CUA Case
Manager Time
Study

Procedures




Why a Time Study¢

o Allows accurate allocation of State
funding.




When & Wherev?¢

o Scheduled to begin in March 2015. The
Time Study will be repeated as required
by the State.

o Will appear on the Case Managers’
dashboard for 2 consecutive weeks until it
Is completed.




OW?e

o Will take place for 2 consecutive weeks, 14
calendar days, inclusive of overtime.

o Will be assigned in groups by Case Management
Director.

o Similar to the Random Moment Time Study
(RMTS), the Time Study requires Case Managers
to document their time by case description.

o The system will remind the Case Manager of
missing/incomplete information daily unfil it is
corrected.




Categories

o Assessment and Service Planning
o Referrals

o Direct/Ongoing Service Provision (various
service types)

o Other Activities




Log In to FACTS?

o Click on the FACTS? link, and sign in.

{2 Portal - Microsoft Internet Explorer provided by DHS

My FACTS DHSConnect

Last FACTS? Synchronization:
B8/26/2014 2:15:55 PM

Database in Use:
FTSDBQAL
Messages for the portal screen will appear here

< | »f
[Done [&J Local intranet. [¥a~[®us% ~ ,




Go to Time Study Application

o Click on the My FACTS tab for menu
opftions.

o Select Work On List from the menu.

Assignments and Queues)

3 > Rg ssl
=== —"-Name




Select Time Study

o Click on the Time Study icon.

o The Participant Activities screen will pop
up on the screen.

¢~ Work-On List - Micresoft Internet Explorer provided by DHS

Select items that you are directly respor

[ & My Assignments
. _ Cases (13)

| _ Investigations/Assessments {31)

nt Activities -- Webpage Dialog

Part|C|pant Activities
[huaz | eriis | satds | sunzo | menel | Tuezz || wedzs | Thuzs || Erizs || satzs | sunzz | Honzs |
--------------

Monday - July 28

['ategury [Sub Category A ctivity




Fill In Time study

o Select today’s date or previous date.




Fill In Time Study

o Click on edit icon next to start time




Fill In Time Study

o The below Participant Activity screen will
POP Up.

o This screen must be completed in full to
be saved.

Add/Edit Participant Activity

StartTime : IDBZDD Ahd Enelinnes @ IDBZ']S A
Category : | ;l Sub Category : I— 'I

Activity : |




Fill In Time Study

o Click on clock icon to change End Time.

o This feature allows staff to expand the
time frame beyond 15 minutes.

08:15 AM  «
08:30 AM

Add/Edit Participant 08:45 AM
09:00 AM
09:15 AM
09:30 AM 8

StartTime : IDB:DD Ahd EndTim :SD A
Category : | ;l Sub Category : I 'I

Activity : |




Fill In Time Study

o Select the appropriate Category from the
drop down menu.

o Direct Service Provision requires a
selection of Sub Category.

Add/Edit Participant Activity

e: DB AM Endtime: ) 0930 A

Sub Category :




Fill In Time Study

o Select the appropriate Sub Category from
the drop down menu, if necessary

;’ Add/Edit Participant Activity - Webpage Dialog

Add/Edit Participant Activity

StartTime : IDB:EID A Endliner ® IDB:BEI A

Category : |Direct Service Provision ;l Sub Category :

|In-hiome and Placernent Prevention Services
Activity : | Kinshin and Resource Horme Services (Foster Family )
Adoption Services
Ernergency Shelter Services
Cornrmunity Residential Services
[ Save ] [  anc|Residential Service
Supervised Independent Living
Secure Residential Service




Fill In Time Study

o Select the appropriate Activity from the
drop down menu.

