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Preface ‘

) .
The Model Adoption Exchange Payment System became & reality through

the collective efforts of many mdlmduals The idea for the System grew out

of the numerous needs assessment workshops sponsored by the National Adop- .

tion Information Exchange System (NAIES). NAIES staff with initial involve- -

ment in the development of the System included Valerie Preston, Karen Backiel, .

and Nadja 'Brogden. The encouragement and support of these individuals

helped pave the way for subse'quent development and field testing of the

System culminating in this user manual. Peggy Brown, who joined the

NAIES staff after initial development of the System began, assisted greatly

in facmtatmg completion of the System's design and the field testmg phase. .
A very special note of recognition goes to the staff and leadership of the 4

Delaware Valley Adoption Resource Exchange and the Washington (State) De-

partment of Social and Health Services, who graciously agreed to ser\;e as

field-test sites during development of the System. These individuals pro-

vided insight and expertise dgring the initial stages of systems design, -

as well as throughont the field-testing process. ‘ '

; The Region 111 Adoption Resource Center and the Region X"Ado;)tion Re—

source Center were especially helpful\m arranging travel schedules, providing

meeting sites, and promoting ongoing.dialogue among the major agencies and

individuals igvolved in the development of the System.

Mr. Robert Pfeiffer developed the software to support the computerized
management eports produced by the System. His skills in this endeavar are |
greatly appreciated. . We owe our thanks to our cblleagues throughout the ‘
country, especially Rosalie Anderson, Director of the Reglon VI Adoption

Resource Center who offered encouragement philosophical msxghts, and

-

practlc&l w1sdom durmg the design and development of the System. -

Fmally, we are thankful to the thousands of waiting children in this -

country, who unknowingly provided the stimulus for deve]oplng the'System.
It is our hope that the System w1ll.prov1de a mechanism for"mcreasmg chances P

for these children to %hieve permanency through adoption. £

RlA . ‘~ . o n‘\ .

Austin, Texas : i .
.. April, 1982' ’
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. _Introduction

4

Development of the Model Adoption Exchange Payment System (MAEPS)
was aimed at improving the delivery of adoption exchange services throughout

N
the United States. The most significant contribution of this effort was the de-

velopment of a umque payment system that enables managers and decision makers

to: (a)‘zdentxfy and defme the services required for achieving a successful adop-

tion through the assistance of an \8d0pt10n exchange; (b) determine the cOsts,

actual dnd acceptable, of such services; and (c) allocate an agency 's 11m1ted re-

‘sources for adoption to the best advantage. . ‘

A payment system can be deflned as a process in which a buyer and seller,
exchan ge goods or services in return for some dgreed upon payment Tﬂhis pro-
cess typically involves the following activities: (a) defining the serv1ces to be
exchanged; (b) identifying the cost of these items and their value to the buyer;
(c) specifying a procedure for reporting financial information; (d) determ1n1ng‘ .
the kind, frequency, and amount of payments to be made; and (e) cli’sbursement

and rece1pt of payment(s).
MAEPS was des1g'ned to ensure adequate relmbursement to adoptlon exchanges

for costs incurred in completing specific activities in the adoption éxchange process.

Development of the Sﬁt‘_eLn grew out of an increasing needspy adoption exchange
administrators ahd program managers for a formal tool to assist them in the overall
operation and\management of their programs, as well as to respond to increased
demands for program and fiscal accountability brought about by today's economic
realities. Chief among thesé realities is the geherally declining pool of funds avail-
able to support human services programs of which adoption exchanges represent
but one example. This declmlng fundmg pool has stimulated increased. demands
for documentmg the quality, quantity, and costs of services. MAEPS _represents
a formal analyt1cal tool with which to meet these demands.

: MAEPS is intended to be used as & "decision support system" That is, in -
addition to the ablllty of MAEPS to provide accurate and timely information on the
costs of services, it can also’be used as a basis upon which decisions regardmg
the organization and delivery of adoption exchange services can be made. Prop-
erly used, MAEPS has the capability of generating case-level data which can

‘. N . A
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support decisions regarding the most effective way to manage individual

caseloads. This same information can be .aggregated across individual cases

and workers td support decision making at ‘the program level.

This user mar}ual is divided into twd major parts. PART I provides a
description of the Model Adoption Exchange Payment System, and is primarily
technicsgl in nature’. PART Il gives stép-by-step instructions for using the Sys-
tem, including sample data collection forms and repor\t\formats. Through this
manual, potentiall users af the M will become familiar with the philosophy,
approach, and use of a highly-structured management tool for improving the

organization .and delivery of adoption exchange services.

)
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PART I: MODEL ADOPTION EXCHANGE PAYMENT SYSTEM TECHNICAL
* SPECIFICATIONS '

-

A. Components and Elements of a Comprehensjve Adoption Exchange

Service Delivery System v~

The basis for the Model Adoption Exchange Payment Sy;tem is,a six-component
service system whi¢h ineludes the traditional adoption exchange services (registra-
tion, listing, matching, recruitiffg), plus two additional services (training‘ and
technical assistance and advocacy /public relations). Taken together, these six

components define what is termed a "full service" exchange. The six components

are defined as: "y
e Registration Services

The process by which children legalme for adoption and. families
studied and approved for adoption are formally enrolled on an adoption
exchange. Children not yet legally free for adoption (i.e., potential
adoptive placements) may be enrolled on the exchange under the follow-

Ing circumstances:

[ 4 .
(1) children placed in temporary foster care after completion of a ;lepriva—
- tion hearing while the case is under appeal; .

(2) childfen placed in temporary foster care after a deprivation or re~
linquishment hearing on behalf of one parent has been acted upon
by the court and the caseworker ‘is waiting for publication o-termin-

* ate on the other parent. This.type of placement assumes that all
reasonable efforts to locate the absent parent have heen exhausted;

(3) children placed in temporary foster care wher_é the court has not yet
acted on the signed re}inquishment; ] ,

(4) childi‘e_n placed in teinporary foster care for which a deprivation
petition has been fijed;, but not heard; and ‘

-

(5) unborn children for whom relinquishment is the plan.
N k4 > 4

-
>

e Matching Services . ' 7

The process by which children officially enrolled on the adoption ex-’
i change are matched with previously studied and approved families.’

e Listing -Services ' ’
The process by which children officially enrolled on the adoption ex-
change and/or préviously studied and approyed families are listed in

an exchange book for distribution to agencies, organizations (such as

adoptive parent groups), and individuals involved in the adoption pro-
o~

cess. : .

» —
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e Recruitment Services (General or Case-Specific) .

