
Collecting Co-Pays and Applying Sliding Fee Scales 

A Job Aid for Front Desk Staff 

 

 

STEP 1: Find out the client’s income, family size and whether they have insurance. 

STEP 2: Check the client’s insurance eligibility and determine the client’s co-pay amount based on their 

insurance plan. 

NOTE: If client is eligible for Family Planning Only Services (FPOS) and is not enrolled, express enroll client. 

STEP 3: Determine where the client’s income puts them on the sliding fee scale. 

STEP 4: If the co-pay is less than the client would pay on the sliding fee scale, they should pay the co-

pay, and the agency should bill the insurance company the fee for the services. 

STEP 5: If the co-pay is more than what the client would pay based on the sliding fee scale, the client pays 

what they would pay based on the sliding fee scale, and the agency should bill the insurance company the 

fee for the services. 

HOW IT WORKS  

Below is a sample sliding fee discount schedule and an example that shows how to determine the fee 
for a sample client. Your agency’s discount scale may be different since each agency has its own 

sliding fee scale based on the agency’s cost analysis. 

Example: 

 Client is uninsured and lives with her partner and two children 

 Household income is $42,000 

 Use 2021 FPL chart to determine %FPL (see below) 

 160%FPL – client is eligible for FPOS  

 Enroll client in FPOS; all covered services should have no co-pay 

 If client receives services not covered by FPOS, apply scale 

 Client receives 70% discount on non-FPOS services 

 
 

 

 

 
REMEMBER! 

 

Clients pay whichever 

is lower: discounted 

fee according to 

sliding fee scale or 

insurance co-pay 
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Clients with FPOS 

• All clients who are eligible for FPOS should be express enrolled at their visit (and then continuously 

enrolled) 

• No co-pay for covered services 

• For services not covered by FPOS, apply sliding fee scale – patient is responsible for discounted amount 

• Always bill FPOS if client is enrolled 

 

Clients with Insurance (Private or BadgerCare Plus) 

• Collect insurance information to determine co-pay 

• Clients with private insurance who are eligible for FPOS should be express enrolled at their visit (and then 

continuously enrolled) 

• Client is responsible for whichever amount is lower (co-pay or discounted total from sliding fee scale) 

• If client has both public and private insurance, bill private insurance first 

 

Clients who Request Confidential Services (Including Minors) 

• When eligible, enroll in FPOS  

• If client is covered by insurance do not bill insurance company 

• Ask client when documenting preferred contact information (client may not want enrollment or billing 

information sent to home address – consider using clinic address instead) 

• Clients who are not eligible for FPOS or who need services not covered by FPOS, apply sliding fee scale  

• When determining FPOS eligibility or using sliding fee scale, household size is ONE - only 

include client’s income 

 

Clients without Insurance (Self-Pay) 

• If client is not eligible for FPOS they pay a discounted amount using the sliding fee scale 

• If client is undocumented, use sliding fee scale 

• Client is responsible for discounted amount using sliding fee scale  

 

Clients with Financial Hardship 

• If a client with a household income above 100%FPL can’t pay, their case must be submitted to the site 

director for consideration of a fee waiver 

 

Minors 

• If a minor does not request confidential services, follow the same steps as an adult client 

• If a minor does request confidential services, follow the steps for clients who request confidential services 
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F R E Q U E N T LY A S K E D  Q U E S T I O N S :   

C O L L E C T I N G  C O - PAYS A N D  A P P LI N G  T H E  

S L I D I N G  F E E  S C A L E   

Q: Our insurance contract says that we need to charge a specific co-pay. What can we do 

about this if the client’s discounted fee is less than the co-pay? 

A: No matter what, the client should be charged the lesser of the two: the co-pay or the 

discounted fee based on the sliding fee scale. The agency should submit the full charge 

for the service to the insurance company. 

 
Q: What is the federal rule that applies to collecting co-pays and applying the sliding fee 

scale? 

A: Title X Program Requirements provide guidance on how clients should be charged. 

Family income should be assessed before determining whether co-pays or additional 

fees are charged. With regard to insured clients, clients whose family income is at or 

below 250% of the Federal Poverty Level (FPL) should not pay more (in co-pays or 

additional fees) than what they would otherwise pay when the sliding fee scale is applied. 

Fees must be waived for individuals with family incomes above 100% of the FPL who, as 

determined by the service site project director, are unable, for good cause, to pay for 

family planning services. (See page 13, Program Requirements for Title X Funded Family 

Planning Projects). These rules apply to all clients whether or not the client has 

insurance. 

 
Q: Often clients with insurance do not want to tell us their income. What should 

we do? 

A: Reassure your client that the reason you are asking for her/his income is because your 

agency’s financial policy uses a sliding fee scale based on client’s income and family 

size and that she/he may be eligible to pay less than her/his co-pay if the discounted fee 

is LESS than her/his co-pay. If the discounted fee is not less, she/he will only be charged 

the co-pay. 

 
Q: How should we charge clients if they will not tell us their income? 

A: Per the Title X Program Requirements (page 12), Title X agencies should follow their 

grantee’s written policy on income verification and ensure that all clients are treated 

equally according to the policy. Check your grantee agency’s policies regarding how to 

handle this situation. 

 
 

Funding for this job aid was made possible by the Office of Population Affairs (Grant 
FPTPA006023-01-00). The views expressed in the job aid does not necessarily reflect the official 
policies of the Department of Health and Human Services; nor does mention of trade names, 
commercial practices, or organizations imply endorsement by the U.S. Government. 

 


