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SHARS POLICY CLARIFICATION 
 
School He alth and  Re late d  Se rvice s  (SHARS) is  a  Me d icaid  p rogram  d e sig ne d  to allow school 
d istric ts  to  se e k fe d e ral re im b urse m e nt for ce rtain he alth se rvice s pe rform e d  for Spe c ial Ed ucation 
Stud e nts as  d e fine d  by the ir IEP. Monie s  we  re ce ive  from  this p rogram  assists  in incre asing  
opp ortunitie s for re source s to e nhance  our supp ort of our spe c ial ne e d s’ population. 
  
The  school d istric t m ay subm it c laim s for SHARS se rvice s p rovid e d  to stud e nts  who m e e t the  
following  crite ria: 
 

● Stud e nts m ust be  Me d icaid  e lig ib le  at the  tim e  of the  se rvice . 
● The  stud e nt m ust be  und e r 21 ye ars of age . 
● The  SHARS se rvice s the  stud e nt re ce ive s m ust be  d ocum e nte d  in the                                          

s tud e nt’s ARD/ IEP. 
● The re  m ust be  a  sig ne d  p are ntal conse nt to re le ase  confid e ntial inform ation in the  stud e nt’s 

file . 
● Provid e rs m ust have  curre nt c re d e ntials  and / or lice nse  that is  up  to  d ate  and  not “lapse d ” or 

in any kind  of “grace ” pe riod . 
 

The  d istric t se e ks Me d icaid  Re im burse m e nt for the  following  se rvice s: 
 

● Counse ling  
● Psycholog ical Se rvice s 
● Occupational The rap y 
● Physical The rapy 
● School He alth Se rvice s  
● Spe e ch The rapy 
● Pe rsonal Care  Se rvice s  
● Spe cial Transp ortation 
● Nursing  Se rvice s  

 
The  d istric t has  partne re d  with MSB Consulting  Group  to p rovid e  software  for d ocum e ntation of 
se rvice s, X Logs, p roce ssing  of p ape r d ocum e ntation and  SHARS c laim s subm ission. MSB provid e s  
p rinte d  m ate rials  a t a ll tra inings/ workshops  as we ll as a  d e d icate d  we bsite  for staff to ge t re source s 
on d ocum e ntation guid ance .  More  d e tails  on SHARS p olic ie s can be  found  on the  He alth and  Hum an 
Se rvice s  Com m ission we b site  (se e  Re source  se c tion be low). 
 
Partic ipation in the  SHARS program  d oe s not p re c lud e  a  child  from  re ce iving  s im ilar or ad d itional 
se rvice s by p are nt choice  und e r anothe r Me d icaid  p rog ram  or p rovid e r in the  p rivate  se c tor. 
A child ’s e lig ib ility for Me d icaid  Se rvice s outs id e  the  school se tting  is  not com p rom ise d  by re ce iving  
SHARS se rvice s at school.  The  se rvice s p rovid e d  at school are  so  the  child  m ay re ce ive  a  Fre e  and  
Approp riate  Pub lic  Ed ucation, FAPE.  Due  to  m e d ical ne ce ssity, the  child  m ay ne e d  ad d itional 
se rvice s outs id e  of school. 
For e xam ple , a  school m ay provid e  and  se e k re im b urse m e nt for Spe e ch The rapy for a  stud e nt who 
also re ce ive s Me d icaid  THSte ps-CCP Spe e ch The rapy outsid e  the  school se tting . 
  

https://www.msbconnect.com/resources-tx
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ADDITIONALLY, the re  is  NO life tim e  be ne fit cap  for Me d icaid  se rvice s  to child re n und e r the  age  of 21. 
SHARS is a  p rogram  und e r the  EPSDT (Early and  Pe riod ic  Scre e ning , Diagnosis  and  Tre atm e nt) 
p rogram . Und e r EPSDT, the re  are  no se t lim itations  on Me d icaid  se rvice s to c lie nts und e r 21, as long  
as the  se rvice  is  m e d ically ne ce ssary.  The  Me d icaid  se rvice s the  child  re ce ive s  at school d o not 
affe c t the  type  or am ount of Me d icaid  se rvice s the  child  re ce ive s outsid e  the  school. 
The  following  se rvice s a re  e lig ib le  to  re ce ive  re im burse m e nt assum ing  all othe r re q uire d  
d ocum e ntation is  in p lace : 
 

