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Agenda

» Federal Grant and Contractual
requirements

- AB 1058 Program Audits
- Reimbursable AB 1058 activities
- Timekeeping best practices

- Sample Timesheets with Supporting

: Documentation
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Federal Grant Requirements

- \WWhat services are reimbursable under

the AB 1058 grant Is dictated by the
Federal IV-D program.

- Expenditures which are not
reimbursable or which lack appropriate

documentation cannot be charged to
the program.
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Grant Reporting Requirements

Codes of Federal Regulation

CFR Part 45, Subtitle B, Chapter I1I,
Office of Child Support Enforcement (Child
Support Enforcement Program)

2 CFR 200 — Uniform Administrative Requirements,
Cost Principles, and Audit Requirements for Federal
Awards

- Contractual Agreement between JCC and the Courts

- Title 1V-D (AB 1058) Child Support Commissioner
and Family Law Facilitator Program Accounting and
Reporting Instructions

g \ TUDICIAL COUNCIL
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AB 1058 Contractual
Responsibilities

Contract between DCSS and Judicial
Councill

Contract between Judicial Council and
Local Court

Block grant subject to expectation of a
standard package of “services”

Court Deliverables
R JUDICIAL COUNCT]
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Presenter
Presentation Notes
DCSS and JCC Contract Process - Funding is provided to AOC by an inter-agency agreement between AOC and DCSS.

JCC and Local Court Contract Process - AOC allocates funds to each court via standard agreements between AOC and the court.  Separate contracts executed for the CSC and FLF components of the program.
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Court Deliverables

- Plan of Cooperation with Local Child Support
Agency (LCSA)

- Disclosure of all funding sources
« Written contract between contracted FLF and CSC

- Quarterly FLF Data Report (customer service
statistics)

- Written FLF Office Complaint resolution process
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Presenter
Presentation Notes
Court Deliverables Funding Sanctions – Court deliverables included in contract.  If court does not comply then reimbursement of claims will be held until all deliverables are received



AB 1058 Program Audits

- Department of Child Support Services Audits

Compliance of federal and state regulations
Completion of program deliverables

Proper accounting records and adequate
documentation

Program cost efficiencies

Consistency of application of cost

g \ TUDICIAL COUNCIL
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Presenter
Presentation Notes
Department of Child Support Audit  (DCSS) – mandated to verify all agencies using federal title IV-D funds are in compliance with federal financial management requirements and provisions of the state IV-D plan

Compliance of federal and state regulations -– Regulated by Codes of Federal Regulations and Rules of Court
Completion of program deliverables – adequate services provided to public and contract deliverables are completed
Proper accounting records and adequate documentation – time reporting and proper supporting documentation
Program cost efficiencies – cost effectiveness: The total IV-D support collected during the fiscal year, divided by the total amount expended (administrative costs) to provide IV-D services during the fiscal year.
Consistency of application of cost – similar types of costs are applied consistently and costs are allocated proportionately amongst all programs

Status of DCSS Audit
Issues around accurate time studying are probably the biggest interest by anyone looking to review court’s operation.  Numbers of commissioners/support staff was point of inquiry.  We always go to the budget exhibit the court submit to AOC as primary source of information – so important to keep it accurate and updated at each contract renewal.  In hard economic times, different parts of the program are competing for funding & inevitably program partners may point fingers at other program partners to question or justify their value to the program and whether funds spent appropriately – so even more important to keep within grant guidelines.  This program is not the program and these are not the times to be thinking  “budgetarily outside of the box.”�



Reimbursability Principles

® NO Hmaglc Wandn
- Proportionality
e [ransparency

« Documentation
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Reimbursable AB 1058
Commissioner/Clerk Services

Reimbursable Services

- Child support cases
opened at LCSA

Child Support matters
Paternity matters

Companion Spousal
support matters

Health insurance matters
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Non-reimbursable Services

Non-LCSA parentage/child
support cases heard by
commissioner

Domestic Violence
Custody and Visitation

Dissolution of marriage
Issues other than support

Adoptions
Juvenile Delinquency


Presenter
Presentation Notes
AB 1058 commissioners hearing IV-D and non IV-D cases or other family law issues.

