PCA Checklist

Student Name:________________________________________

☐IEP meets PCA billing requirements
		☐PCA services are listed in the student’s IEP under “Child Specific Paraprofessional Support” (Paras must be child specific in order to qualify for billing). 
		☐The IEP is clear that the services being provided are medically necessary.

☐PCA Care Plan
		☐Care Plan includes all required components
		☐Care Plan demonstrates medical need
		☐If district is using paper form: Care Plan has been uploaded to student’s history on SpEd forms or a copy has been sent to MAWSECO Third Party Billing Admin

☐ICD-10 Codes have been selected and entered on SpEd forms

☐PCA Training
		☐PCA has completed DHS online training and submitted certificate of completion to supervisor: http://registrations.dhs.state.mn.us/videoConf/Default.aspx?BusinessUni
		☐QP has trained PCA on how to perform services listed in Care Plan

☐Time Study
		☐Time Study includes start & end times for each task being provided
		☐Copy of Time Study has been sent to MAWSECO Third Party Billing Admin

☐Activity Logs
		☐All listed dates have been marked as “All activities […] performed” and PCA initials have been provided OR reason for not billing selected (e.g., “Student absent”)
		☐Log signed by PCAs
		☐Log signed by Case Manager or QP
		☐For any partial days: adjusted time has been calculated and entered on log (start & end of day also listed in appropriate location on activity log)

☐Supervision of PCAs completed by QP according to supervision schedule:
		☐Within 14 days of initial training
		☐Every 90 days after first supervision for the first year
		☐Every 120 days after the first year
		☐Submit completed supervision forms to MAWSECO Third Party Billing Admin

Completed by:_____________________________________ Date:____________________

