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[bookmark: _Toc351052845]Overview
This document provides detailed instructions for school districts in the State of Washington concerning the data call authorized by ESSB 5940 (‘the legislation’). Under the legislation, detailed information about school district health benefits, as well as demographic and financial data from carriers and districts related to health plans, must be reported to the Washington State Legislature. 

Some of the required information will be collected from school districts, and some of it will be collected from insurance companies – i.e. ‘carriers’ – by means of a separate, parallel data call.  
[bookmark: _Toc351052846]Data Submission is by Spreadsheet
School district data will be submitted to the project team by means of an encrypted and password-protected Excel spreadsheet (the Data Collection Spreadsheet) containing multiple tabs. Each tab contains a different type of data and is referred to as a ‘Section’. 

The Data Collection Spreadsheet is supplied by the project team as part of this data call, and may also be downloaded from the web page about the Data Collection Project on the OIC’s Web site (you can find a link under the heading entitled ‘Further Information’, below). 
[bookmark: _Toc351052847]Sections
In some cases the Sections (which contain different types of data) overlap, and the same information may be submitted two different ways. For example, the information in Section 6 may optionally be provided in column F of Section 5, and the information in Section 8 may optionally be provided in columns P thru S of Section 7. 

We have built this flexibility into the data call in order to accommodate the needs of school districts. If your district prefers to extract data directly into .csv files, then use Sections 6 and 8. If your district finds it easier and more convenient to use the appropriate rows within Sections 5 and 7 for the same data, then feel free to do that instead.  Please see Sections 5, 6, 7 and 8 for further information. 

The Sections are as shown below. They are described in detail later in this document. 

	Section 1
	District Annual Reporting

	Section 2
	Innovative Health Plan Features

	Section 3
	Carriers, Brokers, and other Third Parties

	Section 4
	Carrier Medical Benefit Plans

	Section 5
	Employee Groups 

	Section 6
	Medical Plans offered to Employee Groups

	Section 7
	Employee Listing

	Section 8
	Optional Dependent Listing


[bookmark: _Toc351052848]
Spreadsheet Macros
The Data Collection Spreadsheet has a file extension of .xlsm indicating that it contains macros. The macros in this spreadsheet are designed to import .csv (Comma Separated Value) data files. These will either have been extracted…
· by your school district’s technical staff from whatever computer system your district uses for functions such as Payroll, Finance and Employee Benefit Management, or
· by WSIPC (Washington State Information Processing Collective), on behalf of your school district, from your school district’s WESPaC / Progress 4GL database 
(more information on this may be found below under the heading ‘Users of WESPaC / WSIPC’)

However, you do not have to use .csv files or the .csv import function. If you want, you can edit the Data Collection Spreadsheet manually, or use cut and paste. 
Enable Macros
If you use the import function of the Data Collection Spreadsheet to import .csv files, then you must enable macros for the Data Collection Spreadsheet. To do this: 
1. Click the Microsoft Office Button [image: Button image], and then click Excel Options.
2. Click Trust Center, click Trust Center Settings, and then click Macro Settings.
3. Click the options that you want.  

If you experience difficulties enabling macros on the Data Collection Spreadsheet, or if macro settings for your school district are set by whoever runs your local network, then please contact your local IT support. 
[bookmark: _Toc351052849]Data Collection Spreadsheet - Naming Convention
When saving the Data Collection Spreadsheet that contains your district’s data, please use the following naming convention: SDnnnnn-Vnn.xlsm where…

nnnnn 	is your county-district code 
nn	is the version (reflecting the number of times you have previously submitted data); the first time you submit data, please use V01 and then increment the version number with each subsequent resubmit. 

For example, the first time your district submits data, the Data Collection Spreadsheet is named like this: 
  SD12345-V01.xlsm

The fourth time your district submits data (we hope this will not be necessary!) the Data Collection Spreadsheet you submit would be named like this: 
  SD12345-V04.xlsm


[bookmark: _Toc351052850]Encryption and Password Protection of the Data Collection Spreadsheet 
Before you send your data to the project team, you should encrypt and password-protect it. To do this, follow the steps shown below: 
1. Click the Microsoft Office Button [image: Button image], point to Prepare, and then click Encrypt Document.
[image: Encrypt Document]
2. In the Password box, type a password, and then click OK.
You can type up to 255 characters. By default, this feature uses AES 128-bit advanced encryption. Encryption is a standard method used to help make your file more secure.
3. In the Reenter password box, type the password again, and then click OK.
4. To save the password, save the file.

After you have encrypted and password-protected your data, you should 
(a) Make a note of your password in a safe location, and 
(b) Send both the Data Collection Spreadsheet, and the password required to open it, to two different mailboxes belonging to the project team; follow the steps outlined in the Section below ‘Submission Process’. 