Commissioners and staff need to be aware of the separation of activities and time study correctly for the different types of services provided.




Hypothetical 1

- Mom has a case with the local child support
agency (LCSA). She files a motion to modify
custody and child support.

How should the clerk bill time to the grant for
processing the motion?

If the support and custody issues are heard
by the Child Support Commissioner (CSC),
can all of the time be billed to the program?
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Hypothetical 1

- How should the clerk bill time to the grant for processing the
motion?

If the clerk schedules one hearing for both issues
and does not do any additional work related solely
to the custody issues, all time can be billed to the
grant.

However, If time Is spent scheduling a second
hearing for custody, scheduling a CCRC session, or
handling other custody-related work, all time
spent on the custody iIssue must be documented

g and billed to a different funding stream.
Z7R) JUDICIAL COUNCIL
Sz Ws OF CALIFORNIA

\_""_'"“f 11




Hypothetical 1

- |f the support and custody issues are heard
by the Child Support Commissioner (CSC),
can all of the time be billed to the program?

No, the time spent on the custody
Issue cannot be billed to the grant.
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Hypothetical 2

- Dad does not have a case with the LCSA. He obtains a
child support order at a hearing in his divorce case.
Before completing his Order After Hearing (OAH), he
opens up a case with the LCSA, who files a FL-632

(Notice Regarding Payment of Support).
Can the clerk bill to the grant:

for the work at the hearing?
for the processing of the OAH?

for any new filings in the divorce case related to
child support?

) JUDICIAL COUNCIL
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Hypothetical 2

- Can the clerk bill to the grant:
for work at the hearing?
No, because there was no 1V-D case yet.
for the processing of the OAH?

Yes, because the FL-632 already has been filed
by the LCSA telling the clerk that the LCSA has
Intervened In the case to enforce the order.

for any new filings in the divorce case related to child
support?

Yes. It’s a child support issue in a 1V-D case.
s \ JUDICIAL COUNCIL
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Hypothetical 3

- The CSC is unavailable to hear a child
support hearing in a IV-D case, so It Is
heard by a judge In another department.

Can the judge’s time be billed to the
grant?

Can the courtroom clerk’s time be
billed to the grant?

| \ JUDICIAL COUNCIL
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Hypothetical 3

- Can the judge’s time be billed to the grant?

No. Federal law prohibits paying state judges
with federal funds, including title 1V-D funds.

- Can the courtroom clerk’s time be billed to the grant?

No. Since the clerk’s time iIs spent supporting
a judge who cannot be paid with federal
funds, the clerk’s time also cannot be paid
with federal funds.

. \ JUDICIAL COUNCIL
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Reimbursable AB 1058
Facilitator Services

Title 1V-D Outreach Activities
- Child suboort cases - Child support cases not
opleneglgf LCSA yet filed at the LCSA.
. Providing
Child Support matters information &
Paternity matters referral services
Companion Spousal ]I?istributing court
support matters orms |
th Brief Explanation of
Health Insurance court process

matters
Some Workshops
& \ JUDICIAL COUNCIL
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Presenter
Presentation Notes
Title IV-D hours are those spent working with customers whose issues involve:
 
-establishment, modification and enforcement of Child Support
-establishment of Paternity
-Companion Spousal support
-Health insurance matters  
 
Notice in parenthesis “Cases opened at LCSA”  if the case is not opened at the LCSA then time spent on these matters cannot be listed as reimbursable title IV-D hours

IV-D Outreach 
The term “outreach” in the ab1058 program means -assisting customers in issues such as Parentage, child support, companion spousal support or health insurance matters for person who has not yet filed a child support case at the LCSA.
 
By one of these three ways:
 
Providing information & referral services to assist in child support matters in a workshop setting. These workshops have to have more than 1 person. Otherwise it would be a one on one service and one on one services are not reimbursable if the customer does not have an open case at the local child support agency

Handing out packets and distributing necessary court forms to customers  

Brief Explanation of court process is when the FLF or FLF clerk asses a complex case which is a longer encounter with the customer, like more than 5 minutes, to figure out what services to provide to the customer.



