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Health Aide Documentation

• In Arizona, documentation for health aides in 
the School-Based Claiming (SBC) program 
is essential for Medicaid reimbursement 
through the Arizona Health Care Cost 
Containment System (AHCCCS). For a 
service to be reimbursable, it must be 
documented as medically necessary in a 
student's Individualized Education Program 
(IEP) or another recognized plan like a 504 
Plan.

https://www.azed.gov/specialeducation/medicaid-school-based-claiming/faq
https://www.azed.gov/specialeducation/medicaid-school-based-claiming/faq
https://www.azahcccs.gov/AHCCCS/PublicNotices/SchoolBasedClaimingServices.html
https://www.azahcccs.gov/AHCCCS/PublicNotices/SchoolBasedClaimingServices.html


Core Documentation Requirements

AHCCCS Policy

710

Personal Care 
Service Logs 

Providers must 
document for 
every service. 

According 
to AHCCCS Policy 

710, these must 
include:

Date and Minutes: The exact date and total time spent 
providing the service.

Description of Modalities: A summary of the specific ADL 
services or assistance provided.

Signature: The log must be signed and dated by the qualified 
provider at the time of delivery.

Individualized 
Education Plans 

(IEPs)/Other 
Plans of Care 

(OPOCs) Details: 
The service must 

be clearly listed in 
the student's IEP

Need/Scope: Why the service is necessary – Should be in the 
PLAAFP

Frequency: How often (e.g., minutes per day)

Duration: The start and end dates for the service

Example of IEP
For the duration of the IEP Angel  will have access 
to health aide in the areas  listed between 60 to 
90 minutes per day. The health aide will assist the 
student in the area(s) of personal care/activities 
of daily living to address the following needs:

Grooming (02/15/2025 through 02/14/2026)

Toileting (02/15/2025 through 02/14/2026)

Dressing  02/15/2025 through 02/14/2026)

Signed by a QMP

https://www.azahcccs.gov/shared/Downloads/MedicalPolicyManual/700/710.pdf
https://www.azahcccs.gov/shared/Downloads/MedicalPolicyManual/700/710.pdf


For purposes of claiming Health Aide services for the Direct Service 
Claiming (DSC) program, a QMP is required to sign the IEP or OPOC. 
QMPs may include providers such as:

• Audiologist • Psychiatrist 
(Physician)

• Psychologist (ONLY 
PhD or PsyD)

• Registered Nurse (RN) 
or Licensed Practical 

Nurse (LPN)
• Physical Therapist

• Licensed Clinical 
Social Workers

• Occupational 
Therapist

• Speech Language 
Pathologist (CCC)

• Licensed Professional 
Counselors

• Licensed Marriage and 
Family Therapists

•  Licensed Independent 
Addiction Counselors 

(LIAC)

• Board-Certified 
Behavior Analyst (BCBA) 

or Board-Certified 
Behavior Analyst-

Doctoral (BCBA-D)

• Physician Services 
(Medical Doctor 
[MD]/Doctor of 

Osteopathic [DO]

• Nurse Practitioner 
(NP) Services:



Provider 
Qualifications for 
Health Aides

Health aides must meet specific standards to be 
eligible for claiming

Training & Certification: Aides must be trained 
and approved by schools in general care and 
maintain current CPR and First Aid certification

Registration: Providers must have a 
valid AHCCCS Provider Identification 
Number for the date the service was rendered, 
and be linked to the school district.



Activities of Daily Living  ADLS

• LEAs are required to submit health aide prepayment review requests 
for any health aide prescription 150 minutes and greater via the on-line 
PCG Portal  https://haa.pcgeducation.com/

• tps://haa.pcgeducation.com/.
• Since the aide claims are 15 min units anything over 143 minutes 

would be sent for 10 units – 150 mins, we suggest you send anyone 
with 143 mins or more for preapproval

Examples of Activities of Daily Living (ADL’s) include but are not limited to:

1. Eating/Feeding

2. Dressing

3. Toileting

4. Transfers

5. Positioning

6. Mobility

7. Grooming

8. Use of Assistive Devices

9. Safety Monitoring

https://haa.pcgeducation.com/
https://haa.pcgeducation.com/




Recording Services in DSCtop?

• Where do we start?
• What do we 

document?
• Where do you find 

the services to 
document?

• How do we 
document the 
session?



