
JOB AID: SPECIAL ENROLLMENT, ADMINISTRATIVE REVIEW
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June 23, 2014 

Service Center Administrative Review for Special Enrollment Life Events

From April 1, 2014 until the next Open Enrollment period, Consumers can only enroll in a plan or 

change their current plan if they experience a qualifying “Life Event.”  This is referred to as “Special 

Enrollment.”  This Job Aid is shows Service Center Representatives how to approve or deny life 

events submitted by Consumers. 

Other Qualifying Life Events  

The new functionality for Special Enrollment appears in the application process after the Consumer 

has entered all their personal and income information and is ready to sign and submit their 

application.  

The Application Signature 

page displays a new 

section titled Special 

Enrollment.  In this 

section, the Consumer 

selects from a list of 

qualifying life events, along 

with a date on which the 

life event occurred.  

If the Consumer selects Other qualifying life event from 

dropdown, the text field Reason for Other dynamically 

displays. This textbox is a free-form field allowing the Consumer to describe the life event.  

The Consumer must also 

enter the date of the Life 

Event.  If the life event date is 

greater than 60 days in the 

past, the Consumer will not 

qualify and cannot proceed. If 

the event is an impending 

loss of coverage, the life 

event date may also be up to 

60 days in the future.  
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If ‘Other’ was selected as the qualifying life event, the Eligible Results page displays an 

informational message advising the Consumer that eligibility results are not yet final, and that 

Covered California will review 

the submitted life event to see 

if it qualifies for Special 

Enrollment.  

SCR/CEW View of the 
Application Signature 
page

If the application is viewed or 

completed by a Service 

Center Representative or a 

County Eligibility Worker, 

another field displays, with 

the label “I attest that this 

household does qualify for 

Special Enrollment.” This field records the SCR or CEW’s approval for Special Enrollment, based 

on sight verification or other administrative action related to verifying the Consumer or household’s 

qualifying life event (including ‘Other’ life event situations).

Reviewing Other Qualifying 
Life Events 

As part of its operational 

business processes, the 

Service Center receives a 

daily report identifying (by 

Case ID) applications with a 

selection of ‘Other qualifying 

life event’.  Using this report, 

authorized Service Center 

staff then perform a review to 

either verify and approve or 

deny the application based on 

the reported life event, using 

the screen shown at right. 

Note:  Paper Special 

Enrollment applications do not 

currently have the ‘Other’

option and will continue to be

processed as they are 

presently, by contacting the consumer to detail the qualifying e

Be sure that Expiry 

vent.

Date is in the format 
mm/dd/yyyy
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Select Admin Category 1 and 2 dropdown options according to Covered California policy rules.  

A consumer may request to change health plans to continue their 

care with a specific plan/provider because they are currently 

receiving services

Consumer’s provider is no longer accepting Covered CA plans

The plan made an error affecting the consumer’s enrollment (e.g., 

wrongly denying or delaying enrollment), or provided incorrect 

information about the plan or its provider network

An Agent incorrectly selected a plan for the consumer, e.g., one 

that is not accepted by the consumer’s provider

A CEE or CEC incorrectly selected a plan for the consumer, e.g., 

one that is not accepted by the consumer’s provider

A third party not affiliated with the Exchange provided the consumer 

with incorrect information about the plan or its provider network

If a QHP has been decertified, the consumer needs to select 

another plan

 Continuity of Care 

 Provider Network Issue 

 QHP Error 

 Agent Error 

 CEE/CEC Error 

 Non-Exchange Entity 

Error 

 QHP de-certification

Select from the Admin Review Status dropdown according to Covered California policy rules.  

 Approved  Awaiting Approval (default after 

selecting ‘Other’ life event) 

 Denied

The Coverage Date Category dropdown options are as follows:  

 Life Event Date (set coverage date equal to the LE date)

 MEC (set coverage date to 1st of month following LE date)

 Regular (regular enrollment rules for days 1 through 15th, 16th to end of month) 

Enter the Life Event Date as provided by the Consumer. The Special Enrollment Expiry Date 

auto-populates to 60 days in the future from the LE date. 

Click on the Redetermine Eligibility button.  If the life event was approved, see the screen shown 

on the following page.  Otherwise, if the life event is denied, the following message will display at 

the top of the Eligibility Results page:  
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Approved Life Event 

If the life event is 

approved, the Consumer 

may be Conditionally 

Eligible or Eligible, 

depending on the 

information reported on 

the application. 

Messaging will be 

similar to the screenshot 

at right: 
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