The process by whieh (a) prospective adoptive parents (is) are in-
formed of the adoption process and (is) are”encourd@ed to.apply for
. adoptive parent status. The target recruitment population may, be both
o the general population or special subpopulations, such as foster families.

e Training and Technical Assistance

Formal and informal training and t.echnical' assistance initiated or pro-
» vided diyedtly by the adoption exchange to staff, users of the exchange,
and others involved in the adoption process. , :

e Advocacy/Public Relations

The promulgation of information to the general public or special subpopula-
tions on the goals and activities of the adoption exchange, and formal- and
informal involvement in activities designed to promote the best interests of
children who could benefit from the services of an adoption exchang®, as

* well as families who wish to adopt children with special needs. o

. /
A delineation of the elements or activities associated with each of these six
componenis is given below.
. . _

1
%

Activities Encompassed ByA Comprehensive
+ Adoption Exchan&e Service Delivery/S'stem

Registration Services °, " ' . e

’ (1). submission /reviewing of registration information on child

. . , . ¢,
.(2) submission of registagtion information by approved child-placing
agency on families desiring to adopt _
. .- .

(3)- screening/re-screening of registration information for duplication,
appropriateness, completeness, ete.

’

‘ (4) opening of origoing case record A

(5) codificatiori of families according to chﬁd(ren) preferred

(6) periodic updating of registration information to determine status of
case ) )

7 ‘ . . 4
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\‘/ (5) ‘information, referral - i

a® ' (5) maintenance and updating of mailing list(s) . ad

Matching- Services
]
\

(1) time spent‘ with families in reviewing exchange books in response to
mqmrles about a child for whom thev have expfessed nlaoempnt
interest . ~

S

~ (2) in-house search for appropriate famfly(ies) and/br child(ren)

< hd Y,
(3) search 6f_ othérwesources for appropriate match(es)
. "(4) identification of appropriate match(es) between waiting chxldren and
' studied and approved families - , |, N

/(5) transmittal of notice of suggested match(es) to agency with custody of
child(ren) and to agency registering the family .

(6) - removal of case from active status _h *

’

Listing Services
)

(1).identification of children and/or families to be listed

(2) preparation of profiles/narratives
. (3) obtaining of photograp}_]s,' where appropriate

(4) preparation of materials for priﬁting

3

ﬁ?) respondmg to requests for listing book(s)
— o f
(7) updating of reg1strat10n mformatxon for re- hstmg or removal {rom the
listing book(s) :

Fd

Recruitment Services

] (1) planning of recruitment strategy
) (2) -development;of\publicity progranf(s)-
(3) media presentations e,

‘ (4) public speaking engaggments . -

~ ~ - s ’ [
* (6) follow-up on referrals made’

b .

" (7) development and coordmatlon of, or partlmpatlon in, commumtv netwnrks
(adoptive parent groups, public and private child-placing agencies, and
other constituencies)

- 14
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Training and Technical Assistance’

~

(1) consultation on procedural and readiness issues
(2) assistance in using the exchange
(3) purchase of service negotiations

Advocacy /Public Relations

“ (1) General
(a) public information’ '
(V) formulating and supporting legislation
(e) networking/relationship building
(d) providing leadership
(e) court testimony .
(f) ombudsmanship tor children and families

(2) Child/Family Specific

(a) pablic information
(b) court testimony
(c) ombudsmanship for children and families

¥
%

B.Products Encompassed By a Comprehensive Adoption Exchange Service

Delivery System

As noted in the introduction section. a payment’ system can be defined as a
process' in whxch a buyer and seller exchange goods or services in return for some -

agreed upon payment. ‘For purposes of the Model Adoption Exchange Payment System

the goods or serwces (1 e., products) to be exchanged are defmed as:

o Reggstratlon of a chﬂd.or family .

e Match of family (ies) with child(ren) awaiti;ig adoption
e Listing (pho-to or otherwise) of a child or family in an exchange book
[ Rec‘ruited/Prepared Family for a specific child awaiting adoption -

e Training/Technical .Assistance Session or Package

As will be seen s\lbsequently. the Model Adoption Exchengé Payment Sys'tem

is specifically geared to accomodate payment for each of these products.

o
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C. Data Recording Requirements ~

The Model Adoption Exchange Payment System requires adherance to a

carefully-structured set of data recording requirements. These requirement$

were designed to provide the necessary information to support the dctual-cost
reimbursement mechanism reflected by the System. As such, ‘their application
is critical to the successful implementation of the System. Specific data record-

ing requifements include the following:

. . o
—a Data are collected for specific childrgdf and families on a one-to-one 4
or individual basis Z( ' «
. & e Data are "encounter based”. That is, each time a client (child or
family) is served (e.g‘é, face-to-face meeting, telephone call, case
- dictation, travel), the_time spent o(nwthat service (i.e., "encounter")
_is recorded on that client's individual case record using a specially-
prepared activity log (see PART II below) t
e Data are collected according to specific components in the adoption ex-
change process (e.g., registration, hstmg, matching etc.)
e A brief actnnty description is included in the case record. That is,
. for each "encounter" (see above), a brief description of the purpose
or outcome of( that "encounter" is recorded using a specially-prepared
\ activity log (see PART 1II below) . ’ ’
3 All timé spent on behalf of ifrdividual cases (children or families) is re-

corded'accordmg to specific activity categories (face-to-face contacts,

N telephone counseling, collateral contacts, travel written correspondence,

. case dictation, etc.), usmg a spec1ally prepared activity log (see PART II
below)

PART _II of this manual provides a detailed description of the time-recording
process encompassed by the Model Adoptlon Exchange Payment Systemr. Also ‘

included are sample activity logs with which to document service aet1v1t1es as

L}

well as sample management reports generated by. the System.

2T
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D. Reimbursement Process

~

The Model Adoption Exchange Payment System was designed as an actual cost

reimbursement tool. That is, the costs of delivering particular services using the
System are determined according to the actual time spent in delivering those ser-

" 3 vices. This approach differs significantly from one in which entire progrdms

l * are purchased and the costs of services are determined by dividing the number

| of products or services delivered into the total cost of the program. Under the
Model Adoption Exchange Payment.System, an adoption exchange is reimbursed .

only for products delivered. That is, payment for services rendered is author-

~ized when the product is actually delivered.

.

-

Inpractice, it is expected that actual-cost reimbursement for exchange ser-
vices may not be fully realized. That is, most funding sources, out of hecessity,

’\ . are forced to place ceilings or "caps" on the amounts they are able to spend for
specified services. Nevertheless, without detailed, actual-cost data, rate.setting

for exchange serVices is rendered meaningless, and the risk of under- or over-

estimating the "true" costs of services is heightened. .

1. Computation of Base Sgrvice-Hou;' Cost

Under the Model Adoption Exchange Payment System, the basic unit for

determining all costs is the service hour. Cost of a serv1ce hour includes the
cost oi}a casework hour plus a proportion of the salarxes of supporting staff
(supervisory and clerical) an‘q other admmlstratlve costs (exclusive of certain

® unallowable expenses such as those associated with fund raising or the acqui-

“t A

sition costs of land). These service-hour reimbursable costs are determined by‘

dividing the total exchange program expenditures (minus unallowable expenses)

- 4
A

by the total number of hours Worked by the exchange caSework staff.

The base service-hour cost is determined through the following steps: .

STEP # 1: Wetermine annual adoption exchange program expenditures.
— These will include case service time for~e¥change-related
work (with clients and collaterals, in-person and by tele-
- phone; travel anddictation); administrative and supervisory
time; clerical and regeption time; rent, telephone, postage,
- equipment, and related costs. Any of the above which are
© shared with otHer programs or _purposes must be prorated ’
to show the exchange-related items only. A standard work- .
’ ) shedt is provided in Appendix A of this manual to assist po- f
| ‘ tential users of the Model Adoption Exchange Payment System .

in determining annual adoption exchange program expenditures.




