Ottawa Area ISD.

" Learn. Serve. Lead.

Documenting Targeted Case Management Services

CASE MANAGEMENT GUIDELINES:

You must be the student’s Case Manager (the person responsible for the student’s IEP/IFSP) to bill for CM services.

There may be only ONE Case Manager per student.

To bill Medicaid, the student’s IEP/IFSP must prescribe at least one direct service to address a ‘medical’ disability. These
services include: Psychology, Social Work, OT, PT, Nursing, Speech, Audiology, Orientation and Mobility.

You may NOT bill for the initial Eligibility Determination or IEP/IFSP. CM services start AFTER the student is certified as

Special Education.

1] SBS: SPECIAL EDUCATION STUDENTS

T1024 TM

1] SBS: IEP/IFSP Participation [T1024 TM]

Attending the IEP or IFSP meeting.

Please note: Preparation for the IEP/IFSP meeting must be entered as Case Management on each day
preparation was completed. Preparation includes activities such as sending out invitations, gathering
documents, discussing student needs with other providers, etc.

T2023

1] SBS: Targeted Case Management Services [T2023]

Coordinating the performance of evaluations, assessments and other services that the student needs.
Assuring that standard re-examination and follow-up are conducted on a periodic basis to ensure that the
student receives needed diagnosis and treatment.

Follow-up to ensure that the student receives needed diagnostic and treatment services.

Assisting families in identifying and choosing the most appropriate providers of care and services,
scheduling appointments and helping families maintain contact with staff and outside providers.
Assuring that case records are maintained and indicate all contacts with, or on behalf of, the student.
Activities that support linking and coordinating needed health services for the student.

Coordinating school based services and treatment with parent and child.

Facilitating and participating in the development, review, modification and evaluations of the IEP/IFSP
or Manifestation Determination Review meeting.

Monitoring and recommending a plan of action.

Summarizing provider, parent and student consultation.

Coordinating with staff/health professionals to establish a continuum of health and behavioral services in
the school setting.

2] NON-BILLABLE DOCUMENTATION

2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:

disability.

2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:
2] Non-Billable:

the student.

2] Non-Billable:
2] Non-Billable:

Early On Evaluation-Use to log evaluation for EO services.

Early On Family Training: Group-Use to log family training provided in a group setting.

Educational Accommodations Delivered — Use to document the student received an accommodation.
Educational Group Accommodations Delivered — Use to document the group received an accommodation.
Home Visit-Use to record Home Visits at the student’s home.

Initial IEP/IFSP — Use to document a student’s initial IEP or IFSP meeting.

Manifestation Determination Review —Meeting determining if the behavior is related to the student’s

No School Day — use to note no school day. Start time = time intended to work with student

Provider Absent-Use to note provider absence. Start time = time intended to work with student.

Provider not Available-Use to note provider not available. Start time = time intended to work with student.
Record Keeping-Use for any student record keeping purposes you want to track.

Report Writing— Use to document the time it takes to write evaluation/report

Student Absent-Use to report Student Absent. Start Time = time you intended to work with the student.
Student Not Available-Use to log that student was not available. Start Time = time you intended to work with

Student Observation— Use to document time observing students for evaluation purposes.
Student Refused Service— Use to document student refusing service.
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2] Program 270 — Early On Work on Goals - ONLY use this option if you are delivering services under Program 270.

2] Program 270 — Early On Work on Goals Group- ONLY use this option if you are delivering services under Program 270.

2] Non-Billable: Virtual Educational Activity — Documentation of student progress or completion of an educational activity.

2] Non-Billable: Virtual Synchronous Meeting — Documentation of student/teacher face-to-face virtual educational meeting or
class.

2] Non-Billable: Virtual Two Way Educational Communication — Documentation of phone call or email, educational in nature,
between teacher/student. You must have had a response to the email or phone call before documenting this service.

2] Work on Goals Group — Non-Billable — Use to document goal progress as stated in the schedule of the student’s IEP with
similar goals.

2] Work on Goals Individual — Non-Billable — Use to document goal progress as stated in the schedule of the student’s IEP.

GENERAL SERVICE INFORMATION:

e Billing is due the 15" of the Month.
e If your service relates to a ‘medical’ service on the student’s IEP/IFSP, select the T2023 procedure code.

Service Documentation:

The Michigan Department of Health & Human Services (MDHHS) has emphasized the importance of thoroughly documenting all
services provided to Special Education students.

For case management services documentation must include:

e  The service/activity provided (depending on the service, include who, why and when details).
e  Specific outcome/result of service

e  Next steps (if any)

Service Note Example: T2023- “Made contact with Speech and OT regarding Anne’s services and schedule- OT therapy will be
Tuesdays and Speech on Monday and Thursday.”

Areas Covered/Assessed (Dropdowns at the bottom of the service log page): Follow-up to ensure the student receives diagnostic and
treatment services.

Monthly Progress Summaries are REQUIRED for each month that services are reported for Medicaid eligible students. A monthly
progress summary must include:
e  Evaluation of progress from an entire IEP perspective (not academic).