[bookmark: _Toc351052851]Users of Software other than WESPaC
If your school district uses software other than WESPaC (available through WSIPC) for functions such as Payroll, Finance and Employee Benefit Management then you have two choices: 
	
Either…

1. Build a utility or extract program that will extract the required data from your computer system. The output will be a series of .csv files that: 
(i)	Correspond exactly with the layout of the Sections as described below, and 
(ii)	Are named according to this naming convention: SDnnnn.Sectionx.csv, where nnnnn is your county-district code and x is the Section number.  

Note that template .csv files, complete with exactly correct column headers, may easily be extracted from the Excel template. Template .csv files are also available from the OIC web site. 

Once you have the extracted .csv files you will import them into the Data Collection Spreadsheet that is part of this data call, and which may also be downloaded from the OIC’s web site (please see the Section below entitled ‘Further Information - Links). 

Note that in order for the import macro to work the .csv files have to be in the same folder as the Data Collection Spreadsheet, and be named according to the file naming convention described above under point ii.  

After the .csv files have been imported into the Data Collection Spreadsheet, you can perform further edits on the data from within Excel. You will need to do this in order to provide required data that is not, by definition, extractable, such as narrative data. 

Or…

2. Manually edit the Excel template that is part of this data call. 

When your data is ready to be submitted, encrypt and password-protect the Data Collection Spreadsheet (please see the Section above entitled ‘Encryption and Password Protection of the Data Collection Spreadsheet’ for instructions), and then submit it by following the steps outlined in the Section below entitled ‘Submission Process’.
Data Flow Diagram
This diagram illustrates the flow of data between School Districts (that do not use WESPaC) and the project team. 





[bookmark: _Toc351052852]Users of WESPaC / WSIPC 
On behalf of its school district membership throughout the State of Washington, WSIPC has very kindly developed an extract program that will provide most (but not all) of the data that each school district is required to report. School districts will then need to: 
· Carefully inspect and verify the extracted data
· Modify it as necessary
· Add to it, particularly with respect to various narratives that are required.  
Process Overview
What WSIPC will do: 
· Within WSIPC’s Citrix environment, WSIPC will run their extract against each district’s individual instance of the Progress 4GL database that is associated with the WESPaC software 
· For each individual school district, the extract will produce a series of .csv files containing data relevant only to that individual school district 
· WSIPC will make each individual set of .csv files available for download to the owning district by placing them into the Fin_Sec directory on each individual district’s Metaframe server. 

Users of WESPaC will then: 
· Download their data (which will be in the form of a series of .csv files) from WSIPC, to a PC or laptop or fileshare
· Back up the downloaded .csv files
· Place the downloaded .csv files into the same directory (i.e. folder) as the Data Collection Spreadsheet which has been distributed by the project team
· Import the .csv files into the Data Collection Spreadsheet using the macro within the Instructions tab
· Inspect and verify, and if necessary modify, all of the pre-extracted data 
· Fill in the gaps (particularly narrative data)
· Encrypt and password-protect the completed Data Collection Spreadsheet (please see the Section above entitled ‘Encryption and Password Protection of the Data Collection Spreadsheet’ for instructions) 
· Send the completed Data Collection Spreadsheet, by email, to the project team
· Separately send the spreadsheet password to a different email account for the project team 

WSIPC will communicate further details to its school district membership. 

Data Flow Diagram
This diagram illustrates the flow of data between WSIPC, School Districts (that use WESPaC) and the project team. 





[bookmark: _Toc351052853]Submission Process
To submit (or resubmit) data, school districts should:

1) Send an email to the project team’s data collection mailbox 
( OIC-K12-datacollection@treinenassociates.com ) with an attachment consisting of the Data Collection Spreadsheet that contains the SD’s data, and that has been encrypted and password protected using the encryption with password protection function that is part of Microsoft Office Suite.  

2) Send another email to the project teams info@ mailbox 
( info-sd-dcp@treinenassociates.com ) indicating the password the project team should use to access the Data Collection Spreadsheet. 
[bookmark: _Toc351052854]Confirmation
After a school district submits data, an email acknowledgement will be sent by the project team to the contact party for the submitting district. 
[bookmark: _Toc351052855]What Happens to the Data?
After a given school district submits a spreadsheet containing their district’s data, a computer application, which has been custom-built for the Office of the Insurance Commissioner, automatically converts it into separate .csv files, and then validates and processes it. The data is then… 
loaded into a secure database that will be the basis for the December 2013 Interim Report to the Legislature 
validated against data received from carriers - carrier data is being gathered in a separate and parallel data call.
[bookmark: _Toc351052856]Errors and Corrections
If imperfections are detected in the data submitted by a district, then these will be summarized in the processing report that is automatically generated and sent to the submitting school district.  

