Name: __________________________ Program: TSO __ I&E __ MIP __ Other __    Date: ___/___/_____

Time Study – Secondary Documentation

*Instruction of the back.
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Signature: ___________________________________________________ 
Date:  ___/___/_____
Secondary Documentation Instructions

Time - This is the time spent in this activity. Time is captured in 30-minute increments.  If your time spent on an activity is less than 30-minutes but greater than 15-minutes round up to the next increment.  For example: Home Visit 0900 to 0950 is now 0900 to 1000. If your time spent on an activity is less than 15-minutes round down to the next increment. For example:  Meeting 1330 to 1410 is now 1330 to 1400.  

Program Code (PC): This is the program or programs for which activities were performed.



TeenSmart Outreach - TSO 

Information & Education - I&E 



Male Involvement Program - MIP

Activity Code (AC) – This is the type of activity you are performing.

· 1a Non MediCal Outreach 
· 1b Medical Outreach

· 2a Facilitating Application for Non Medi-Cal programs

· 2b Facilitating Medi-Cal Eligibility Determination

· 7a Program Planning, Policy Development and Intra/Inter Agency Coordination for Non Medi-Cal Services/Care/Providers

· 7b Program Planning, Policy Development and Intra/Inter Agency Coordination for Medi-Cal Services/Care/Providers

· 8a Non Medi-Cal Training for Program Staff

· 8b Medi-Cal Training for Program Staff

· 9a Referral, Coordination, & Monitoring for Non Medi-Cal Services/Care/Providers

· 9b Referral, Coordination, & Monitoring for Medi-Cal Services/Care/Providers

· 10 General Administration

· 11 Non TPP Program activities

· 12 Paid Time Off 

Documentation – Documentation is the recording of information/data, action and/or outcome for future reference.  Documentation should explain the activity that occurred in the specified time.  Secondary documentation should be able to link the client and the focus or the activity or visit.  Reference can be to other relevant documents and/or materials.  Additional information that substantiates activities can be attached to Secondary Documentation.
Note* - Note indicated supplemental, additional or attached explanations to an activity such as: meeting agenda, collaboration flyer or announcement. 

