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Time and Task Scenarios for Categories 8A, 8B, and Other Program Columns 

These scenarios are based on the Time and Task Reporting Focus Days, categories 8A, 8B and 
Other Program columns. 

1. Health equity planning meeting 

You’re the aging and disability resource center (ADRC) representative on the county’s health 
equity planning committee for the human services department. You attend biweekly meetings, 
which include discussing and planning health equity presentations and activities in which ADRC 
staff and other human services staff can participate. 

Q: In which category do you record your time? 

A: Category 8A 

Explanation: While these activities and presentations will educate ADRC staff, time spent in 
these planning meetings and during the presentations and activities is recorded in category 8A 
because it is not specific to any other category topics, and it is not related specifically to ADRC 
activities. 

2. Quality improvement 

Scenario 1: Your team discusses recent issues with Medicaid applications with your income 
maintenance unit. You spend an entire hour discussing the process and how the ADRC could 
improve the system to get applications to income maintenance for processing. The team decides 
that this would be a great quality improvement (QI) project for the year.  

Q: In which category do you record your time? 

A: Category 1 

Explanation: Because this QI discussion and subsequent project revolves around the Medicaid 
application process, it’s recorded in category 1. 

Scenario 2: After completing the QI project related to Medicaid process with income 
maintenance, your team meets about challenges with the waiting time for walk-in customers. The 
team agrees that some improvements could be made in the process and chooses to bring this 
forward as an additional QI project. 
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Q: In which category do you record your time? 

A: Category 8A 

Explanation: This QI discussion and subsequent project revolves around improvements for the 
ADRC process for walk-in customers, and it is not specific to Medicaid, a Medicaid-related 
program, or the Long-Term Care Functional Screen, so it’s recorded in category 8A. 

3. Annual assessment for home-delivered meals 

You are given a referral to complete the annual meal assessment for a customer who has been 
receiving home-delivered meals for a few years. 

Q: In which category do you record your time? 

A: Other Program column  

Explanation: Initial home-delivered meal assessments can be completed and billed to ADRC and 
tribal ADRS funds; however, annual assessments should be funded with aging funds, so time is 
documented in an Other Program column labeled by the agency.  

4. Time and Task training  

You attend a Time and Task Focus Day training presented by the Office of Resource Center 
Development. The training is one hour in length and focuses on categories 1 and 2.  

Q: In which category do you record your time?  

A: Category 8A  

Explanation: Time and Task training is specific to ADRC staff to help employees do their job 
better, so it is recorded in category 8A. Regardless of which categories are covered in a Time and 
Task training, the full training time is recorded in category 8A because the training is focused on 
Time and Task reporting and not on the actual topics captured in the specific categories. In this 
example, the training is specific to Time and Task reporting on categories 1 and 2, not specific to 
Medicaid and Medicaid-related programs or services.  
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5. Training on Medicare 

Disability Rights Wisconsin hosted its annual Medicare Open Enrollment Training for 
Professionals, and you attended the full-day event. The three-hour session in the morning 
focused on Medicare Part C and D plans, and the three-hour session in the afternoon focused on 
dual-eligible customers (those who have both Medicare and Medicaid coverage), including 
information on special needs plans (SNP) and Low-Income Subsidy (LIS) Part D plans.  

Q: In which category(ies) do you record your time? 

A: Categories 1 and 5 

Explanation: Although many types of training that ADRCs and tribal ADRS attend are 
documented in category 8A, this training is specific to Medicare. The morning is recorded in 
category 5, as Medicare is a category 5 topic. The afternoon focused on dual-eligible customers 
and is recorded in category 1 because Medicare for dual-eligible is category 1. 

6. Work recorded in Other Program columns 

Q: Which types of work below would be recorded in an Other Program column? (You may 
select multiple answers.) 

 Transportation certification for aging 
 Census work 
 Preadmission screening and resident review (PASRR) screening 
 COVID-19 grant 
 WATTS reviews (annual guardianship and protective placement reviews)  

A: All of these go into Other Program columns. 

Explanation: These work activities are not within the ADRC Scope of Services; thus, ADRC 
grant funding isn’t able to support these activities and programs. Depending on which funding 
source is utilized for each type of activity or work, the local agency should label an Other 
Program column to accurately reflect the purpose of the column. 
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7. Time off work  

Q: Which of these types of time off would be recorded in category 8B? (You may select multiple 
answers.) 

 Paid holidays  
 Vacation days or paid time off (PTO)  
 Compensation time  
 Personal days  
 Paid breaks  
 Sick days  
 Lunch break  

A: Paid holidays, vacation days or PTO, sick time, and personal days are all recorded in category 
8B. 

Explanations: 

Compensation time (comp time) has its own column to the right of category 8B (it’s the pink 
column on the Time and Task Daily Activity Log). This is time you already recorded when you 
worked the additional time. 