; Add/Edit Participant Activity -- Webpage Dialog

Add/Edit Participant Activity

StartTime : IDS:DD A Entlimer ® IDB:SD A

Category : | Direct Service Provision ;l Sub Category : |Kinship and Resource Home Services (Foster Farmily ) ;l

Activity :

=

LAttending Permanency or Family Group Decision Making Conference,

Behavioral health collaterals, appointrnents, interdisciplinary meetings, and DHS Psychologist consultation,
Conferencing with subcontractor, if applicable,

Consultation with Law Departrnent, Court Representatives, or JPO if Shared Case Responsibility,

Contact with a parent that does not have current care of the children or yvouth but the plan is for them to assume care, Face tg
Court Hearing wait time.

Delinguent Court Hearing.




Fill In Time Study

o Click the Save button.

9’ Add/Edit Participant Activity -- Webpage Dialog

Add/Edit Participant Activity

StartTime : IEIB:DEI A EndTime : @ IDQ:SD A

Category : |Direct Service Provision ;l Sub Category : |Kinship and Resource Home Services (Foster Family) ;l

Activity : Attending Permanency. or Family Groun Decision Making Conference, =]

[ Cancel ]




Fill In Time Study

o The activity information will display for
times specified.

o Click on edit icon to populate the next

acfivity.
Participa Aﬂl ties O o

g

Kinship and Resource Home Services

Direct Service Provision RustaniRamil

Attending Permanency or Family Group Decision Making Canference.

Kinship and Resource Home Services

Direct Service Provision (Foster Family)

Attending Permanency or Family Group Decision Making Conference.

- Kinship and Fuinur:a Home Services

(Foster Family Attending Permanency or Family Group Decision Making Conference.

PartdpartActvesistaspx [ [ [ [ ot




Fill In Time Study

o Click on clock icon to change End Time.

et 1w 1o 191w

FTSAPTST3

FTSAPTST3 FTSAPTST3




Fill In Time Study

o Select the appropriate Category from the
drop down menu.

o Sub Category is only required for the
Direct Service Provision category

o Select the appropriate Activity from the
drop downmenu

Add/Edit Participant Activity




Fill In Time Study

o Repeat process until all daily activities are
populated.

Attending Permanency or Family Group Decision Making Conference.

Attending Permanency or Family Group Decision Making Conference.

attending Permanency or Family Group Decision Making Conference.

and Resource Home
s (Foster Family)

and Resource Home
Servn:es (Foster Family)

and Resource Home

Assessment and Service

Planning Casey Life Skills.

10:45 AM
4l
Done 7~ [®i1se -




Completing Time Study

o If days are skipped due to being out of
the office, then there is the option to click
on the previous date(s) that need to be

populated

Start Timeeategory Bt ey iy

Kinship and Resource Home

Eorattess (oo i) Attending Permanency or Family Group Decision Making Conference.

Kinship and Resource Home 340 ding Permanency or Family Group Decision Making Conference.

Services (Foster Family)

Kinship and Resource Home

Eotettuee (oo i) Attending Permanency or Family Group Decision Making Conference.

A tand S [
9:45 AM Pf;::f"'g" and Service Casey Life Skills. b

Direct Service Provision

[\3 Localintranet: %5« [Rum% «




Completing Time Study

o Populate the Time Study daily. Include all
work activities, breaks, vacation, etc. during
the time frame.

o The application assumes that all staff work at
least 8 hours per day and 40 hours per week.
Therefore, 40 hours can be spread across 7
calendar days (Monday through Sunday). If
this criteria is not met, then the application will
continue to prompt staff to populate
iInformation.




Category Detaill - Appendix




Assessment and Service
Planning

Assessment and Service Planning

Activities assigned to this category include physical completion of the following assessments and other documents
and supervision directly related to them.

In-home Safety Assessment.

Safety Plan.

Risk Assessment.

Level of Care Assessment.

Out of Home Safety Assessment.
Single Case Plan Development.
Aftercare planning.

Transition to Adulthood planning.
Supervision.

FAST.

CANS.

Ages and Stages.

Casey Life Skills.

Edinburgh Postnatal Depression Scale.
Pregnancy Prevention and Options Counseling.