If these imperfections are so serious as to constitute errors, the submitted data will be rejected in its entirety, and this will be indicated in the cover letter. 

However, if the imperfections are not so severe as to stop the data from being loaded to the project team’s database, (in other words if there are warnings but no errors) then the data will be loaded to our database. 

In either case, the school district will be notified - the data load process will automatically will send back the same spreadsheet that your district submitted, but with an indication in the Status column of what was in error or caused a warning to be issued. 

If your district’s data is rejected due to errors, please correct them and then re-submit the spreadsheet with the version number incremented as described above.  

[bookmark: _Toc351052857]Date Ranges
The legislation specifies that the data should be collected for the calendar year 2012. Unfortunately, for most school districts, this aligns neither with the School Year, nor the Fiscal Year, nor the Plan Year. So, after considerable discussion with the OIC, the following approach has been agreed: 

1) For employee census data (Section 7) we will use a ‘snapshot date’ of October 1, 2012. Any person who was a school district employee (as defined by the OSPIs Employee Handbook) on that date should be reported. Any person who was not a school district employee on that date should not be reported. 

2)	For yearly totals by category (Section 1) we will use Fiscal Year 2011-2012. The project team will then compute calendar year totals based on (a) data school districts provide, cross-referenced with (b) data provided by insurance carriers; carrier data is being gathered in a separate and parallel data call. 

3)	For yearly totals by payee / entity (Section 3) we will, again, use Fiscal Year 2011-2012. The project team will then compute calendar year totals in a manner similar to that described in (2) above. 

4)	We will use calendar year 2012 for:
· narratives describing various efforts, achievements & progress (Section 1, rows 14 – 20) 
· Innovative Features of Health Plans (Section 2). 

The approach to date ranges explained here may at first glance appear complicated, but it is intended to make things as simple as possible for school districts. One of our top priorities, in designing the timespan aspects of this data call, has been to minimize the burden on school districts as much as we can. 



[bookmark: _Toc351052858]Further Information - Links
ESSB 5940
The original legislation may be found here: 
http://apps.leg.wa.gov/documents/billdocs/2011-12/Pdf/Bills/Senate%20Bills/5940-S.E.pdf

Treinen Associates Inc.
Treinen Associates Inc is the consulting company that has been commissioned by the OIC to carry out the OIC K-12 Health Benefit Data Collection Project. Treinen Associates' web site: http://www.treinenassociates.com

OIC 
The OIC website hosts various documents related to the OIC K-12 Health Benefit Data Collection Project, including:
· The school district Data Collection Spreadsheet
· The school district Data Call Instructions
· FAQ related to the school district data call
· Information Sheet – Orientation Sessions about the school district data call; these will take place between the 20th and the 29th of March by webinar 
· Information Sheet – One-On-One Meetings between members of the project team and individual school districts that wish to meet; these meetings will take place in all nine ESDs during April and May 2013; districts that cannot come to their ESD may meet with the project team by means of web-based videoconferencing
· Data Flow - Districts that use WESPaC / WSIPC 
· Data Flow - Districts that do not use WESPaC 
· .csv templates for the school district data call. These may be of use to districts that will extract their data from computer systems other than WESPaC. Districts that use WESPaC will not need these as much of their data will be extracted for them by WSIPC. 

For all of the above, please see:
http://www.insurance.wa.gov/companies/information-about-insurers-companies/special-data-call/k-12-health-benefits-data-collection/index.html

The OIC's rules associated with ESSB 5940 are available on the OIC's web site: http://www.insurance.wa.gov/laws-rules/legislation-rules/recently-adopted-rules/documents/2012-21103P.pdf

Office of the Superintendant of Public Instruction
The OSPI has information on ESSB 5940. Please see: http://www.k12.wa.us/Finance/InsuranceBenefits5940.aspx

This site contains FAQs regarding OSPI's view of the legislation and its implications. 

Questions? Comments?
Please feel free to send us an email at info-sd-dcp@treinenassociates.com. 


[bookmark: _Toc351052859]Section 1—Report Health Benefit Data and Performance
This Section contains:
· summary data about your district’s health benefits, including annual totals 
· information about your district’s performance in terms of employee health benefits
· codes used by your district
· the person who is signing off on the district’s data, and the date of the data submission
[bookmark: _Toc351052860]Payments
The various annual totals fields within this Section capture the annual total amounts your district paid, by category, for services related to the provision, delivery, management or administration of health benefit plans during Fiscal Year 2011 - 2012.

However, you do not need to provide yearly totals (or YTD totals or monthly totals) for the current Fiscal Year. 

Later, in Section 3, you will indicate the total amounts your district paid to individual entities for services related to the provision, delivery, management or administration of health benefit plans during Fiscal Year 2011 - 2012. 

