
THIRD PARTY BILLING FOR 
PCA SERVICES



Intro To Third Party Billing

● Schools are required by state and federal law to 
seek reimbursement for medically necessary 
IEP/IFSP services.

● Medical Assistance (MA) will reimburse the federal
share of covered IEP/IFSP health related services.

● One type of billable service is Personal Care 
Assistance. In schools, Paraprofessionals act as 
Personal Care Assistant (PCAs).



Who Can Be A PCA?

A PCA must:
●Be at least 18 years old

●Not use PCA services themselves

●Complete required trainings assigned by DHS and 
supervisors

●Be able to complete all of the requirements of 
the job

●Be able to communicate with child and supervisors



Eligible Children

In order to qualify for billing, children must:

● Be under 21
● Be enrolled in an MHCP program (MA, NM, or RM)
● Have an IEP/IFSP (NOT a 504 plan) that identifies 
health related services

● Have a child-specific para in the plan



Finding Billable Students

On SpEd forms, you should see a 
toggle to show you students with 
MA.

If you do not see this toggle on 
your caseload page, please let me 
know.



Eligible Services

● Activities of Daily 
Living (ADLs):

Dressin
g

Grooming

Bathing Eating

Transfe
rs

Mobility

Position
ing

Toileting

● Level 1 Behaviors
○ Physical aggression 

toward self
○ Physical aggression 

toward others
○ Destruction of property

● Other Health Related 
Procedures
○ Assigned by a licensed 

healthcare professional



Non Billable Services

Not all tasks performed by paras are billable. 
Remember we cannot bill for:
● Academic support
● Services provided by substitute paras
● Services that require a trained healthcare 
professional

● Services that are provided to a child or youth 
that would reasonably require assistance for a 
child of that age 

● Interventions for behaviors that do not happen 
regularly



Qualified Professionals

Qualified Professionals (QPs) are staff that act 
within their scope of practice to assign tasks, 
train and supervise PCAs, and assign ICD-10 codes.
A QP may be any of the following:
● Audiologist
● Licensed School Psychologist
● Licensed School Social Worker
● Mental Health Professional
● Occupational Therapist
● Physical Therapist
● Professional Nurse
● Special Education Teacher
● Speech Language Pathologist



Checklist

● 2021 version of the PCA checklist available 
here.Older version available on the MAWSECO 
website.

● This document is not required, but it is 
recommended for supervisors. 

https://docs.google.com/document/d/19BLJL3NDVxFSGlCy1i-oh9RMJ51pCngstQl_4gyR11k/edit?usp=sharing


Lorem ipsum dolor sit amet at 
nec at adipiscing02

● Donec risus dolor porta venenatis 
● Pharetra luctus felis
● Proin in tellus felis volutpat 

Lorem ipsum dolor sit amet at 
nec at adipiscing01

● Donec risus dolor porta venenatis 
● Pharetra luctus felis
● Proin in tellus felis volutpat 

Lorem ipsum dolor sit amet at 
nec at adipiscing02

● Donec risus dolor porta venenatis 
● Pharetra luctus felis
● Proin in tellus felis volutpat 

Lorem ipsum dolor sit amet at 
nec at adipiscing01

● Donec risus dolor porta venenatis 
● Pharetra luctus felis
● Proin in tellus felis volutpat 

Billing03
● Complete Activity Log every month 
● QP supervises PCA according to supervision 

schedule

Preparing to bill02
● PCA completes DHS training 
● PCA is trained by QP in services for child
● Time study is completed

Creating a plan01
● Write the IEP
● Create a PCA Care Plan
● Select ICD-10 Code(s) for PCA services

Order of Operations
The order in which you 
complete all of the steps 
for PCA billing may vary, 
but generally, it will look 
something like this.

Typically, you will want to 
have all of the steps in 
each tier complete before 
moving on to the next tier. 
Most steps within each tier 
will be happening 
concurrently.



Child Specific Para in IEP



Plan Of Care

● Plan of care must be completed with the IEP
● A copy of the care plan must be readily available 
to PCAs

● Describes in depth the needs of the child and how 
PCAs should provide services

● Check with your district coordinator to see if 
your district is using SpEd forms or paper forms 
for care plans

● The MAWSECO care plan document can be found on the
MAWSECO website 

● Please send a copy of paper care plans to Third 
Party Billing administrator or add to history on 
SpEd forms



Care Plan Required Components

● Start/end date of care plan
● New start/end dates when the plan changes or to 
reflect the date of the annual review

● Child’s name, birth date, and other information such 
as identification #

● Emergency contact information
● Summary of the essential needs of the child (identify 
ADLs and level 1 behaviors; describe what needs to be 
done to meet the needs of the child)

● Special instructions or procedures required
● Steps to address safety and vulnerability issues of 
the child

● Directions about PCA and QP communication
● Instructions for daily documentation
● Backup staffing plans
● Signature of the QP and PCAs (with dates)



Care Plan Language

● Here is a document with sample language for the 
● PCA care plan/IEP/IFSP
● Level of detail is important!
● No abbreviations
● Remember that the person reading the care plan may
not have all of the context

● Include history for level 1 behaviors
● Justify medical need

https://docs.google.com/document/d/1u7d1fq1Q-4-EyWMmirEbnLWB3MmPf1FCnYq05Cdb3yg/edit?usp=sharing