Workshops

- Must be delivered to more than one person

- Time billed to the grant must be limited to time
spent on the following issues:

Child support
Establishment of paternity
Health Insurance issues

Title 1V-D services

- The workshop must provide information about the
available title IV-D services

) JUDICIAL COUNCIL
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Presenter
Presentation Notes
*Other non-grant activities, ie. General court administration – FLF staff assigned to staffing front doors of court on furlough days is not a FLF reimbursable activity



Self-Help and Other Family
Law Functions

- Domestic Violence

- Custody and Visitation

- Dissolution of marriage issues other than support
- Adoptions

- Juvenile Delinquency

- Non-Child Support Related Activities

- Other non-grant activities
) JUDICIAL COUNCIL

T |

%5 OF CALIFORNIA

19


Presenter
Presentation Notes
*Other non-grant activities, ie. General court administration – FLF staff assigned to staffing front doors of court on furlough days is not a FLF reimbursable activity



Hypothetical 4

- The FLF assisted a customer Iin requesting a
domestic violence restraining order. There Is
an open child support case at the LCSA. Is
the time spent with the customer
reimbursable?

No, even If a IV-D case Is open, only
work on 1V-D iIssues Is reimbursable.

R JUDICIAL COUNCTL
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Hypothetical 5

- The FLF assisted a customer with a
restraining order, child support order and
helped to respond to an unlawful detainer
action. There Is a child support case at the
LCSA. Is the time spent reimbursable?

Only the time spent on the child support
order iIs reimbursable. All other time must
be billed to a different funding stream.

\ JUDICIAL COUNCIL
s OF CALIFORNIA
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Hypothetical 6

- Customer Is seeking assistance In requesting a
child support order. Services were provided
through a workshop. There is no child support

case open at the LCSA. Is the time spent
reimbursable?

The time Is reimbursable as Outreach to
the extent that information about the
LCSA and opening a case and
Information about child support issues iIs

___ provided to the group as a whole.
\ TUDICIAL COUNCIL

SRg WS OF CALIFORNIA

22



Hypothetical 7

- Assume the same fact pattern as Hypothetical 6,

except only one person shows up for the
publicized workshop.

Despite being publicized as a workshop,
which would entail services being
provided In a group setting, If the services
themselves are provided on a one-on-one
basis, this time cannot be billed as
Outreach to the grant.

\ JUDICIAL COUNCIL
s OF CALIFORNIA
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Hypothetical 8

- The FLF sits individually with a customer who is
seeking help on a child support order. Staff assists
with the motion, income & expense declaration &
does a guideline calculation. No case at the LCSA.
Reimbursable???

No, because there Is no open IV-D case.
Even iIf information is provided about the
1V-D program, it is still not reimbursable as
Outreach because Info is not provided in a
group setting.

\ JUDICIAL COUNCIL
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Hypothetical 9

- Customer seeks information about filing for a
divorce. FLF provides brief information about an
upcoming divorce workshop and gives the
customer divorce forms. Is this reimbursable?

Yes, as brief information and referral (i.e.,
triage). However, triage services should
be limited to less than 5 minutes per
customer.

Z7R) JUDICIAL COUNCIL
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Timekeeping Principles =
CBS

« C - Complete timesheet fully
- B — Back-up documentation
- S — Share costs

) JUDICIAL COUNCIL
WS OF CALIFORNIA
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Complete Timesheets Fully

- The mandatory timesheets were developed in
cooperation with DCSS and the federal government
after the federal audit in the early years of the
program.

- Staff must track all time worked, whether or not the
time Is spent on the IV-D program.

- The federal standard is “100% positive reporting,”
which requires recording all time that an employee is
compensated for and not simply the portion associated
with a federal grant.

