Attachment “J”

Time Sample Instructions for Tribal IV-E Case Management Contracts

This is not a device for evaluating individual performance. The time sample is a methodology prescribed by the Federal Government that is used by all State and Tribal Social Services agencies to determine level of effort spent on various programs.  This time sample must be completed monthly as part of the requirement of the Title IV-E Case Management Contract between the State and the Tribe

Completion of this time sample is required by all individuals whose positions receive funding through a Title IV-E contract with the State of Montana. This includes all positions listed on the Title IV-E contract. Time samples must be received for all positions listed in the case management contract budget; this includes positions listed as 100% IV-E.  This time sample must be completed for 5 consecutive working days each month.  The worker must include his/her name on the time study and his/her position as it appears in the case management contract budget.

The federal Administration for Children and Families in Denver strongly suggests Tribes avoid collecting data at the same time every month (i.e. don’t always collect data during the first week of the month).  ACF would prefer that Tribes vary the data collect period from month-to-month (e.g. collect data the first week in July, the second week in August, the third week in September etc)  
Time sample data must be recorded at the time n the work being recorded is actually being done.  Time samples may not be completed after the fact based on calendars or case notes etc.  Once the time sample is completed it should be e-mailed to Mick Leary at mileary@mt.gov or mailed to Mick at Child & Family Services, P.O. Box 8005, Helena, MT 59604.  If mailing a hard copy of the time sample it must be the original.  Photocopies are not acceptable.

Social Services directors or supervisors may not:

1. Instruct, train or coach staff to complete the time sample in such a way to ensure certain IV-E percentages are achieved.

2. Alter or change information recorded on a time sample prior to the data being send to Mick Leary.

3. Select weeks for the time sample to specifically include or exclude certain results from appearing in the study.

Case ID’s must be included on each time sample entry when ever possible.  Many general administrative activities will not be case specific and will not include a case identifier.  The case identifier may either be the CAPS ID or the Tribal identifier.  Tribes must decide which identifying system (CAPS or Tribal) they will use and all staff must use the same identifiers on all time samples.
If a position is vacant during a week in which a time sample is conducted the Social Services director or field supervisor shall inform Bob Raymond of this in writing.  The memo should include the vacant position, as it is listed in the case management contract budget and the date the position became vacant.
The data collection sheet begins at 12:00 am and continues through 11:59 pm.  This is to accommodate for alternate work schedules and overtime.  You are not required to complete the sections prior to your arrival to work or after your workday is completed.  The time sample is broken down into 15-minute increments.  You are required to list the activity code that corresponds to what you were doing during that 15-minute timeframe.  This document provides a listing and definition for each of the response codes.  Please select one activity from this list that corresponds with what you are doing during the 15-minute time frame.  All work time should be recorded each day, including time that falls outside of “normal work hours”.  At the end of each week the total number of hours recorded should equal, at least, the number of hours you’re scheduled to work each week.  There may be more hours recorded if you worked overtime during that week.
FGDM contractors whose services are paid with funding from this agreement must submit a complete list of all the FGDM meetings that prepared for and conducted during the month.  The list must include the following information:
· The date of the service provided

· The name and CAPS ID# of the child or children who were the focus of the meeting

· FGDM meeting notes or summary for all meetings conducted

This information must be submitted beginning the month the FGDM contractor signs his/her contract.  The monthly FGDM contractor information must be received by CFSD prior to contract payments being processed. 

If you have questions or need additional information please contact Mick Leary 406-444-1483, e-mail mileary@mt.gov
Time Sample Codes and Definitions
1
IV-E Eligibility 

Use this activity when you are performing any activity that contributes to making the determination of whether or not a child is eligible for Title IV-E.  The following are examples of activities included in this category:

· Collecting and verifying information from family or others which is used in the determination or re-determination of eligibility (e.g., release forms, income, parental deprivation, resources, social security numbers, birth certificates, family living arrangements, medical need.

· Obtaining birth certificates or forwarding birth certificates to the Title IV-E eligibility unit.

