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About This Toolkit 
“My Health. My Care.” is an educational video series that has been 
developed by community partners in the Greater Nashua Public Health 
Region to help residents better understand how to navigate the healthcare 
system and feel more confident when they communicate with their 
healthcare providers. This toolkit provides resources for organizations that 
would like to promote the videos among their staff, patients and clients and 
outlines how to conduct a film screening at your organization.  

Partnerships 
Anchor Line 

CHIP Access to Health Care Work Group Members 
City of Nashua, Division of Public Health and Community Services 

Community Members 
Dartmouth-Hitchcock Nashua 

Foundation for Healthy Communities 
Greater Nashua Dental Connection 

Harbor Care Health and Wellness Center 
H.E.A.R.T.S. 

Lamprey Health Care—Nashua Center 
Nashua Public Library 

National Network of Libraries of Medicine 
Southern NH Health System 

St. Joseph Healthcare 
St. Joseph Hospital Patient Family Advisory Council 

United Way of Greater Nashua 

Funding 
Funding was provided by the National Network of Libraries of Medicine, the 
City of Nashua, Division of Public Health and Community Services and the 
United Way of Greater Nashua.  
 
This project has been funded in whole or in part with federal funds from the 
National Library of Medicine, National Institutes of Health, under Contract 
No. HHSN276201100010C with the University of Massachusetts, Worcester. 
This project was also funded by the City of Nashua, Division of Public Health 
and Community Services and the United Way of Greater Nashua. 
  

 	



Page 2 of 28 

Table of Contents	
About This Toolkit .................................................................................................................... 1 
Partnerships ............................................................................................................................... 1 

Funding ......................................................................................................................................... 1 

Executive Summary ................................................................................................................ 3 

Replicating Project Materials ................................................................................................ 4 

Work Plan for Hosting a Film Screening .......................................................................... 5 

Pre-Event ................................................................................................................................. 5 
Event ......................................................................................................................................... 7 
Post-Event ............................................................................................................................... 7 

Facilitator’s Guide for Hosting a Film Screening .......................................................... 9 

Welcome (5 minutes) ......................................................................................................... 9 

Background on the Project (5 minutes) ...................................................................... 9 

Part 1: Learning the Basics and Communicating with Healthcare 
Professionals ........................................................................................................................ 10 

Part 2: Understanding Insurance, Appointments and Billing and Staying 
Healthy ................................................................................................................................... 11 

Wrap-Up ................................................................................................................................. 11 

Getting Materials Ready for the Film Screening ........................................................ 13 

Handouts ............................................................................................................................... 13 

Resource Table ........................................................................................................................ 15 

Budget ........................................................................................................................................ 16 

Promoting the Videos and Materials with Your Staff, Clients and Patients ..... 17 

Facebook Posts .................................................................................................................... 17 

Twitter Posts ........................................................................................................................ 18 

Blog Post ................................................................................................................................ 18 

Email Blast ............................................................................................................................ 19 

Other Marketing Ideas ......................................................................................................... 19 

Evaluation Tools ...................................................................................................................... 20 

Templates .................................................................................................................................. 24 

Signage for Film Screening ................................................................................................ 28 

 

 



Page 3 of 28 

Executive Summary 
“My Health. My Care.” is an educational video series that has been 
developed by the City of Nashua, Division of Public Health and Community 
Services and the Access to Health Care Work Group to help residents in the 
Greater Nashua Public Health Region better understand how to navigate the 
healthcare system and feel more confident when they communicate with 
their healthcare providers.  
 
The Access to Health Care Work Group is one of three work groups 
developed to work on objectives for the 2012-2015 Community Health 
Improvement Plan (CHIP).  The work group is comprised of representatives 
from the health department, the local community health center, the two 
acute care hospitals, major medical partners and residents. As part of the 
Access to Health Care Work Group efforts, in early 2013 they held four 
forums with community members and the overarching themes from the 
forums were the lack of knowledge of available health resources and 
services in the greater Nashua area and the affordability of health care. The 
project includes handouts and five videos with the following themes: 
 

1. My Health: Understanding Insurance, Appointments, and Billing 
2. My Health: Communicating with Healthcare Professionals 
3. My Health: Learning the Basics 
4. My Health: Staying Healthy 
5. Putting it All Together: One Family’s Story 

We encourage organizations in the Greater Nashua Public Health Region and 
in New Hampshire to share these resources and tools and consider hosting 
film screenings at their organizations.  
 
