

	
Prior Authorization Request Instructions
	
	When to complete a Prior Authorization



A Prior Authorization (PA) should be completed for individuals who need IHBT/MST, ACT, SUD Residential, or MRSS Stabilization Service where StarkMHAR funds are being requested to pay for all or part of the person’s treatment.  

	Procedure



1. Review StarkMHAR’s Coverage of Benefits to ensure service criteria is met for consideration. 
2. Complete the StarkMHAR PA Form. This can be typed or written. Only completed forms will be reviewed.
3. Ensure the supporting documentation relevant to the PA request is updated. 
4. Please set up your documents (PA Form & supporting documentation) to be saved as one large document to be uploaded. 
5. Upload the PA Form and supporting documentation required (see list on bottom of PA Form) to the Heartland East portal. Please contact Jody McCluggage at jody.mccluggage@starkmhar.org for any issues or questions about this process.
a. Files must be uploaded to Heartland East portal using the following PA naming convention:
i. StarkMHARPA.UPI.yyyymmdd.## 
ii. For example: StarkMHARPA.10697.20231015.01 
iii. Subsequent submissions will end in .02, .03, etc.
6. The Continuous Improvement Manager or other clinical department member will review the PA request and supporting documentation within 48 business hours and will notify the submitting provider of the determination via Heartland East by the end of the next business day. 
a. Prior Authorization requirements for SUD Residential go into effect 30 days after admission. 
b. If approved, PAs submitted before weekends or holidays will be retroactive to the date of submission.

Retroactive Prior Authorizations:
Regarding retroactive Prior Authorizations, providers may submit PAs retroactively up to 30 days after the start of services. The limit is set at 30 days due to requirements for claims submissions, per the SFY25 Provider Contract 11.3.14, and to align with Medicaid limits. The provider must submit PA paperwork and documentation as described in the procedure above. 

Please note: In the event that the Continuous Improvement Initiative Manager is not available to process Prior Authorization requests and subsequent follow up, other staff in the StarkMHAR clinical department will perform these duties. 

	Questions?



Please contact Jen Richeson at jen.richeson@starkmhar.org and Katie Jacoby at katie.jacoby@starkmhar.org for any questions about the Prior Authorization process.

Please contact Jody McCluggage at jody.mccluggage@starkmhar.org for any questions about the HeartlandEast.org portal.
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