



(Program Title)

SCHOOL-BASED HEALTH CENTERS POLICIES AND PROCEDURES

Insurance Billing

POLICY STATEMENT

It is the policy of the School-Based Health Center (SBHC) program to maximize resources and bill insurance as appropriate.  

PROCEDURE
All medical, mental health, oral health, and vision visits to the SBHC sites will be billed to the client's insurance provider unless the following condition(s) exist:
· The student does not have insurance coverage.
· The parent or student refuses to allow insurance company to be billed for care at the SBHC site (refuses to sign for release of information to insurance company), but consents to treatment at the SBHC site.
· The parent refuses to give consent for the student to receive services but the student is of age to give consent, i.e., X years of age or over or the student is seeking family planning services for which there is no age restriction.
Student requests that bills not be sent to insurance company for confidentiality reasons.
Senior OA—Responsibilities

Collect insurance information.

· Obtain insurance information from all students at initial visit to the SBHC site. (If appropriate, contact parents to obtain insurance information.)

· Obtain appropriate signatures for release of information and billing to 
insurance company. 

· Confirm accuracy of insurance information at each visit.
Maintain up-to-date insurance records.

· Confirm that the client’s insurance information is current in HIS.

· Confirm that the label in the client’s medical record has accurate/current 
insurance information.

Bill visits to insurance according to encounter form instructions.

· Each encounter form should be returned from the provider with specific billing instructions. (See Provider Responsibilities.)

· Portions of the visit should be either billed or suppressed according to billing instructions on the encounter form.

Enter billing messages in the computer.

· All clients with insurance should have billing messages in HIS that are based upon the services they are receiving and their consent to bill for that service.

· Messages should be updated as the client situation changes related to the billing of SBHC services.  An example is:
	Msg. #
	BILLING MESSAGE

	224

235

236
	OK to bill Family Planning at SBHC (Medicaid/OHP)

OK to bill Family Planning at SBHC (3rd party)

Do not bill Family Planning at SBHC (3rd party)

	237

238
	OK to bill Primary Care at SBHC

Do not bill Primary Care at SBHC

	239

240
	OK to bill Mental Health at SBHC

Do not bill Mental Health at SBHC


Provide billing report information to team members.
· Review monthly billing reports.
· Communicate billing report information formally each month to team members at team meetings.

· Facilitate discussions regarding billing as outlined under “Team Responsibilities.”

Provider (CHN, LPN, NP/PA, MHC)—Responsibilities

Collection of insurance information

· Query students as appropriate regarding insurance status if no information is available on the medical record.

· At each parent contact opportunity, verify insurance information.

· Communicate new insurance information to the SOA for data entry in HIS.
Communicate billing instructions for each visit.

· At the conclusion of each visit, discuss with the student what portion of today’s visit may be billed, and what portion of the visit should be suppressed.

· Complete the billing information on the encounter form:



Bill today’s visit?




Primary Care

( Yes
( No




Family Planning  
( Yes      
( No




Mental Health

( Yes
( No
Team Responsibilities

Routinely review billing practices.

· Review monthly reports regarding billing information and completeness of data in HIS. (This information sharing should be lead by the Senior OA, but all team members are expected to participate in the process.)

· Identify team activities that effectively promote appropriate billing.

· Identify system and team inefficiencies that are barriers to efficient billing.

· Communicate to Administrative Team:

1. Team activities that promote effective billing

2. System inefficiencies that are barriers to efficient billing

Acronym / Abbreviations:

CHN = Community Health Nurse

LPN = Licensed Practical Nurse

MHC = Mental Health Counselor 

NP = Nurse Practitioner

OA = Office Assistant

PA = Physician Assistant

SOA = Senior Office Assistant