Recording Services in DSCtop?

•Where do we 
start?

• Every Aide will be given their 
own log in for DSCtop.

• They will log into DSCtop.net

• Add username and password 
(they will need to update their 
password here first time they 
login)



What do we 
document?

NOTE:
SEAS will not send any 
ADL minutes that we do 
not have as being in the 
IEPs (if your providers are 
recording online)

Each ADL(that was in the IEP/OPOC) 

they encounter with a student, the 

date, and the minutes. 

Only document the ADLs that are in the 

IEP/OPOC

HOWEVER, WHEN BEING AUDITED, 
THE AUDITORS IDENTIFY IF AN ADL 
WAS DOCUMENTED THAT IS NOT IN 

THE IEP

THIS CREATE ISSUES WHERE WE 
HAVE TO SUPPLY INFORMATION 

SHOWING THOSE MINUTES WERE 
NOT INCLUDED IN THE CLAIM THAT 

WAS SUBMITTED



• Where do you find the 
services to document?

Consult classroom teacher 
for the details about IEP 
begin/end dates, specific 
ADLs and minutes per day.
• Run the prescription overview 

report for their caseload

Y, and



How do we 
document the 
session?

Demonstrate HA Billing in DSCtop

• Every aide will be given their 
own log in for DSCtop.

• They will log into DSCtop.net

• Add username and password 
(they will need to update 
their password here first time 
they login)



Provider will need to set 
up their caseload before 
they can document any 
services in DSCtop.

1. Put your curser so it open the side tab

2. Click on provider online

3. Click on caseload management

4. Click on set up caseload

5. Search for your student by last name in 
the filter are, they will drop down in the 
active/ available student box

6.  move them to  caseload side( click on 
them and drag, double click them, use 
the arrow at the top  between the  two 
boxes)

7. Click save under the boxes



Navigating to the“Record Services” Page



You will enter services in the 
white boxes on the calendar.  
Days in Gray are Holiday or 
Vacation days. 

Enter the Activity Code letter 
followed by the number of 
minutes (no Spaces) 

If you are entering a lot of data, click “Save”  so that 
the system does not time you out.
Click “Save and Confirm” when you are done





Health Aide Services 
Frequently Asked 
Questions



• What Health Aide/paraprofessional activities are covered by the Direct 
Service Claiming “DSC” program?” 
• Only services in the areas of ACTIVITIES OF DAILY LIVING are reimbursable. Please see the HEALTH 

AIDE SERVICES attachment in your folder. If you need further clarification about these or any 
service, call  the Helpdesk at 877-600-0672.

• Must Health Aide services be indicated on a student’s IEP?
• YES. In order for an Aide/Paraprofessional to claim Health Aide services, a student’s IEP should 

clearly indicate the NEED for Aide services, the type of service that the Aide will be delivering, and 
the duration and frequency of the service delivery (daily minutes). Always consult the Special 
Education teacher/case manager, if you have questions about what services are prescribed on the 
student’s IEP.

• What should I put if services are not provided on any given day?
• If you do not provide service to a student on any particular day for any reason, you do not need to record 

anything on that day. If helpful, you can us NS0 (No Service – Zero Minutes) as a place holder for that day.

• Can I enter time in DSCtop that one of my co-workers spent helping a 
student? 
• No.



• How do I correct an error on my service record?
• Navigate to the Month that needs corrections. Unconfirm the student – then open the student 

and edit the ADLs and minutes recorded as needed.  Make sure to Confirm when done.  Also 
see the Health Aide Quick Reference Guide.

• What happens if I am providing service to more than one student at the same 
time? 
• When a health aide or paraprofessional works with multiple students simultaneously on 

Activities of Daily Living (ADLs)—such as toileting, feeding, or hygiene—they cannot 
"double-count" their time. They must accurately split, prorate, or divide their time 
between the students for documentation, workload tracking, and Medicaid billing 
compliance.

• Is there a maximum number of minutes that can be recorded per day? 
• The total minutes recorded on all students should not exceed the number of minutes stated in the 

IEP for the students.  The total minutes you record should not be more minutes than your workday 
or the school day.



Always reach out to your SEAS Account 
Manager or our Help Desk with Questions.

Look for our Help Desk Training session 
coming out soon for Aides.

How many cats did you notice?

Thank you for attending
Melissa and Angel.
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