]
H

. %

STEP # 2: Subtract unallowable expenses. These will include the costs
of fund raising activities, purchase of land, and related

‘capital expenses. .o - -
EXAMPLE: $100,0/00 exchange program costs
- 10,000 unallowable expenses
. $ 90,000 net reimbursable expenses

STEP # 3: Determine annual casework hours. This is accomplished for

each direct service staff member by multiplying the number of
annual work days times the number of productive hours in the

work day.
7 . ) il
EXAMPLE: Jane-Higgins, Exchange Intake Worker
* ™ * %k ' * %k
225 days x 6.5 hrs. = 1,462.5 hrs. Q
* : ’ .
- agency days may vary, but all agencies will exclude
from casework days‘their vacation leave, holidays, per-
sonal-time, and sick leave. .
*% < . . -, ®
actual nupber of productive hours will be determm{g’i by
’ ‘ each agency's actual experience.
* %k %k

this example assumes the worker is full-time. For part-time’
<\ workers or workers with mixed caseload responsibilitiés,

, annual casework hours are determined by multiplying the

’ number of annual work days times the number 6f productive .

work hours in the day, times the percent of time spent in )

exchange activities. Thus, for Helen Adams, who was

hired one-quarter time as an adoption exchange worker, the

-calculation of annual casework hours w?uld be as follows:

AN 225 Qays x 6.5 hrs. x 25% time or 365.6 hrs.
7/
Individual totals are then summed for each direct service.
worker (part-time and full-time) to obtain the grand total
- for the agency. A-~standard worksheet is provided in
Appendix B of this manual to assist potential users of the
Model Adoption Exchange Payment System in determining
.annual_adoption exchange casework hours. A completed

worksheet, using sample data as reflected above, is con- .

tained below. S~

L 4
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Annual Casework Hours Worksheet,

LY

Worker $ Time x Annual Work Days x Produ'ct.ive Hours = Total Hours
Higgins  100% 225 Days _ 6.5hrs. 1,462.5 hrs.
Robbins 100 . 225 6.5 1,462.5 -
Adams 25 225 _ 6.5 .365.6
Totals 225% X '225 Days ‘ X ’ 6.5 hrs. = 4,387.5 hrs
¥ ‘
- ‘ - * ’ *
SPECIAL NOTE: . , .

‘ f
Specification of the number of productive’hours in a work day constitutes
a critical step in determining the Base Service-Hour Cost. .That is, an
over estimate of productive hours ‘will ultimately result in a spuriously
low Base Service-Hour Cost, and an under estimate will ultlmately result
in a spuriously high Base Service-Hour Cost. Thus, potentlal users
of the Model Adoption Exchange Payment System should be preparsd to
verify or justify their estimate of productive hours used in determining

_ the Base Service-Hour Cost for their agency. This justification would
most appropriately take the form of a formal time study conducted for
exchange direct service staff. To the extent feasible, it is recommended )
that such a time study be conducted prior to the computation of annual
casework hours as described above. .

STEP # 4: Determme Base Service-Hour Coét This is accomplished by
- dividing the net reimbursable expendltures obtained in STEP # 2
' by the annual professional case service hours determined in
STEP # 3.

-

EXAMPLE: $90,000 ‘ i

- T3 - %St (1.

s <

2. Adjustments to Base Service-Hour Cost
) - T . .’\

a. Adjustm%nt for General or Across-the-Board Recruitment

The Model Adoptlon Exchange anment System is geared to reflect the im-

pact of general or across-the-board recru1tment time on the relmbursement pro-
cess. 'ﬂxe amount of time spent in these act1v1t1es “varies from exchange toex-
change, and can constitute a significant portion of time spent by casework staff.
. The System recognizes that a certain level})f outreach or general recruitment
activity must be sust'ained in order to develop the resources (families) for which

potential placement matches can be made. Since btlling for services rendered

%
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is accomplished on a case-by-case or individual basis (see Sections 1. D and
II. D below), a method had to be determined in which reimbursement for
these general or across-the-board recru1tment activities could be accomplished.
It was concluded that the best way to achieve this goal was to allocate a pro-
portion of the time spent in these activities (based on the actual experience of
the exchange) to those cases for which a reimbursement request was actually
made. Phis decision was based on the belief that general or across-the-board
recruitment activities are fundamental to the overall mission of an exchange,
namely, the identification of placement resources (families) for waiting children.
To reflect the impact of this suppox}t/ing activity, the Base Service-Hour Cost
determined in Section D. (1) is adjusted upward by allocating a proportion of

time spent in these activities to cases for which a specific or targeted activity

A2 rd

is undertaken. )
The adjustment process can be illustrated usiné the following example. .
Suppose that an exchange spent a total of 1,000 hours on recruitment activities
during a given fiscal or calendar year, 450 hours of which can be attributed to
specific cases and 550 hours to genéral recruitment activities.” Given these

figurés, the ratioc of non case-specific hours to case-specific hours sper;t in

recruitment activities can be expressed as 550:450 or 1.22.
The Base Service-Hour Cost of $20.51 determined for the sample agency
M \]
data in Section D. (1) is adjusted upward to reflect the impact’ of general re-

cruitment /outreach activities as follows: AN

-

- 4

Ad). Base Service- _ Base Service-Hour Cost + (1.22) x Base Service-Hour
Hour Cost Cost

-

' = $20.51 + (1.22) x ($20.51)
- \ B , (2]
. ) ' = $20.51 + $25.02

= $45.53

Thé Base Service-Hour Cost determined in Section D. (1) is regl'aced with
the adjusted base service7hour cost determined by formula {2] as tﬁe basic cost-
ing unit for services deliVered by the exchange, thus reflecting the System's
recognition that genexyecruitment/outreach activity\is critical to the success

of all operational aspects of the exchange.

’ -

-




b. Adjustment for Unsuccessful Matching Activity

‘Numerous potential placement matches are often required before one of .
those matches is "accepted" (i.e., a hold is p;ut on the child's case, reflecting
the agency's intent to work with the family further to facilitate an adoptive
.placement). In order to reduce the overall financial burden of this unsuccess-
ful matching actlvity on a partlcular agency, the cost of unsuccessful or .
"aborted" matches can be distributed across those cases for which a success-
ful match is obtained (i.e., those which result in a case hold).
In these circumstances, the adjusted base service-hour cost determined
in Section D.(2) (a) is modified to reflect the impact of unsuccessful matching
actvity as depicted in the follbwing example. Suppose that for every 10
matches made, 7 of those matches résulted in case holds and th: remainder
were judged to be unacceptable by the placing agency. Thus, the ratio of
unsucecessful matches to matches which resulted in case holds can be expressed .

as 3:7 or .43.
"The formula for modifying the Adjusted Base Service-Hour Cost determined

»

v

in Section.D. (2) (a) is given as:

Adj. Matching Services . Adj. Base Service- (.43) x Adj. Base Service-
Hourly Cost Hour Cost - Jour Cost, -
= $45.53 + (.43) x ($45.53)_
. - . ) [3)
= $45.53 + $19.58
= $65'. 11 . - = ¢

*

The adjusted Matching Services Hourly Cost is applied only when billing for
Matching Services, and has no bearing on the reimbursement prbcess for other

>

compenents of the adoption exchange process. ,
. f

3. Computatlonal Formulae \ \

-

a. Registration, Listing, MatcHing, and Recruitment Services
[y

) Billing for adoptién exchange services under the Model Adoption Exchange
Payment System is both case-specific and compongnt-spécific, in accordance
with the number of hours of service delivered and the appropriate service-Hour

The computatlonal procedures for determining the costs of services de- *

rate.
hvered‘ are given subsequently. ) , . _ )

t
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Registration /Services

- - A

"The cost of a-completed registration (child or family) is computed as:.