Row 1 - Column Headings: 

	Column A
	Column B
	Column C
	Column D

	Field
	Status

	District_Response

	Explanation

	Identifies the type of information required in this row


Please do not use this column.
	Processing Status—this field is automatically populated by processes belonging to the project team. 

Please do not use this column. 
	District responses should be entered in this column 
	Explanations, if provided, appear in Column D


Please do not use this column.



The data you will report starts on Row 2 (as Row 1 contains the column headings).  Row 2: 

	Row
	Row Name
	Explanation
	Required/ Optional

	2
	SD_Code 
	County-district Code - should match the county-district code in the file name  (e.g. 34111).
	Required

	3
	District_Name 
	School district name
	Required

	4
	Report_Year_Ending 
	Reporting year-end date for annual totals for  Fiscal Year 2011 - 2012
	Preset to 08/31/2012 - 
please do not change. 




	5
	Total_Premiums
	Total amount of premiums paid to carriers for employee medical benefits during Fiscal Year 2011 – 2012. 

Total Premiums should not include fees paid separately to brokers, associations or other 3rd parties, administrative overhead, or other expenses related to employee health benefits. Do not include COBRA. 

If non-medical (Dental, Vision, Long Term Disability) premiums are bundled with medical premiums, report the bundled total. The project team will ‘unbundle’ these premiums based on the data provided by your carrier(s). 
	Required

	6
	Total_Broker
	Dollar amount of total annual fees paid to brokers during Fiscal Year 2011 - 2012.  If such fees are included in the premiums paid to brokers, or no fees were paid to brokers, then enter 0. 
	Required

	7
	Total_Supplemental
	Dollar amount of total annual fees for supplemental health services during Fiscal Year 2011 – 2012. 

Supplemental health services are not covered under the district’s medical benefit plan(s), and are purchased and billed separately. 

Examples of such services might include Disease Management, Wellness Programs, Health Assessments, and Biometric Screenings. 

Enter 0 if none. 
	Required

	8
	Desc_Supplemental
	Narrative describing supplemental health services, reported in Total_Supplemental (above), that… 
· are not covered under the premiums paid for medical benefit plan(s)
· are purchased and billed separately from medical benefit plan(s)
Examples: Disease Management, Wellness Programs, Health Assessments, Biometric Screenings.

If none are offered, enter N/A.
	Required if Total_Supplemental (above) is not 0




	9
	Total_ExternalAdmin
	Dollar amount of total external administrative expenses* during Fiscal Year 2011 – 2012
 
*These are defined as payments to an outside party related to 
administration of health benefits, or 
data processing in support of health benefits
where the service provided is primarily related to the provision of health insurance benefits to school district employees. 

This figure should not include general, internal administrative expenses – these are reported in Total_InternalAdmin below. 

Enter 0 if none.
	Required

	10
	Total_InternalAdmin
	Dollar amount of total avoidable, internal costs associated with administering health benefits during Fiscal Year 2011 – 2012. 
Include only costs that
(i) your district incurs internally in administering employee health benefits 
AND
(ii) would not otherwise be incurred if your district did not perform any such employee health benefit administration. 

Enter 0 if none.
	Required

	11
	Desc_InternalAdmin
	Narrative describing the administration costs reported in Total_InternalAdmin (above). In other words, explain how your district calculated this number. 
	Required if Total_InternalAdmin (above) is not 0

	12
	Total_OtherCosts
	Dollar amount of other costs during Fiscal Year 2011 – 2012, where other costs are defined as those associated with providing medical benefits to active employees, where such costs are not included in Total_Premiums above or in administrative expenses/fees reported below.

Examples of other costs are the ‘retiree carve out’ or ‘retiree subsidy’ (fees paid on behalf of active employees with medical benefits for retiree medical programs). 

Do not include payments for non-medical benefits (e.g. Long Term Disability, Vision, Dental) or COBRA payments. 

Enter 0 if none.
	Required

	13
	Desc_OtherCosts
	Narrative describing the costs reported in Total_OtherCosts (above). In other words, identify the costs that are included in the Total_OtherCosts total. 
	Required if Total_OtherCosts (above) is not 0

	Rows 14 – 20 contain narratives describing various kinds of efforts, achievements and progress. All of these should be in reference to calendar year 2012. For further discussion of date ranges please see the material under the sub-heading ‘Date Ranges’ within the Introduction (above). 

