School Based Health Services Quality Assurance Sample Template



	District Name:
	

	Date of QA Plan:
	

	SBHS Medicaid Coordinator:
	

	Email:
	

	Phone:
	




Purpose  
The purpose of the District Name SBHS Quality Assurance Program is to ensure that all Medicaid‑billable School‑Based Health Services are:
· Delivered by qualified practitioners
· Documented accurately, completely, and in a timely manner
· Aligned with each student’s IEP or Plan of Care
· Compliant with federal and state Medicaid regulations
· Monitored for accuracy, consistency, and program integrity

Program Oversight
The SBHS Medicaid Coordinator is responsible for:
· Ensuring compliance
· Maintaining practitioner lists
· Overseeing documentation and billing
· Submits required amendments and forms to KDE (Kentucky Department of Education) and DMS (Department for Medicaid Services) in a timely manner to maintain program compliance. 
· Coordinating PEER Reviews

Practitioner Qualifications & Credential Verification
District Name will maintain documentation verifying that all SBHS practitioners:
· Hold current, valid Kentucky licensure or certification
· Meet Medicaid provider qualifications for their discipline
· Are included on the district’s SBHS Practitioner List
· Have credentials verified annually
· Are removed from the practitioner list immediately if licensure lapses

Licensure Verification Process:
· District Human Resources Director or Medicaid School Based Health Services Coordinator checks licensure via state boards
· Copies of licenses stored in practitioner files
· Annual credential audit conducted each July
· Verified by: 							
· Verification frequency (annual required): 			
· Storage location of licensure documents: 			



Practitioner Information Maintained
· Name
· Discipline
· License number & expiration date
· Work location(s)
· Start/end dates

Notes: 																																							

Practitioner List Management
The district will maintain an up‑to‑date list of all SBHS practitioners including:
· Name
· Discipline
· License number & expiration date
· Work location(s)
· Start/end dates

Amendment Procedure:
· Updates submitted to KDE within 30 days of any change
· Practitioner may not bill until KDE approves the amendment

Person responsible for maintaining list: 	 						

Location of list: 										

Service Documentation Requirements
All SBHS practitioners must document services in accordance with Medicaid requirements:
· Documentation must be completed within 3 school days of service
· Notes must include:
· Student name
· Date of service
· Start/stop time
· Type of service
· Location
· Description of service
· Practitioner signature & credentials

Electronic system used (Billing Agent): 					

IEP/Plan of Care Alignment
All Medicaid‑billable services must:
· Be included in the student’s IEP or Plan of Care
· Match frequency, duration, and type of service listed
· Be delivered only by qualified practitioners


IEP QA Checks:
· Quarterly review of IEP service logs vs. IEP service minutes
· Immediate correction if discrepancies are found

IEP documentation reviewed by: 					 
Review frequency (quarterly required): 				
Process for addressing discrepancies: 																																												

Internal Monitoring & Auditing
The district will conduct routine internal audits to ensure compliance.

     Service log sampling — A random sample of service logs is reviewed to ensure accuracy, 
       completeness, and compliance with documentation standards.
 Documentation follow‑up — Any missing or incomplete documentation is corrected within 10 days   
   of identification.
      Billing agent notification — The billing agent is notified of all findings that may affect billing 
        accuracy or require corrective action.

Corrective Action Procedures
If errors or non‑compliance are identified:
· Practitioner notified within 5 days
· Corrective action plan developed
· Follow‑up review within 30 days
· Retraining provided if needed

Quarterly/Annual PEER Reviews
· IEP minutes vs. logged minutes
· Verify practitioner credentials
· Review billing accuracy
· Full program evaluation
· PEER Review minutes must be kept for 6 years and will be requested during an audit.
· Update Quality Assurance plan as needed

Last PEER Review conducted (Date): _________________________

Notes: 																																																				


Records Retention
The district will retain all SBHS documentation for at least 6 years, including:
· Service logs
· IEPs
· Practitioner credentials
· Billing records
· Internal audit reports

Records will be stored in: Location/system: 						


Training & Professional Development
The district will provide:
· Annual SBHS Medicaid compliance training
· Documentation training for all practitioners
· Updates when KDE or Medicaid rules change

Attendance will be documented and retained.








	Superintendent or SBHS Medicaid Coordinator (Authorized Signatory):
	

	Printed Name:
	

	Title:
	

	Date:
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