’

Cost of Registration = (Total time spent on completing the registration
from case record + average time spent per
[4] registration for updatmg purposes) X (Adj.

» Base Service- Hour Cost)

Where: Average time spent per regxstratxon for updatmg purposes =
total time spent in this act1v1ty for all cases durmg a given
fiscal or calendar year dividéd bysthe number of cases reg-
istered during that same time perlod e

THe averdge time spent per registration for updating purposes is
acquxred from retrospectxve case data, or, when unavailable, this
time is based on "'best guess" projections substantiated by actual
data at some later date. .

~ R .

?

«

EXAMPLE: .

na

*Cost of Registration (.5hr. + 3hr.) x ($45:53)

(.75 hr.). x ($45.53)

L, ) =
\ $34.15

> -

[}

A bill in the amount of $34.15 (plus $18.21 from‘the prorated share of .,
advocacy/public relations -- see Section D. (3) (c)) would be submitted to the
agency registering the child or family at the time the registration is completed.

Matchmg Services Vot

-

The cost of an accepted match is determmed as: /

Cost of Matech = (Total time spent on match that Tesulted in a chil&'
. cage being placed on hold, from case record) x (Adj.
' Matching Servjices Hourly Rate)

EXAMPLE: o : -

~—— N

(5 hrs.). x~ ($65.11)

fl

Cost of Match

. $325.55 - ... -

v

At the time the plaéing agency notifies the exchange that the child's
case has been put on hold, this signifies that a product has been delivered,

and the exchange would submit a bill equal to the cost of the match as determined
. . R .

P

R

/

P




h . - 1'4"

‘- . -
above (plus a proportion of the costs of gdvocacyTpubllc relatlons -- see , N
Section D. (3) (¢)). For the data of the preceding example and Section D. (3)(c),
the bill would be equal to $325.55 + $45.53 or $371.08.

The billing process for Matchmg Serv1ces reflects the posmon that the major.
thrust of adoptlon exchanges is to facilitate adoptlve placements through the se-
curing, identification, and matching of resources (families) with chﬂdren awaiting
adopEion Whether the ch11d for which a match results in a hold bemg put on his/
her case actually gets placed is beyond the control of the exchange. As such re-
mbursement to the exchange for arranging an apprpprxate match. is tied n__o_t_

to subsequent placement of the child, but to delivery of the produet itself v

(successful match as defined by the child's case being placed on hold) s

Listing Services . /
The cost of listing a child or family on ap adoption exchange is computed as: -

Cost of Listing = (Total time spent.in preparing the listing, from case
record) x (Adj. Base Service-Hour Cost)
. Printing—related costs are included in the total oper-
« ating budget of the exchange, and, therefore, are
reflected in the cost of an hour ef service (as adjusted)

EXAMPLE: ' : \

Cost of Listing (5 hrs.) x ($45.53) *

$227.65 -

A bill in the amount of $227.65 (plus $36.42 for the prorated share of advoca'cy/_
public relations -- see Sectisn D. (3)(c)) would be submitted to the agency regis-
tering the child or family at the time the listing (photo or otherwise) is dissemin-

ated. =

Recruitment Services (Child-Specific)

The cost of providing recruitment services on behalf of a specific child’

are determined as:

[‘7] Cost of .Recruited (Total time spent in recruitnient activity, from

?

Prepared Family ~ case record) x, (Adj. Base Service-Hour Cost)




rFor child-spec'ific recruitment, the adoption exchange and placement agency
for which the recruitment is undertaken will agree in advance to minimum
acceptable criteria/standards for the recruitment process. ‘Tﬁis process will
minimize disagreements over what constitutes the "best™ or "optimum" resource
(family) for the child(ren). Using these criteria or standards, the exchange
would submit a.bill to the placing agency for recruitment services as determined
above (p.lus a prorated share of advocacy,/public relations -- see Section D.(3)(c)) " .
at the titpe that the recruited/prepared family is referred to the agency.

+

! ) EXAMPLE: )
T Cost of Récruited, _ (12 hrs.) x ($45.53) —
Prepared Family oo
~ , = $546.36
. In accordance with Section D. (3)(c), a prorated ¢
/ shhre of advocacy/public relations costs (45% of
) $182.12) would be added to this cost to determine
’ the total bill for recruitment services.
- b.\Training/Technic‘al Assistance - ' \
&

The full-service exchange concept referenced above embraces the notion that
the exchan ge is prepared to dehver or arrange for the dehvery of training and
techmcal assistance (T/TA) to its varlous constituencies; for example special- I
ized recruitment techniques for so-called "hard-to-place" children, development
of advocacy/public relatlons campaigns, and implementation of purchase of adop-—
tion service agreements

The cost of delivering a training/technical assistance session or xmplementmg

a speeific-training and technical assistance package is computed as: _—
Cost of T/TA Session/ __: (Total time spent in preparing for and dehvermg
Package the T/TA package/séssion) x (Adj. Base Service--

- Hour Cost) .+ (variable costs other than those

[8) ) covered by the exchange operating budget)

c. Allocating Advocacy /Public Relations Costs to Other Service Com-

ponents C
The Model Adoption Exchange Payment System is also geared fo reflect the

impact of general or across-the-board advocacy /public relations time on the re-

_imbursement process. The amount of time spent in these activities varies from

L
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exchange to exchange, and can constitute a sxg’mflcant portxon of time spent
by cesework staff. That is, the System recognizes that a certe\m levél of
general or across-the-board advocacy/public relations must be sustamed in
order to best serve the needs of children ang families registered on the ex-
"+ . change. o )

Since billing for services rendered is accorrphshed on a case-by-case
or individual basis (see Section I. D and 1I. D) a method had to be determined
by whxch reimbursement for these general or across-the- board advocacy/public
re]atlons actxvmes could be ‘accomplished. It was concluded that the best way,
to achieve this goal was to distribute or spread the costs of these activities .

across the varjous direct service components described above (i.e., Registration

'Services, Listing 'Servi'ces, Matching Services, Recruitment Services). This de-
cision is based on the belief that general or across’-tlhe‘—boaxjd advocacy /public re-
lations activities are fundamental to the overall mission of an exchange, namely,
the identification of placement resources (families) for wajting children.