● Aud iology Se rvice s  
● Asse ssm e nt/ Evaluation 
● Counse ling  Se rvice s 
● Nursing  Se rvice s  
● Occupational The rap y 
● Pe rsonal Care  Se rvice s  
● Physical The rapy 
● Physic ian Se rvice s 
● Psycholog ical Se rvice s 
● Spe cial Transp ortation 
● Spe e ch/ Language  The rapy 

 
Ad d itional inform ation on b illab le  se rvice s, a long  with app licab le  p roce d ure  cod e s, can be  found  
within the  re source s id e ntifie d  be low. 
 
To acce ss re im burse m e nts und e r the  Me d icaid  to  Schools Program , SHARS, the  d istric t, a long  with 
the  contrac te d  ve nd or, MSB, will e xtrac t e lig ib le  d ocum e ntation from  X Logs and  the n subm it d ata  
using  se cure  m e thod s to Te xas Me d icaid  He althcare  Partne rship  (TMHP).  
 
SHARS Dis t ric t  Conta c ts  
 

● SHARS Coord inator: <<NAME>> Phone : <<NUMBER>> 
● SHARS Spe cialist: <<NAME>> Phone : <<NUMBER>> 
● MSB Consulting : 855-573-8071 OR 855-672-3473  

 
Always fe e l fre e  to  call the  SHARS te am  with any q ue stions or conce rns re g ard ing  the  p rogram , its  
polic ie s and  be st p rac tice s or to re que st tra ining  or assistance  with SHARS re late d  ac tivitie s. 
 
PRESCRIPTIONS 
 
As p art of the  SHARS prog ram , Occup ational The rap y and  Physical The rapy re quire  a  physic ian 
sig ne d  pre scrip tion in ord e r for the  se rvice s ord e re d  in the  IEP to be  b illab le  und e r the  p rogram . A 
pre scrip tion is  re q uire d  afte r the  initia l asse ssm e nt and  m ust be  re ne we d  at le ast e ve ry thre e  ye ars. If 
the  p re scrip tion or re fe rral has an e nd  d ate , the  p re scrip tion m ust be  re ne we d  prior to  the  e nd  d ate . 
For e xam ple , som e  p hysic ians  will only write  a  p re sc rip tion that is  valid  for one  ye ar. In ad d ition, whe n 
the re  is  a  change  in the  p lan of care , a  ne w re fe rral/ p re scrip tion is  ne e d e d . 
 
Our d istric t re que sts p re scrip tions  for all s tud e nts  re quiring  p hysical the rapy and  occupational 
the rapy. Many prac titione rs inc lud e  OT and  PT se rvice s on the ir p re scrip tions for stud e nts who 
qualify for b oth se rvice s. The se  p re scrip tions are  house d  in the  stud e nt’s pe rm ane nt fold e rs.  
Physical the rap ists , as pe r the ir lice nse , ob tain p re scrip tions be fore  p rovid ing  d ire c t m e d ial se rvice s 
for stud e nts re quiring  p hysical the rapy. Physical the rap ists  only sub m it b illing  on stud e nts who have  
ac tive  p hysical the rapy pre scrip tions. If a  physical the rapy pre scrip tion e xp ire s, the  p hysical the rap ist 
d oe s not p rovid e  d ire c t m e d ical se rvice s until the  re ne we d  pre scrip tion is  ob ta ine d .  
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Occupational the rap ists  d o not re quire  a  p re scrip tion to  m aintain lice nsure  or p rovid e  d ire c t m e d ical 
se rvice s for stud e nts re quiring  occupational the rapy. 
 
