SHARS Matters Webinar Series

May 2023 — Documentation Requirements & Best
Practices

Presented by Dario Avila, TASB Special Education Solutions

This information is provided for educational purposes only to facilitate a general understanding of the law or other regulatory matter.

Special Ed ucatinn SDIUtiOﬂS This information is neither an exhaustive treatment on the subject nor is this intended to substitute for the advice of an attorney or

other professional advisor. Consult with your attorney or professional advisor to apply these principles to specific fact situations.
© 2023 TASB, Inc. All rights reserved.
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Housekeeping Items

* Audio options
— Phone Audio

— Computer Audio Y
3y ~ P

Join Audio ttart Video

* Got questions?

— Submit questions through the Zoom Chat window or by email to
shars@tasb.org.

© 2023 TASB, Inc. All rights reserved.
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Housekeeping Items
* Need SBEC Credit?

e Download certificate from the Chat window.

* Download today’s presentation from the Chat
window

© 2023 TASB, Inc. All rights reserved. . ‘ .
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Housekeeping Items
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T Free Monthly School Medicald Webinar Serles
— Focuses on Timely SHARS Topics

* Session being recorded M L ' -,'h
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https://www.tasb.org/services/special-education-solutions/training.aspx
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TASB Special Education Solutions Team
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Dario Avila Carrie Pawloski Dr. Karlyn Keller Tricia Gray

Denise Carter Dr. Ehrikka Hodge Laurie Woodel
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Agenda

e General SHARS Documentation Information
 Minimum Documents to Collect & Maintain
* Service Logs

* Session Notes

* Trip Logs

* Best Practices

e Questions/Reminders /[ Contact Info
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General SHARS Documentation Information
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All SHARS services require
some form of documentation
to support the medical
necessity of the service
delivered.

All documentation must be
legible, dated, and signed by
the performing provider.

Special Education Solutions

Each page of medical record
documents must include the
student’s name and Medicaid
number

SHARS records must be retained
for seven years.

Services must be documented
within 1 week (7 days) of delivery

© 2023 TASB, Inc. All rights reserved.




Minimum Documents to Collect & Maintain

SHARS Matters Webinar Series — May 2023
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Minimum Documents to Collect & Maintain

e Signed parental consent e Supervision logs
 |EP * Special transportation (trip)
logs

e Current provider
gualifications (if applicable)

Claims submittal & payment

* Prescriptions & referrals histories

. . * Assessments / evaluations
 Medical necessity

documentation  Written agreements for

. . contracted services
* Signed session notes /

service logs  Copies of completed COF
letters with supporting
information

E-signature authorization
forms (if applicable)

Shared service arrangement /
cooperative agreement

© 2023 TASB, Inc. All rights reserved.



https://www.tasb.org/services/special-education-solutions/documents/shars-matters-webinar_2-15-23_handout_v2.pdf
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Service Logs

* Required for all SHARS services prescribed in a
student’s IEP

e Mustinclude:
e Student’s name and date of birth

* Student’s Medicaid number (on every page)

* Performing provider’s printed name, title, and
signature (handwritten or electronic)

ma¥  Special Education Solutions © 2023 TASS, Inc. Al rghts reserved. . .



Service Logs

1 e Mustinclude (continued):
* Date of service; and for each date of service:

* Billable start and stop time

 Total billable minutes
 Student observation
* Procedure code(s)

* Note of activity performed
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Session Notes

* Required for all therapies

* Include all elements of a service log plus:

Student’s progress towards goals (if applicable)
Note whether the service was provided individually or in a group setting
The related IEP objective

© 2023 TASB, Inc. All rights reserved.




Session Notes

* Not required for evaluations
* Evaluation documentation requirements include:

* Billable start and stop time

* Total billable minutes
* Note of activity performed

* Service providers are expected to perform and document evaluations in
accordance with their discipline-specific standards of practice.

© 2023 TASB, Inc. All rights reserved.




Trip Logs

SHARS Matters Webinar Series — May 2023
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Trip Logs
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* Documentation of each one-way trip must be
maintained

* Should be recorded daily

* Mustinclude the number of one-way trips per day
and the time of the trip (AM [ PM).
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Tri Logs

At minimum, trip logs should include the following:

District name °
Route name or number

Bus driver’s name

Student’s name and Medicaid number
Dates of service & date of the week

Student should be marked absent if o
service was not provided

‘ Special Education Solutions

Indication if a bus aid/monitor was
needed

Bus aid/monitor name and initials (if
applicable)

Type of personal care service provided
and modality (if applicable)

Dated signature of the bus driver and
aid/monitor (if applicable)

© 2023 TASB, Inc. All rights reserve
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Best Practices

* Establish operating procedures
* Conduct self-audits periodically

* Summer folder review project

* Dedicate a staff member to obtaining parental
consent

 Establish incentives
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SHARS Amidst

Get the latest School
Health and Related ooy e
Services (SHARS) =

news and trends! o T

Sign up at tasb.org/specialeducation.
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Free Monthly School Medicaid Webinar Series

© Copyright 2023 Texas Association of School Boards. All



Contact
Information

\

Website

www.TASB.org/specialedu
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Email
shars@tasb.org
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Thank You!

The information in this presentation may include the intellectual property of third parties.
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