This al]ocan%n process is accomphshed in two steps First, the average cost
of advocacy /public relations is determined by dividing the total cost of this activity
in a given fiscal or calendar year by the number of Fhi]dren placed on hold during

that same time period.. " *

Avg. Cost of Advocacy/ _ Total Cost uf Advocacy/Public Relations [9]
Public Relations Number of Children Placed on Hold ~
¢ 1 v \ ’ . .
. ‘ Where: ' total cost of advocacy/public relations = (total time spent in activity)

x (Adjusted Base Service-Hour Cost)

EXAMPLE:
Avg. Cost of Advocacy/ = (200 hrs.)sza ($45.53) N
Public Relatione . ' . -
g : = (9,106) / 50 '
= $182712

1 = . f
The second step involves the distribution of the average cost of advocacy/
public relétiops across the various components of the exchange process as follows:
/ ' '

—
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-~ Registration Services . 10%
Matching Services 25%
- Listi,n.;;r Services 20% - -
- . Recruitment Services 45%

.

Thus, when the agehcy submits its bill for any one of these services, it

would add a proportion of the average advocacy /public relations cost to that bill.

~

EXAMPLE:

a -~

The cost of a match in which the child's cas; was placed on hold as détermined
in Section D. (3) (a) was $325.55‘or (5hrs. x $65.11). Using the percentage
distribution of 25% (see above), the-allocation of advocacy/public relations
costs to that }aill lwould be (25%) x ($182.12) or $45.53. In this case} the

total bill for Matching Services on behalf of the child placed on hold would

be 1$325.55 + $45.53 or $371.08. 4 -
<
‘e
et
g
\ ‘
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PART 1: USER INSTRUCTIONS v o , -
K ! T )
. The Model Adoption Exchange Paymént System has been designed with the '

‘end user in mind. That is, the System is simple to use, and the management

reports gen&'ited by the Sybtem provide detaileg information which is critical

to, the éffective_ operation of*an adoption exchangy. s However, certain steps

must be taken before Qttemptin_g to use the System, in order to ensure ifs -

' orderly and efficient operation. These steps, which can be considered as pre-
requisites to implementation of the System, are described subsequently. .

»

.

-

. , 4
A. Preliminary Steps

: - e
"STEP # 1: Bewme‘Thoroughly Familiar With the System Before

. ) Q Attempting Its Implementation

I

L 9

-‘ - . hd s
_As with any other new venture, such as purcfasing a new

automobile or appliance, it is sound practice to become *
thoroughly familiar with the operation of that device to
" ensure its maximum use and satisfaction. Such is the case
T . with the Model Adoption Exchange Payment System. The .
- potentidl user of the System should acquaint himself/herself with
the background, philosophy, and operation of the System
before attempting its use. This will provide an overview

_of the System, as well as what can be expected of the
System. . ’ .

As reflected in PART 1 of this manual, this particular payment
system is based Bn ah actual-cost reimbursement model. » As
such, there are specific and detailed time-recording frocedures Y
which must be followed in order to support the reimbursement
mechanism which has been developed. Most exchanges will
find the time-recording process new to them. Because of .
K - this newness, it will take some time t& bécome accustomed .
to the requirements of that process.  Experience with
other actual-cost reimbursement systems with similar time-
recording requirements indicates that once the initial novelty
of recording time spent on individual cases according tg dis-
crete reporting categories wears off, the task becomes routire,
¢ . _and the rewards offered in téerms of the information provided

far outweigh the nominal effort invested. :

The Model Adoption Exchange Payment System was designed

to be<both a fiscal and program management tool. Because .,

of its name, it is easy to consider the System as simply. a

method to reimburse adoption exchanges ufder purchase of

service arrangements. However, it is extremely important

: . that the potential user of ‘the System recognize its utility -
asa case management and program management tool as well.
Properly used, the -System(can provide a rich base of infor-.
mation with which to manage individual caseloads, as well as

\)‘( . . . ‘

Lo BT N




STEP # 2:

* service staff, many of whom will be volunteers. The Sys-

-19-

[y

support decisions at the program level. Thus, the
System was designed as a "decision support system",

and as such, its full impact is not realized unless it is
used in thlS context.

Arrange For Adequate Training Time Before Attempting X

' Implementation of the éystem )

Smooth and efficient implementation of the System requlres
adequate preparation ofA4ll _those who will be involved in its
use. Each exchange contemplatmg use of the System should

" appoint one individual who will have major responsibility for

overseeing its operation. In effect, this ipdividufll will be-
come the "resident expert" on use of the System, anyd will
be responsible for trouble-shooting problem areas should
they arise. %

Trammg in use of tHe System should involve a brief orien-
tation to the overall background, philosophy, and goals of
the System, followed by a step-by-step presentation of how
the sttem actually ‘works. It is not recommended that direct
service staff be trained in the specxﬁc mechanics of the re-
imbursement process; however, it is important for them to

_have an appreciation of how the detailed time data which

they will be required to keep fits into that process. Dis- -
pell the notion that the System is too complicated or “sophis-
ticated to use or beyond the .comprehension of ,the direct

tem is neither of these; Tather, it represents a new and
dlfferent approach to the delivery and reimbursement of
adoptlon exchange activities. As with the implementation
of any new technology, some resistance and fear of the
use,of the System will occur. This initial resistance can
be dispelled by a frank and open discussion of the_merits
of the System, as well as how the System can be of par-
ticular use to the direct service staff who will be providing
the necessary data to support the System,”

Allow a trial period for preliminary swuse of the System (3-4
weeks), gnd at the end of that perlod hold a meeting =

of casework and program staff to review problems, questions,
and any other issties surrounding implementation of the System.,
Experience dictates that the majority of questions will focus -

on the time-recording process (e.g., definition of terms, where
to record informetion¥. The guidelines provided for time re-
cording {see below) are intended to facilitate this process

such that accurate, cgngistent, and timely data are obtained.




STEP #

3:

It is expected, that certain adaptations or modifications
to the time-recording categories will be-necessary to
accomodate local conditions. This is a matter of local_/
discretion; however, the rule of thumb should be as
follows. Whenever possible, retain the reporting
categories as they appear on the agtivity logs (see
below): It may be necessary to modify the definition -~
of a particular reporting category to reflect the unique
characteristics of the adoption exchange. Consistency
in reporting is the overriding goal. That is, it is
critical that all those involved in the time-recording
process interpret the reporting categories in the same
way. Most questions will disappear after the initial
trial period. Those questions which arise subsequent
to that time should be addressed on an "as needed" .
basis. , .

Arrange For a Mechanism to Ensure Ongoing Dialogue and

STEP # 4:

\\’\’.
:

Communication With Users of the System

Don't drop the ball after the initial trial period in using '
the System. Maintain an opgoing dialogue with those

who will be providing the data to support the System. -

This might be accomplished through monthly meetings

in which the management repprts provided by the Systefn

(see below) are discussed, or through the use of inter-"
office memoranda, or both. The information provided by’

the management reports is intended to assist direct service
staff in the management of caseloads, as well as supervisory
and administrative staff in the management of the exchange
program. The reports will be useless scraps of paper un-
less appropriately used. Be certain to provide feedback
oh.the reports at all levels of the exchange operating sys-
tem. Properly used, the System can provide essential
information to the successful operation of the exchange.
Otherwise, the System represents a significant burden

for staff who might be using time spent in supporting

the System pursuing more produptive_ endeavors.

