe a veteran ABD MES (or more than one) conduct ABD interviews.  It may be necessary for you to travel to another county in your area to do this.

	
	Log on to ODIS at www.odis.dhr.state.ga.us and review the procedure for locating Medicaid policy. 

INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS ORIENTATION GUIDE

	
	Using Appendix E of the Medicaid Glossary, complete the “Common Terms and Abbreviations” table in the Resource Section

	
	Complete the “Orientation to DHR” online module

INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS GUIDE

	
	Complete the “How to Use the Training” and “Roadmap to Online Learning” modules.

INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS GUIDE 

	Suggested activities to be completed if you have additional time:  

	
	Review with your supervisor your Performance Management Plan (PMP) and keep copy.

	
	View the “Title VI” and HIPAA video.

	
	Identify or develop a resource booklet that outlines the in-house and partner resources available to your agency to serve ABD Medicaid customers.  Obtain a list of names, phone numbers and addresses for resources of individuals, groups, organization, and agencies that are commonly used by your county.

	
	Review the information in your Resource section about how to make an Adult Protective Services referral.

INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS ORIENTATION GUIDE

	
	Review the Social Security Administration website.  INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS ORIENTATION GUIDE

	
	Have an experienced MES demonstrate how to update Scheduling and how to manage the caseload by using the Alerts on SUCCESS.

	
	Locate where SUCCESS reports are kept in your county.  Review with supervisor the following SUCCESS reports and identify the report’s purpose:

· DMF8062I Weekly Application SOP Report

· DMF800TI List of Active Cases Due for Review

· DMF8051I Case Assignment Report

	
	Complete the “Americans With Disabilities Act” online module

INSTRUCTIONS ARE IN THE RESOURCE SECTION OF THIS ORIENTATION GUIDE


TO PARTICIPATE IN TRAINING, YOU WILL NEED:
· Your online training password
· An email address that you check at least twice daily (so the trainer can send scheduling information, additional exercises, etc.)
· A computer with Internet Explorer as the browser
· A printer and paper

· A telephone, preferably with speaker or a headset that allows you to participate in “live” training sessions

· Paper and pens, pencils, highlighters, etc to take notes during your training
· Many people find “Post-It Notes” or “flags” helpful, but this is not a requirement
When you attend SUCCESS training, you will need:

· Your notes from policy training

· “Job Aids” and case samples from policy training 
· Travel reimbursement forms (if appropriate)
· Time sheets & return envelopes if you will be mailing them during training

· Your supervisor’s name, email address, and phone number

Resource Section
ACCESSING THE ONLINE TRAINING SYSTEM
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With tabs you can:
« Use one Internet Explorer window to view all your webpages.
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« Press ALT+ENTER from the address bar or search box to open the result in a new tab.

Learn more about tabs

© Show more tab shortcuts.
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REQUESTING A PASSWORD FOR ONLINE TRAINING
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DFCS Online Training Password Request Form

New Tre \g Users: To request a new account, please fill out the form below.
You should receive your password via email within one business day. Al scores in
this training will be tied to your UserID/password. Please keep your password
private and secure.

Already have an online training account? If so, and you need to edit your
account information then click here. To retrieve your user information without
updating information, please ciick here.

* All information is required and kept confidential *

First Name:
Last Name:

Sodial Security - -
Number:

Email Address:
Phone Number:

County: Selecta County -

If you are completing New Worker Training, you must provide your
supervisor's and field program specialist's names and email addresses.

Supervisor’s First
Name:

Supervisor's Last
Name:

Supervisor's Email
Address:

Field Program
Specialist’s First





SIGN ON THE WEBEX FOR THE “LIVE” ORIENTATION SESSION

You will receive an email from your trainer that looks like this:

[image: image5.emf]
· Click on the link provided to join the session.  

· It may take several minutes for the Training Center to load.  Don’t touch anything!
· AFTER you have joined the session, a pop-up box will give instructions for signing in to the telephone conference.

· Even though there are instructions here for how to dial in to the teleconference, don’t do that.  Just join the session and wait for the pop-up box to give you teleconference instructions. 
· [image: image6.emf]
LOG ON TO “ODIS”, THE ONLINE POLICY MANUAL
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'SUBJECT: Administration of the Medicaid Program

MEDICAID MANUAL TABLE OF CONTENTS

Section [ Subject

GENERAL MEDICAID INFORMATION

General Overview

ComputerMatches Overview

Income and Eligibity Verification System
“Tnternal Revenue Service (IRS) and Beneficiary F
‘Exchange Records System (BEERS) Information System

