To:  Claims/EnterClaims Users
Re:  Session Notes Documentation & Signature Requirements for Medicaid
McGuinness has recently participated in several SED Medicaid Document Reviews with various counties.  The following issues have been flagged in each of these reviews, which means during an official audit, the county could incur fines.  
1) Non-Compliant Session Notes
· The description entered for the Setting Field on the session note does not always meet Medicaid requirements.  The Setting and Location fields together should give enough information for an auditor to determine “where” the child’s therapy took place (Please see Medicaid Citation noted at the end of this email).  If the information entered into these two fields is too vague to determine where the service took place, the session note will not meet Medicaid requirements.  
Listed below are some examples (Specific Enough/Not Specific Enough) for the Setting/Location on the session note.
	Not Specific Enough
(Does not meet Medicaid Requirements)
	Specific Enough
(Meets Medicaid Requirements)

	Setting:  School
Location:  Therapy Room
	Setting:  Preschool
Location:  ABC Preschool, 123 Main St., Albany, NY

	Setting:  Universal Pre-K
Location:  Preschool
	Setting:  Universal Pre-K
Location:  ABC Preschool, Classroom 3

	Setting:  Preschool
Location:  Sensory Gym
	Setting:  Preschool
Location:  ABC Preschool, Sensory Gym

	Setting:  Community Setting
Location:  Classroom A
	Setting:  Community Setting
Location:  Classroom A, 254 South Main Street, Albany NY, 



Claims clients should ensure that the Setting and Location Maintenance Screens are entered with the approved options.  If these options are entered correctly, the therapist will have the information that they need (to select from) when entering their session notes in EnterClaims.

The settings shown below can be entered into the Setting Maintenance by going to:  Maintenance>Misc. Maintenance>Miscellaneous Codes>Service Setting.  You can Add or Delete from this screen by using the Add/Delete Buttons and then clicking the Save Button.
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The specific locations for the setting types shown above should be entered into the Location Maintenance in Claims by going to:  Maintenance>Misc. Maintenance>Location

The Location Field on the Session Note should indicate the specific location for the Setting (or site; such as the name of the school/location and/or address of school/location) as shown in the list above.  The Location Field on the Session Note is a mandatory field for Full-Service Medicaid Counties.  In order to submit billing vouchers to the county, the location field must be completed on the session note.
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The Location and Alternate Location on the Enrollment should be filled in with the correct information.  The information that is entered here will appear on the EnterClaims’ Session Note for the therapist.  In the screenshot shown below, “Therapy Room” is not specific enough to determine where the service was provided.  Therapy Room, ABC School is specific enough.  

[image: ]

When the session note is signed, the therapist can see if the location is entered.  The note should not be signed if the location field is missing information (as shown in the screenshot below).  The service provider should reach out to the agency staff to have this information added (in Claims) prior to signing the session note.  Billing cannot move forward with a blank Location Field (on the session note). 
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2) Non-Compliant Signatures
Licensed practitioners that sign Medicaid documentation must include their Name, Title, Signature and Credentials in their signature.  Some of the session notes from recent SED Document Reviews have been flagged for not having “complete” signatures (Please see Medicaid Citation noted below).  

An example of a Medicaid-compliant signature is shown below:

Shannon Stark, MA CCC/SLP
             Name, Credentials, Title
Claims clients should ensure that the Title Field on the Find Therapist Screen in Claims is filled in with a Medicaid-compliant signature (e.g., MA CCC/SLP).  
[bookmark: _GoBack]If the Title Field is left blank on the Find Therapist Screen all session notes and digital orders that are signed in EnterClaims will not meet Medicaid requirements (and could be flagged in an audit).
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Medicaid Questions & Answers (#25 - Signatures)
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25.

Q. What must be included in a session note?

A. Session notes specifically document that the service provider delivered certain
evaluation andor services to a student on a particular date. Session notes must be
completed by all qualified service providers delivering preschool/school supportive
health services that have been ordered by an appropriate praciitioner and included
in a student’s IEP for each service delivered. Session notes must include:

« Student's name
« Specific type of service provided

Whether the service was provided individually or in a group (specify actual

group size)

The setting in which the service was rendered (school, cinic, other)

Date and time the service was rendered (length of session — record

session start time and end time

Brief description of the student's progress made by receiving the service

during the session

« Dated signature and / credentials of supervising clinician as appropriate
(signature date must be within 45 days of the date of service).
[July 21, 2015]
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Medicaid Questions & Answers (# 105 & 164 / Setting & Location)

105. Q. How specific do we need to be when indicating the ‘setting’ the therapy took
place in on a session note? Do we need to identify the precise setting where
ch therapy is delivered?

A. The setting indicated on session notes
ublic sct

 Board of Cooperative Educational Services (BOCES) classroom,
« Approved private day of residential school, or
« Private preschool or daycare setting. _[December 13, 2010]

164. Q. Are session notes that indicate the therapy setting as “Erie 1 BOCES”
acceptable for Medicaid billing purposes?

A The school, clinic, o other setiing where services are delivered should be sufficiently
clear that the specific location can be discerned. If there is only one address
‘associated with the name “Erie 1 BOCES it sufficient. If there is more than one
location associated with that same name, then the setting must be uniquely
identified in the session note (e.g., the physical address could be recorded). If, upon
review of session notes, the school district, county, or §4201 school finds insufficient
documentation of the ‘setting in which the Service was delivered, the school distict,
‘county, or §4201 school may have other supporting documentation of where the
service was actually fumished that could be used to support a Medicaid claim. Such
other documentation may be an attendance log that can be cross-referenced with
the session notes to satisfy the documentation requirements. Documentation that is
"before the fact" and shows what is intended to occur (€.g., schedules, IEPs) does
not provide evidence of what actually happened and is not sufficient. The
documentation must demonstrate what actually occurred (e.g., a session note or a
transportation log). [December 5, 2011]