Referrals

Referrals

Activities assigned to this category are related to the provision of needed services including arranging for other additional
supports or enrichment activities for a child, youth, parent, reunification resource, caregiver, or resource parent while not

directly provided by the Case Manager but in which the Case Manager may participate. Activities include but are not
limited to:

Referral.




Direct Service Provision

In-home and Placement Prevention Services

Managing the Safety Plan with the parents, caregivers, responsible parties, and subcontractors.

Implementing, managing, or monitoring the customized activities and services to enhance the protective capacities
based on the Single Case Plan (SCP). Management and monitoring of the implementation of the activities outlined in
the plan.

Hands-on parenting instruction during visits with parent or caregiver.

Obtaining informed consent of the parent to share information about the Safety Plan, parental capacity, and needs of
the children and youth to treatment providers to ensure that they have an understanding of specific needs and
expected outcomes.

Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and families immediately, continuing and documenting those efforts.
Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and referring to
DHS PI Coordinator when private investigator services are needed or ordered by the Court.

Observing and engaging all household children and youth, whether or not they are the children of the caregiver, each
by themselves to assess their current situation, safety, needs, well-being, and experience.

Visit and focused discussion regarding compliance with the Safety Plan and progress in meeting objectives in the SCP
with the primary caregiverin the home.

Attending Family Team Conference

Contact with a parent that does not have current care of the children or youth but the planis for them to assume care.
Face to face contact with other persons with caregiving responsibilities.

Medical collaterals or appointments and DHS Nurse consultation.

School collaterals, appointments, or meetings.

Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.
Consultation with Law Department or Court Representatives.

Dependent Court Hearing.

Delinquent Court Hearing.

Court Hearing wait time.

Travel and other wait time.




Direct Service Provision

Kinship and Resource Home Services (Foster Family)

Emergency kinship certfification.
|dentifying a non kin placement.
Placing the child or youth and explaining the grievance procedure.

Managing the Safety Plan with the parents, caregivers, responsible parties, kinship and resource parents, and
subcontractors.

Implementing, managing, or monitoring the customized activities and services to enhance the protective capacities
based on the Single Case Plan (SCP). Management and monitoring of the implementation of the activities outlined in
the plan.

Obtaining informed consent of the parent to share information about the Safety Plan, parental capacity, and needs of
the children and youth to treatment providers to ensure that they have an understanding of specific needs and
expected outcomes.

Facilitating visitation with parents or other reunification resource.
Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and families immediately, continuing and documenting those efforts.
Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and referring to
DHS PI Coordinator when private investigator services are needed or ordered by the Court.

Visiting the placement setting to see children or youth to discuss the current situation, their safety, needs, well-being,
experience, and concerns regarding their care in that setting, and progress foward achieving their objectivesin the
SCP.

Discussion of progress with the kinship or resource parent.

Face to face visit with the parent or other reunification resource to work diligently and urgently toward reunification or
otherwise as outlined in the SCP.

Continued Family Finding efforts based on DHS Team Coordinator's identification of relatives and CUA efforts to identify
relatives.

Making efforts to establish paternity.
Conferencing with subcontractor, if applicable.
Attending Family Team Conference




Direct Service Provision

Kinship and Resource Home Services (Foster Family) Continued...

Contact with a parent that does not have current care of the children or youth but the plan is for them to assume care.
Face to face contact with other persons with caregiving responsibilities.

Transition to adulthood discussions with youth 14 and over including explaining and facilitating Board Extension requests
or renewals, compliance with Board Extensions, and rights around re-entry if discharged after 17 % years old.

Medical collaterals or appointments and DHS Nurse consultation.

School collaterals, appointments, or meetings.

Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.
Consultation with Law Department, Court Representatives, or JPO.

Dependent Court Hearing.

Delinquent Court Hearing.

Court Hearing wait fime.

Travel and other wait fime.




Direct Service Provision

Adoption Services

Visiting the placement setting after the intent to adopt has been filed to see children or youth to discuss the current
situation, their safety, needs, well-being, experience, and concerns regarding their care in that setting, and progress
foward achieving their objectives in the FSP.