Clearinghouse

SSN Validation
Confidentialty

‘Health Information Portabilty and Accountablity Act of
1996

Mandated Reporting
Americans with Disabiles Act
Tille VISection $04 Civil Rights

ia Heslth Partaership Overview

MEDICAID MANUAL TABLE OF CONTENTS

Secfion [ Subject

APPLICATION PROCESSING.

lcation! ing Overview

Verificati

ABD Medicaid Application Processing

‘Family Medicaid Application Processing

‘Placement Outside of the Home Medicaid

Presumptive Medicaid Medicaid

Special Considerations

CLASSES OF ASSISTANCE

ABD Medicaid Classes of Assistance Overview

‘Supplemental Securify Income (SSI) Medicaid

‘Pickle (Public Law 94-566)

Disabled Adult Child (Public Law 99-643)

Former SSIDisabled Child

Disabled Widow(er)

Disabled Widow(er) Age 60-64 (Public Law 100.203)





COMMON TERMS AND ABBREVIATIONS

Use Policy Manual Appendix E to research the following terms and abbreviations

	PRIVATE 
TERM or ABBREVIATION
	
DEFINITION

	A & A
	

	ABD MEDICAID
	

	ADEQUATE NOTICE
	

	AMN
	

	A/R
	

	AU
	

	AU ID
	

	BENDEX
	

	CASH VALUE
	

	CCSP
	

	CLIENT ID
	


	CMD
	

	CMV
	

	COA
	

	COLA
	

	COUPLE
	

	CSV
	

	DAC
	

	DCH
	

	DFACS or DFCS
	

	DISABILITY
	

	DMA
	

	EMA
	

	EV
	

	FBR
	

	FPL
	

	FV
	

	HIPP
	

	IBON
	

	INDIVIDUAL
	

	INELIGIBLE SPOUSE
	

	IRA
	

	ISM or S&M
	

	MEDICARE
	

	NH
	

	PR
	

	PRIOR MONTH
	

	QMB
	

	RSDI
	

	SDX
	

	SLMB
	

	SOP
	

	SSA
	

	SSN
	

	STATE BUY-IN
	


	SSI
	

	SUCCESS
	

	TIMELY NOTICE
	

	TPR/TPL
	

	UCB
	

	VA
	


COMPLETE THE “HOW TO USE THE TRAINING”, “ROADMAP TO ONLINE LEARNING”, AND “ORIENTATION TO DHR” MODULES
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ADULT PROTECTIVE SERVICES

All DFCS employees are required by law to report abuse, neglect or exploitation of disabled adults or elderly persons.

Calls that are Emergency Situations should be directed to contact 911.

Reports of abuse, neglect or exploitation of disabled adults or elder persons (who are NOT residents of nursing homes or personal care homes) should be directed to the Adult Protective Services (APS) Central Intake Unit of the Georgia Department of Human Resources, Division of Aging Services.

APS Central Intake Unit Contact Information:
· Toll-Free: (888) 774-0152 

· Within Metro Atlanta local calling area: (404) 657-5250 

Reports of abuse, neglect or exploitation of disabled adults or elder persons who live in a nursing home or personal care home should be directed to the Georgia Department of Human Resources, Office of Regulatory Services or Long Term Care Ombudsman Program.

Office of Regulatory Services Intake Contact Information:
· Toll-Free:  (800) 878-6442 

· Within Metro Atlanta local calling area: (404) 657-5728 

· Submit a report online at http://aging.dhr.georgia.gov
Long Term Care Ombudsman Program Contact Information:
· Toll-Free: (888) 454-5826 

Contact Information: 
Division of Aging Services
Two Peachtree Street, NW
Suite 9385
Atlanta, Georgia 30303-3142
Phone: 404.657.5258 
Fax: 404.657.5285
NEED INFORMATION ABOUT SOCIAL SECURITY?  

CHECK OUT THEIR WEBSITE>>>
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Here you’ll find lots of great information about social security that may help you in your work.  

Let’s say, for example, I have a 46 year old lady receiving RSDI.  I know it can’t be for retirement, but could it be as a survivor?

If I click on the link for “Survivors”
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And then I click on the link for “Learn about Survivors benefits”
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When a person who has worked and paid Social Security taxes dies, certain members of the family may be
eligible for suvivors benefits.

Up to ten years of work is needed to be eligible for benefits, depending on the person's age atthe time of death

‘Social Security sunvivors benefits can be paid to:

+ Awidow or widower — full benefits at ful refirement age, or reduced benefits as early as age 60

« Adisabled widow or widower — as early as age 50

« Awidow or widower at any age if he or she takes care of the deceased's child who is under age 16 or
disabled, and receiving Social Security benefits

«+ Unmarried children under 18, or up to age 19 ifthey are attending high school fulltime. Under certain
circumstances, benefits can be paid to stepchildren, grandchildren, or adopted children

« Children at any age who were disabled before age 22 and remain disabled.