	14
	Desc_Affordability
	Narrative describing progress by your district towards greater affordability for full family coverage. 
	Required

	15
	Desc_CostSavings
	Narrative describing progress by your district towards health care cost savings. 
	Required

	16
	Desc_ReducedAdmin
	Narrative describing progress by your district towards significantly reduced administrative costs. 
	Required

	17
	Desc_CustService
	Narrative describing your district’s efforts and achievements to improve the management, delivery and administration of employee health benefits.
	Required

	18
	Desc_ReduceDiff
	Narrative describing your district’s efforts and achievements to reduce the differential between employee-only and family health benefit coverage.
	Required

	19
	Desc_PTCoverage
	[bookmark: _GoBack]Narrative describing your district’s efforts and achievements to protect access to coverage for part-time K-12 employees.
	Required

	20
	Desc_Innovations
	Narrative describing your district’s innovations which are designed to reduce health benefit premium growth and the use of unnecessary health services. 

A separate check-off list of specific innovations is specified in Section 2. This narrative should capture any comments, or innovations not listed in Section 2. 
	Optional

	21
	HDHP_Offered
	Indicate whether your district offers a High-Deductible Health Plan (HDHP) to employees
Y or N
	Required 


	Rows 22 – 29 are pre-populated with various default code values. If any codes used by your school district are different from the defaults, then make the appropriate changes. Otherwise, leave them unchanged.

	22
	Classfied_Code
	Code your district uses to identify a classified group / employee
Default = C
	Optional

	23
	Certificated_Code
	Code your district uses to identify a certificated group /  employee
Default = T
	Optional

	24
	Tier_EE
	Employee only coverage tier
Default = EE
	Optional

	25
	Tier_ES
	Employee + Spouse coverage tier
Default = ES
	Optional

	26
	Tier_EC 
	Employee + Child(ren) 
Default = EC
	Optional

	27
	Tier_EF
	Employee + Family
Default = EF
	Optional

	28
	Tier_E2
	Employee + 2 or more children (optional tier used in some plan designs) 
Default = E2
	Optional

	29
	Tier_F2
	Employee + Family with 2 or more children (optional tier in some plan designs) 
Default = F2
	Optional

	The person named below attests that the data for the submitting school district is correct to the best of their knowledge.

	30
	Signed_By
	Name of person authorized to sign off on your district’s data 
	Required

	31
	Date_Signed

	Date your district’s data is being submitted. 
Format is mm/dd/yyyy  
	Required




[bookmark: _Toc351052861]Section 2—Check-off – Innovative Features of Health Plans 
All of the responses below should be in reference to health plan innovations available to your district from any carrier at any time during calendar year 2012. 

For further discussion of date ranges please see the material under the sub-heading ‘Date Ranges’ within the Introduction (above). 

Row 1: Column Headings:

	Column A
	Column B
	Column C
	Column D

	Status

Used by the project team to report errors and warnings to submitting districts

Please do not use this column
	Used_YND

Enter ‘Y’ if this innovation applies to your district. 

Enter ‘N’ if this innovation does not apply to your district. 

Enter ‘D’ if you do not know if this innovation applies to your district.

Enter Y or N or D 
(blank = N)

	Innov_No

Number assigned by the project team to particular innovations.


Please do not use this column
	Innov_Desc

Description of the innovation that is being asked about. 


Please do not use this column



Data begins on Row 2. Enter ‘Y’ in column B of each row where the innovative feature applies to your school district:   
1 Our district has a benefits strategy that includes improving the health of our employees.
2 Our district has specific health plan goals for our employees. 
3 We participate in a health plan coalition.
4 We offer a plan design with a network of providers (hospitals and professionals) and higher benefits for use of in-network providers.
5 We receive health plan performance data from our health plan administrator/insurer.
6 We provide incentives for employees to use our wellness programs.
7 We contract with our health plan to provide wellness services to our employees.
8 We contract with an independent third party to provide wellness services to our employees.
9 We offer a *consumer driven* health plan with a Health Savings Account (I).
10 We have a benefits budget that includes a wellness promotion component.
11 To reduce unnecessary health services at least one of our health plans includes a copay for emergency room services.
12 To reduce unnecessary health services at least one of our health plans includes a copay for inpatient hospital admissions.
13 To reduce unnecessary health services our pharmacy program requires higher copays for brand-name drugs where a generic drug is available.
14 Our health plan administrator/insurer or other third party works with us to find ways to reduce our health plan costs.
15 Our health plan administrator/insurer provides us information on health care cost and trends.

Enter ‘Y’ in column B of each row where the innovative feature is true of at least one health benefit plan offered to employees through your school district.  