ICD-10 Codes

● ICD-10 Codes are used to describe the signs and 
symptoms of the child
 

● The QP should select the appropriate codes when 
creating the care plan

● Codes should be entered on SpEd forms

● https://www.icd10data.com/



Training

There are two types of training that a para acting 
as a PCA will need to receive:

1. Training provided by a QP for services specific 
to that child

1. Online PCA trainings from DHS (CFSS and Mandated 
Reporter)



CFSS Training

● All PCAs are required to take the Community First 
Services and Supports (CFSS) training

● There are questions throughout this training but 
PCAs are not required to answer these questions 
correctly in order to proceed

● Within this training is the Mandated Reporter 
Training (this is required)

● MAWSECO has a guide available for the CFSS 
training

● PCAs must take the test at the end and get at 
least 20 out of 25 questions correct

● Training certificates must be kept on file in the 
district

https://registrations.dhs.state.mn.us/videoConf/Default.aspx?BusinessUnitID=16
https://registrations.dhs.state.mn.us/videoConf/Default.aspx?BusinessUnitID=16
https://docs.google.com/document/u/0/d/1sV69yt55E3omCssnB1Ya_4IZTkMQ2GO32evpHua1gVg/edit


Mandated Reporter Training

This training is a part of the CFSS training and is 
linked within the CFSS presentation. It has three 
videos and no test.
1.Training Overview (8:29)
2.Types of Maltreatment (14:46)
3.Child Protection Response (10:27)

https://mn.gov/dhs/people-we-serve/children-and-families/services/child-protection/programs-services/mandated-reporting-training-overview.jsp
https://mn.gov/dhs/people-we-serve/children-and-families/services/child-protection/programs-services/mandated-reporting-types-maltreatment.jsp
https://mn.gov/dhs/people-we-serve/children-and-families/services/child-protection/programs-services/child-protection-response.jsp


Time Studies

●After PCAs have been trained, a time study should 
be conducted
●For 10 school days, record the start and end time 
for each task and have PCAs initial each time task 
is performed
●At the end of the 10 days, the average number of 
minutes per day will be calculated
●Two tasks cannot be performed at the same time and 
you cannot bill for more minutes there are in a 
school day (even with more than one PCA)
●Conduct a new time study every two years or if 
services change







Activity Log

● Activity logs should be completed monthly
● PCAs initial once per day 
● PCAs and supervisors will sign the log at the end 
of the month

● Partial days can be billed, but the time will need
to be adjusted

● It may be helpful to record non-billable days (due
to student or PCA absences), but it is not 
required 
 

● Please submit activity logs in a timely manner! Do
not wait until the end of the year!





Partial Days and Absences

● Partial days can be billed but the average time 
needs to be adjusted and recorded on the activity 
log

● Here is a calculator for the time adjustment
● Remember: services provided by a substitute cannot
be billed

https://docs.google.com/spreadsheets/u/0/d/1Uz1HhmcUsaULLNx3C8pEQhwoKA9ANaEGDL_sKXYCkiE/edit


Partial Day Calculations

Method 1

Average daily PCA time= 170

# of minutes in a school day= 450

# of minutes that child was in 
school= 90

% of avg. time/# of minutes per day
(170 min/450 min)= 37.78%

Reported time on activity log (90 
min x 37.78%)= 34

Method 2

Average daily PCA time= 170

#of minutes in a school day= 450

# of minutes that child was in 
school= 90

% of time child was in school (90 
min/450 min)= 20.00%

Reported time on activity log (170 
min x 20%)= 34



Common Errors

● Blank spaces: Make sure everything is filled in
● Days misaligned: Try marking off weekends/holidays
at the beginning of the month and making a note of
non-billable days (e.g. student is absent)

● Please do not use white out or pencil on 
documentation



Supervision

● The QP must supervise anyone providing PCA 
services through training, observation, 
demonstration, and consultation

● The QP must conduct a direct observation of PCA 
within 14 days of the initial training

● After the initial evaluation, subsequent visits do
not require direct observation 

● After first observation, PCAs must be supervised 
every 90 days for the first year

● The PCA only needs to be supervised every 120 days
after the first year





Contact Information

Please contact Elizabeth Thompson (MAWSECO Third Party 
Billing Administrator) with questions

ethompson@mawseco.k12.mn.us

mailto:ethompson@mawseco.k12.mn.us


Special Transportation



Types of Trips

We can bill for:

● Home to school trips
● Trips to Medical Appointments
● Trips to/from another location where an IEP service is 

being provided



Types of Trips

We can bill for:

● Home to school trips
● Trips to Medical Appointments
● Trips to/from another location where an IEP service is 

being provided



Qualifying for Special Transportation

For a transportation service to qualify for billing:

● The child would not be able to access the transportation 
vehicle without adaptations

● The child must be receiving another IEP service at the 
destination/departure site (Note: this does not have to be
a billable service in order to qualify)



Qualifying for Special Transportation Continued

In order to qualify for billing:

1)The child is receiving another related IEP covered service
on the same day the special transportation is provided AND

2)A modification or adaptation to the vehicle in the form of
either 
a) A PCA service that is provided during the trip OR
b) A modification to the vehicle