« Dependent parents age 62 or older

Note: If you are divorced, you may still qualify for survivors benefits.

Our Benefit Calculators can help you figure how much your benefits will be.

You can receive Social Security survivors benefits and work at the same time. However, depending on your age,
your benefits could be reduced if you earn more than certain amounts.

For more information, we recommend our leaflet, How Work Affects Your Benefits, publication number
05-10069.

If your divorced spouse dies, you can receive benefits as a widowlwidower if the marriage lasted 10 years or
longer and you are age 60 or older (or age 50 if you are disabled.)

Benefits paid to a surviving divorced spouse who is 60 or older (age 50 if disabled) will not affect the benefit
rates for other sunvivors receiving benefits.

scorcn I 3

If you apply, please be ready to supply
the information we need to approve your
‘application for these benefits

+ Lump Sum Death Payment
Widow's. Widower's. or Surviving
Divorced Spouse

Child's

Mother's or Father's

Parent's





I see (under the first three bullets) that in order to draw as a survivor the widow must be at least 50 or have a child under 16.

So if I know that my client is 46 and drawing RSDI, it can’t be retirement and it can’t be survivor’s benefits, so it must be disability benefits!

ABD Medicaid Eligibility Specialist Training Outline
	Day/Date
	Topics/Assignments

	Day 1


	WebEx Orientation Session 9AM-10AM

Begin General Knowledge Course

· Welcome

· Introduction

· Requesting Verification
· Activity Module 1

	Day 2 


	Continue General Knowledge Course

· Screening an Application

· Choosing a Potential COA

· Application Processing Standards
· Activity Module 2  

	Day 3 


	Complete General Knowledge Course

· Instructor Interaction—review exercise  
· General Knowledge Assessment  

	Day 4 


	Non-Financial Eligibility Course
· Welcome

· Age, Blindness, Disability
· Activity Module

	Day 5


	· Basic Eligibility Criteria  
· Basic Eligibility Quiz
WebEx Review


	Day 6


	· Instructor Graded Exam  (case sample completion of SMEU report)

Financial Eligibility Course

· Welcome

· Resource Overview

	Day 7


	· Common resource types

· Burial Assets

WebEx Review


	Day 8 


	Financial Eligibility Course

· Community Spouse Resources

· Income

· Financial assessment

· Activity Module


	Day 9 


	· Instructor Graded Exam  
Q track Course

· Welcome

· Basic Qtrack guidelines

· Comparing QMB, SLMB, and QI-1

	Day 10


	Q track Course

· Qtrack online Assessment
WebEx Review

	Day 11


	· Instructor Graded Assessment 

LA-D Course

· Welcome

· Introduction to LA-D

	Day 12


	LA-D Course

· Hospital

· NH

· Activity module

	Day 13


	LA-D Course

· Hospice

· CCSP

· Activity module

	Day 14


	· Patient Liability/Cost Share
WebEx Review

	Day 15


	LA-D online Assessment

LA-D Instructor Graded Assessment

	SUCCESS TRAINING - 8 days in computer lab



ABD Medicaid Eligibility Specialist





Orientation Guide








September 20, 2010





Complete this form to request a password.  Your password will be mailed to the email address entered here.





Type “www.gadfcs.org/ password” in your browser








Click on “Instructions for First-Time Users”








This module provides the help desk number in case you have questions about the online training, basic instructions for using the training, and instructions for obtaining a password.





Type “www.gadfcs.org/ training” in your browser





Type “gadfcs.org/ training” in your browser





Enter your User ID (SSN) and your password





Complete  


How to Use the Training and


Road map to Online Learning  











AFTER you have completed these two instructional modules, complete the “Orientation to DHR” module





Use the “pull down” menus to choose “Office of Family Independence”, “Medicaid”, and “Americans with Disabilities Act”.





Click on “Launch Course”





This is the Medicaid Policy Manual Table of Contents.  Access the sections by clicking either on the number or the name.  Depending on your browser version, you may have to press the “CTRL” key while clicking on the links.








Click on “MAN3480”





Scroll down, then click on “Medicaid”





Click on “Family and Children”





Click on “Index”





Type “www.odis.dhr.state.ga.us” in your browser





The Training Center is ready when this box comes up.  The sound for the session is a teleconference.  Use the pull down menu to choose “I will call in”; then follow the instructions on the screen.  You will be asked for the session number and attendee ID listed in this box.





When it is time to join the session, click on the link provided in the email.  





Type “ssa.gov” in your browser and press enter
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