Arrange For Compufer Suppert With Which to Generate the
Monthly Management Reports Produced By the*System

For large exchanges with a high volume of registration, .
matching, listing, ete. activity, the use of a computer to
facilitate the production of monthly management reports

generated by the Model Adoption Exchange Payment System
is strongly encouraged. Experience has shown that the po-

tential for summary errors is directly proportional to the

o
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size of the adoption exchange caseload and the amount

of activity generated on behalf of that caseload. Further-
more, the.use of a computer to facilitate the production

of the monthly management reportscontributes to the
timely completion of the reports, which in turn increases
their overall utility as a case management tool. The com-
puter software developed for the field testing of the Model
Adoption Exchange Payment System is presently designed
to operate on medium- to large-scale computers. However, . °
this does not preclude subsequent development for use
with micro-computers such asthe Radio Shack TRS-80

or the Apple I1, as well as certain word processors. If
an exchange decides to utilize computer technology to
facilitate production of the monthly management reports,
three options exist: (a) ‘use of an in-house computer
owned or leased by the exchange or its'parent organiza-
tion; (b) use of donated computer time from one of the
exchange's constituents; and (c) purchase of computer
services from a third-party vendor.

¢ ) 1
The cash investment required to use computer hardware to
facilitate production of the monthly management reports.is
determined by .the-vglume of service activity generated by
the exchange. Thus, it is difficyit to pinpointithe exact
costs of using computer-based technology . However, ex-
perience with the field testing of the Model Adoption Exchange
Payment System has shown the total cash investment, including
the costs of coding and keypunching of data, to be minimal.
Current éstimates place these costs at approximately $2.00

per client per month should the exchange choose a third-
party vendor to process 1is time data. ‘I'he only additional

. charges would be for mailing costs, which are largely de-
termined by thé™size of the confputer printouts generated
and the number of copies requested, and the costs of time-
recording forms.

In the event ‘that a third-party vendor is ‘chosen to produce
the monthly management reports, all the exchange is required
to do is to batch together the completed time-recording forms
for a given month of activity (a- two-part form is provide

for this purpose) and send it to the third-party vendor by
the fifth working day of the next month. The third-partv \
venidor will code, keypunch, and analyze the data and \
produee the necessary management reports by the fifteenth
of that month. All raw data will be stored in a secure en-
vironment at the third-party vendor's computer facilitv for

a period of one year, at which time it will be returned to

the exchange. - : .
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STEP # 5: Make Certain That Your Exchange Has a, Functional -

¢ Budget Capable of Separation From An Umbrella or

Parent Agency Budget

- ’ As described-in PART I of this manual, the Model
Adoption Exchange Payment System requires that a
separate budget be established for the adoption ex-
change wxshmg to use the System. Thus, if the
V" exchange is part of an umbrella or parent organiza-
- . tion/agency, the chpability to separate-out the costs
’ - of operatmg the exchange must be available.” Also, - . °
’ any monies spent on fund raising activities, acquisition
\ costs of land, or related capital expenditures must be
separately identifiaple .

L N

B’. Time-Recording Process

-
Prior to implementing the Model Adoption Exchange Payment System,

a separate case record must be established for each child and family registered
on the exchange. This is an absolute prerequisite to using the System, since

the time-recording process is geared to capture time spent in adoption ex-
‘change activipes on a case-by-case or individual basis. Once this has been
accomplished, the exchange is ready, to implement {.};e case-specific time-
. recording process using the Case Activity Record and the General Act1v1ty

Record (see Flgures land 5 respectlvely)

¢

1. Case Activity Record

¥

The Case Act1v1ty Record is desm'ned to capture time spent (in 15-
minute mtervals) according to discrete components and activities. Referring .
to Figure 1, the reader can see that a separate Case Activity Rei:ord is es-
tablished for each client (child and family) in the exchange caseload. Further
inspection of Figure 1 reveals that the time-recording process is "encounter
bafed". That is, a separate line on the Case Activity I-{ecord is provided to
" record time spent for each "encounter" (face- to—face contact, case preparatlon/
dictation, written correspondence, telephone-related travel- related) on a ’
" particular day. An "encounter" may comgrlse more than one activity. IFor
' example, from 8:30 a.m. - 9:30 a.m. on a particular day, a worker maj; ha{re‘
a 30 minute face-to-face meeting with a prospective adoptive parent,‘,then ‘

. R ’ . S
* spend another 15 minutes making telephone calls on behalf of that parent,

[2
L4 ~
R L. e

-
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"however, the potential user of the System is.encouraged to review them

{olhwedpy 15 minutes completing written correspondence. The {vorker‘ |

would record the total time spent (1 hour) on a 'single line on the Case

Activity Record, and would not be required to use three separate lines

to document time spent on the case. ’ ' T
Instructions for completing the Case Activity Record are given in

Figure 2. Note the four general rules’, which are intended to guide the

overall time-recording process. These are follGwed by specific instruc-

tions for completing the form. The instructions are largely self-explanatory;

( as well as the sample completed form -~ see Figure 4) prior to attempting the

actual time recording process. Referring to the time-recording instructjor’s

in Figure 2. , and the activity descriptions contained in Figure 3, the

sample Case Activity Record can be interpre‘ted as follows. .

a. on 10/1/81, an exchange received and processed registration
information on a child awaiting adoption. The intake clerk
assigned the child client number 391, and referred the case )
to worker RJA, who opened an official case record for the .
child. A total of 15 minutes was spent to accomplish this
task, so worker RJA entered the date, his initials, and a
"15" in block # 2 (case preparation/dictation) on the Case
Activity Record. He also checked block # 14, indicating
completion of registration information, and placed a dash

in the "placement pending" and "placement made" blocks
since neither of these events occurred. Finally, he pro-

N

J vided a brief description of the activity and recorded an

"A" in the component block to reflect that Registration -
§ervices were provided.

'3

child on the exehange to obtain additional information with which .
to complete the registration. Accordingly, he entered the date,
his initials, and a "15" in block # 4 (telephone-related), since
the conversation took about 15 minutes to complete. To com-
plete the record, he placed a check in block # 15, indicatine
the updating of registration information, and placeg-a dash
in the "placement pending"” and "placement made"/blocks

since neither of these events occurred. Finally, he provided

a brief description of the activity and recorded an "A" in the
component block to indicate that Registration Services were
dprovided. ‘

b. on 10/2/81, worker RJA telephoned the-agency registering the




c. on 10/10/8%, worker RJA conducted a search of registrations

- to identify appropriate resources for the child. He indicated,
this dctivity on-the time-recording log by entering the date,
his initials, and a "45" in block # 2 (case preparation/dictation)

. since this activity took approximately three-quarters of an hour

to complete. A check was placed in block # 13 to indicate that
a search of registrations for possible matches was made, and
a dash was placed in the "placement pending" and "placement
made" blocks since neither of these events occurred. Finally,
he included a brief description of the activity and placed a "B"
in the component block to indicate that Matching Services were
delivered. -

.
hd »

d. on 10/12/81, worker RJA telephoned the referring agency for
the child to transmit preliminary information about the potential
matches, and followed-up the call with an official referral form.