- EXx: If a FLF works 5 hours in a day providing 1V-D
services and 3 hours providing non IV-D self-help

~__services, all 8 hours must be tracked on the timesheet.
ZZER) JUDICIAL COUNCT
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JCC Grant Timesheet

STATE OF CALIFORNIA
JC-4 TIMESHEET (REV 07-16)

JUDICIAL COUNCIL OF CALIFORNIA
GRANT TIMESHEET

SUPERIOR COURT OF CALIFORNIA, COUNTY OF

EMPLOYEE NAME: PAY PERIOD START: PAY PERIOD END:

The electronic version of the timesheet is designed to automatically calculate the total hours worked by program.
A B C D E F J=(Bthrul) L = (J+K)

Total Hours
Including Paid Time)
Off

TITLE IV-D HOURS | TITLE IV-D HOURS (TITLE IV-D HOURS Family Law
csc FLF OUTREACH (Information Center|

(Insert Program (Insert Program Other Hours Total Hours Total PTO Used

Self-Help Center Name) Name) Worked (vac/sick/holiday)

[lotal Hours

| hereby certify under penalty of perjury that this time sheet accurately represents actual time worked and any leave time charged or authorized to any grant included does not exceed leave time earned while working
on the grant.

Employee Signature Supervisor Signature




JCC Grant Timesheet

STATE OF CALIFORNIA
JC-4 TIMESHEET (REV 07-16)
JUDICIAL COUNCIL OF CALIFORNIA
GRANT TIMESHEET

SUPERIOR COURT OF CALIFORNIA, COUNTY OF r 000001

EMPLOYEE NAME: PAY PERIOD START: PAY PERIOD END:

The electronic versmn of the tlmesheet is de5|ned to automatlcall calculate the total hours worked b roram

e [ [ on ]

TITLE IV-D TITLE IV-D TITLE IV-D Famuly Law (Insert Program | (Insert Program Total Hours Total PTO Used Jetaliot
Date HOURS CSC HOURS FLF HOURS Information | Self-Help Center Name) Name) Other Hours Worked vac/smk/hollda ) Including Paid
OUTREACH Center v Tlme off

ootwows | [ [ [ [ @ 0 [ [ @ 0|

| hereby certify under penalty of perjury that this time sheet accurately represents actual time worked and any leave time charged or authorized to any grant included does not exceed leave time
earned while working on the grant.

Employee Signature Supervisor Signature

e This form must be signed under penalty of perjury.
e Other program names can be inserted into the form
to track time worked on those programs.

11 DICIAL COUNCIL

 CALIFORNIA
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Back-up Documentation

- Staff should provide support for all
reimbursable activities (e.qg.,
scratch sheets, daily schedule,
database, etc.).

- If your court has an established
practice for documenting time, this
practice must be followed.

TR JUDICIAL COUNCIL
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Sample CSC/Clerk Scratch Sheet

Week of;

Tuesday

Wednesday

Thursday

IV-D

Total IV-D
Time

Other Non
I\V-D Time

Total Non
I\V-D Time

Leave

'5\~ 785 OF CALIFORNIA




Sample FLF Scratch Sheet

Week of;

Wednesday Thursday

IV-D

Outreach

Total IV-D
Time

Self-help
Other Non
IV-D Time
Total Non
IV-D Time
Leave

3% JUDICIAL COUNC]
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Sample Scratch Sheet

Week of:

Wednesday Thursday

I\V-D

Total IV-D
Time
Other Non
IV-D Time
Total Non
IV-D Time
Leave

Hash marks can indicate increments of time or numbers/specific
time frames can be used to indicate time spent.

\ JUDICIAL COUNCI]
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Share Costs

- |f an expense benefits more than one program,
the costs must be shared proportional to the
benefits to each program.

- Ex: A CSC travels from one court location to
another to handle a court calendar. If the half
the time is spent hearing IV-D cases and half
the time Is spent hearing non IV-D cases, the
travel time and travel expenses must be billed
half to the IV-D program and half to the other
program(s) (e.g., general Trial Court Funding).

