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RMS FAQ


Q: 
As a combined agency, not all of the programs listed on the desk guide distributed by ODJFS are applicable to us.  Would it be possible for a county to modify the desk guide according the programs and activities that are relevant to each worker’s job description?

A: 
Communication and training are key to the accuracy of the RMS time study, and it is permissible to customize the desk guide to reflect only programs and activities that are relevant to a worker’s job description. However, it is critical to avoid any activities that would encourage or have the appearance of encouraging workers to “direct” or “steer” the results of the time study.  When an agency wishes to customize the desk guide, it must do the following: 
• Ensure that the duties listed on this desk guide are in accordance with the worker’s (or section’s or unit’s) job description(s) and show all possible programs and activities applicable to that worker’s/section’s/unit’s role(s), and include a prominent statement to this effect.
• Communicate that the desk guide is for training purposes only: it is not a substitute for the official RMS observation form, which may not be altered in any way. Include a prominent statement to this effect.
   
The agency should retain a copy of all customized desk guides and corresponding position descriptions for its files.

Reference:
OAC 5101: 9-7-20



RMS Desk Guides
Q: 
We have a supervisor that provides direct services for more than 50% of their time but doesn't carry a caseload.  Can they participate in the RMS process?
A:
Yes. When a worker assigned to a supervisory position also provides direct services over 50% of the time, then the position can participate in the time study.  Documentation must be retained by the agency to support the inclusion of the position in the time study, must be signed by the current agency head, and must include a copy of the position description and attest to the following: (a) The directly related program activities and description of caseload assigned to the position. (b) The portion of time spent by the position on theses program activities.  When the position description includes the information required in this paragraph and is signed by the agency head, the agency is not required to retain separate documentation.

Reference:
OAC 5101: 9-7-20(D)(2)
Q:
Can someone who spends less than 50% of his or her time on RMS eligible activities be allowed to complete RMS forms?  For example, a IV-E staff person in a rural county.
A:
Yes.  When a worker assigned to an administrative support position also provides direct services then this position can be added to the roster.  Documentation must be retained by the agency to support the inclusion of the position in the time study, must be signed by the agency head, and must include a copy of the position description and attest to the directly related program activities performed by the position.  When the position description includes the information required in this paragraph and is signed by the agency head, the agency is not required to retain separate documentation.

Reference:
OAC 5101: 9-7-20(D)(3)
Q:
When the RMS form says "control member" how should that form be handled and who should sign the form?
A:
When the words "control member" appear on the RMS form, the RMS coordinator or alternate serves as the observer.  The observer asks the individual assigned to the position which program and activity her or she is working on at that specified moment and for the case number or unique identifier associated with that work and completes the form.  Both the observer and the individual initial the observation form.

Reference:
OAC 5101: 9-7-20(G)
Q:
We have a worker in the time study that left one position and assumed another position that is also in the time study.  How should this be handled?
A:
The worker should discontinue filling out the RMS observation generated by his or her former position and shall begin to complete the observation assigned to the new position.  Under no circumstances may a worker complete observation forms for more than one position.

Reference:
OAC 5101: 9-7-20(K)(3)
Q:
Is it acceptable for a person filling in for an absent worker to complete RMS observations assigned to the absent worker?
A:
Yes, as long as the worker is not currently in the time study.  The RMS coordinator shall make note of the reassignment on the form, initial the form and that worker shall complete the RMS observation generated for the position.  When it is expected that the absence will last through the majority of the next RMS observation period, the RMS coordinator shall revise the name associated with the position on the RMS roster.  Once the absent worker has returned to the position the name shall be updated.

Reference:
OAC 5101: 9-7-20(J)(3)
Q:
When the work of an absent employee is assigned to someone that is already participating in the time study, what should happen to the absent employee's RMS form?
A:
The RMS coordinator or the worker's supervisor shall mark the observation forms for the absent worker's position with the appropriate codes for "position idle or invalid response".  Under no circumstances may a worker complete observation forms for more that one position.

Reference:
OAC 5101: 9-7-20(J)(4)
Q:
When a worker is in a staff meeting from 10:00-11:00 a.m. and receives an RMS hit for 10:30, normally, that worker would select program code 997, Common to Several, with activity code 997, Common to Several.  However, if at 10:30 a.m., the meeting participants were specifically discussing, say, Medicaid Transportation, could the worker choose program 202, Medicaid Transportation Direct Delivery, and the appropriate 200-series activity instead?  
A:
Yes, when the work that is being conducted at the time of the observation is related to a particular program, then the observation should be coded to that program and affiliated activity.  However, the worker must be able to document the selected program and activity (meeting minutes, agendas, handouts, or other documentation that supports the selection).  When the work cannot be identified to a specific program, then “Common to Several” is the appropriate selection.

