Function Code Exercise Instructions
The Function Code Exercise assists staff to identify common day-to-day program activities and associate those activities with the appropriate Time Study Function Code.   The identification of these common activities leads to the creation of a Time Study “Cheat Sheet” which helps staff to quickly and correctly code their activities during the Time Study Month.  There will always be questions or uncertainty concerning some activities which will need further clarification for determination.

Cheat Sheets should be by position.  For example: SPMP case manager, non-SPMP case manager, office assistant, PSC so on and so on.  The Cheat Sheet should reflect their day to day activities and not their duty statement.
1. Plan a staff meeting for 1 hour.  Have staff bring their previous Time Studies and Secondary Documentation.

2. Prepare by having copies of the Function Code Exercise and pencils for staff to use at the meeting.  Goodie always welcomed!

3. At the meeting explain the exercise.

4. Divide if necessary staff into groups.  For example:

a. MCAH program

i. Nurses doing case management

ii. PSC

iii. Outreach workers

iv. Dental health team

v. Administrative/Support  staff

b. AFLP 

i. SPMP case managers

ii. Non-SPMP case managers

iii. Administrative/Support staff

5. Have each group work on listing their day to day activities in the Function Codes.  Discuss their selections and determine if it is an appropriate activity for that Function Code.

6. After reviewing and finalizing the Cheat Sheet make copies and distribute to the appropriate staff.

7. Review and revise as necessary!