Pre scrip tion status is  tracke d  by the  <<ROLE>> within our X Log s syste m . Our d istric t d oe s not b ill for 
stud e nts without a  p re scrip tion on file . 
 
DOCUMENTATION OF SERVICES 
 
As p art of the  job  re quire m e nts, any sta ff m e m be r, local or contrac te d , who p rovid e s  a  se rvice  to a  
spe c ial e d ucation stud e nt, will d ocum e nt the ir se rvice s in re al-tim e . At le ast once  a  we e k, staff will 
use  X Logs to ce ntralize  the ir d ocum e ntation note s. X Logs is  the  d istric t’s  chose n software  that 
a llows all p rovid e rs to  d ocum e nt se rvice s d e live re d . Docum e ntation note s inc lud e , but is  not lim ite d  
to, the  following : 
 

● Stud e nt Nam e  
● Date  and  tim e  se rvice  d e live re d  
● Activitie s pe rform e d  
● Accom m od ations se rve d  
● Goals and  Obje c tive s se rve d  (with p rogre ss note s and  m onitoring) 

 
PERSONAL CARE SERVICES (PCS) 
 
Pe rsonal care  se rvice s  are  p rovid e d  to  he lp  a  child  with a  d isab ility or chronic  cond ition be ne fit from  
spe c ial e d ucation. Pe rsonal care  se rvice s inc lud e  a  range  of hum an assistance  p rovid e d  to  pe rsons 
with d isab ilitie s or chronic  cond itions  which e nab le s the m  to accom plish tasks  that the y would  
norm ally d o for the m se lve s if the y d id  not have  a  d isab ility. An ind ivid ual m ay b e  physically cap ab le  
of pe rform ing  Activitie s  of Daily Living  (ADLs), Instrum e ntal Activitie s  of Daily Living  (IADLs), and  
He alth Mainte nance  Activitie s (HMAs), but m ay have  lim itations  in pe rform ing  the se  ac tivitie s 
be cause  of a  func tional, cog nitive , or be havioral im p airm e nt. 
 
PCS inc lud e  d ire c t inte rve ntion (ass isting  the  c lie nt in pe rform ing  a  task) or ind ire c t inte rve ntion 
(cue ing  or re d ire c ting  the  c lie nt to pe rform  a task). ADLs, IADLs, and  HMAs inc lud e , but are  not 
lim ite d  to, the  following : 

 
● ALDs 
● Bathing  
● Dre ssing  
● Eating  
● Locom otion or Mob ility 
● Pe rsonal Hygie ne  
● Positioning  
● Toile ting  

● Transfe rring  
● IADLs 
● Escort 
● Me d ication Assistance  
● Mone y Manage m e nt 
● Te le phone  use  or Othe r 

Com m unication

 
Pe rsonal Care  se rvice s a re  b ille d  using  our d ocum e ntation and  Me d icaid  b illing  syste m , X Logs. The  
te am  le ad  ove rse e s d ocum e ntation and  m aintains re cord s for pe rsonal care . 
 
LIFE SKILLS - SELF-CONTAINED - PPCD CLASSROOMS 
 
Whe n d ocum e nting  se rvice s within the se  se ttings, d ocum e ntation can be  se t-up  in one  of two ways: 
1) Sche d ule d  start and  stop  tim e  with stud e nt(s) 2) All-d ay ap pointm e nt and  the n use  a  stud e nt sig n-
out she e t in the  c lassroom  to d e signate  m inute s whe re  othe r sup port sta ff re m ove  the  stud e nt from  
the se  c lassroom s to p rovid e  se rvice s. The se  m inute s should  be  ind icate d  in the  “Tim e  Away from  
Stud e nt” fie ld  in X Log s to  e nsure  m inute s a re  re m ove d  from  d ocum e ntation of se rvice s. 
 

https://www.msbconnect.com/x-logs?#ss-xlogs-header
https://www.msbconnect.com/x-logs?#ss-xlogs-header
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Should  a  te ache r ne e d  a  “sig n-out she e t” for his / he r c lassroom , te m plate s a re  availab le  he re .  
In ad d ition, d ocum e ntation re sponsib ilitie s will fa ll within the  scope  of the  te ache r’s re sp onsib ility.  
 