Paid breaks are recorded in category 8A since its paid time; you need to ensure that it’s counted 
on your Time and Task Daily Activity Log. 

Lunch breaks are not documented in any category if they are unpaid (most 30-minute lunch 
breaks are unpaid). Because it is not paid time, it does not get factored into your countable time 
for reporting. 

8. County-wide meeting for staff 

Your human resources department is hosting county-wide staff meetings over the next month, 
and you are required to attend one of them. The topic of the meetings is changes to the county’s 
payroll system and how you will now be entering your hours into the new electronic timecard 
system.   

Q: In which category do you record your time? 

A: Category 8A  

Explanation: Attending this meeting is to gain county or employer-specific information, so it is 
recorded in category 8A. 
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9. Working with a coalition 

You are the ADRC representative on a coalition in your county, working with community 
agencies that directly support individuals and families who are unhoused or have housing 
insecurities. The coalition is also an opportunity for community agencies to network so that they 
can make appropriate interagency referrals for customers. This ensures that customers are 
connected to supports and resources for all of their needs. 

Q: In which category do you record your time? 

A: Category 8A  

Explanation: Your participation in this coalition is recorded in category 8A, as a focus of this 
group is aimed at improving access to services for those customers experiencing housing 
insecurities. If you’re asked at one of the meetings to present about the ADRC and its services, 
you can capture that meeting time as category 1, for outreach, as you are educating the 
community agencies about the ADRC and providing ADRC marketing materials.  

10. Resource database  

You have been assigned the task of making updates to your agency’s resource database. On a 
monthly basis, you review the resource emails and work in the database. This is with Medicaid 
and non-Medicaid providers.  

Q: In which category do you record your time? 

A: Category 2  

Explanation: Although the work you are doing may seem administrative in nature, because it is 
specific to maintaining the resource database, it is captured in category 2. If working on entering 
or updating a resource that is specific to Medicaid or a Medicaid-related program (MRP), it 
should be recorded as category 2A, and time spent on non-Medicaid resources as category 2B. 

11. Motivational interviewing training  

Your afternoon appointment with a customer is cancelled, so you have some “free” time 
available and decide to work on one of your annual performance goals, which is to complete the 
motivational interviewing training on the learning management system (LMS).  

Q: In which category do you record your time? 

A: Category 8A  
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Explanation: This is an ORCD-offered training that is specific to ADRC staff to help you do 
your job better. However, it’s not tied to a specific topic that falls into a different category (like 
training specific to Medicaid, MRP, or the LTCFS, which would be category 1), so your time 
spent in this type of training is recorded in category 8A. 

12. Creating electronic customer files 

Your agency scans and maintains customer files electronically. Each month, you set aside a few 
hours to scan customer files and save them electronically so that the paper files can be moved out 
of your filing cabinet and into the confidential shredding bin. This month, you spent two hours 
creating the electronic case files for multiple customers at one time. 

Q: In which category do you record your time? 

A: Category 8A 

Explanation: When you are doing large amounts of scanning at one time, this is considered an 
administrative task and is recorded in category 8A. At this point, you are no longer assisting the 
customer or working on an activity for the customer, and the purpose of this time is to meet the 
county’s requirement for record maintenance and retention. 

If you are able to scan your documents right after you meet with a customer or work on a 
customer’s case, then that time is recorded in the category in which your time with the customer 
is recorded. For example, if you assisted a customer to complete a Medicaid application, and you 
are scanning a copy for the ADRC customer file before you submit it to income maintenance, 
then you would capture this “scanning time” in category 4, which is the same category that you 
report time spent assisting the customer with the Medicaid application. 

13. Meeting minutes  

You attend a staff meeting for an hour and are assigned to record the minutes for this meeting. 
Later, you spend 15 minutes typing the minutes and send them out to your team.  

Q: In which category would you record your time spent typing the meeting minutes? 

A: Category 8A 

Explanation: Staff meetings can be recorded as general administration. This would include the 
administrative task of typing and sending out the minutes of a meeting.  
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14. Resource materials  

Your ADRC is running low on the long-term care program folders that ADRC specialists take to 
home visits. You spend two hours making copies of the Department of Health Services approved 
documents for options and enrollment counseling. You put together 50 folders for ADRC 
specialists to use.  

Q: In which category do you record your time? 

A: Category 8A 

Explanation: This is general administration, which is documented in category 8A. 

15. Committee work 

You participate in a Project Lifesaver committee as an ADRC representative. You receive 
applications that come in as part of the committee. You document your time as administrative in 
client tracking since this is committee work and not ADRC specific work.  

Q: In which category do you record your time? 

A: Category 8A 

Explanation: Since your activities with this committee are spent as a representative of the ADRC 
and assist with improving access to services, this is documented in Category 8A. 
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