
 
TIME REPORTING AND TCM STANDARDS 

FOR 
SHERBURNE COUNTY SOCIAL WORKERS 

 

 
I.   All workers and nurses in the Social Services Units will be expected to 

report 80% of their available time as client related.  Available time is their 
normal work week minus vacation, sick, or trainings.  (For Lead workers, 
consideration is given within this expectation for their non-billable lead worker 
duties i.e. resource/program development.)   

 
 EXAMPLE:   Someone who works a 40 hour week are expected to 
   report 32 hours as client related. 
 

EXAMPLE:    Someone has a vacation day: the available time would be 40 hour  
minus 8 hours.  80% of available time (32 hours) would be 26 
hours.  26 hours would need to be reported as client related. 

 
EXAMPLE:    Someone has a unit meeting lasting 2 hours, all-staff meeting 

lasting 1 hour in the same week:  80% of available time (37 hours) 
would be 30 hours.  30 hours would need to be reported as client 
related. 

 
II. Monthly time entry for the month is due 7:00 a.m. on the 5th day of the following 

month.  (For example, October’s SSIS time entry must be entered completely by 
November 5th at 7:00 AM).  If the 5th is on a weekend, time will be pulled 7:00 
a.m. on the following Monday.  (For example, if November 5 is on a Saturday, 
time must be entered completely by the following Monday at 7:00 AM).  If there is 
a necessity to have additional time due to extreme circumstances, approval to 
have an extension of time will only be granted by immediate supervisor. 

 
III. Accounting staff will continue to generate reports regarding adherence to TCM  

and other billable time requirements.  Those will be given to supervisors.  
Supervisors will address with individual staff any concerns with meeting the 
requirements of the policy.  Workers’ corrections to these reports need to be 
completed and returned to their immediate supervisor within the timeframe 
provided, to ensure that timely corrections are made so that all claims can be 
processed.     

 
 
IV. Within the overall 80% time reporting, the following clarification is provided in 

relation to Waiver and TCM cases.   
 
 a. DD, AC, EW, CADI, BI WAIVER CASELOAD 
 

80% of time will be billable waiver time.  For mixed caseloads (waiver/non-
waiver), the standard continues to be the overall 80% of available time 
policy in proportion to their caseload (for example, someone with 40% of a 
caseload of billable waiver time would not be expected to have 80% of 
their available time be billable waiver time; however, they would be 
required to be reporting 80% of available time as client-related time). 



  
 b. TARGETED CASE MANAGEMENT CASE LOAD 
 

1. Vulnerable Adult/Developmental Disabilities/Adult Mental 
Health: 
Minimum criteria for billable time: One face to face followed by two 
consecutive months of phone contact will result in a billable hit each 
month. 

 
   Goal:  Billable hit for each client per month. 
   Standard:  80% of billable hits. 
 

This standard would apply to workers with VA/DD/AMH eligible 
clients. 
 
EXAMPLE:  VA/DD/AMH require at least a face-to-face 
  quarterly with telephone contact monthly in 
  between. 

 
   A worker could get 100% of eligible hits for a case load of 50  
   with 17 face-to-face contacts per month (approx. 4 weekly)  
   and 33 phone contacts per month (8 per week). 
 
  2. Children’s Mental Health: 

Minimum criteria for billable time:  In order to receive payment for 
an eligible child, the provider must document at least one face-to-
face contact with the child, the child’s parents or the child’s legal 
representative during that month.  Definition of a legal 
representative: guardian, conservator or guardian ad liem of a child 
with an emotional disturbance authorized by the court to make 
decisions about mental health services for the child. 
 
Goal:  Billable hit meeting for each eligible client. 
Standard:  80% of billable hits. 

 
  3. Child Welfare: 

Minimum criteria for billable time:  Only services delivered on a 
face-to-face basis are claimable as CW / TCM unless the client is in 
placement more than 60 miles beyond county boundaries.  In such 
a case, a telephone contact may be claimed in two consecutive 
months.  There must be a face-to-face contact in a month 
preceding or succeeding the telephone contacts 
 
Goal:  Billable hit monthly for each eligible client. 
Standard:  80% of billable hits. 

 
4.   Children in Out of Home Placement: 
 Minimum criteria for billable time:  All children in out-of-home 

placement will have a face-to-face visit completed monthly. 
 Standard:  100% of children in out-of-home placement. 
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