Our health benefit plans:

16 …Offer a wellness program.
17 …Provide wellness coaching to our employees.
18 …Send out wellness newsletters and/or post wellness messages on site.
19 …Include case management and utilization management programs.
20 …Offer a focused disease management program.
21 …Offer a high-risk maternity program or maternity education program.
22 …Offer our employees an opportunity to complete health risk assessments.
23 …Offer our employees an opportunity to complete biometric screenings.
24 …Offer financial incentives for employees to lose weight.
25 …Offer financial incentives for employees to stop smoking.
26 …Know the health risks of our population of employees.
27 …Communicate to employees that healthy behaviors can reduce health benefit costs.
28 …Offer incentives to encourage our population to improve their health.
29 …Encourage our employees to know their *numbers* (cholesterol, body mass index, blood pressure, blood glucose levels).
30 …Offer centers of excellence for high-cost services such as transplants.
31 …Offer a Nurse Line service.
32 …Offer a website to employees which includes health tools and resources.
33 …Offer a communication plan to target chronic conditions (e.g. diabetes and depression).



[bookmark: _Toc351052862]Section 3—List Insurance Carriers, Brokers and Other Entities
In this Section you will list all entities - insurance carriers, brokers, and all other third parties - from which your district obtained services related to the provision, delivery, management or administration of health benefit plans offered through your district to your district’s employees during calendar year 2012. 

This time-span means you should include entities your district did business with (for health insurance benefits) during both the 2011 - 2012 School Year and the 2012-2013 School Year.  

You will also provide the dollar amount, if any, that your district paid to each listed entity during Fiscal Year 2011 – 2012. However, you do not need to provide yearly totals (or YTD totals or monthly totals) for the current Plan Year. 

Include any data processing services primarily related to health insurance benefits. Health insurance brokers that your district used should be listed even though their fees may be incorporated into benefit plan premiums. 

One record per entity. 
[bookmark: _Toc351052863]Payments
The Premiums_Paid and Fees_Paid fields in this Section capture the total amounts your district paid to individual entities for services related to the provision, delivery, management or administration of health benefit plans during Fiscal Year 2011 – 2012.

By way of contrast, the various annual total fields within Section 1 (Total_Premiums, Total_Broker, Total_Supplemental, Total_ExternalAdmin, Total_InternalAdmin, and Total_OtherCosts) capture the total amounts your district paid by expenditure category during the same period. 

Row 1: Column Headings:

	Column
	Column Name
	Definition
	Required/
Optional

	A
	Status
	Used by the project team to report errors and warnings to submitting districts.
	Please do not use

	B
	Entity_Name
	Name of entity, carrier, broker or other third party that provides health benefit plans, or related services, to your district.  
	Required

	C
	Entity_Code
	Provide a unique identifier that your district uses for this entity. This identifier may be a vendor code from your district’s Payroll, HR or other computer system. 
(Referenced in Section 4)
	Required

	D
	Insurance_YN
	Indicate whether this entity provides health insurance to any of your district’s employees. 
Y or N
	Required


	E
	Broker_YN
	Indicate whether this entity provides health insurance broker services to your district.
Y or N
	Required


	F
	Supplemental_YN
	Indicate whether this entity provides supplemental health services to any of your district’s employees. See Total_Supplemental in Section 1 for a definition of this term. 
Y or N
	Required


	G
	ExternalAdmin_YN
	Indicate whether this entity provides external administrative or data processing services to your district.  See Total_ExternalAdmin in Section 1 for a definition of this term.
Y or N
	Required


	H
	Other_YN
	Indicate whether this entity has a role other than carrier, broker, or administrator. 

For example, enter Y if this entity is the recipient of your district’s ‘retiree carve out’ payments. 
Y or N
	Required


	I
	Desc_Other
	Narrative describing services provided by this entity.

For example, ‘Retiree carve out’. 
	Optional

	J
	Premiums_Paid
	Report the dollar amount of all medical insurance premiums paid to this entity during Fiscal 
Year 2011 - 2012. 
Do not include COBRA. 
	Required if this entity receives premiums from your district for employee health insurance benefits. 

	K
	Fees_Paid
	Report the dollar amount of fees (but not medical insurance premiums) paid to this entity during Fiscal Year 2011 - 2012. 


	Required if this entity receives commissions or fees from your district for services related to employee health insurance benefits. 

	L
	C_Name
	A contact name for this entity.
	Optional

	M
	C_Phone
	A contact telephone number for this entity.
	Optional

	N
	C_Email
	A contact email for this entity.
	Optional






[bookmark: _Toc351052864]Section 4—List Carrier Health Benefit Plans
For each carrier, list all health benefits plans offered to any of your district’s employees during the 2011-2012 School Year AND ALSO during the 2012-2013 (current) School Year. 

If, from the 2011-2012 School Year to the 2012-2013 (current) School Year, plans have been added or dropped, then list all of them.  

Each plan that is offered should be listed once on its own line.  

	Column
	Column Name

	Definition
	Required/
Optional

	A
	Status
	Used by the project team to report errors and warnings to submitting districts.

	Please do not use 

	B
	Entity_Code
	Identifier for the carrier identified in Section 3.

	Required

	C
	Plan_Code
	A unique identifier for this health benefit plan. This code may be from your HR system.