Funding for this project was provided by the National Network of Libraries of 
Medicine, the City of Nashua, Division of Public Health and Community 
Services and the United Way of Greater Nashua.  
 
If you would like to learn more about the project, visit the City of Nashua’s 
website at (http://bit.ly/MyHealthMyCare). The videos can also be accessed 
on the Nashua Public Health YouTube channel at   
https://www.youtube.com/channel/UCwnBkMZlZDlsC8jWLKHgLdw.  
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Replicating Project Materials 
We want you to share the videos and project materials far and wide and post 
on social media but we have one request!  
 
If you are replicating the materials or videos associated with this project, we 
ask that the sentence and picture below be used on the materials. If you 
host an event or are promoting the videos and materials, let us know about 
it by completing the Video Series Feedback Form (additional information on 
page 17).  
 
The picture below and the video series feedback form can be downloaded on 
the following website: http://bit.ly/MyHealthMyCare. The Division can be 
reached by emailing Ashley Conley at 603-589-4560 or  
conleya@nashuanh.gov, faxing the form to 603-594-3452 or mailing the 
form to the City of Nashua, Division of Public Health and Community 
Services, 18 Mulberry St, Nashua, NH 03060. 
 
 
 
 
This project has been funded in whole or in part with federal funds from the National Library of Medicine, National 
Institutes of Health, under Contract No. HHSN276201100010C with the University of Massachusetts, Worcester.  
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Work Plan for Hosting a Film Screening 
Pre-Event 
 

Action Person 
Responsible 

Due 
Date 

Find a location for the screening 

NOTE: If you are using the internet to access 
the videos make sure the location has internet 
capability. When looking for a location, check to 
make sure there is adequate parking and 
seating. 

  

Find a date and time for the screening 

NOTE: Check for groups with established 
participation and meeting times who would be 
willing to make the film screening part of their 
regular group meeting. 

  

Update the flyer and prepare materials to help 
market the event 

Ideas: 

 Post to social media 
 Hang up flyers at the library, stores, 

pharmacies 
 Post to your website and online 

community calendars 
 Put a posting on the cable access tv 

station in your area 
 Ask the schools to post in their 

newsletters, website, emails and to send a 
notice home 

 Email to local service organizations that 
can assist with recruiting attendees to the 
film screening 

  

Determine if you will be using a DVD player or a 
laptop to show the videos. 

NOTE: Do a test run prior to the event to make 
sure the videos play correctly on the DVD player 
or the laptop 
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Prepare the supplies to bring to the film 
screening 

 DVD with videos 
 Handouts 
 Sign-In Sheet (optional) 
 Pre-Event Evaluation and Post-Event 

Evaluation Forms (optional) 
 Snacks (optional) 
 Materials for a resource table (extra flyers 

that may be of interest to attendees) or a 
display of healthy eating or local resources 

If using a laptop: 

 Laptop with extra external speakers 
 Projector 
 Screen to project videos if a wall is not 

available at the site 
 If you are accessing the videos through 

the internet (YouTube), make sure you 
have adequate wifi and internet capability 

 Extension Cord 

NOTE: Trial run the videos on the laptop you 
are using ahead of the event, some older 
laptops may not be able to run an mp4 file. If 
you are using the internet to run the videos, 
some servers are too slow for the videos to 
operate normally (for example, we tried to show 
the videos on a computer attached to a hospital 
server and the videos were playing too slowly 
due to the available bandwidth). 

If using a DVD Player: 

 DVD Player 
 TV  
 Extension Cord 

  

If providing snacks, purchase them ahead of 
time. It is best to provide pre-packaged or ready 
to eat fruit (e.g. bananas) for the event. If not, 
ask the health officer in town if you will need a 
food permit for the event.  
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Designate staff/volunteers that will be 
facilitating the event and review the facilitator 
guide; assign roles for the event 

  

Create an agenda for the event that staff can 
use to stay on task and on time 

  

Consider putting together a small speaker panel 
for the event that includes a healthcare 
provider, public health professional and an 
individual that can answer questions about 
health insurance.  

  

If you are putting together a small speaker 
panel, invite the panelists and give them some 
background on the project and what to expect 
at the event. 

  

Event 
 

Action Person 
Responsible 

Due 
Date 

Arrive at least 60 minutes before the start of the 
event to set-up and check-in with the location to 
make sure there haven’t been any changes to 
the location and to ensure that everything is 
set-up before the audience arrives 

  

Set-up: 

 Laptop, TV or DVD player 
 Set-up the resource table with additional 

handouts 
 Acquire internet access (if needed) 

  

Meet and greet people as they come in to the 
event and provide handouts – ask them to fill 
out the pre-film questionnaire form 

  

After the event ask attendees to fill out the 
post-film questionnaire form 

  

 

Post-Event 
 

Action Person 
Responsible 

Due 
Date 

Thank the attendees for coming   
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Make sure you remind them to fill out their post-
film questionnaire form and to take home their 
handouts and materials. Give them the thank 
you flyer. 