Reference:
OAC 5101: 9-7-20(L)
Q:
When activity code 999, Position Idle or Invalid Response, covers all absences, is there any reason to differentiate in the comments section whether the employee was on a paid or unpaid leave status?
A:
ODJFS does not require comments when program and activity 999 are selected, but a county may have an internal policy that is more restrictive.  Refer to OAC 5101: 9-7-20 (L)(3): “Neither comments nor documentation is required when the activity marked indicates the worker was on leave, on a break, at lunch, performing a non-reimbursable activity, or if the position is vacant.  However, when this rule does not require documentation and comments for an RMS observation, the county agency or stand alone workforce investment area may choose to implement more restrictive requirements for substantiation of observations.”

Reference:
OAC 5101: 9-7-20(L)(3)
Q:
Is it required or suggested that an agency document a 999 hit?
A:
ODJFS does not require documentation when program and activity 999 are selected, but a county may have an internal policy that is more restrictive.  Refer to OAC 5101: 9-7-20 (L)(3): “Neither comments nor documentation is required when the activity marked indicates the worker was on leave, on a break, at lunch, performing a non-reimbursable activity, or if the position is vacant.  However, when this rule does not require documentation and comments for an RMS observation, the county agency or stand alone workforce investment area may choose to implement more restrictive requirements for substantiation of observations.”

Reference:
OAC 5101: 9-7-20(L)(3)
Q:
We discovered an error on a RMS form and the worker is no longer employed with the agency, what should we do?
A:
Only the individual who originally completed the form shall revise and initial.  If the worker who originally completed the form has separated from the agency or is on an extended absence, the worker's former supervisor or the RMS coordinator may complete and initial the change and shall document the reason for the substitution.

Reference:
OAC 5101: 9-7-20(M)
Q:
When an employee selects activity code 999, Position Idle or Invalid Response, due to their absence from work or any other circumstance, is this code being “thrown out” of the survey, or will it be mapped to a “non-reimbursable” line?
A:
All hits to activity code 999, Position Idle or Invalid Response, will be redistributed.  They will not be mapped to a non-reimbursable line.  RMS definitions can be found by going to Forms Central, then clicking on form number.  Enter in 2710-I Income Maintenance RMS, 2714-I Social Services RMS, 2715-I Child Welfare RMS, 2712-I Child Support RMS, or 2711-I Workforce RMS, click search, then click PDF.

Reference:
Forms Central
Q:
When employees are in general training (not related to a specific program), what codes should they select on the RMS observation form?
A:
When staff are in general training not related to a specific program, select program code 997, Common to Several and activity code 997, Common to Several.

Reference:
Forms Central
Q:
When a worker is scheduling transportation for a client receiving Medicaid Pregnancy Related Services or issuing gas vouchers for Medicaid transportation, is program 202, Medicaid Transportation Direct Delivery, the correct program choice?
A:
No, the coding for this situation should be program 200, Medicaid, with the appropriate Medicaid RMS activity. Program code 202, Medicaid Transportation Direct Delivery, should be used only when a worker is physically engaged in transporting a client. To make this distinction clearer, the definition of program 202 has been revised as follows: “Direct delivery of transportation services to the following Medicaid programs: Pregnancy Related Services, Healthchek and Non-Emergency Transportation programs.  Do not use for administrative activities related to Medicaid transportation.”

Reference:
Forms Central
Q:
Activity code 999, Position Idle or Invalid Response, is defined as position idle due to vacancy, absence, meal, break or personal business; or invalid response due to incorrect label on observation form or other reason.  What other reasons would constitute an invalid response?
A:
ODJFS attempted to be comprehensive in all activity definitions, and we believe we have specified all circumstances that would cause 999 to be selected; however, we included “or other reason” in the activity code 999 definition to acknowledge that there may be other reasons for an invalid observation that we did not anticipate.

Reference:
Forms Central
Q:
When an employee only works on one program, such as a WIA worker only working on WIA programs, can they be direct charged to the benefiting program?
A:
No, the Cost Allocation Plan (CAP) does not allow employee costs to be directed charged to a grant.

Reference:
Cost Allocation Plan
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