. This activity.was recorded by entering the daté and worker
initials, followed by a "15" in block # 3 (written correspondence)
and a "15" in block # 4 (telephone-related) to indicate that

? approximately 15 minutes were spent in each of these activities.
A check was placed in bloek # 16 indicating that a referral of
- families as. potential matches was made, and a dash was placed
in the "placement pending" and "placement made" blocks since
neither of these events occurred. Finally, a brief activity de-
scription was provided and a "B" was placeddn the component
block to indicate that Matching Services were delivered.

e. on 10/23/81, the good news that oné of the matches had been
accepted’as a potential adoptive family for the child was re-
ceived by the exchange. Accordingly, worker RJA entered
the date, his initials, and a "15" in block # 2 to indicate that
about 15 minutes were expended in case preparation/dictation.
A check was placed in block # 15 to indicate the updating of
registration information, and this time, a check was placed
in the "placement pending" block to indicate that a hold had
*been placed on the child's case. A dash was placed in the
"placement made" block to indicate that this event did.not occur,
and a brief description of the activity was recorded. A "B"
was also placed in the component block to indicate that Matching
Services had been delivered. :

2. General Activity Record

The General Aétivity Record is designed to capture time spent (in
15-minute interirafs) in general or non case<specific activities which are
nonetheless essential to the overall 6p§§'ation of the exchange. This form
is also used to document billing for training/tecﬁnical assistan\ée time and

general or across-the-board recruitment time, as well as to capture infor-

-
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mation on the proportion of total time spent by exchange staff in non

(case-specific or general activities. ' ‘ ' '
Instructions for compléting the General Activity Record are given - ' |
\

in the bottom half of Figuire 2. Note the four general rules which are
i:;n'tended to guide the overall time:-x:ecording'prgcess_. These .are followed
by step-by-step instructions for completing the form. The instructions
are largely self-e%cplanatory; however, the potential user of the System
is encouraged to review them (as well as the sample comp’leted form'--
see Figure 6) in detail before attemptigg actual time recording using the
activity log.

Figure 6 includes a Géneral Activity Record with sample data. The
data are fictitious, and are included for 1llustrat10n purposes only. Re-

|
ferring to the time-recording mstructlo’ﬁs in Figure 2, and the activity }
descriptions contained in Figure 4, the sample General Activity Record can ‘

. |

. " bé interpreted as follows. c

-- - a. on 11/1/81, worker RJA spent a total of 2 hours attending an |
4 exchange Board of Directors meeting. To indicate that activity, , |
. he placed-a "120" in block # 1 (face-to-face contact) to indicate |
- that two hours of time had. been spent, and checked block #.13 |
‘ (liaisdn activities). He alsp provided a brief description of the |
activity and placed a "G" in the component block to indicate |

"Other"” services were involved.

b. on 11/5/81, worker RJA conducted a 3-hour training session fzf |
a county child welfare agency. ' A total of one hour of time wa |
involved in traveling to/from the trdining site.. Accordmgly, |
the worker recorded the date and placed a "180" in block # 1 .
‘(face-to-face contact) and a "60" in block # 4 (travel-related) |
to indicate the distribution of time spent (180 minutes and 60 |

minutes respectively). A check was also placed in block # 8 —_—
(trammg related), a brief descrxptlon of the activity was re- |
corded, and an "E" was placed in the component block to in- . |
: dicate that Training/Technical Assistance was involved. v

c. on 11/10/81, worker RJA spent one hour giving a general
recruitment presentation to a class at the local university.
To document this actxvxty, he recorded the date and placed
a "60" in block # 1 (fade-to-face contact), and a check in
olocx #1u (public information /community development) He .
also recorded a brief act1v1ty description in the space pro-
vided, and placed a "D" in the component block to indicate .
that Recruitment Services were involved. :

e
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d. Finally, the System provides for the documentation of time
spent completing the Case Activity Record and the-General
Aetivity Record. This is accomplished for each month of
activity by recording an entryeon the last day of the month
indicating the total time spent‘ {in 15-minute increments) in’
block # 2 (written correspondence) on the General Act1v1ty
Record, and checking block # 16 to indicate that the entry
reflects .time study data. The brief activity description
should read "time study", and a "G" should be placed in
the component block to indicate that "Other" Services
were involved. .

<4

SPECIAL TIME-RECORDING CONSIf)ERATIONS

Special SItuatlons may arise when recording tlme using the case- spemflc
time log (Case Activity Record) required by the Model Adoption Excharmg

Payment System. While these situations are relatlvely'mfrequent,‘ they

deserve recog'nition in order to avoid-problems with the overall time-
recording process. A )
(1) Activities Involwi a Single Worker and More Than One Case

Occasionally, a worker will deliver services on ‘behalf of more than
one éase simultaneously. This might occur, for example, in situations
mvolvmg' group meetings with chents (families) interested in adopting
chlldren registered on the exchange If this interest is general in nature
(i.e., not focused on a specific child-or children), then the time spent with
these familiesﬁ would be appropriately recorded as general or across-the-
board recruitment time on the General Activity Record. If, on the other
hand, the time spent with the group is focused on specific children or
sibling groups, then the total time spent in reviewing these children
.is allocated equally to ea'ch child considered in the meeting. The time
is entered on each child's Case Activity Record, using the time-recording
instructions discussed previously. For example, if three (3) hours were
spent with a group of potential adoptive parents discussing Sally, Mary
and Joseph (all of whom are registered on the exchange), then one (1)
hour each would be recorded on Sally's, ‘Mary's and Joseph's Case Activity
Record under the appropriate category depending upon the purpose of
the meeting.

~




(2) Activities Involving Multiple Workers And a*Single Case

Occasionally, more than one worker will be involved in delivering services
simultaneously on behalf of a particular child or children. In‘these situa-
tions, one must be careful not to inflate the total time spent in delivering
these services. That is, the time-recording requirements of the Model

Adoption Exchange Payment System specify that the actual amount of .

time spent in delivering a particular service is what gets recorded on the
‘time-recording form. Thus, when more than one worker is involved in

dehvering services simultaneously on behalf of a particular child,

the actual t1me spent, not the actual time multiplied by the number of

workers, is what is entered on to the Case Activity Record using the , :

D . . . . . .
time-recording instructions discussed previously.

