TITLE V 30/30 EARMARKING
WEEKLY TIME STUDY INSTRUCTIONS

Pursuant to Title V of the Social Security Act, Section 505, the California Department of Public Health (CDPH) is mandated to provide oversight in the expenditure of Federal MCH Block Grant funding.  Federal MCH Block Grant funding is the key source of support for promoting and improving the health of all mothers and children, including children with special health care needs.  All MCAH Agencies are required to report Title V expenditures to be in compliance with Federal regulations.
All local MCAH agencies must consistently report Title V activities during the same week per quarter for an entire Fiscal Year (FY).  Agencies must select one week per quarter (i.e. Week 1 through Week 12) that Title V time studies will be completed.  For example, if County "A" chooses "Week 4" time studies must be completed for all relevant staff during the weeks of July 21, 2008; October 20, 2008; January 19, 2009; and April 20, 2009.  Please note the attached 2008 Weekly Time Study Calendar for a listing of applicable Quarterly Time Study Weeks for FY 2008.  If an agency fails to select a week to complete time studies then MCAH will assign a week for the agency.  Finally, when an agency fails to designate a different week for a subsequent FY, MCAH will assume that the agency is continuing with the same time study week for the next FY.
WHO MUST TIME STUDY
All staff who are listed on your MCAH Budget, whose salary or overhead is paid in part or in whole with Title V funding or any subcontractors who perform any of the MCAH Objectives (1-4) must time study.  Any support staff, whose function is to support those reporting the expenditure of Title V funding, may duplicate the time study documentation of the staff that they support.
Complete the items listed below and (if applicable) designate the person supported by each employee’s work activities.  MCAH will duplicate the designee’s time study and factor in the supporting Staff’s FTE to determine the amount of time spent performing Title V activities. 
1. All the information located at the top of the time study should be completed:

· Name of staff
 (As listed on your Agency’s MCAH Budget)





· Job Title (As listed on your Agency’s MCAH Budget)
· Location (City, State, Zip Code)

· Agency (List your Agency Name)
· Subcontractor (if you are a subcontractor, enter your Entity’s Name and identify the Agency that you contract with on the line above)
· Time Study Period (Week/Date)
· Percent FTE (Full time equivalency, should match your MCAH Budget)
2. For the “Date”, enter the date for each day time studied.

3. For the Title V time study there will only be 3 categories:

· (Row #1) Preventive & Primary Care Services for Children (PPCSC)
· (Row #2) Children with Special Health Care Needs (CSHCN)
· (Row #3) Any “Other” work – Note all AFLP, BIH, FIMR, BIH/FIMR, and SIDS related time should be reported "Only" under Category 3.
4. Each of the five day records contains three rows of data lines, one line for each of the three categories.  Only enter data on the row that applies to that category for that half hour period – row 1 ‘PPCSC’, row 2 – ‘CSHCN’, or row 3 – ‘Other’.   These category numbers are identified on the far right of the page.  The time per category is totaled separately for each day. 
5. When entering time, a number one (1) should be entered for every half hour increment.  The number “1” will indicate that a half hour was spent in that particular category during that half hour of the day.  Only a number “1” should be entered in any half hour time slot. The formulas at the end of each row (right side) will auto-calculate and convert the half hour increments into hours.

6. Under “Categories” the total hours for each day will be added and will give a total for the week. Those hours will then determine the percentage of time spent in each category and will be calculated to the right of the “TOTALS”.

7. At the bottom of the time study the document should be finalized and submitted with:

· The employee’s signature and date.
· The signature of the employee’s supervisor verifying the “Title V 30/30 Earmarking” Time Study information is true.
Failure to document Title V activities (i.e. the timely submission of Title V time studies) may lead to the reduction of funding available to the deficient agency.

When your agency staff have completed the required time studies, please return them in one e-mail to Dale Price at the following e-mail address: dale.price@cdph.ca.gov as soon as possible (we request no later than 60 days after the last day of your Time Study week).  Also, please send all signed original time studies to the following address:

California Department of Public Health

Maternal, Child and Adolescent Health Program

PO Box 997420, MS 8305

Sacramento, CA  95899-7420

Attention: Dale Price

Finally, please keep a copy of all signed original Title V Time Studies in a separate file for archival purposes.

For questions related to the Title V time study process please contact Dale Price, Research Analyst II, at (916) 341-6702 or by e-mail at dale.price@cdph.ca.gov.
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