73 JUDICIAL COUNCIL
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CSC Scenario
Monday:

8 — 5: AB 1058 Court Calendar (including hearing 3 custody issues in the morning,
which took a total of 45 minutes)

Tuesday:

8 — 5: General Family Law Court Calendar
Wednesday:

8 — 12: AB 1058 Court Calendar

1 — 2: Mid-day travel from one court location to another — 1 hour

2 — 5: Mixed Court Calendar (1.5 hour — AB 1058, 1.5 hours — Small Claims)
Thursday:

8 — 11: Review of case files (1 hour of review of non IV-D cases)

11 — 12: Plan of Cooperation Meeting with LCSA

1 — 5: Mandatory Training (Required as condition of employment by court)
Friday

Vacation

5 \ JUDICIAL COUNCIL
SZWS OF CALIFORNIA
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Sample CSC Scratch Sheet

Monday:

8 — 5: AB 1058 Court Calendar (including hearing 3 custody issues in
the morning, which took a total of 45 minutes)

Name: Candance Commissioner Week of: 6/19

 Monday [Tuesday Wednesday Thursday Frida

Total IV-D
Time 7:15

Sl L
IV-D Time | 45 min.
ol ||
IV-D Time |45 min.

Leave --——

3 JUDICIAL COUNCIL
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Sample CSC Scratch Sheet

Tuesday:

8 — 5: General Family Law Court Calendar

Name: Candance Commissioner Week of: 6/19

 Monday [Tuesday Wednesday Thursday Frida

Total IV-D
Time 7:15

Sl L
IV-D Time | 45 min.
ol o ||
IV-D Time | 45 min.

Leave --——

3 JUDICIAL COUNCIL
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Sample CSC Scratch Sheet

Wednesday:
8 — 12: AB 1058 Court Calendar
1 — 2: Mid-day travel from one court location to another — 1 hour
2 — 5: Mixed Court Calendar (1.5 hour — AB 1058, 1.5 hours — Small Claims)

Name: Candance Commissioner Week of: 6/19

. Monday [Tuesday Wednesday Thursday Friday

o lassel  lmedml |

IV-D 3:15, 4 min.,1:30

A T
Time 7:15

el (B
IV-D Time | 45 min. 1:30

ol o | ||
IV-D Time |45 min. 2

Leave

3% JUDICIAL COUNCIL

ek |
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Sample CSC Scratch Sheet

Thursday:
8 — 11: Review of case files (1 hour of review of non IV-D cases)
11 — 12: Plan of Cooperation Meeting with LCSA

1 — 5: Mandatory Training (Required as condition of employment by court)

Name: Candance Commissioner Week of: 6/19

. Monday [Tuesday Wednesday [Thursday Friday

I
IV-D | 3:15, 4 min.,1:30
Total IV-D -

Time

Other Non

IV-D Time | 45 min.
Total Non

IV-D

3% JUDICIAL COUNCIL
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Sample CSC Scratch Sheet

Friday
Vacation

Name: Candance Commissioner

Week of: 6/19

Total IV-D
Time 7:15

Total Non
I\V-D Time | 45 min.

Leave |

o \ TUDICIAL COUNCIL

8
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Other Non 30 min
I\V-D Time | 45 min. 1:30

4. 30
min.,1:30 2,1, . 4
e | 1|
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STATE OF CALIFORNIA

JC-4 TIMESHEET (REV 07-16)

SUPERIOR COURT OF CALIFORNIA, COUNTY OF

EMPLOYEE NAME:

[Candance Commissioner

A

The electronic version of the timesheet

B

s designed to automatically calculate the total hours worked by program.

©

D

Sample CSC Timesheet

JUDICIAL COUNCIL OF CALIFORNIA
GRANT TIMESHEET

IAmes

PAY PERIOD START:

6/1/2017I

E

PAY PERIOD END:

6/30/2017

F

J=(Bthrul)

L = (J+K)

TITLE IV-D HOURS
Csc

TITLE IV-D HOURS
FLF

TITLE IV-D HOURS
OUTREACH

Family Law
Information Center|

Self-Help Center

(Insert Program
Name)

(Insert Program
Name)

Other Hours

Total Hours
Worked

Total PTO Used
(vac/sick/holiday)

Total Hours
Including Paid Time|
off

06/19/17

7.25

0.75

8.00]

8.00)

06/20/17

8.00

8.00)

8.00)

06/21/17

6.00

2.00

8.00)

8.00)

06/22/17

7.00

1.00

8.00)

8.00)

06/23/17

8.00

Total Hours

20.25

11.75

32.00

8.00

40.00

| hereby certify under penalty of perjury that this time sheet accurately represents actual time worked and any leave time charged or authorized to any grant included does not exceed leave time earned while working on

the grant.

