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Agenda:

▪ Focusing on Personal Care
▪ Why 
▪ Statistics

▪ It starts with the staff pool list
▪ Correct staff on list
▪ Informing new staff about Medicaid

▪ Training Tips
▪ Policy
▪ Procedure Manual
▪ RMTS Responses

▪ Compliance Tips
▪ Internal Audit
▪ Notes Review



Why Focus on Personal Care



Why should we focus on Personal Care?

Direct Service Staff
▪ Only with students during 

therapy
▪ Total # of service staff 

state wide 5,076
▪ 3,000 RMTS assigned per 

quarter
▪ RMTS % 2016-17 

73.80%

Personal Care Staff:
▪ PCA with students ALL Day
▪ Second largest staff pool 

list 6,020 state wide
▪ 3,200 RMTS assigned per 

quarter
▪ RMTS % historically low

23.10%

Vs.



Focusing on Personal Care Aides
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What steps can I take?



Start with the Staff Pool List:

▪ Correct staff listed
▪ Consists of individuals who perform direct Personal Care Services
▪ Are they Federally Funded?
▪ “Academic” Aides 
▪ Vacancies 
▪ Shifts



Make sure your staff is informed

▪ Ask yourself these questions
1. Is your staff aware that the RMTS exists?
2. Understand the purpose of the RMTS?
3. Understand the importance of Good RMTS responses?
4. Have you set a procedure for informing staff about RMTS?

1. Email
2. Welcome Letter

Remember: 
Time Study results are an essential part of the claim calculation!



Inform new staff regarding RMTS

Informed Participants: Uninformed Participants:

• Have an understanding of the 
program and how their moment 
contributes

• They know they can be selected for 
a RMTS and watch for notifications

• They answer their RMTS survey in 
a timely manner with appropriate 
detail

• Are not as likely to receive follow-
up questions from PCG

• Might feel the program is a waste of 
their time because they do not 
understand 

• Do not look for or ignore 
notifications

• Need to be reminded to complete 
their survey and sometimes do not 
provide enough detail

• Are more likely to receive follow-up 
questions from PCG



Training is a Key Component



“Any fool can know. The point is to 
understand.” 

― Albert Einstein

https://www.goodreads.com/author/show/9810.Albert_Einstein


Start with Medicaid Policy

▪ What is Medicaid?
▪ Funded by State and Federal Money
▪ Largest Healthcare Program in the U.S.

▪ What is Personal Care according to Medicaid?
▪ Services may be “hands-on” or “cueing”

▪ Medicaid Claiming Requirements
▪ Personal Care marked “yes” on IEP
▪ Personal Care Authorization Form
▪ Billing for services



Give them Guidelines

▪ Medicaid Procedure Packet (see handouts for examples)

▪ Paraprofessional’s Responsibilities Sheet
▪ Personal Care Authorization Form for each student
▪ Personal Care Tip Sheet
▪ Monthly Personal Care Service Log
▪ Directions for logging into billing system

*Courtesy of Wayne-Westland Special Education Office



Paraprofessional or PCAs Responsibility

Wayne-Westland Office of Special Education Handouts:

▪ Create a caseload

▪ Monthly Service Log 

▪ Collaborate with Case Manager/Teacher to enter billing

▪ How long it will take

▪ Check PCA Authorization Forms

▪ Record services for Medicaid eligible students

▪ Record only services YOU provide

▪ Do not bill when you or the student is absent



Personal Care Authorization Form

The PCA can make 
sure they are only 
billing for authorized 
services



Tip Sheet – Quick Guide to All Things PC



Monthly Service Logs



Increase High Quality of Time Study Responses

Good RMTS responses lead to an accurate time study, which optimizes 
reimbursement

▪ What is RMTS?

▪ Why is it important?

▪ “Must Knows” of RMTS (handout)

▪ Response examples
▪ The Good 
▪ The Bad   
▪ The Ugly  

▪ Follow-up questions from PCG
▪ Importance of responding to follow-up questions



Compliance



How do we Know They Understand?

Service Notes Review

Your office should check once a year to make sure that:

▪ All staff on Personal Care Staff Pool List are reporting services
▪ All students have “yes” on IEP
▪ Notes are in compliance



Internal Audit

▪ Conducted once a year

▪ Personal Care is “yes” on IEP

▪ Personal Care Authorization Form on file

▪ Services being reported match Authorization Form

▪ Student attendance



Resources Used for Presentation

Visit our website to access the resources used in this presentation:

http://www.resa.net/services/medicaid/

http://www.resa.net/services/medicaid/
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