The  te ache r will use  the  fe ature  in X Logs known as the  “Data  Entry Cle rk” role  to e nsure  all 
d ocum e ntation for stud e nts re ce iving  se rvice s  within the  school d ay a re  accounte d  for. This re q uire s 
that a ll s taff m e m be rs within the  te am  m ust d ocum e nt for at le ast one  stud e nt. 
 
Sp e c ia l Ed uca t ion Te a che rs  shou ld  re m e m b e r the  following : 
 

● In ord e r to b ill Me d icaid  for PCS, PCS ac tivitie s m ust be  in the  IEP/ ARD (PLAAFPs, IEP Goals 
and  Obje c tive s, Accom m od ations p age s, PCS Supple m e nt and / or in the  m inute s of the  ARD) 
and  furthe rm ore  ind icate  “m e d ical ne ce ssity.” All the se  are as of the  ARD/ IEP ne e d  to be  in 
alignm e nt or “te ll the  sam e  story.”  

 
VISUAL IMPAIRMENT – ORIENTATION AND MOBILITY – ADAPTED PHYSICAL EDUCATION 
SERVICES 
 
The  Vision Im pairm e nt p rovid e r can re vie w the  visually-im p aire d  stud e nt’s c lassroom  d ocum e nts  
and / or the  PCS provid e r’s  notation of spe c ific  type  of PCS provid e d  to be  sure  that she  agre e s  that 
the  VI spe c ialist is  p rovid ing  PCS in that she  is  assisting  the  stud e nt with the  pe rform ance  of Activitie s  
of Daily Living  (ADLs) and  Instrum e ntal Activitie s of Daily Living  (IADLs) be cause  the  stud e nt is  not 
ab le  to pe rform  the  age  appropriate  tasks d ue  to  his / he r d isab ilitie s. Se rvice s p rovid e d  by Orie ntation 
& Mobility Spe c ialists  ofte n m e e t the  d e finition of PCS for visually-im p aire d  stud e nts. 
 
We  b ill d ire c t se rvice s through X Logs. All se ssions  are  d ocum e nte d  as we ll throug h inform al se ssion 
note s  and  d ata  she e ts. 
 
 
SPECIALIZED TRANSPORTATION 
 
During  the  initia l ARD m e e ting , a  lice nse d  p rofe ss ional of the  he aling  arts  d e te rm ine s whe the r a  
stud e nt re quire s spe c ialize d  transportation se rvice s from  the  d ata  in the  stud e nt’s Full and  Ind ivid ual 
Evaluation. Afte r confirm ing  a  stud e nt re q uire s  spe c ialize d  transp ortation, the  ARD com m itte e  the n 
confirm s whe the r a  stud e nt ne e d s  m onitoring  for a  bus aid e . All d e c isions m ad e  by the  ARD 
com m itte e  are  re cord e d  in the  stud e nt’s m ost curre nt IEP. 
 
Bus  d rive rs re cord  on a  p ape r Trip  Log  the ir d aily trip s for spe c ialize d  transportation se rvice s. Bus 
d rive rs and  bus m onitors or aid e s a re  re q uire d  to sign a  we e kly trip  log  ind ica ting  the y we re  p re se nt 
for the  se rvice s p rovid e d . On the  occasion a  bus  d rive r is  abse nt, the  sub stitute  for the  d ay re cord s 
the  Trip  Log  inform ation and  ind icate s that the y sub stitute d  for the  orig inal bus d rive r. 
 
The  log s a re  colle c te d  by transportation d ire c tor and  the n subm itte d  back once  a  we e k to MSB for 
Me d icaid  b illing .  
 