Plan codes listed here will be referenced in subsequent Sections. 

	Required

	D
	Plan_Name
	Health benefit plan name.

	Required





[bookmark: _Toc351052865]Section 5—List Employee Groups by Classification
For both classified and certificated employees, a separate entry should be made for each group of employees that is offered a unique group of medical benefit plans. A minimum of two groups must be listed: one group for Classified employees and one group for Certificated employees. 

The relevant time span is the 2011-2012 School Year AND the 2012-2013 (current) School Year. If employee groups have not changed from last School Year to the current School Year, then list each group once. 

If groups have been added or dropped or have been renamed, then list all of them.  

Each group should be listed once on its own line.  

You may list the plans offered to each group in column F of this Section, or you may use Section 6 for this purpose. 

	Column
	Column Name
	Field Definition
	Required/Optional

	A
	Status 
	Used by the project team to report errors and warnings to submitting districts.
	Please do not use 

	B
	Group_Code 

	A unique identifier for this employee group which is referenced in subsequent Sections; may be from district’s HR system.
	Required

	C
	Group_Name 
	A name for this employee group.
	Optional, but recommended

	D
	Group_CT 

	Classification of this employee group 
Use the default values shown below, or if you have identified district-specific codes in Section 1 then use those instead.
C = Classified  or  T = Certificated
	Required


	E
	RateSheet_YN 
	Indicate whether a rate sheet (which identifies plans offered and their cost) is available for this employee group. 
If ‘yes’, follow the instructions under the heading ‘Rate Sheets’ (above) to send the rate sheets to the project team. 
Y or N
	Required


	F
	Plan_Codes_Offered
	List of codes identifying the plans offered to this employee group, separated by commas. 

Districts can use this instead of Section 6. Just like Section 6, this list associates groups to plans. In other words, it identifies what plans are offered to what groups. 

Plan codes used here must be listed in Section 4. If a plan code is used here but is not listed in Section 4, this is an error condition. 
	Optional


[bookmark: _Toc351052866]Rate Sheets
If rate sheets (describing plans offered and costs for each group) are available, please indicate this in column E, attach the rate sheets to a separate email message entitled ‘Rate Sheets [Your county-district code - Your SD Name - Your county-district code]’, and send it to  
OIC-K12-datacollection@treinenassociates.com

For example, an email from Olympia SD with rate sheets attached would be entitled: 
‘Rate Sheets - 34111 - Olympia’

Rate sheets may be submitted once and omitted from any subsequent data filings unless additional rate sheets are added to subsequent filings. 


[bookmark: _Toc351052867]Section 6—List Health Benefit Plans Offered to Each Group 
This Section is optional. It may be used to list each health benefit plan offered to each group. Alternatively, districts may use column F in Section 5 for this purpose. 

Just like column F in Section 5, this Section associates groups to plans. In other words, it identifies what plans are offered to what groups. 

The relevant time span is the 2011-2012 School Year AND the 2012-2013 (current) School Year. 

Group_Name and Plan_Name are not required - they are there to help school districts to fill out and verify the information in the form. 

Group_Code and Plan_Code are required. 

Plan codes used here must be listed in Section 4. If a plan code is used here but is not listed in Section 4, this is an error condition. 

Group codes used here must be listed in Section 5. If a group code is used here but is not listed in Section 5, this is an error condition. 

	Column
	Column Name
	Field Definition
	Required/
Optional

	A
	Status
	Used by the project team to report errors and warnings to submitting districts. 

	Please do not use 

	B
	Group_Code
	Identifier for the employee group that this health benefit plan is offered to. 
(From Section 5)

	Required

	C
	Group_Name
	Name of the employee group that this health benefit plan is offered to. 
(From Section 5)

	Optional

	D
	Plan_Code
	Identifier for each health benefit plan that is offered to this employee group. 

	Required

	E
	Plan_Name
	Name of each health benefit plan that is offered to this employee group. 

	Optional 





[bookmark: _Toc351052868]Section 7—List all S-275 District Employees
Employee census information in this Section should reflect your district’s employee population as of the snapshot date of Oct 1, 2012. Dollar figures for monthly premiums and contributions should be those that applied during October, 2012. 

List each district employee that appears on your district’s S-275 report. For each, provide the employee group, plan selected (if any), gender, age, FTE status, and monthly health insurance premium information:
· monthly contribution paid by your district
· monthly contribution paid by the employee
· total monthly premium (district contribution + employee premium). 

Exclude all persons who are not employees for S-275 reporting purposes, as defined in OSPI’s personnel reporting handbook. Please see www.k12.wa.us/safs/ins/per/0102/S275.pdf. Note that the S-275 definition excludes substitute teachers.

