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Best Practices 
For your School-Based Medicaid program

	1. Map out the Billing Program Requirements
Whenever you try to accomplish something, it helps to “map” out how you’re going to do it.  Your “map” should include the who, what, where, and when.  Write out the program requirements, the steps necessary to achieve compliance, the person responsible for the work, and indicate when the work should be completed.  Keep your “map” handy, refer to it often, and update it regularly.  Your written “map” also serves as a guidebook for future employees.  

2. Develop and Implement Written Policies & Procedures
Your staff need to know what is expected of them and you need a framework for evaluating their adherence.  Develop and implement written policies and procedures to address the billing requirements.  

3. Provide Effective Training
Once-a-year training is not good enough.  Providers should receive not only the “nuts and bolts how-to-navigate-the-system” training, but also compliance and ethics training.  Because of the complexities and sudden rule changes of the school-based Medicaid program, providers must receive continuous learning in order to be successful billers.  Blend your live training sessions with short videos, and relevant written materials such as an organizational provider manual, quick reference guides, and tip sheets.  Remember to make training fun and interactive.  

4. Avoid Service Documentation Mistakes 
Service documentation mistakes, such as billed on a day student was absent, billed when school was not in session, or documentation was inadequate or insufficient, are all common audit findings.  Your organization can avoid service documentation mistakes by requiring providers to document their service within 24 hours of delivering the service, when the details of the activity are still fresh on their mind.  

5. Establish & Implement Quality Control Procedures 
Your billing procedures should include activities that check for systemic issues, such as direct services to students on days when student was absent or school was not in session.  Consistently monitor areas that may be subject to audit review and immediately respond to detected issues.  

6. Conduct Self-Reviews
You may feel that conducting a self-review is too complicated and time-consuming.  But you won’t find the issues if you don’t look for them, and there most undoubtedly are issues.  Start by selecting a small amount of services and increase the amount with each review.    

7. Provide Incentives
Have you considered employee incentives?  Motivate staff by recognizing their hard work.  Identify the activities you want to reinforce and give rewards, such as a point system, public recognition, or offer opportunities to lead workshops or participate in peer reviews.  Sometimes just a note to say you appreciate their hard work is enough to inspire them to keep going.  When all else fails, give chocolate…a spoonful of sugar helps the Medicaid go down!
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