 
NURSING DOCUMENTATION 
 
The  nursing  d e partm e nt use s a  syste m  known as  <<SYSTEM NAME>> to  d ocum e nt for all se rvice s 
pe rform e d  for all populations  of stud e nts. MSB will re ce ive  a  m onthly d ata  e xtrac tion from  
<<SYSTEM NAME>> for the  id e ntifie d  spe c ial e d ucation stud e nts. This d ata  file  is  the n im p orte d  into X 
Logs and  the n re vie we d  for Me d icaid  re im burse m e nt p ote ntial.  
 
The re  are  tim e s  whe n nursing  se rvice s a re  d e le gate d  to a  cam pus p rofe ssiona l. The  cam p us 
p rofe ssional has the  op tion to  d ocum e nt for those  se rvice s d ire c tly in X Log s or sub m its pape r 
d ocum e ntation to MSB for p roce ssing . 

https://assets.website-files.com/5bea064bd110c229a8ce05f6/5f57ddd7d043eff81e7094bd_Support_Service_Sign_Out_Sheet_TEMPLATES_2020_09_08.pdf
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ELECTRONIC SIGNATURE 
 

For Me d ica id  p urp ose s, a  school’s use  of e le c tronic  re cord s and  s ig nature s for SHARS is  pe rm iss ib le . 
As long  as the  re cord s are  acce ssib le  to an inve stiga tor or aud itor and  can be  re vie we d  as ne e d e d , 
m aintaining  the  re cord s in e le c tronic  form at is  acce p tab le  from  the  pe rspe c tive  of d ocum e ntation 
ad e quacy or othe r aud it issue s re late d  to Me d icaid . Each school d istric t should  d e te rm ine  at its  own 
risk what stand ard s a re  consiste nt with state  and  fe d e ral e le c tronic  re quire m e nts.  

• SHARS provid e rs m ust re cog nize  the  p ote ntial for m isuse  or ab use   
• SHARS provid e rs m ust ap p ly re le vant ad m inistrative  p roce d ure s, s tand ard s, and  law  
• SHARS provid e rs m ust e nsure  syste m  and  software  p rod ucts are  p rote c te d   
• The  ind ivid ual whose  nam e  is  on the  alte rnate  sig nature  m e thod  and  the  p rovid e r be ars the  

re sponsib ility for the  authe ntic ity of the  inform ation atte ste d  to in the  re cord   
• SHARS provid e rs m ust che ck with the ir re spe c tive  le gal counse l re g ard ing  alte rnative  

sig nature  m e thod s  and  assoc iate d  le g al conce rns  
 

The  Te xas Ed ucation Age ncy (TEA) ad vise s that it has no ad d itional re quire m e nts re gard ing  the  
sub m iss ion of e le c tronic  d ata  or the  use  of e le c tronic  sig nature s. The  re quire m e nt that re cord s are  
acce ssib le  and  can be  m ad e  availab le  to  an aud itor or a  re vie we r as  ne e d e d  is , pe r TEA, suffic ie nt for 
its  p urp ose s.  

All software  p rod ucts  use d  by the  d istric t m e e t the  c rite ria  of the  be low e le c tronic  sig nature  policy. 
 

● A uniq ue  use r-ID and  an alphanum e ric  password  consisting  of at le ast e ight charac te rs  
● Apply e le c tronic  sig nature  at the  tim e -of-se rvice  d ocum e ntation and  at e ach instance  of 

se rvice  d e live ry 
● Staff m e m be rs will not share  use rnam e / password  inform ation 
● Syste m  will a llow acce ss to sta ff m e m be rs historical re cord s  
● Syste m  allows im m e d iate  acce ss to re cord s by state  or fe d e ral age ncie s, and  othe rs who are  

authorize d  by law 
● Staff m e m be rs are  re quire d  to m aintain p rofe ssional re sponsib ility for the ir se rvice  d e live ry 

and  the ir d ocum e ntation 
● The  ind ivid ual whose  nam e  is  on the  e le c tronic  signature  and  the  school d istric t be ars the  

re sponsib ility for the  authe ntic ity of the  inform ation atte ste d  to in the  re cord  
 