  

Clean up the site and pack left over snacks   
Restock with the handouts and materials for the 
next film screening 

  

Write down what went well at the screening and 
areas for improvement to assist with making the 
next event better. Use the film screening 
tracker. 

  

Tally the results from the pre-film and post-film 
questionnaire forms 
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Facilitator’s Guide for Hosting a Film 
Screening 
Welcome (5 minutes) 

 Welcome the participants and introduce staff that are in attendance 
 Reminder the participants to complete the pre-film questionnaire form 
 Review logistics such as bathroom locations and what to do if the fire 

alarm goes off. 

Sample Script for Welcome 

Hello and welcome to the My Health. My Care. Film Screening. Thank you 
for joining us today! We hope you enjoy the event and we are always 
looking for feedback on how to improve our events so let us know! My 
name is {insert} and I will be facilitating our event. Before we get 
started, please take a moment to fill out our pre-film questionnaire form. 
This form does not ask for your name, address or other identifying 
information, it just lets us better understand what you are interested in 
learning about today.  

Just some housekeeping before we get started, the bathrooms are 
{insert} and there are some snacks and water {insert}. If the fire alarm 
goes off {insert}.  

Background on the Project (5 minutes) 

 Discuss how the project was funded 
 Background on how this project got started 

Sample Script for Background 

This project is funded by the National Network of Libraries of Medicine, 
the City of Nashua, Division of Public Health and Community Services and 
the United Way of Greater Nashua. We also want to recognize local 
organizations whose support made it possible:  St. Joseph Healthcare, 
Southern NH Health System, Lamprey Health Care, Dartmouth-Hitchcock 
Nashua, the Foundation for Healthy Communities and the Access to 
Health Care Work Group. 

The City of Nashua, Division of Public Health and Community Services 
and the Access to Health Care Work Group held 4 community forums to 
find out what the barriers were to accessing healthcare in the Greater 
Nashua region. The main issue identified with accessing healthcare was 
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knowing where the healthcare resources were and how to navigate the 
healthcare system. Everyone knows that it can be confusing and hard to 
understand medical terms that are used during appointments, to 
understand medical billing, and to understand insurance information. 
They wanted to help residents know where to go for resources and how to 
get the most from their healthcare so they applied to the National 
Network of Libraries of Medicine for a grant to make a video series.  The 
topics covered in the videos are:  Learning the Basics, Communicating 
with Providers, Insurance/Appointments/Billing and Staying Healthy.  
Each video is about 5 minutes. Today, we have some helpful materials 
available (hold up folder) for you to use: 
 

 An organizational folder that can be used for medical 
information later 

 Brochure with key tips from the videos 
 Medication Record/Tracker 
 MedlinePlus bookmark 
 From Coverage to Care booklet 
 Local Resources flier 

We are looking forward to sharing them with you so let’s get started! Our 
plan for today will be to watch the first segment, break for questions, and 
then follow with the remaining video segments with more time for 
discussion.  

Part 1: Learning the Basics and Communicating 
with Healthcare Professionals 

Part 1: Learning the Basics (7 minutes) 

o Play the video for the audience. 

Discussion, Questions and Answers (10 minutes) 

o If you have a panel at the event, they can answer questions 
from attendees and spur discussion amongst the attendees. 

o To start off discussion, the facilitator could give a personal 
example of a time they had difficulty navigating the healthcare 
system or didn’t understand some medical information or 
process. For example, a Nashua facilitator described a time she 
saw a primary care provider that she had a hard time 
communicating with and didn’t feel comfortable asking 
questions. She didn’t feel like they were listening to her, so she 
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asked for a new primary care doctor and now feels comfortable 
talking about her health conditions.  

o If the attendees are not asking questions, some questions you 
could pose to them include: 
 Have you found it difficult to find a specialist in your area? 
 Do you still have questions about what a specialist is 

versus a primary care provider?  

Part 2: Understanding Insurance, Appointments 
and Billing and Staying Healthy 

Now we are going to watch the remaining videos and then have time for 
discussion and questions and answers. Jot down any questions you might 
have while watching the videos! Play the videos for the audience. 