Discussion of progress with the adoptive resource after the intent to adopt has been filed.
Reviewing Child Profiles and Home Studies after termination of parental rights.
Preparing for and attending Adoption Finalization hearings.

Adoption pre-placement and placement.

Act 101 Post adoption planning.

Conferencing with Provider.

Finalization Court Hearing.

Court Hearing wait time.

Travel and wait fime.

Emergency kinship certification.

|dentifying a non kin placement.

Facilitating visitation with parents or other reunification resource.

Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and families immediately, continuing and documenting those
efforts. Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and
referring to DHS Pl Coordinator when private investigator services are needed or ordered by the Court.

Family Finding efforts
Aftending Permanency or Family Group Decision Making Conference.

Transition to adulthood discussions with youth 14 and over including explaining and facilitating Board Extension requests
or renewals, compliance with Board Extensions, and rights around re-entry if discharged after 17 % years old.




Direct Service Provision

Adoption Services

School collaterals, appointments, or meetings.
Medical collaterals or appointments and DHS Nurse consultation.
Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.

Consultation with Law Department, Court Representatives, or JPO if Shared Case Responsibility.
Dependent Court Hearing.




Direct Service Provision

Emergency Shelter Services

|dentifying the placement resource.
Placing the child or youth and explaining the grievance procedure.
|dentifying a non emergency placement.

Managing the Safety Plan with the parents, caregivers, responsible parties, kinship and resource parents, and
subcontractors.

Implementing, managing, or monitoring the customized activities and services to enhance the protective capacities
based on the Single Case Plan (SCP). Management and monitoring of the implementation of the activities outlined in
the plan.

Obtaining informed consent of the parent to share information about the Safety Plan, parental capacity, and needs of
the children and youth to treatment providers to ensure that they have an understanding of specific needs and
expected outcomes.

Facilitating visitation with parents or other reunification resource.
Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and families immediately, continuing and documenting those efforts.
Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and referring to
DHS PI Coordinator when private investigator services are needed or ordered by the Court.

Visiting the placement setting to see children or youth to discuss the current situation, their safety, needs, well-being,
experience, and concerns regarding their care in that setting, and progress foward achieving their objectivesin the
SCP.

Face to face visit with the parent or other reunification resource to work diligently and urgently toward reunification or
otherwise as outlined in the SCP.

Continued Family Finding efforts based on DHS Team Coordinator's identification of relatives and CUA efforts to identify
relatives.

Making efforts to establish paternity.
Conferencing with subcontractor, if applicable.
Attending Family Team Conference.

Contact with a parent that does not have current care of the children or youth but the planis for them to assume care.
Face to face contact with other persons with caregiving responsibilities.




Direct Service Provision

Emergency Shelter Services Continued...

Transition to adulthood discussions with youth 14 and over including explaining and facilitating Board Extension requests
or renewals, compliance with Board Extensions, and rights around re-entry if discharged after 17 % years old.

Medical collaterals or appointments and DHS Nurse consultation.

School collaterals, appointments, or meetings.

Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.

Consultation with Law Department, Court Representatives, or JPO.

Dependent Court Hearing.
Delinquent Court Hearing.
Court Hearing wait time.

Travel and other wait time.




Direct Service Provision

Community Residential Services

|dentifying the placement resource.
Placing the child or youth and explaining the grievance procedure.
|dentifying a non emergency placement.

Managing the Safety Plan with the parents, caregivers, responsible parties, kinship and resource parents, and
subcontractors.

Implementing, managing, or monitoring the customized activities and services to enhance the protective capacities
based on the Single Case Plan (SCP). Management and monitoring of the implementation of the activities outlined in
the plan.

Obtaining informed consent of the parent to share information about the Safety Plan, parental capacity, and needs of
the children and youth to treatment providers to ensure that they have an understanding of specific needs and
expected outcomes.