In ad d ition, our se rvice  d ocum e ntation and  Me d ica id  b illing  syste m , X Logs, any p rovid e r 
d ocum e nting  se rvice s e le c tronically acknowle d ge s the  e le c tronic  sig nature  p roce d ure  be fore  
sub m itting  his  or he r first se ssion for b illing .  All p rovid e rs subm itting  e le c tronic  d ocum e ntation 
throug h the  Me d icaid  b illing  tool X Logs is  re quire d  to agre e  to the  te rm s and  cond itions  for 
e le c tronic  signature  as pe r TEA re q uire m e nts. An MSB re pre se ntative , or his/ he r d e signe e , is  
re quire d  to train all p rovid e rs on the  re q uire m e nts  of e le c tronic  d ata  sub m ission and  e le c tronic  
sig nature s d uring  the ir annual p rovid e r training . 
 
PARENTAL NOTIFICATION AND CONSENT 
 
Accord ing  to fe d e ral rule  42 CFR §300 , on an annual bas is  our pare nts / g uard ians of our Spe c ial 
Ed ucation stud e nt p op ulation will re ce ive  a  notification that outline s our p artic ipation in the  SHARS 
program  and  the  rig hts of the  p are nt/ g uard ian. This notification is  p re se nte d  d uring  the  annual ARD 
m e e ting , a long  with an op portunity to  conse nt, d e ny or withd rawal from  the  p rogram . If the  
pare nt/ g uard ian d oe s  not atte nd  the  annual ARD m e e ting , the n a  p hone  call will be  m ad e  to b ring  
the  p are nt a long . If a  phone  call is  unsucce ssful, an e m ail will be  se nt with all the  pe rtine nt 
inform ation. 



 

 7 

Within 2 busine ss d ays of the  ARD m e e ting , the  conse nt form  status ne e d s to b e  upd ate d  by 
following  the  be low ste ps: 

● Form  Re sponse : 
o Sig ns the  form  YES, <<PROCESS>> 
o Sig ns the  form  NO, <<PROCESS>> 
o Re fuse s to sign; <<PROCESS>> 
o Sig ns N/ A, <<PROCESS>> 

● Form  up load e d  to stud e nt re cord  
 
Our d istric t d oe s not authorize  any b illing  for stud e nts who d o not have  a  p are ntal conse nt on file  pe r 
TEA’s re quire m e nts. 

Our d istric t use s <<IEP VENDOR>> to  track which pare nts have  signe d  pare nta l conse nt form s. 
Notifications  ab out the  SHARS prog ram  are  g ive n to pare nts at the  annual ARD m e e ting  by the  ARD 
fac ilita tor. 

Any pare nt that has  not ye t sig ne d  a  Me d icaid  Conse nt form  has the  op portunity to d o so at e ach 
ARD m e e ting  or can re ach out to the  d istric t ahe ad  of tim e . 
 
RANDOM MOMENT TIME STUDY (RMTS) 
 
The  Me d icaid  to Schools Prog ram  re q uire s d istric ts  to p artic ip ate  in Rand om  Mom e nt Tim e  Stud y 
(RMTS). The  purpose  of this  p rog ram  is to d e te rm ine  how ofte n p rovid e rs pe rform  “d ire c t m e d ical 
se rvice s” to stud e nts throughout the  school d ay. Each q uarte r, the  state  rand om ly se le c ts  
partic ipants who provid e  d ire c t se rvice s to spe c ial e d ucation stud e nts. The  se le c te d  partic ip ant will 
re ce ive  an e m ail from  STAIRS/ Fairb anks, notifying  the  partic ipant that he / she  has  be e n se le c te d  for 
RMTS.  As the  m om e nt ap proache s, the  p artic ip ant will be  p rovid e d  a  spe c ific  d ate  and  tim e  for 
which he / she  will answe r the  tim e  stud y.   The  tim e  stud y consists  of thre e  basic  que stions ab out 
what the  p rovid e r was d oing  d uring  the  se le c te d  m om e nt.  Each p rovid e r ne e d s to have  a  basic  
und e rstand ing  of what the  Me d icaid  p rog ram  re cog nize s as a  “m e d ical” se rvice  to approp riate ly 
re spond  to the  m om e nt and  d iffe re ntiate  be twe e n d ire c t m e d ical se rvice  and  an 
e d ucational/ instruc tional se rvice . Re spond ing  to the  rand om  m om e nt in a  m ore  inform e d  way ass ists  
in the  accuracy of the  tim e  stud y.  
  