Part 2: Communicating with your Healthcare Providers (7 
minutes) 

Part 3: Understanding Insurance, Appointments and Billing (7 
minutes) 

  
Part 4: Staying Healthy (7 minutes) 
 
Part 5: Putting it All Together Video (2 minutes) 

Discussion, Questions and Answers (10 minutes) 

o To start off the discussion, the facilitator could provide a 
personal example of a time it was hard to talk to a healthcare 
provider or make an appointment or understand billing and 
insurance.  

o If the attendees are not asking questions, some questions you 
could pose to them include: 
 Do you find it difficult to talk to your healthcare provider 

about your health? Are there things you can do that might 
make it easier.  

Wrap-Up 
 

 Thank attendees for coming 
 Complete the Post-Film Questionnaire Form 
 Make sure attendees have their handouts and take home materials  
 
Sample Script for Wrap-Up 
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Thank you so much for coming out today to this event! We hope you 
enjoyed the videos and discussion. If you have remaining questions or 
would like to talk with us further, we will be available for the next few 
minutes. Please don’t forget to fill out your evaluation form and take 
home your handouts and goodies! If you liked the videos and materials, 
please share them with your friends and family. The videos can be found 
on YouTube and the Division’s website (reference the thank you flyer for 
additional details).  
 

Set-up of Room for Film Screening 
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Getting Materials Ready for the Film 
Screening 
 

Handouts 
In the Greater Nashua Public Health Region, we put together a packet of 
information and put them in a folder that could be used later by the 
attendees along with their medical records or notes from doctor’s 
appointments. The handouts can be downloaded or ordered at the websites 
listed below. The folders include: 

 My Health. My Care. Brochure 
o Download the brochure in English or Spanish at: 

http://bit.ly/MyHealthMyCare  
 

 From Coverage to Care Brochure 
o To order, visit: https://marketplace.cms.gov/outreach-and-

education/order-coverage-to-care-materials.html  
o From Coverage to Care website:    

https://marketplace.cms.gov/technical-assistance-
resources/c2c.html  
 

 Health Resources in the Greater Nashua Area 
o Develop one for your area! Download an example from 

http://bit.ly/MyHealthMyCare.  
 

 MedlinePlus bookmark (English on one side, Spanish on the other) 
o To order, visit: 

https://nnlm.gov/psr/services/promo/promo_materials.html  
 

 My Personal Medication Tracker 
o Available at: http://www.aarp.org/health/drugs-

supplements/info-2007/my_personal_medication_record.html  
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Image of the Inside of the Folder 

 

Image of All the Documents in the Folder

 



Page 15 of 28 

Resource Table 
Gather additional materials that may benefit attendees and put together a 
resource table.  
 

Examples of a Resource Table 
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Budget 
Here is an example budget for putting together a film screening. You can 
expand or reduce the types of materials you use and what you make 
available at the film screening based on your budget. 
 
Examples are from WB Mason and based on 24 attendees. 
 

Item Item 
Number 

Price Quantity Total Price 

Pendaflex® Divide it 
Up File Folder, Multi 
Section, Letter, 
Assorted, 12/Pack  

PFX10773 $9.39/pack 2 $18.78 

Avery® Shipping 
Labels with TrueBlock 
Technology, 3-1/2 x 5, 
White, 100/Pack 

AVE8168 $14.09/pack 1 $14.09 

My Health. My Care. 
Brochure 
 

N/A Varies, depends on 
printing costs 

- Based on $0.50 
per page for 
color 

24 $48.00 

My Medication Tracker N/A Varies, depends on 
printing costs 

- Based on $0.10 
per page for 
black and white 

24 $4.80 

Pre and Post 
Questionnaire 

N/A Varies, depends on 
printing costs 

- Based on $0.10 
per page for 
black and white 

24 $4.80 

Thank you flyer N/A Varies, depends on 
printing costs 

- Based on $0.50 
per page for 
color 

24 $12.00 

From Coverage to Care 
Brochure 

N/A Free – need to order 24 Free 

MedlinePlus Bookmark N/A Free – need to order 24 Free 
Health Resources Flyer N/A Varies, depends on 

printing costs 
- Based on $0.50 

per page for 
color 

24 $24.00 

Light Refreshments N/A Varies 24 people $20.00 
TOTAL $146.47 
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Promoting the Videos and Materials with 
Your Staff, Clients and Patients 
 
The following pages include social media templates and materials that can 
assist an organization with holding a film screening in their town. If you use 
these materials, please fill out the video series feedback form and send it to 
us, reference page 19 for more information. 