Facilitating visitation with parents or other reunification resource.
Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and families immediately, continuing and documenting those efforts.
Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and referring to
DHS PI Coordinator when private investigator services are needed or ordered by the Court.

Visiting the placement setting to see children or youth to discuss the current situation, their safety, needs, well-being,
experience, and concerns regarding their care in that setting, and progress foward achieving their objectivesin the
SCP.

Face to face visit with the parent or other reunification resource to work diligently and urgently toward reunification or
otherwise as outlined in the SCP.

Continued Family Finding efforts based on DHS Team Coordinator's identification of relatives and CUA efforts to identify
relatives.

Making efforts to establish paternity.
Conferencing with subcontractor, if applicable.
Attending Family Team Conference.

Contact with a parent that does not have current care of the children or youth but the planis for them to assume care.
Face to face contact with other persons with caregiving responsibilities.




Direct Service Provision

Community Residential Services Continued...

Transition to adulthood discussions with youth 14 and over including explaining and facilitating Board Extension requests
or renewals, compliance with Board Extensions, and rights around re-entry if discharged after 17 % years old.

Medical collaterals or appointments and DHS Nurse consultation.

School collaterals, appointments, or meetings.

Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.
Consultation with Law Department, Court Representatives, or JPO.

Dependent Court Hearing.

Delinquent Court Hearing.

Court Hearing wait time.

Travel and other wait time.

Identify step down resource home or kinship placement.




Direct Service Provision

Residential Services

|dentifying the placement resource.
Placing the child or youth and explaining the grievance procedure.
|dentifying a non emergency placement.

Managing the Safety Plan with the parents, caregivers, responsible parties, kinship and resource parents, and
subcontractors.

Implementing, managing, or monitoring the customized activities and services to enhance the protective capacities
based on the Single Case Plan (SCP). Management and monitoring of the implementation of the activities outlined in

the plan.

Obtaining informed consent of the parent to share information about the Safety Plan, parental capacity, and needs of
the children and youth to treatment providers to ensure that they have an understanding of specific needs and
expected outcomes.

Facilitating visitation with parents or other reunification resource.
Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and families immediately, continuing and documenting those efforts.
Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and referring to
DHS PI Coordinator when private investigator services are needed or ordered by the Court.

Visiting the placement setting to see children or youth to discuss the current situation, their safety, needs, well-being,
experience, and concerns regarding their care in that setting, and progress foward achieving their objectivesin the
SCP.

Face to face visit with the parent or other reunification resource to work diligently and urgently toward reunification or
otherwise as outlined in the SCP.

Continued Family Finding efforts based on DHS Team Coordinator's identification of relatives and CUA efforts to identify
relatives.

Making efforts to establish paternity.
Conferencing with subcontractor, if applicable.
Attending Family Team Conference.

Contact with a parent that does not have current care of the children or youth but the planis for them to assume care.
Face to face contact with other persons with caregiving responsibilities.




Direct Service Provision

Residential Services Continued...

Transition to adulthood discussions with youth 14 and over including explaining and facilitating Board Extension requests
or renewals, compliance with Board Extensions, and rights around re-entry if discharged after 17 % years old.

Medical collaterals or appointments and DHS Nurse consultation.

School collaterals, appointments, or meetings.

Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.
Consultation with Law Department, Court Representatives, or JPO.

Dependent Court Hearing.

Delinquent Court Hearing.

Court Hearing wait time.

Travel and other wait time.

Identify step down resource home or kinship placement.




Direct Service Provision

Supervised Independent Living

Identifying the placement resource.

Placing the child or youth and explaining the grievance procedure.

Identifying a non emergency placement.

Managing the Safety Plan with the parents, caregivers, responsible parties, kinship and resource parents, and
subconfractors.

Implementing, managing, or monitoring the customized activities and services to enhance the protective capacities
based on the Single Case Plan (SCP). Management and monitoring of the implementation of the activities outlined in

the plan.

Obtaining informed consent of the parent fo share information about the Safety Plan, parental capacity, and needs of
the children and youth to treatment providers to ensure that they have an understanding of specific needs and
expected outcomes.