Employee Signature

Supervisor Signhature




Clerk Scenario

Monday:

8 — 5: AB 1058 Court Calendar (including the CSC hearing 3 custody issues in the
morning, which took a total of 60 minutes)

Tuesday:
8 — 5: General Family Law Court Calendar
Wednesday:

8 — 5: Working at the filing counter (all 1V-D filings except for 6 filings which took
approximately 10 minutes each)

Thursday:

8 — 11: Working at the filing counter (mostly non IV-D filings except for 3 IV-D
filings which took approximately 10 minutes each)

11 — 12: Plan of Cooperation meeting with LCSA
1 — 5: Processing IV-D judgments

Friday
8 — 12: AB 1058 Court Calendar

1 — 5: Covering phones (including 3 calls re: IV-D issues which took approximately
10 minutes each)
k. \ JTUDICIAL COUNCIL
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Sample Clerk Scratch Sheet

Monday:

8 — 5: AB 1058 Court Calendar (including the CSC hearing 3 custody issues in
the morning, which took a total of 60 minutes)

Name: Christopher Clerk Week of: 6/19

 Monday [Tuesday Wednesday Thursday Frida

Total IV-D

Time




Sample Clerk Scratch Sheet

Tuesday:

8 — 5: General Family Law Court Calendar

Name: Christopher Clerk Week of: 6/19

. Monday [Tuesday Wednesday Thursday Friday

i | | L1
el
Time V4

Other Non
I\V-D Time

Total Non
I\V-D Time




Sample Clerk Scratch Sheet

Wednesday:

8 — 5: Working at the filing counter (all 1V-D filings except for 6 filings which
took approximately 10 minutes each)

Name: Christopher Clerk Week of: 6/19

. Monday [Tuesday Wednesday Thursday

Total IV-D

Time




Sample Clerk Scratch Sheet

Thursday:

8 — 11: Working at the filing counter (mostly non IV-D filings except for 3 IV-D filings
which took approximately 10 minutes each)

11 — 12: Plan of Cooperation meeting with LCSA
1 — 5: Processing IV-D judgments

Name: Christopher Clerk Week of: 6/19

--
-
_-

I\V-D
Total IV-D
Time

Total Non
I\V-D Time

Leave

A
IV-D Time
--_

A% TUDICIAL COUNC

QF CALIFORNIA
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Sample Clerk Scratch Sheet
Friday
8 — 12: AB 1058 Court Calendar

1 — 5: Covering phones (including 3 calls re: 1V-D issues which took
approximately 10 minutes each)

Name: Christopher Clerk Week of: 6/19

 Monday [Tuesday Wednesday Thursday [Fri

S
el

Time 5:30
A
IV-D Time

Total Non
IV-D Time

Leave --




Sample Clerk Timesheet

STATE OF CALIFORNIA
JC-4 TIMESHEET (REV 07-16)
JUDICIAL COUNCIL OF CALIFORNIA
GRANT TIMESHEET

SUPERIOR COURT OF CALIFORNIA, COUNTY OF IAmes

EMPLOYEE NAME: PAY PERIOD START: PAY PERIOD END:

Lhristopher Clerk 6/1/2017| 6/30/2017

The electronic version of the timesheet is designed to automatically calculate the total hours worked by program.
A B © D E F J=(Bthrul) L = (J+K)

Total Hours
Including Paid Time|
Off

TITLE IV-D HOURS | TITLE IV-D HOURS |TITLE IV-D HOURS Family Law
Csc FLF OUTREACH Information Center|