Our d istric t m ust m aintain an 85% p artic ip ation e ach quarte r which is  d e fine d  b y those  p artic ip ants 
who are  se le c te d , that the y re sp ond  within the  tim e line s spe c ifie d . 
 
All partic ip ants m ust re ce ive  training  annually on this  p rog ram . Training  on RMTS is p rovid e d  in a  
m ultitud e  of ways: 1) X Logs Docum e ntation Workshops 2) Vid e o Training  3) Staff Me e tings. To 
e d ucate  our p rovid e rs on the  RMTS Program  and  what Me d icaid  d e te rm ine s  as  “m e d ical” ve rsus 
“e d ucational,” MSB Consulting  Group  has  c re ate d  a  vid e o that e ach se le c te d  p artic ip ant will watch 
p rior to  re spond ing  to his/ he r RMTS.  The  tra ining  vid e o is  availab le  b y c licking  he re :  
https:/ / vim e o.com / 46106839. Afte r vie wing  the  vid e o, p rovid e rs will fill out this  online  form  for 
tracking  and  aud iting  purp ose s.  
 
RECORD RETENTION 
 
SHARS re cord s ne e d  to b e  re taine d  for at le ast se ve n ye ars be cause  the y are  both Me d icaid  and  
e d ucational re cord s. Me d icaid  re cord s  m ust m e e t fe d e ral re te ntion guid e line s and , as such, m ust be  
m aintaine d  for a  m inim um  pe riod  of five  ye ars  from  the  d ate  of se rvice  or until a ll aud it que stions, 
appe al he arings, inve stig a tions, or court case s  are  re solve d . The  fe d e ral guid e line s gove rning  p ub lic  
e d ucation re quire  re cord s  to be  store d  for se ve n ye ars. SHARS provid e rs  m ust m aintain re cord s as 
outline d  in the  TMPPM in the  Provid e r Enrollm e nt and  Re sp onsib ilitie s  Se c tion and  the  SHARS 
Se c tion, which m e e t the  fe d e ral re te ntion guid e line s. 
 

https://vimeo.com/46106839
https://app.smartsheet.com/b/publish?EQBCT=792182f4c64f43cfb4970cc7b274d91c
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Re cord s m ust be  store d  in a  re ad ily acce ssib le  and  se cure  location and  form at. If a  SHARS aud it is  
cond ucte d , a  school d istric t will usually be  allowe d  up  to te n b usine ss d ays to  p rovid e  the  re q ue ste d  
d ocum e ntation. SHARS re cord s m ust be  m aintaine d  until a ll aud it que stions, appe al he arings, 
inve stigations, or court case s are  re solve d . School d istric ts  should  m aintain writte n p roce d ure s  
re gard ing  the  m inim um  d ocum e ntation re q uire m e nts and  whe re  those  d ocum e nts  are  store d . 
 
At a  m inim um , the  following  is  a  sugge ste d  che cklis t of d ocum e nts  re late d  to  the  SHARS d ire c t 
se rvice s that we re  p rovid e d  which should  be  colle c te d  and  m aintaine d  for SHARS d ocum e ntation, 
this  is  not an all-inc lusive  list: 
 
 

