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5 Steps to Become a Certified Counselor

Affiliate

Individuals interested in applying to become a Counselor must affiliate with a Certified Entity.
If not already affiliated, follow the steps below start the process:

STEP

e Search for a prospective Certified Entity in your area at:
https://apply.coveredca.com/hix/entity/locateassister/searchentities.
e Contact the prospective Certified Entity to discuss affiliation with the Entity’s
Primary or Authorized Contact.
e Upon mutual agreement to affiliate, the Entity’s Primary Contact will add the
counselor applicant to their roster.
e The counselor applicant is required to register in Covered California’s Certification
Portal:
= The Counselor Applicant will receive an email with credentials and
instructions to access the Certification Portal and to complete their
Enroller profile and application.
This registration concludes the Counselor Applicant’s affiliation with the Entity.

Complete Profile and Application

STEP Counselor Applicant logs into the Certification Portal at:
https://coveredca.force.com/Certification/s/login/ and accesses the Counselor
Application, as follows:

e On the Welcome page, click on “My Profile”.
e Complete the Counselor Application. Follow instructions on Pages 2-4 of the “Certification Portal

Counselor User Overview” Job Aid available at: http://www.coveredca.com/community-enroliment-
partners/job-aids.

Pass Background Clearance

STEP Counselor Applicants must pass background clearance by completing the following steps:

Complete and submit the Criminal Records Disclosure on their Certification Profile.

Upload the completed and signed Live Scan Form within the Certification Portal.

Review and sign acknowledging receipt of the Privacy Notice documents.

Print two (2) copies of the pre-populated Live Scan Forms to be provided to the Live Scan facility.
Contact the Live Scan facility to schedule a fingerprinting appointment. For a list of locations,
download or access the service locations using the following

link: https://www.capitallivescan.com/state-wide.

Note: For the purposes of this program, the Covered CA Live Scan form is the only acceptable
form. Any other Live Scan form is unacceptable.

Certified Entity Responsibility

e Ensure Counselor Aoblicants are directed to a Covered California annroved Live Scan orovider for

For more information regarding the Certification process, contact the Certification Support via email at:
CommunityPartnerCertSupport@covered.ca.qov

For more information regarding Training or the Learning Management System (LMS), contact the Training Help
Desk via email at: CCULearning@covered.ca.gov



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.capitallivescan.com%2Fstate-wide&data=05%7C01%7CAndres.Chacon%40covered.ca.gov%7Cd5ed5ae5a10e4d962dd208daddeb3fed%7C466d2f7db1424b9c8cddeba5537a0f27%7C0%7C0%7C638066299719493924%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ZXmFl%2FCuK0pU%2FHxXcY75DXxPVsTDKsvS3oxowf8fHh4%3D&reserved=0
mailto:CommunityPartnerCertSupport@covered.ca.gov
mailto:CCULearning@covered.ca.gov
https://apply.coveredca.com/hix/entity/locateassister/searchentities
https://apply.coveredca.com/hix/entity/locateassister/searchentities
https://coveredca.force.com/Certification/s/login/
http://www.coveredca.com/community-enrollment-partners/job-aids
http://www.coveredca.com/community-enrollment-partners/job-aids

COVERED

CALIFORNIA

How to Become a Certified Counselor n
(Bl

Complete Training

Upon Covered California’s approval of the Counselor Application:

STEP

e The counselor applicant is enrolled in the Training.
e Receives an email with login ID and Password information from Covered California’s Learning
Management System (LMS).

e Logs into LMS at https://learning.coveredca.com to access and complete the online Certification
Training.

Counselor applicants MUST:

e Complete all Courses within 30 days of the date enrolled into the Certification Training.
e Pass the Certification Training exam with a score of 80% or better.

STEP Register in CoveredCA.com

After Counselor Applicant meets all Registration requirements, he/she will:

e Receive an email with a personal Delegation Code to register as a Certified Counselor in the
CoveredCA.com system.

¢ Upload a photo for their official Covered California badge.

e Will receive the badge to enroll consumers as a Certified Counselor.

e Counselor can now begin to enroll consumers as a Certified Counselor.

For more information regarding the Certification process, contact the Certification Support via email at:
CommunityPartnerCertSupport@covered.ca.qov

For more information regarding Training or the Learning Management System (LMS), contact the Training Help
Desk via email at: CCULearning@covered.ca.gov
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