Time Study Employee Lists:

· [image: http://www.compuclaim.com/Portals/252158/images/time%20study%20training_thumb.jpg]School Districts will need to provide 2 Time Study Employee Lists to DSS. This information provided will determine who can participate in the Time Study selection process.

Who should be included on the Employee Lists?
1. Time Study SBCH Employee List 1  
1. SBCH Qualified Providers who deliver Direct Medical Services, including those who conduct a combination of direct services and/or administrative activities
1. SBCH Medicaid Billing Personnel, including those who conduct a variety of administrative activities

1. Time Study SBCH Employee List 2  
1. School Personnel (not qualified providers or Medicaid Billing Personnel) who perform SBCH Administrative activities on a regular basis (activities defined below and on the attached spreadsheet.

SBCH Administrative Activities - Time Study Participant List 2
1. The school district may include on the Time Study Employee List 2 (Administrative Staff) any school employed staff that participates regularly in the following SBCH Medicaid Reimbursable Administrative Activities.  This could include non-Qualified Providers, plus many more.
0. [bookmark: _GoBack]Medicaid Outreach
0. Medicaid Application Client Enrollment Process
0. Program Planning, Policy Development, and Interagency Coordination  Related to Medicaid Services
0. Medical/Medicaid Related Training
0. Referral, Coordination and Monitoring of Medicaid Services
0. Translation Related To Medicaid Services
0. Transportation Related Activities In Support Of Medicaid Covered Services
0. Assisting a Qualified SBCH Services Provider (clinician) in a delivery of an IEP prescribed SBCH covered service
0. Medicaid Time Study Coordination, Statistics

1. Use your best judgment – Do not include staff that do not regularly perform Administrative activities, as including them in the Time Study will bring down the Administrative cost allocation percentages that are ultimately calculated from the Time Study results, and thus will lead to less Administrative reimbursement.

1. Currently, on Employee List 2, we are only asking for the Names of those employees that you deem perform regular Administrative activities.  We will collect the titles of these staff members when we conduct the actual Time Study. Use the list below to determine your ADMINISTRATIVE staff. If they perform any duties related to the above list include them as they will bring additional revenue to your district in the cost report and settlement reimbursement.

1. Qualified Providers and Medicaid Billing Personnel may very well perform the above activities in addition to their other functions, but they should be listed on Employee List 1

	
Some examples of staff that have been considered as staff who conduct Administrative activities in other states:

	

	
	
	
	
	
	
	
	
	

	· Administrators
	
	
	
	
	
	
	

	· Administrators for Exceptional Student Education
	
	
	
	

	· Non-Qualified Audiologist these staff are able to bill for IEP services so include on Employee List 1 – If they are contracted do not include as they will be part of purchased services on Cost report.
	
	
	
	[image: ]
	
	

	· Non-Qualified Audiologist Assistant or Aide these staff are able to bill for IEP services so include on Employee List 1 – If they are contracted do not include as they will be part of purchased services on Cost report.
	
	
	
	
	

	· Augmentative Communication Specialists
	
	
	
	
	

	· Bilingual Specialists
	
	
	
	
	
	
	

	· Case Manager
	
	
	
	
	
	
	

	· *Counselors – These staff are able to bill for IEP services so include on Employee List 1
	
	
	
	
	
	
	
	

	· Diagnosticians
	
	
	
	
	
	
	

	· Dietitians
	
	
	
	
	
	
	
	

	· Direct Support Personnel
	
	
	
	
	
	

	· Guidance Counselors - These staff are able to bill for IEP services so include on Employee List 1
	
	
	
	
	
	

	· Health Services Special Education Teachers
	
	
	
	

	· Hearing Instrument Specialist - These staff are able to bill for IEP services so include on Employee List 1.
	
	
	
	
	
	

	· Interpreters
	
	
	
	
	
	
	

	· Interpreters (Hearing Impaired)
	
	
	
	
	
	

	· Interpreters and Interpreter Assistants
	
	
	
	
	

	· Liaisons and Certain Teachers for Exceptional Student Education
	
	
	

	· Non-licensed Orientation & Mobility Specialists
	
	
	
	

	· Non-licensed Psychologists – If school certified include on Employee list 1
	
	
	
	
	
	

	· Non-licensed Social Workers If school certified include on Employee list 1
	
	
	
	
	
	

	· Nurse’s Aide
	
	
	
	
	
	
	

	· Occupational Therapist Aide, Assistant These staff are able to bill for IEP services so include on Employee List 1 – If they are contracted do not include as they will be part of purchased services on Cost report
	
	
	
	
	

	· Orientation & Mobility Specialists
· Personal Care Service Provider
	
	
	
	
	

	· Physical Therapist These staff are able to bill for IEP services so include on Employee List 1 – If they are contracted do not include as they will be part of purchased services on Cost report
	
	
	
	
	
	
	

	· Physical Therapist Aide, Assistant These staff are able to bill for IEP services so include on Employee List 1 – If they are contracted do not include as they will be part of purchased services on Cost report
	
	
	
	
	

	· Program and Staffing Specialists
	
	
	
	
	

	· Program Specialists
· Pupil Support - Technicians
	
	
	
	
	
	
	

	· Pupil Support Service Administrators
	
	
	
	
	

	· Pupil Support Technicians
	
	
	
	
	
	

	· Resource Specialist/ Family Liaisons
	
	
	
	
	

	· School Bilingual Assistants
	
	
	
	
	
	

	· School Health Aides
	
	
	
	
	
	
	

	· School Psychologist Intern
	
	
	
	
	
	

	· Social Work Interns
	
	
	
	
	
	
	

	· Special Education - Support Technicians
	
	
	
	
	

	· Special Education Administrators
	
	
	
	
	

	· Special Education Teachers
	
	
	
	
	
	

	· [image: ]Special Education Teacher's Aides
	
	
	
	
	

	· Student Services Personnel Special Education Secretaries
	
	
	
	
	
	

	· Teacher Consultant
	
	
	
	
	
	
	

	· Vision Specialist
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