(Insert Program (Insert Program Other Hours Total Hours Total PTO Used

Self-Help Center Name) Name) Worked (vac/sick/holiday)

06/19/17 7.00 1.00 8.00 8.00
06/20/17 8.00 8.00 8.00
06/21/17 7.00 1.00 8.00 8.00
06/22/17 5.50 2.50 8.00 8.00
06/23/17 4.50 3.50 8.00 8.00

Total Hours 24.00 16.00 40.00 40.00

| hereby certify under penalty of perjury that this time sheet accurately represents actual time worked and any leave time charged or authorized to any grant included does not exceed leave time earned while working on
the grant.

Employee Signature Supervisor Signature




FLF Scenario

Monday:
8 — 5: Walk-in Clinic for AB 1058 Calendar (non IV-D customers are given a brief referral only)
Tuesday:

8 — 5: General Self-Help Walk-in Clinic (including 6 1V-D litigants which took approximately 10
minutes each.)

Wednesday:

8 — 12: General Self-Help Walk-in Clinic (including 3 1V-D litigants which took approximately 10
minutes each.)

1 — 2: Assisting litigants with restraining orders (through a local grant)

2 — 5: Administrative work (including individual meetings with 2 FLF staff members which took
approximately 30 minutes each and 1 %2 hours watching a webinar on the new Child Support
Federal Rule)

Thursday:

8 — 11: Divorce Workshop (including 30 minutes focused on child support issues and information
about opening a 1V-D case with the LCSA)

11 — 12: Plan of Cooperation meeting with LCSA

1 — 5: Individual appointments to assist with divorce judgments (including 3 judgments that
include child support orders (about 10 minutes each) with intervention by the LCSA)

Friday

8 — 5: Attendance at FLFED Summit
] x JUDICIAL COUNCIL

%/ OF CALIFORNIA
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Sample FLF Scratch Sheet

Monday:

8 — 5: Walk-in Clinic for AB 1058 Calendar, non IV-D customers are given a brief referral
and paperwork only

Name: Frankie Facilitator Week of: 6/19

. Monday [Tuesday |Wednesday [Thursday |Friday |

vo | s
i I N I R

nae | | [ |
S0 I N I R
D Time

s I R R

leae | | ] ] ] |

e \ JUDICIAL COUNCIL
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Sample FLF Scratch Sheet

Tuesday:

8 — 5: General Self-Help Walk-in Clinic (including 6 IV-D litigants which took approximately
10 minutes each.)

Name: Frankie Facilitator Week of: 6/19

 Monday [Tuesday |Wednesday  [Thursday |Friday

vo s
owern
S S Y

1

D Time

Total Non IV-D
Time

e \ JUDICIAL COUNCIL
€Z%: OF CALIFORNIA
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Sample FLF Scratch Sheet

Wednesday:

8 — 12: General Self-Help Walk-in Clinic (including 3 IV-D litigants which took approximately 10 minutes
each.)

1 — 2: Assisting litigants with restraining orders (through a local grant)

2 — 5: Administrative work (including individual meetings with 2 FLF staff members which took
approximately 30 minutes each and 1 %2 hours watching a webinar on the new Child Support Federal
Rule)

Name: Frankie Facilitator Week of: 6/19

 Monday ([Tuesday |Wednesday [Thursday [Friday

lll, 0.5, 0.5.,
IV-D 1.5
oweach | | | |

B L
' 1 3

seithep | | 7 | asos | |
S N O O
D Time 1
1T 11 s | |
7 5

leae | | | ] |
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Sample FLF Scratch Sheet

Thursday:

8 — 11: Divorce Workshop (including 30 minutes focused on child support issues and information about
opening a IV-D case with the LCSA)

11 — 12: Plan of Cooperation meeting with LCSA

1 — 5: Individual appointments to assist with divorce judgments (including 3 judgments that include child
support orders (about 10 minutes each) with intervention by the LCSA)

