 TIME STUDY CODES  &  DEFINITIONS
CODE A.  LEAVE, MEAL BREAK, AND RELIEF BREAK

Code A is used when the caretaker or staff member is on leave during the log day, or whenever the caretaker or staff member  is taking  personal time or a meal break.    

CODE B.  GENERAL ADMINISTRATIONtc "CODE  
A.  LEAVE, MEAL BREAK, RELIEF BREAK, AND GENERAL ADMINISTRATION"
Code B is used when caretaker or staff member is performing activities which are necessary managerial functions of the program under study.    Examples of such activities include:

· Executive direction and supervision.

· Secretarial and clerical support.

· Bookkeeping and fiscal management.

· Caretaker or staff member training as trainer or trainee.

· Foster/adoptive parent recruitment, licensing & training.

· Management of provider contracts.

CODE C.   ROOM AND BOARD
Code C  is used when caretaker or staff member is performing any activity which contributes to providing the children in care with housing, food, clothing, school supplies or personal incidentals that would be considered  room and board items.  Other examples include:

· Night caretaker or staff member who is providing awake supervision while children are sleeping and who is not performing treatment, development of daily living skills, or administrative functions. 

· Cooking , shopping, cleaning, housekeeping, laundry, janitorial activities.

· Maintenance activities related to the grounds, vehicles or equipment.

· Homework help and tutorial support provided before or after the regular school program; and

· Any travel or paper work related to these activities.

NOTE: Do not record caretaker or staff sleeping time or “on-call” time.


CODE D.    TREATMENT PLANNING AND SUPPORT          


Code D is used when caretaker or staff member is assisting an individual child to gain access to necessary care and services as outlined in the child’s treatment plan.  This category is an integral and inseparable part of rehabilitation treatment service.  Examples of this type of activity include:

· Intake and (initial) Assessment:  Identifying the child’s medical, social, educational and other needs through face-to-face contact with the child, the child’s family, and through consultation with other providers.
· Development of the Plan of Care:  Determining what services and resources are necessary to meet the child’s identified needs with the child, family, guardians or other providers, and how they can be best provided.

· Coordination and Advocacy:  Facilitating the child’s access to the services and resources identified in the care plan.  This includes preparation or participation in any judicial proceedings, referral and follow up services, arranging and attending case conferences, arranging home visits, discharge and aftercare services.

·  Any travel or paperwork related to these activities.

CODE   E.    FAMILY / FOSTER FAMILY  IN-HOME  CASEWORK  

Code E is used for case management, coordination, and planning with the child and family or foster family either before a child’s placement, during placement,  or after the return of a child to the home.   Examples include:

· Planning with the parents/foster parents for the continued health and safety of the child.

· Planning with the family to prevent the need for removal of the child into placement.

· Planning with the family/foster family to prevent the need for disruption or removal from placement.

· Case management with the family on behalf of a child after the child’s return from placement.

· Any travel or paperwork related to these activities.

CODE  F.    LIVING SKILLS DEVELOPMENT   

Code F is used when caretaker or staff member is performing client-centered activities directed at reducing mental disabilities of the children in care and restoring them to their best possible functioning level, or assisting them toward independent living.  Children are helped to become responsible for their own actions and to be sensitive and considerate of other program participants.  This category of activities is an integral and inseparable component of rehabilitative services. Examples of activities in this category include:

· Ensuring the health, safety, and well-being of the child or group of children.

· Ensuring that the child’s behavior is consistent with the overall treatment plan.

· Providing guidance and direction to children in coping with the problems of day-to-day living.

· Supervising the child or children in productive work, play, recreational activities.

· Monitoring the child’s interaction with peers and caretaker or staff member.

· Teaching restorative independent living skills to facilitate the child’s transition from therapeutic residential care to more independent living, such as job applications, applications for apartment rental. 

· Establishing limits and ensuring that children follow the “house rules.”

· Any travel or paperwork related to these activities.

CODE G.  COUNSELING, THERAPY, CONSULTATION, & 
  
  ASSESSMENTS 

Code G is used when the professional counselor is providing individual, group or family counseling or therapy, including individual assessments or consultations, that is not being direct billed to Medicaid.  The purpose of the activity is to ameliorate or remedy personal problems or behaviors and to restore the child to their best possible functioning level.  This code also includes psychiatric/psychological evaluations and assessments of the child. Examples of activities in this category include:

· Counseling or therapy to help with a child’s adjustment in the program.

· Counseling or therapy with the child to change specific behaviors.

· Counseling or therapy with the child and his or her family to resolve the difficulties that led to the need for placement.

· Any consultation related to the treatment or counseling issues.     

· Any travel or other paperwork related to any of the activities in this code.

CODE H.   MEDICAL TREATMENT & DENTAL CAREtc "CODE J.   MEDICAL TREATMENT & DENTAL CARE"
Code H is used when the activity is performed by a licensed medical professional, administering medical procedures or treatment and is not billed to Medicaid.  Typical activities would be:

· Medical treatment for routine or emergency physical injuries or illness.

· Physical exams and physical diagnosis, medication reviews, writing of prescriptions and other medically related activities.

· Providing medications or shots.   

· Dental exams and any dental procedures.

CODE I.  EDUCATION

Code I should be used for activities which involve operating an on-campus educational program. This activity would include classroom instruction.  This activity code would not include homework help and tutorial support provided before or after the regular school program.

CODE J.   FUND RAISING, RESEARCH, RELIGIOUS  ACTIVITIES,  &  OTHER  PROGRAM  ACTIVITIEStc "CODE K.   FUND RAISING, RESEARCH, RELIGIOUS  ACTIVITIES,  &  OTHER  PROGRAM  ACTIVITIES"
Code J is used when the caretaker or staff member is engaged in fund raising activities, research, or religious services, and for any activities that are billed directly to Medicaid, other insurance, or other funding sources.  Use this code for any other activity not covered by the previous codes.