If an employee is not eligible for health insurance benefits through your district, or chooses not to purchase them, then leave the following fields blank: Plan_Code, Plan_Tier, SD_Contrib, Emp_Contrib and Total_Premium. 

	Column
	Column Name
	Definition
	Required/Optional

	A
	Status
	Used by the project team to report errors and warnings to submitting districts.
	Please do not use 

	B
	Emp_Code
	A unique identifier for this Employee ( E.g. employee ID or Name Code).
	Required

	C
	Group_Code
	The employee group to which this employee belongs.

Group codes used here must be listed in Section 5. If a group code is used here but is not listed in Section 5, this is an error condition. 

	Required

	D
	Emp_CT
	This field is optional to help identify groups, the classification from the employee group will be used.
C = Classified or T = Certificated 
	Optional


	E
	Gender
	M = Male  or  F = Female
	Required

	F
	DOB
	Date of Birth mm/dd/yyyy
	Required

	G
	Calculated_FTE
	FTE proportion for this employee based on the employee’s contracted work hours.
Provide a numeric between 0.00 and 1.00. 
	Optional

	H
	Benefit_FTE
	Proportion of benefit allocation* based on this employee’s contracted work hours. (*proportion of benefit package available to employees based on their position, bargaining unit etc)
Provide a numeric between 0.00 and 1.00 
	Required





	I
	Benefits_Elig_YN
	Indicate whether this employee is eligible for medical insurance benefits through your district. Y or N
	Required 

	J
	Plan_Code
	Indicate the code that identifies the health benefits plan which this employee selected. 

Leave blank if none was selected.

Plan codes used here must be listed in Section 4. If a plan code is used here but is not listed in Section 4, this is an error condition. 
	Required if employee is enrolled in a health benefit plan through your school district 

	K
	Plan_Tier
	Health Benefits Tier.  Leave blank if this employee is not enrolled in a health benefit plan through your school district. Otherwise, indicate the plan tier for which this employee is enrolled. 

Use the default values shown below, or if you have identified district-specific values in Section 1, rows 23-27, then use those instead. Default tier values: 
  EE = Employee Only 
  ES = Employee + Spouse 
  EC = Employee + Child 
  EF = Employee + Family 
  E2 = Employee + 2 or more children
  F2 = Employee + Family with 2 or more children
	Required if employee is enrolled in a health benefit plan through your school district

	L
	SD_Contrib
	District monthly contribution to premium for this employee. 
Enter 0 if none.
	Required

	M
	Emp_Contrib
	Employee Monthly Contribution to Premium. 
Enter 0 if none.
	Required

	N
	Total_Premium
	Total Premium paid to health benefit insurance carrier, i.e. SD_Contrib. + Emp_Contrib. 
Enter 0 if none.
	Required

	O
	Dep_YN
	Use this field to indicate whether the employee has dependents. If left blank, the assumption will be that employee dependent information is not available.
Y or N
	Required



Use columns P – S to manually input the required information on dependents. Alternatively, use Section 8  if your district is able to extract the required information from a computer system. 



All covered and eligible dependents are required by the legislation – districts should make their best effort to collect and report the data. If an employee is not benefit-eligible, then do not supply that employee’s dependents. 

	P
	Cov_MaleDep_Ages
	List covered male dependent ages separated by commas.
	Required, blank allowed

	Q
	Cov_FemaleDep_Ages
	List covered female dependent ages separated by commas.
	Required, blank allowed

	R
	Elig_MaleDep_Ages
	List eligible but not covered male dependent ages separated by commas.
	Required, blank allowed

	S
	Elig_FemaleDep_Ages
	List eligible but not covered female dependent ages separated by commas.
	Required, blank allowed




[bookmark: _Toc351052869]Section 8—List of Dependents
This Section is optional. It may be used to list each eligible employee’s dependents. Alternatively, use columns P - S in Section 7 in order to manually input the required information on dependents, and ignore this Section.

All covered and eligible dependents are required by the legislation – districts should make their best effort to collect and report the data. If an employee is not benefit-eligible, then do not supply that employee’s dependents. 

Use this Section if your district will use an automated process to extract the required dependent information from a computer system. List each employee’s dependents:  gender, date of birth, and health benefit coverage status. 

	Column
	Column Name
	Field Definition
	Required/Optional

	A
	Status
	Used by the project team to report errors and warnings to submitting districts.

	Please do not use 

	B
	Emp_Code
	The unique employee identifier from Section 7.

Employee codes used here must be listed in Section 7. If an Employee code is used here but is not listed in Section 7, this is an error condition. 

	Required

	C
	Gender
	M = Male  or  F = Female.

	Required

	D
	DOB
	Date of Birth. Format is mm/dd/yyyy

	Required

	E
	Benefits_YN
	Is the dependent covered by a health benefit plan offered through the district?

	Y or N
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