Name: Frankie Facilitator Week of: 6/19

 |Monda
3

L
Total IV-D
Time 1 2

1

Other Non V-
D Time

Total Non IV-D
Time

Leave
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/ 5

oty |
L]
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Sample FLF Scratch Sheet

Friday
8 — 5: Attendance at FLFED Summit

Name: Frankie Facilitator Week of: 6/19

Monday [Tuesday Wednesday Thursday

IV-D 8 LT lll, 0.5, 0.5.,,1.5 1, I

Outreach 1

Total IV-D Time 2

Self-help

Other Non IV-D
Time

Total Non IV-D
Time

Leave

UDICIAL COUNCIL
' OF CALIFORNIA




Sample FLF Timesheet

STATE OF CALIFORNIA
JC-4 TIMESHEET (REV 07-16)
JUDICIAL COUNCIL OF CALIFORNIA
GRANT TIMESHEET

SUPERIOR COURT OF CALIFORNIA, COUNTY OF IAmes

EMPLOYEE NAME: PAY PERIOD START: PAY PERIOD END:

Frankie Facilitator 6/1/2017| 6/30/2017

The electronic version of the timesheet is designed to automatically calculate the total hours worked by program.
A B C D E F J=(Bthrul) L= (J+K)

(Insert Program (Insert Program Other Hours Total Hours Total PTO Used InclJ(;)i:nal ::il;r.sﬁme
Name) Name) Worked (vac/sick/holiday) %)ff

TITLE IV-D HOURS | TITLE IV-D HOURS |TITLE IV-D HOURS Family Law

Csc FLF OUTREACH |Information Center| Self-Help Center

06/19/17 8.00 8.00 8.00
06/20/17 1.00 8.00] 8.00
06/21/17 3.00 . 8.00] 8.00]
06/22/17 1.50 . 8.00) 8.00
06/23/17 8.00 8.00 8.00

Total Hours 21.50 0.50 17.00 1.00 40.00 40.00

I hereby certify under penalty of perjury that this time sheet accurately represents actual time worked and any leave time charged or authorized to any grant included does not exceed leave time earned while working on
the grant.

Employee Signature Supervisor Signature




Important Takeaways

- Record your time contemporaneously. Do not rely on your
memory to document your time days later.

- Bill to the grant based on time spent on IV-D work rather
than the number of cases/encounters.

Ex: CSC hears court calendar with 12 IV-D cases and
15 non IV-D cases. The IV-D cases take ¥4 of the time.
CSC should not bill %2 of time to grant. Only ¥4
of time should be billed to grant.

Ex: FLF supervises 4 IV-D staff and 4 non 1V-D staff.
FLF provides support as staff provides direct services,
spending ¥4 of time helping 1V-D staff with 1V-D
Issues. Only ¥4 of time of FLF Supervisor should
be billed to grant, not 4.
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Important Takeaways

- BIll to the time, not to the budget.

Ex: A court budgets for a 0.5 CSC, with the rest of the
funding coming from general trial court funding to
handle non IV-D matters. In June, the CSC spends
only 20% of his/her time on IV-D work. Despite
being budgeted as a 0.5 CSC, only 2096 of the
CSC'’s time can be billed to the grant in June.

Ex: If in the same court, assume the CSC spends
70% of his/her time on IV-D work in June. The CSC
can bill up to 70%b of his/her time to the grant,
If approved by the court, even though it
exceeds what was initially budgeted for the
CSC.
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Important Takeaways

- Each staff person’s timekeeping practices should be
Internally consistent.

EXx: A clerk uses a scratch sheet to keep track of
his/her time. During the last 15 minutes of every day,
the clerk transfers the information form the scratch

sheet to his/her time sheet.

R JUDICIAL COUNCIL
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Questions?

Anna L. Maves
AB 1058 Program Manager/Supervising Attorney
(916) 263-8624
Anna.Maves@jud.ca.gov

Gary Slossberg
AB 1058 Attorney
(916) 263-0660
Gary.Slossberg@jud.ca.gov
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This program Is the property of the
Judicial Council of California and may
not be duplicated without prior
written permission.

© 2017 Judicial Council of California
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