Black Infant Health Function Codes Examples

	Function Code 
	Definition
	Examples
	Documentation

	Function Code 1 – Outreach/Administrative Case Management

	Part A - This function is to be used by all staff when performing activities that inform MediCal eligible or potentially eligible individuals, as well as other clients, about health services covered by MediCal and how to access the health programs.  Activities include a combination of oral and written informing methods, which describe the range of services, available through the MediCal program and the benefits of preventive or remedial health care offered by the MediCal program.

Part B - Administrative Medical Case management.  Assisting and ensuring BIH clients access to providers, care, and/or services.
	Part A

1. Participating in a health fair representing BIH and providing information on the BIH program and services offered.

2. Talking to a community group about the BIH programs and services offered.

3. Providing information to individuals and/or groups about the MediCal enrollment process.

4. Meeting with an individual and discussing what the BIH program has to offer.

Part B

1. Helping a client to enroll in MediCal.

2. Assisting a client in understanding and/or filling MediCal enrollment or forms.

3. Assisting a client in finding a MediCal provider and/or services.

4. Through case management and coordination ensuring that a client is goes and receives medical care and/or services from provider.

5. Participating in case conference and/or multidisciplinary teams to review client needs and/or treatments plans.


	Part A

1. Secondary documentation should note date, time spent, and general statement (e.g. Arden Mall Health Fair or Ruiz Community Center Community Fair).  Attach Health Fair flyer or announcement to Secondary Documentation. 

2. Same as #1

3. Secondary documentation should noted date; identify the name of individual and/or group and time spent.  Additional information like a flyer or agenda is helpful.

4. Same as #3.

Part B

1. Secondary documentation should have the date, client’s name/file id/record number, time spent and type of assistance provided. For example: 

“07/20/04 9:00 – 10:00 AM Assisted Client #435 with MediCal application.”

2. Same as #1. 

3. Secondary documentation should include; date, client name, time and the type of assistance provided.  For example:

“06/30/04 1:30 – 2:30 PM Call to find and set up prenatal appt for Client #903.”

4. Same as #2 and #3.  

For example:

“07/02/04 3:30 – 4:00 PM Call Dr. Jones concerning Client #567 missed prenatal appts, reschedule appt and discuss plan to ensure client continues care.”

5. Secondary documentation should include date, client name, time spent, and issues/topic discussed.  

For example:  

“07/06/04 11:00 – 11:30 AM Discussed client #567 non-compliance with care plan and prenatal visits with supervisor.” 

 

	Function Code 4 – Non-SPMP Intra/Inter agency Collaboration and Coordination 

Function Code 5 – Program Specific Administration   

Function Code 7 – Non-SPMP Training

Function Code 10 – Non-Program Specific General Administration 

Function Code 11- Other activities

Function 12 – Paid Time Off 


	This function is to be used by non-SPMP staff when performing activities that are related to program planning functions, including collaborative and intra/interagency coordination activities. 
This function is to be used by all staff when performing activities that are related to program specific administration which are identifiable and direct charged to the program.  Office related general task. 
This function is to be used by all staff when training relates to non-SPMP allowable administrative activities and to the medical care of clients. 
This function is to be used by all staff when performing non-program specific administrative activities that relate to multiple functions or to no specific, identifiable functions due to the general nature of the activities.
This function is to be used by all staff to record time performing activities, which are not specific to the administration of the MediCal program. 
This function is to be used by all staff to record usage of paid leave, holiday, vacation, sick leave and so on.
*Note:  Paid Time Off does not include CTO – Compensatory Time Off, Flex Time, or Overtime pay back.


	This is when you are a representative of the BIH program working as a group on a problem or issue that affects the population you serve concerning access to care, providers and/or services.

For example:

Collaborative:

TACT (Teen Access to Care Team)

Meeting: 2nd Thursday of the month from 2:00 PM – 3:00PM

Objective: Increasing health access to teens in the Southeast LA. 

General administrative work connected with FFP objectives of access to MediCal and MediCal providers, care, and/or services.

Not all general office activities are matchable by FFP. For example:

1. Reading and responding to e-mails, telephone call and written correspondence.

2. Visit reminder calls to clients. 

3. Duplicating Time Study/Secondary Documents.

4. Data entry into MIS or database.

5. Time Study documentation.

6. Program staff meetings related to FFP and/or access to care and services.

7. Case conferences related to FFP objectives.

As stated in the definition this is restricted as to the topic and its relationship to the FFP objectives.

For example:  

Attending updated case management training.

New services offered by DentiCal.

Pre-term labor training. (Related to clients you serve in the program and how to identify preterm labor to get them to needed care and services.)

FFP Time Study Training 

Note: Not all training is matchable under FFP for example:

Domestic violence awareness

Lamaze/Birth Coach

Breastfeeding/lactation 

Excel/Outreach/Time keeping 

Required:

Non- program administrative work

General department meetings and trainings such as: sexual harassment, bioterrorism, departmental staff meeting, and new employee program orientation.

This does not include all general activities and/or trainings such as: 

Paying bills

Union meetings

Parties

Moving  

For example:

Any direct clinical services.
Anticipatory Guidance/Activities

Social Activities

Childhood Safety

Domestic Violence*

Job Development

School related activities

Housing need activities

Fetal Infant Mortality Review – FIMR
Parenting

Day Care

Group support activities

Transportation*

Routine Developmental Testing (i.e. Denver, NCAST)

Nutrition

 For example:

Paid Holidays

Sick leave – including Family sick leave.

Paid medical/dental appointments.

Vacation 
	Secondary Documentation should include:

· Date, activity, time spent and collaborative name.

· Any supplemental documents such as: a meeting flyer or sign-in   sheet attached is good additional support.            

Secondary Documentation should be simple documentation and include the activity and time spent.

For example:

1. “07-23-04 8:00 – 8:30 AM Read & respond to e-mails/telephone messages/ and mail.”

2.“07-19-04 4:30 – 5:00 PM Appt. reminder calls for 07-20 HV.”

3.“07-24-04 3:30 – 3:45 PM Duplicating Time Study forms/Secondary Document.” 

4. “07-30-04 Entered 3 new clients assessments into BIH MIS.” 

5. “07-30-04 10:00 – 10:30 AM Completed Time Study form for July.”

6. “07-02-04 1:00 – 2:00 PM BIH staff meeting see attached agenda” or “07-02-04 3:00 – 4:00 PM BIH staff meeting – Time Study review.”

6. “07-15-04 2:00 – 3:30 PM Case conference – see attached meeting agenda.” 

Secondary Documentation should be simple and include the training, date and time spent. A brief explanation and/or other documents such as: training flyer/announcement should be attached to the Secondary documentation.)

For example:

FFP training agenda and sign-in form.

A training flyer and sign-in sheet.

Secondary Documentation should include: date, time spent, and a brief explanation/description.

Any other documentation such as a meeting agenda and/or training flyer/sign in sheet is helpful.

Secondary Documentation should include date, time (start & stop), program, and brief description.

For example:  

“07-06-04 9:00 – 11:00 AM Group class Parenting – birth to the first year.”

“07-10-04 1:00 – 3:00 PM Group presentation – Family Violence Signs and Symptoms”.

When an activity is not FFP matchable there is no other documents required.

Secondary Documentation should include date, time, program and a brief description.

For example:

“07-12-04 3:00 – 5:00 PM Dentist Appt.”

“07-28-04 2:30 PM Family Sick leave.”

“07-25-04 Vacation” 
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