Facebook Posts 
 Confused by health insurance and billing? Check out the free healthcare 

video series from Nashua Division of Public Health & Community 
Services where you can learn how to get the most out of the healthcare 
system:http://www.unitedwaynashua.org/free-healthcare-video-series/.  

	

	

	

	
 
 
 

 
 Here's a great opportunity for 

Merrimack's residents & families: The City 
of Nashua, Division of Public Health and 
Community Services and the Access to 
Health Care Work Group are hosting a 
series of screenings of the My Health. My 
Care. video series. The video series is 
targeted to individuals and families that 
would like to get ideas and tips on how to 
get the most out of the healthcare 
system, such as communicating with your 
healthcare provider and better 
understanding billing and insurance. See 
the flyer for more info! 
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Twitter Posts 
 

 
 

Blog Post 
Example from the United Way of Greater Nashua 
March 26, 2015 

By: Joshua Brennick 

Are you frustrated trying to navigate the healthcare system? Confused by insurance and 

billing? How do you find a healthcare provider who is right for you? 

Learn how to get the most out of the healthcare system by attending a free screening of 
the “My Health. My Care.” video series, which will be shown six times in Greater Nashua 
from April 1 through May 4. Offered by the City of Nashua’s Division of Public Health and 
Community Services and developed by community partners in the Greater Nashua Public 
Health Region, the 20-minute, four-part healthcare video series will highlight: 

 Learning the Basics 

 Communicating with Healthcare Professionals 

 Understanding Insurance, Appointments and Billing 

 Staying Healthy 
The screenings are free, open to all residents and agencies, and will take place at multiple 
locations. Snacks will be provided. The videos will be archived on the Nashua Public Health 
YouTube website. For more information, contact Ashley Conley at 603-589-4552. 
 
This project has been funded in whole or in part with federal funds from the National Library of Medicine, National 
Institutes of Health, under Contract No. HHSN276201100010C with the University of Massachusetts, Worcester.  
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Email Blast 
 

My Health. My Care.  
The City of Nashua, Division of Public Health and Community Services and the Access to 
Health Care Work Group are hosting a series of screenings of the My Health. My Care. video 
series. The video series is targeted to individuals and families that would like to get ideas 
and tips on how to get the most out of the healthcare system, such as communicating with 
your healthcare provider and better understanding billing and insurance. Please share these 
opportunities with residents and community groups! Please reference the attached flyer for 
more information. All of the events are free and light refreshments will be provided. 
 
April 10, 2015 
3:00PM-4:00PM 
Merrimack Public Library, 470 Daniel Webster Hwy, Merrimack 
  

April 20, 2015 
11:00AM-12:00PM 
Nashua Soup Kitchen and Shelter, 2 Quincy St, Nashua 
 
This project has been funded in whole or in part with federal funds from the National Library of Medicine, National 
Institutes of Health, under Contract No. HHSN276201100010C with the University of Massachusetts, Worcester.  
 
 
 
 
 
 
 
 

 

Other Marketing Ideas 
 Sandwich boards 
 Press release to media sources (e.g. Nashua Patch, newspapers, radio, 

websites) 
 Reach out to Neighborhood Watch Groups and volunteer groups to 

promote 
 Flyers at convenient stores and grocery stores 
 Ask healthcare facilities to post in waiting rooms 
 Advertise on Access TV stations 
 Post on community calendars 
 School newsletters 
 Table tents in staff break room or local restaurants  
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Evaluation Tools 
 

1. Pre-Film Questionnaire for Attendees: this should be given to 
attendees and completed before watching the videos. 
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2. Post-Film Questionnaire for Attendees: at the conclusion of the event, 

as the attendees to fill out this form. 
 

 



Page 22 of 28 

 
3. Film Screening Tracker: use this form to capture information from the 

film screening to use in your evaluation to improve future events.  
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4. Video Series Feedback Form – if you host an event or promote the 

videos and materials, let us know about it! Please fill out this form and 
email it to Ashley Conley at conleya@nashuanh.gov, fax it to 603-594-
3452 or mail it to the City of Nashua, Division of Public Health and 
Community Services, 18 Mulberry St, Nashua, NH 03060. 
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Templates 
 

1. Film Screening Promotional Flyer 
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2. Thank You Flyer for Attendees 
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3. Labels for Folders 
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4. Health Resources Flyer – available in English, Spanish and Portuguese  
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Signage for Film Screening 
 
 
Post signage at all entrances and on the way to the location for the film 
screening so attendees know how to get to the showing.  