· Obtaining information from Tribal enrollment records to assist States in determining specified relative requirement for Title IV-E.
2
 SSI Eligibility

This activity may be used when assisting DPHHS or Tribal staff with SSI eligibility for children in care.  The following are examples of activities included in this category:

· Collecting and verifying information from family or others which is used in the determination or re-determination of eligibility (e.g., release forms, income, parental deprivation, resources, social security numbers, birth certificates, family living arrangements, medical need.

3
TANF Eligibility

This activity may be used when assisting DPHHS or Tribal staff with TANF and/or Emergency Assistance applications. 

4
Case Management For Children Determined To Be IV-E Eligible  

This activity includes, but is not limited to, the following types of activities:

· Development of the case plan, service plan, or written service agreement, based on the assessment.  The plan is developed to reflect a child’s needs, strengths, goals, needed interventions, and objectives.

· Monitoring and/or communicating with parents and/or child on the status of the child, case plan, goals for the child, and/or administrative procedures of the agency. 

· Routine contacts with child and their family.

· Determination and re-determination of appropriateness of child care plan and the financial eligibility for day care services and assisting clients in making appropriate child care arrangements.

· Case reviews and staffings, including Child Protection Team.

· Family group decision-making meetings (FGDM).

· Referral of children to EPSDT screenings. 

· Routine contacts with child and foster care provider.

· Preparation for or participation in Foster Care Review Committee meetings or court hearings. 

· Courtesy supervision of a child from another Tribe/county/region 

· Interstate compact activity for child in Tribal/Montana custody. 

[Note:  If you are engaged in interstate compact activities for children in the custody of a different state, your response should be “General Administration” not Case Management.]

· Case reviews and staffings.

· Travel to and from appointments (for children in care only).

· Completion of paperwork associated with the above activities.

5
Case Management for Children Determined to be Non-IV-E Eligible (includes children in any unlicensed placement or in any placement in which the licensed has temporarily lapsed)   

This activity includes, but is not limited to, the following types of activities:

· Development of the case plan, service plan, or written service agreement, based on the assessment.  The plan is developed to reflect a child’s needs, strengths, goals, needed interventions, and objectives.

· Monitoring and/or communicating with parents and/or child on the status of the child, case plan, goals for the child, and/or administrative procedures of the agency. 

· Routine contacts with child and their family.

· Determination and re-determination of appropriateness of child care plan and the financial eligibility for day care services and assisting clients in making appropriate child care arrangements.

· Case reviews and staffings, including Child Protection Team.

· Family group decision-making meetings (FGDM).

· Referral of children to EPSDT screenings. 

· Routine contacts with child and foster care provider.

· Preparation for or participation in Foster Care Review Committee meetings or court hearings. 

· Courtesy supervision of a child from another Tribe/county/region 

· Interstate compact activity for child in Tribal/Montana custody. 

[Note:  If you are engaged in interstate compact activities for children in the custody of a different state, your response should be “General Administration” not Case Management.]

· Case reviews and staffings.

· Travel to and from appointments (for children in care only).

· Completion of paperwork associated with the above activities.

· Establishing and maintaining a referral process for needed appropriate services and to avoid duplication of services.  This includes referral to services for children that are to be provided outside of their placement, such as medical and mental health services, educational services and other services as necessary. 

6
Investigations

This activity is used when the worker is responding to a report of abuse or neglect for a child.  This includes the identification and assessment of the child’s physical, medical, nutritional, psychosocial, developmental, and educational status and service needs in the context of the child’s family to determine if the child has been abused or neglected or is at risk for abuse and neglect. Once the social worker has gathered sufficient information to determine the safety of the child/ren and assessed the child’s service needs, then the investigation is considered complete. This process is typically completed within 60 days of the report of abuse or neglect.

7
Foster Parent Recruitment, Training and Licensure of Foster Homes

This code is used if you are engaged in activities involving the recruitment of foster family homes for children.  A foster family home is a youth care facility in which substitute care is provided to one to six children in a family setting.  The following are examples of activities included in this category:

· Recruitment, study and approval of foster family homes for children, foster homes, including associated paperwork and telephone calls.

· Dissemination of public information on recruitment and licensing of foster family homes for children.

· Preparation and participation in the training for foster families.