Facilitating visitation with parents or other reunification resource.

Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and familiesimmediately, continuing and documenting those efforts.
Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and referring to
DHS PI Coordinator when private investigator services are needed or ordered by the Court.

Visiting the placement setting to see children or youth to discuss the current situation, their safety, needs, well-being,
experience, and concerns regarding their care in that setting, and progress toward achieving their objectives in the
SCP.

Face to face visit with the parent or other reunification resource to work diligently and urgently foward reunification or
otherwise as outlined in the SCP.

Continued Family Finding efforts based on DHS Team Coordinator's identification of relatives and CUA efforts to identify
relafives.

Making efforts to establish paternity.

Conferencing with subcontractor, if applicable.

Attending Family Team Conference.

Contact with a parent that does not have current care of the children or youth but the planis for them to assume care.
Face to face contact with other persons with caregiving responsibilities.




Direct Service Provision

Supervised Independent Living Continued...

Transition to adulthood discussions with youth 14 and over including explaining and facilitating Board Extension requests
or renewals, compliance with Board Extensions, and rights around re-entry if discharged after 17 % years old.

Medical collaterals or appointments and DHS Nurse consultation.

School collaterals, appointments, or meetings.

Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.

Consultation with Law Department, Court Representatives, or JPO.

Dependent Court Hearing.
Delinquent Court Hearing.
Court Hearing wait fime.

Travel and other wait fime.




Direct Service Provision

Secure Residential Service

Identifying the placement resource.

Placing the child or youth and explaining the grievance procedure.

Identifying a non emergency placement.

Managing the Safety Plan with the parents, caregivers, responsible parties, kinship and resource parents, and
subconfractors.

Implementing, managing, or monitoring the customized activities and services to enhance the protective capacities
based on the Single Case Plan (SCP). Management and monitoring of the implementation of the activities outlined in

the plan.

Obtaining informed consent of the parent fo share information about the Safety Plan, parental capacity, and needs of
the children and youth to treatment providers to ensure that they have an understanding of specific needs and
expected outcomes.

Facilitating visitation with parents or other reunification resource.

Taking or obtaining an identifying photo of a child or youth.

Making efforts to locate missing children, youth, and familiesimmediately, continuing and documenting those efforts.
Filing missing persons reports within 48 hours. Contacting the DHS Liaison Unit for computer searches and referring to
DHS PI Coordinator when private investigator services are needed or ordered by the Court.

Visiting the placement setting to see children or youth to discuss the current situation, their safety, needs, well-being,
experience, and concerns regarding their care in that setting, and progress toward achieving their objectives in the
SCP.

Face to face visit with the parent or other reunification resource to work diligently and urgently foward reunification or
otherwise as outlined in the SCP.

Continued Family Finding efforts based on DHS Team Coordinator's identification of relatives and CUA efforts to identify
relafives.

Making efforts to establish paternity.

Conferencing with subcontractor, if applicable.

Attending Family Team Conference.

Contact with a parent that does not have current care of the children or youth but the planis for them to assume care.
Face to face contact with other persons with caregiving responsibilities.




Direct Service Provision

Secure Residential Service Continued...

Transition to adulthood discussions with youth 14 and over including explaining and facilitating Board Extension requests
or renewals, compliance with Board Extensions, and rights around re-entry if discharged after 17 % years old.

Medical collaterals or appointments and DHS Nurse consultation.

School collaterals, appointments, or meetings.

Behavioral health collaterals, appointments, interdisciplinary meetings, and DHS Psychologist consultation.

Consultation with Law Department, Court Representatives, or JPO.

Dependent Court Hearing.
Delinquent Court Hearing.
Court Hearing wait fime.

Travel and other wait fime.




Other Activities

Other Activities
Activifies assigned in this subcategory include but are not limited fo:

Training.
Administration (RMTS completion, CM Time Study completion).
Lunch, break, vacation, sick leave, other leave.