• Sig ne d  conse nt to b ill Me d icaid  by pare nt or guard ian 
• ARD/ IEP d ocum e nts (m e d ical ne ce ssity; e xam ple s of SHARS se rvice s) 
• Atte nd ance  re cord s  
• Asse ssm e nt/ e valuations  
• Curre nt p rovid e r q ualifications (curre nt lice nse s and  ce rtifications) 
• Atte nd ance  re cord s  
• Writte n agre e m e nts  (contrac t) for contrac te d  se rvice  p rovid e rs  
• Re quire d  p re scrip tions or re fe rrals  for se rvice s  
• Me d ical ne ce ssity d ocum e ntation (e .g ., d iagnose s and  history of chronic  cond itions or 

d isab ility) 
• Supe rvision logs  
• Se ssion note s or se rvice  logs, inc lud ing  p rovid e r signature s  
• Transportation d ocum e ntation (d a ily trip  logs; m ainte nance  logs / re cord s ; bus d ocum e ntation; 

d ocum e ntation for cost re port) 
• Claim s Sub m ittal and  Paym e nt Historie s  (R&S Re ports  and  Ge ne ral Le d ge r) 
• Copie s of signe d / notarize d  quarte rly Ce rtification of Fund s (COF) le tte rs  and  supp orting  

d ocum e ntation, inc lud ing  quarte rly COF Re ports . 
 
In ad d ition, the  SHARS Cost Re p ort and  all sup porting  d ocum e ntation should  b e  colle c te d  and  
m aintaine d  for SHARS re cord s. 
 
NOTE: The  child ’s nam e  and  Me d icaid  num be r should  appe ar on e ve ry page  of the  m e d ical re cord s 
(se e  the  Provid e r Enrollm e nt and  Re sponsib ilitie s Se c tion of the  curre nt TMPPM). This  would  inc lud e  
e ach p age  of the  ARD/ IEP d ocum e nt, se ssion note s  and  se rvice  logs, and  e valuations. 
 
As the  SHARS b illing  p rovid e r, the  school d istric t is  re sponsib le  for m aintaining  the  approp riate  
SHARS d ocum e ntation. It is  up  to the  school d istric t whe re  the  d ocum e nts  are  store d ; but, the  
d ocum e nts m ust be  re ad ily acce ssib le  to sub m it to the  state  or to fe d e ral aud itors up on re q ue st. 
 
The  sam e  d ocum e ntation is  re q uire d  to be  m aintaine d  by the  school d istric t for contrac te d  se rvice s 
as is  re q uire d  if the  se rvice s we re  d e live re d  by school e m ploye e s which would  inc lud e  a  copy of the  
sig ne d  contrac t, cop y of curre nt lice nsure / ce rtification of the  contrac te d  p rovid e r, and  accounting  
re cord s d ocum e nting  paym e nt to the  contrac tor. The  school d istric t m ust also m aintain all 
d ocum e ntation re q uire d  to b ill for SHARS se rvice s, inc lud ing  all d ocum e ntation re q uire m e nts for 
se rvice s p rovid e d  by contrac te d  e m ploye e s. Althoug h the  d istric t is  ultim ate ly re sponsib le  for 
m aintaining  the  app ropriate  SHARS, all contrac te d  p rovid e rs  m ust a lso follow the  g uid e line s  outline d  
in the  TMPPM and  m aintain re cord s and  d ocum e nta tion in accord ance  with the  re cord s re te ntion 
guid e line s p rovid e d .  

 
 

RESOURCES 
 
Te xas Ad m inistrative  Cod e  

https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=1&pt=15&ch=355&rl=8443
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TEA SHARS Guid e line s and  Re source s  
HHSC SHARS Guid e line s  and  Re source s  
HHSC SHARS Propose d  Policy Change s  
SHARS FAQs 
De partm e nt of Ed ucation -  Pare ntal Conse nt 
X Logs  
 
 
 
 
 

https://tea.texas.gov/academics/special-student-populations/special-education/programs-and-services/school-health-and-related-services
https://rad.hhs.texas.gov/acute-care/school-health-and-related-services-shars
https://drive.google.com/file/d/19L2BKz-6UrpzuNKgbcwY5N8Cjk51aCjl/view?usp=sharing
https://rad.hhs.texas.gov/sites/rad/files/documents/acute-care/shars-cr-faq.pdf
https://www2.ed.gov/policy/speced/reg/idea/part-b/part-b-parental-consent.html
https://www.msbconnect.com/x-logs?#ss-xlogs-header
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