This code is also used if you are engaged in activities involving the licensing of foster and adoptive family homes for children.  A foster family home is a youth care facility in which substitute care is provided to one to six children in a family setting. An adoptive home may be a foster home being prepared for adoption.  The following are examples of activities included in this category:

· Re-licensing, suspension, revocation, complying investigation and complaint investigation regarding licensing.

· Case conferences and consultations related to licensing.

· Re-licensing/registration, suspension, revocation and complaint investigation regarding licensing.

8
General Administration 
Specific activities may include, but are not limited to, the following:

· Interstate compact activities for children not in Montana custody, including supervision, reports to another state, and home studies.

· Travel to or from work appointments (excludes travel to and from work via your home and transportation of children to specific appointments).

· Paid time spent on the following activities:

-
Lunch.

-
Breaks.

-
Vacation Leave.

-
Sick Leave, including doctor and dental visits.

-
Maternity Leave.

-
Jury Duty.

-
Military Leave

-
Funeral Leave.

-
Emergency Leave.




-
Use of Compensatory Time


· Basic training activities such as general computer training, time sheet training, etc. 

· Reviewing general agency office procedures not related to a program.

· Physical plant management.

· Employee grievance procedures.

· Completing payroll sheets.

· General staff meetings, not related to discussion of specific cases.

· Developing position descriptions (PDs).

· Participating in employee selection process.

· Conducting staff evaluations.

· Participating in non case-specific supervisory conferences.

9.  Training

This includes time spent both conducting and obtaining training.  On the backside of your time sample sheet please provide the name of the training you attended and a brief description of the topic(s) covered.

10.  Monitoring of Other Services   

This includes the monitoring of medical, mental health, educational and other services as necessary once the referral process is complete.  These activities include obtaining related information or feedback from referral sources, foster parents, school records, medical providers, etc. to ensure that the educational and medical needs of a child are met or evaluating the effectiveness of the services being provided to the child.

11.  Services for Children on Trial Home Visit
This activity includes, but is not limited to, the following types of activities:

· Development of the case plan, service plan, or written service agreement, based on the assessment.  The plan is developed to reflect a child’s needs, strengths, goals, needed interventions, and objectives.

· Monitoring and/or communicating with parents and/or child on the status of the child, case plan, goals for the child, and/or administrative procedures of the agency. 

· Routine contacts with child and their family.

· Determination and re-determination of appropriateness of child care plan and the financial eligibility for day care services and assisting clients in making appropriate child care arrangements.

· Case reviews and staffings, including Child Protection Team.

· Family group decision-making meetings (FGDM).

· Referral of children to EPSDT screenings. 

· Routine contacts with child and family with whom the child is placed.

· Preparation for or participation in Foster Care Review Committee meetings or court hearings. 

· Courtesy supervision of a child from another Tribe/county/region 

· Interstate compact activity for child in Tribal/Montana custody. 

[Note:  If you are engaged in interstate compact activities for children in the custody of a different state, your response should be “General Administration” not Case Management.]

· Case reviews and staffings.

· Travel to and from appointments (for children in care only).

· Completion of paperwork associated with the above activities.

12. ICWA Services for Children Determined to be IV-E Eligible
This activity includes all IV-E allowable interactions (in-person, regular mail, e-mail or telephonic) with any State agency or State court related to providing ICWA services to IV-E eligible children under the jurisdiction of State court in which the child has been determined to be an “Indian Child” as defined by ICWA and as such the State must comply with all ICWA requirements.

13. ICWA Services For Children Determined to Non-IV-E Eligible
This activity includes all interactions (in-person, regular mail, e-mail or telephonic) with any State agency or State court related to providing ICWA services for non-IV-E eligible children under the jurisdiction of State court in which the child has been determined to be an “Indian Child”  as defined by ICWA and as such the State must comply with all ICWA requirements.  This also includes providing ICWA services to children whose IV-E eligibility has not yet been determined. 

14.  Time Spent Providing Services to Other Programs

This activity is to be used staff whose positions are reimbursed under the IVE contract and their duties include providing services to programs other than Tribal Social Services (e.g. Department Directors and Fiscal staff).  This code is to be used when providing any services to any program other than Tribal Social Services and is to include time spent in meetings or other events in which Department wide issues are being discussed.
If you have questions on any of the codes or their definitions please contact Mick Leary 406-444-1483 for clarification.  

