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SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Billing

POLICY STATEMENT

Parents / guardians, students, staff, and partner agencies will understand the health center’s billing policy. Health center billing procedures will be in compliance with requirements of state and federal government and contracting third-party payers.

PROCEDURE

The health center will screen all uninsured students for potential eligibility for Medicaid, SCHIP and all other state or federal programs and will facilitate application to the appropriate program.

Confidentiality of students will be protected in accordance with HIPAA and state statutes. Confidentiality policy supersedes any billing concerns.

The health center will bill uniformly for all services.  The parent / guardian or patient is responsible for any out-of-pocket co-payments, deductibles and/or non-covered services according to a fee scale based on family size and income, documented at least annually.  Income levels, fees, and definition of family will be established through a dated addendum to this policy.  Waiving collection of such balances will occur only after a reasonable attempt at collection has been made. 

All net collections for services delivered by providers who are supported by the SBHC will accrue to the SBHC.

SBHC procedures will promote accurate billing and reimbursement without impeding access to health center services or incurring unexpected expense for parents or students.

No enrolled student will be denied access to on-site health center services because of inability to pay a fee.

Billing for off-site referral services to SBHC-enrolled patients will be the responsibility of the agency or individual providing that service.

Acronym / Abbreviations:

CHIP= Children’s Health Insurance Program
HIPAA= Health Insurance Portability and Accountability Act
SBHC = School Based Health Center

Patients and partner agencies will address all billing concerns to the Program 
Coordinator for consideration.

The SBHC will implement a billing compliance process.

At the time of enrollment in the student based health center (SBHC), the enroller will request the following information from the person enrolling the student (student him- or herself or parent/guardian of an un-emancipated minor student):

· Insurance card (or, if unavailable, the name of primary insured, 
identification and group numbers).

· Family and/or student income to establish financial need. 

· Consent for SBHC services, including authorization for billing and agreement to notify SBHC if insurance or income changes.

If the person enrolling is the student and if the student cannot provide the above information, the student will be referred to the SBHC social worker to determine whether there is a parent or guardian who can assume financial responsibility 
for the student.  If not, the student will be the person deemed the responsible 
party for all actions of  “parent” in this policy and will be assisted in submitting 
a Medicaid application.

Staff will update insurance and income data at the time of each contact with the parent, prior to an off-site referral, and at least annually, and will discuss outstanding accounts annually or as directed by the SBHC coordinator or director.  

Any student or parent/guardian who does not provide the above information will sign a form, agreeing to be billed in full for all services provided by the health center.  Any student or parent/guardian whose insurance or income changes and who does not provide new information will be billed in full for services provided by the SBHC.

The health center will bill uniformly, according to the established fee scale.

Enrolled students who request a SBHC service which may result in out-of-pocket expense will be screened by the SBHC staff for (1) acuity of the student’s presenting problem and (2) confidentiality of the student’s presenting problem.  Staff will respond to their findings as follows:

· If the problem falls within the range of confidential conditions defined in state statutes and the student desires confidential services, the staff will perform those specific services indicated to address the student’s confidential problem and will clearly mark the encounter form “Confidential-do not bill parent.”  Procedures in place with billing staff will assure that no bill or statement will go to the parent.  The student, him or herself, will be billed in accordance with this policy.  The staff will work with the student to involve the parent/guardian at the earliest opportunity as appropriate.  The staff will request that the student reschedule to address non-confidential, non-urgent problems. 

· If the problem does not fall within the range of confidential conditions under state statutes and presents an immediate threat to the student’s health, staff will attempt to contact the parent /guardian to discuss the problem and any costs or fees associated with the visit.   Whether or not the staff is able to reach the parent/guardian, the staff will document contact or attempted contact(s), proceed with assessment and treatment, and bill the parent 
and/or the insurance provider.

· If the problem does not present an immediate threat to health and does not 
fall within the range of confidential conditions defined in state statutes, staff will obtain parental approval as indicated.

Except as noted above, a SBHC staff member will request prior approval from the parent/guardian for the visit or service when out-of-pocket fees are anticipated.

Staff will follow students’ health insurance plan requirements and pre-authorization 
guidelines or approval processes in developing plans of treatment and referral except in situations where these steps prevent students’ prompt access to care needed for 
urgent and life-threatening conditions.

Staff will document in the medical record all contacts with students, parents/guardians, 
and insurance carriers about billing issues and all decisions not to bill parents for 
reasons of confidentiality.

SBHCs will make reasonable attempts at collection of fees billed for services provided on-site.  For patients whose families fall at state indicated % of the federal poverty level or below, this would consist of a single bill.  For others this will consist of three bills.  

Parents or students with billing concerns, which cannot be satisfied by discussion with the clerical staff, will be referred to the SBHC Coordinator.  The Coordinator will consult with the SBHC billing consultant as needed and will inform the Program Director of all such communications.  The SBHC Program Director will involve the SBHC or sponsoring agency attorney if the concern remains unresolved to the satisfaction of both parties.

The staff will refer all third-party payers or government officials with billing concerns to the SBHC Coordinator.  The Coordinator will gather data relevant to the concern, involve the billing consultant, and present the issue to the SBHC Director, who will assume responsibility for addressing the concern. The Director will involve the legal representation if the concern remains unresolved to the satisfaction of both parties.

The SBHC Director will maintain records of all billing concerns referred to the 
Coordinator or Director.

The SBHC billing consultant will periodically review charges prior to billing as a part of a billing compliance process, developed for the SBHC.

Definitions:

· Contracting third-party payers—public and private insurers, including Medicaid, SCHIP, and private insurance plans who credential SBHC providers.

· Uninsured students - students who have no health insurance and students whose health or accident insurance does not cover core services of the health center or services which the health center staff determines are needed by the student.

· Waive Collection - to completely or partially waive co-payments, deductibles 
and/or fees for non-covered services based on financial need as determined by family size and income.

· Reasonable attempt at collection - single submission of bill by mail or in person to parent, third-party payer, or student.

· Net collection - gross collections from patient and/or third-party payers less billing cost and overhead. 

· Partner agencies - agencies participating in provision of services in 
SBHC health centers.
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