® Include any changes in medical/mental status & changes in treatment plans with rational for change.

Monthly Progress Summary Example: “Anne is making consistent progress toward meeting criteria for IEP goals/objectives with OT
services. Anne is not meeting Speech goal, scheduling meeting with parent and Speech provider in the next week to discuss next steps.”

Staff Qualifications:

e A bachelor degree with a major in a specific special education area; or

e Has earned credit in course work equivalent to that required for a major in a specific special education area; or
e Has a minimum of three years personal experience in the direct care of an individual with special needs.

Supervision & Under the Direction for Personal Care

1.4 UNDER THE DIRECTION OF AND SUPERVISION for Personal Care

(Taken from the MICHIGAN DEPARTMENT OF HEALTH AND HUMAN SERVICES PROVIDER MANUAL DATED October
2017)

Certain specified services may be provided under the direction of or under the supervision of another clinician. For the
supervising clinician, "under the direction of" means that the clinician is supervising the individual's care which, at a minimum,
includes seeing the individual initially, prescribing the type of care to be provided, reviewing the need for continued services
throughout treatment, assuring professional responsibility for services provided, and ensuring that all services are medically
necessary. "Under the direction of" requires face-to-face contact by the clinician at least at the beginning of treatment and
periodically thereafter.

Please note,_if you work with an aide that provides Medicaid billable Personal Care Services, you are required to review and
sign off on all service dates in PowerSchool Special Education.
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Case Management (T2023) Billable Services:

The indirect activities listed below should be logged as Case Management (T2023). Please log up to one Case Management
(T2023) per day/per student. Often, many services can transpire on the same day. When this occurs, use the Provider Note
section to explain the range of services you have provided and select multiple Areas Covered/Assessed at the bottom of
your Service Capture.

=  Contacting service providers regarding student’s IEP progress

= Coordination meetings to discuss plan of care progress and all related preparation

= Scheduling services

=  Making referrals and scheduling appointments for needed services (vision/hearing screens, etc.)
= Completing forms or reports requested by student’s physician

= Communicating with other agencies regarding services (FIA, outside therapy agencies, student’s doctor, etc.)
= Linking parents with providers (providing contact information, scheduling appointments)
= Assist families with questions re: providers and available services

=  Communicating with student’s family about IEP goals/services

= Scheduling conference times with parents and service providers

= Attending conferences with student’s family to review IEP progress

= Discussing student progress with service providers

= Reviewing IEP to ensure services are being provided as specified in the IEP

= Reviewing IEP to determine progress in goal areas

= Setting up therapy schedule for student (OT, PT, speech, etc.)

= Coordinating behavior intervention meetings with team members

= Making necessary arrangements or adjustments if there are any changes in the needs or status of the student
= Collaborating with service providers to develop IEP goals/objectives

= Reviewing, organizing and updating student files/CA-60s

= Updating and collecting student health forms

= Reviewing psychology reports

= Identifying the student’s needs and completing related documentation

= Coordinating and scheduling REED/MET

=  Gathering documents necessary for assessment or referrals

= Coordinating services with principals and counselors

= Developing IEP

= Notifying participants of meeting (phone calls, letters, email)

=  Updating student contact information

= Scheduling IEP/IFSP (sending out IEP invites)

»  QGathering documents necessary for IEP/IFSP

*  Coordinating transition plans meetings

IEP/IFSP Participation (T1024):

Enter IEP/IFSP Participation (T1024) when logging for your attendance at the student’s IEP meeting or if amending the
IEP. The date of service is the date the IEP meeting was held. Please do not use this code for the student’s initial IEP
meeting.

*All prep work for the IEP meeting should be documented as Case Management (T2023).
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Case Manager Documentation Examples with Solid Provider Notes:

9/8/2015

9/9/2015

9/11/2015

9/15/2015

9/18/2015

9/30/2015
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Case Management (T2023)

Case Management (T2023)

Case Management (T2023)

Case Management (T2023)

Case Management (T2023)

Monthly Progress Summary (00000)

Reviewed Anne’s file and IEP to determine services
for the new school year. Anne receives direct OT
and Speech services.

Made contact with speech and OT regarding Anne’s
services and schedule — OT therapy will be
Tuesdays and Speech on Monday & Thursday.

Prepared and distributed accommodations sheets to
help ensure student success.

Met with behavioral specialist, social worker and
other teachers regarding behaviors student is
exhibiting. A behavior plan is being recommended.
Parents contacted and informed of situation.

Developed behavior plan with IEP team to address
recent behavior issues. Implementation to begin
next Monday.

Met with service providers to discuss Anne’s needs
and schedule for the upcoming school year. IEP
reviewed and accommodations distributed.

Anne has been struggling with behavior issues. One
particular incident led to suspension. A behavior
plan has been implemented and her progress will be
monitored.

Follow-up to ensure the student receives
diagnostic and treatment services.

Follow-up to ensure the student receives
diagnostic and treatment services.

Coordinating the performance of evals,
assessments and other services.

Monitoring and recommending plan of
action.

Monitoring and recommending plan of
action.

Monthly Summary
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