Time Study Exceptions


As with all programs Time Studying has rules, requirements and exceptions.  If you are already Time Studying you are familiar with many of the Time Study rules and requirements. Exceptions are deviations from rules and requirements.  Time Studying allow exceptions to the rules and requirement with the permission of the Maternal Child and Adolescent Health/Office of Family Planning (MCAH/OFP) Branch.
Let’s review some of the basic Time Study rules and requirements:
· Only approved programs may receive reimbursement for activities that are a part of an agreed upon scope of work performed by program staff.

· Every position claiming Title XIX reimbursement must Time Study for all program worked for one month in each fiscal quarter.

· Personnel Title XIX reimbursement is based on the percentage of Federal Financial Participation (FFP) activities performed for or on behalf of Medi-Cal eligible and/or Medi-Cal beneficiaries.

· Title XIX reimbursement of operating costs for acceptable and approved costs is based on the average of the percent of personnel match..  Some costs are not allowed by Title XIX rules and requirements.
There are three areas where Time Studying exceptions are allowed: change in personnel, leaves of absences, and/or deviation in the scope of work.  Exceptions must be requested in writing to the MCAH/OFP consultant and contract manager (e-mail are acceptable).
Change in Personnel 

For most programs changes in personnel (i.e. new hire, new position, vacant, transfer and/or termination) is expected during the fiscal year.  Unfortunately a change in personnel may require a deviation in the Time Study process.  Each of these changes requires permission by the MCAH/OFP Branch.  The process begins with notifying your MCAH/OFP Program Consultant (PC) and Contract Manager (CM) as soon as possible.  You and your MCAH/OFP PC/CM will agree upon a change in the Time Study process. This must be requested for each position affected by the change listed on the budget (i.e. budget line #3public health nurse budget).  Approval is granted and the substitution is done.    
Here are some examples of exceptions:

· New hire in a new program position at the beginning of the Time Study month.  Due to the fact that this is a new position with no previous Time Studies, Time Studying will occur with the Time Study month.  After at least two Time Study months have been complete review the percentage of Time Study activities compared what was forecasted on the budget.  A budget revision or grant amendment may need to be done to reconcile the difference in the percentage of activities for this position.  
· New hire in an existing program position (no changes in the duty statement) at the beginning of the Time Study month.  Usually when a new person is hired into a position they do not immediately begin their new roles and responsibilities.  Every Time Study should be representative of the activities performed the majority of time for that quarter.  An exception could be to use the next fiscal quarter’s Time Study or Time Study the next month in the current quarter if possible.  

· If a position is vacant for the entire fiscal quarter then no Title XIX monies can be reimbursed since no activities were performed.  
· Transfer and termination of a position or personnel.  Title XIX rules states in order to seek reimbursement for activities performed for that fiscal quarter the position must have been occupied and Time Studied for at least two weeks of the Time Study month. If the position was vacated prior to the Time Study month then no reimbursement can be claimed if activities performed are less than 50% for the fiscal quarter.
Leave of Absences 
· For many reasons personnel take leave of absences.  Sometime leaves of absences are with pay or without pay.  Paid leaves of absences are time off that is paid by the program that the personnel work for.  Some examples are: vacation, sick time, jury duty, holidays and educational leave.  Non-paid leaves of absence are those in which is not paid by the program.  Some examples are prolonged sick leave, family leave, emergency leave, sabbaticals, educational and any other non paid leave.  All non-paid leave of absences are never eligible for Title XIX reimbursement.  Depending on whether these are long or short term paid leaves of absences and if they occur during the Time Study quarter will determine whether an exception in needed.  Only paid leave earned in the fiscal year of the allocation, contract and/or grant can be reimbursed. 

· Normal short term (personnel must Time Study for a minimum of 2 weeks of the Time Study month) leaves of absences such as sick time off has two options. The first option is to Time Study for actual time spent doing activities and the paid time off (Function/Activity Code 12).  Paid time off is allocated based on personnel’s time in the program (i.e. Full Time Equivalent) so for example if a person takes 8 hours of sick leave but is only .5 FTE then only 4 hours of the sick leave can be reimbursed.  The second option is to request an exception. The request would be to substitute the average of two previous Time Study months (already submitted) or to use the next Time Study completed.  
· Long term (no worked time during the Time Study month) paid leave of absences such as vacations, maternity leave or extended sick leave is coded as Function/Activity Code 12 as long as this time is paid time of by the program.  For example:  A staff person takes maternity leave for 3 months.  The program allows personnel to use a combination of available sick, vacation, and disability leave to cover their salary during this time off.  Some of this time is paid time off and can be reimbursed such as the sick and vacation time accrued during the fiscal year.  The disability time is not reimbursable. The paid time off is Function/Activity Code 12 and is an allocated share of cost that is based on the percentage of time in the program and time spent.  The disability paid leave is not reimbursable.
· Any absence that is paid by disability insurance is not considered paid time off.
· Leave of Absence without pay is not reimbursable.  Substitution of previous Time Studies is not allowed.

Deviation in Scope of Work 

Occasionally there are circumstances that cause a program to deviate from the agreed upon Scope of Work (SOW) during the Time Study month.  All personnel or just a select few may be affected.  For example:  Local disaster that program staff is utilized as part of the disaster team, a local outbreak of tuberculosis that requires all nursing personnel to assist or a specific personnel being redirected to work on a non-program special project. If the time spent in any circumstance is less than 50% of their time in the fiscal quarter then a request for exception is made to your PC and CM.   With the permission of the MCAH/OFP Branch an average of the last two Time Study months, Time Study another month of the same fiscal quarter, or utilizing the next Time Study month may be used as a substitute 

As discussed in the beginning there are many situations that may affect your Time Studying.  Working with your MCAH/OFP Branch PC and CM can allow you deviations from the Title XIX/FFP rules and requirements with their permission.  However, please remember you must have their permission in writing or unapproved changes can lead to non reimbursement or audit exceptions.