(3) Activities Including Multiple Workers and Multiple Cases /

Occasionally, although rarely, more than one worker will be involved
in delivering services simultaneously on behalf of more than one child.
In these situations, one would apply the rules given in both (1) and (2)

H

above in recording time spent in delivering the services.,

C. Management Reports X -

Two types of reports are produced under the Model Adoptlon Exchange
Payment System, namely, the Monthly Case Activity Report and the Monthly
General Activity Report. As Asugg‘;estei:’l by their titles, the reports are _
. generated monthly using data provided by exchange wo’rkers\reflecting
time spent on behalf of specific or general duties, In addition, a year-to-

date report is produced which simmarizes activities for all months precedmg
the month currently under observation. The organlzatlon and mterpretatxon
of each of these reports are discussed in detail subsequently.w '
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1. Monthly Case Activity Report . ,

\v

The Monthly Case Activity Report is used to reflect time "spent in - | .
case-_\specific aciivities for a period equivalent to one month. This report
+ is organized as follows. Using time data provided by adoption exchange
workers as recorded on the Case Activity Record, the amount of time snent
by each worker on each case (child or family) is organized according to three’
major categories: (a) type of contact (face-tp-face, case preparation/dictation,
wntten correspondence, telephone-related travel-related); (b) activity
descm tion (obtaining of photos, preparing materials for grinting, publicity-
related, court testimony, information referral advocacy/o udsmanshlp, re-
view of exchange books, search of registrations, completion of reglstratlon
information’, updating of information, referral of family (ies) and child(ren),
contract negotlations removal of case fro Tom active status); and (c) type of ser-
vice (Rg.gxstratlon Matching, Listing, Recruitment, Training -and Technical .

Assistarice, Advoecacy /Public Relations).
Figure 7 provides data for the month of April, 1981 for case No. 8501
and two workers, PW and JF. These data reflect actual time spent in case-

specific activities by-the Washington State Department of Social & Health ) '
‘
\

4

Services, one of the two sites used to field tést the Model Adoption Exchange

Pajment System. Case numbers are used rather than case names for purposes

of safeguarding the identity of the client. Case names may also be used if

desired.. Worker initials are used for purposes of brevity only; should the

user desire to employ another convention such as worker name OT worker - ) |
number, the option is available to do so. It should be noted that the |

|
Monthly Case Activity Report depicted in Figure 7 reflects time spent by ’ {

two workers. The report generator w1ll accomodate as many workers,
of the

*

F - including aides and volunteers, who have expended time on behalf

case during the month ux\der observation.

) As can be seen from Figure 7, there are several ways in which-the.
monthly statistics .for case No. 8501 can be interpreted. Flrstly, ih’ncmg ‘ )
at the horizontal line labeled "TOTAL" at the}gjmﬁ'of the table, o ue}can see /‘
the actual time spent on behalf of the case for each of the service act1v1t1es
included in the adoption exchange process (Registration, Listing, Matchmg,
Recruitment, Training and Technical Assistance, Advocacy /Public Relations). |

.




"wTOTAL" at the right-hand side of the table.

For 2his partic\flar example, the only 'time recorded for April, -1981 was
one-half hour (.50) for Listing Services.

The total time spent per worke /pon the case for each service acti,vity
can be ascertained by summing the time re%g,ed in the columns labeled
Registration,- Matching, Listing, Recruitment( Training and Technical
Assistance, and A@ocacy/Pubhc Relations for that worker. Thus,.it can
be seen that worker PW and worker JF spent a total of one-quarter hour (.25)
each in delivering Listing Services during the April reporting period. _

The distribution of time spent per worker on each case for each type of
contact can be determmed by inspecting the horizontal rows of the table labeled
Personal Contact, Case Preparation, etc. For example, for "'worker JF, the one-
quarter hour of Listing Services delivered during April on behalf of the case
involved Case Preparation. The total time spent pér worker on the case for each

type of contact can be determined by glancing down the vertical column labeled
As indicated in the note contained at the bottom of Figure 7, a single
asterisk placed next to the case number (or name) indicates a "placement
pending" status. A "placement made" status is indicated by the inclusion of
a double asterisk next to the case number (or name).
Several summary tables are also provided as part of the Monthly Case
Activity Report. Figure 8 shows the total time spent by each worker across
all cases (children and families) for each type of service activity (Registration,
Matching, Listing, etc.). For example, worker JF spent a total of two and one-

" half hours (2.50) during April on Listing Services for all cases in the Depart-

ment's caseload. Flgure 8 can also be used to obtain the total time spent for
each type of service gctivity across all workers and all cases by glancing

at the horizontal line labeled "TOTAL" at the bottom of the table. Thus, a

total of one hour (1.00) of Registration Services was expended by all workers
across all cases during the April reporting period.. "

¢ Figy 9 shows the total time spent by all workers across all cases aj:cordfng
to the type of contact (face-to-face, case preparatlon etc. Wd act1v1ty dés-
cription (obtainmg of photos, preparing materials for printing, etc ). With

the data of Fiﬂre 9, the user can determine the total time spent for each

P
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type of contact across all workers and all cases by glancing at the ‘horizontal
line labeled "TOTAL" at the bottom of the table. Thus, jt can be seen that a
total of three and One-quarter hours (3.25) of ectivity."was expended by all
workers across all cases in Case Preparation duripg the month of April, 12)81.
The total time spent for each of the actnnty descriptions across all workers
and all cases can be ascertained by mspectmg the vertical column labeled
"TOTAL" at the right- -hand side of the table.® For example, a total of three
hours (3.00) was expended by all workers across gll cases in Updating Case
Information. An analysis of total time spent across all workers and all casés
for different combinations of contact type and activity description can be ob-
tained by entering the appropriate row and column of the table. For examgle,
the total amount of time spent by all workers across all cases in Updating Case
Information by Telephone was two hours (2.00) for the April, 198ifrep0rtmg

period.
gEre 10 shows the dlstrlbutlon of time spent by all workers'across all

cases according to the type of service (Registration, Matching, ete.) and
activity description (obtainineg of photos, preparation of materials for orint-
ing, etc). The data of Figure 10 make possible an analysis of the total time
spent across all workers and all cases for different combinations of serwice
type and activity description. This is achieved by entering the appropriate
row and column of the table according to the‘information desired. For example,
the total time spent by all workers across all cases in publicitv-related activities

regarding Listing Services was two and one-half hours (2.50) for the April, 1981

reporting period.
Figure 11 shows the dlstrlbutlon of time spent by all workers across all

cases according to the type of service (Registration, Listing, Matchmg, efe.)

and type of contact (face-to-face, case preparation, etc.). An analysxs of the -

total time spent across all workers and all cases for different combmatlons of -
contact and service type ¢an be obtained by entering the appropriate row and
column of the table according to the mformatlon desired. For example the :

" total amount of travel-related time spent by all workers across all cases for

any of the service types is shown to be zero (.00) for the month of Aprll
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Figure 12 provides a summary of the total time spent by all workers

ffor each case in thf exchange caseload by ty@e of s:arvice de.livered (Reg-
#istration, Matching, etc.). This table is intended to provide a "quick
reference™ chart for the u{ser, who can turn to data such as those pre-
sented in Figure 7 for a more detailed breakdown of time spent per case -
pe"l; worker during the month. r ' ) ‘/\

. »

2. Monthly General Aétivity Report
o .

Ne— N
The Monthly éeneral Activity Report is used to reﬂec;t time s'pent in

non case-specific or general activities for a period eq'uivalent to one month.

This repozt is oi‘ganized as follows.q Using time data provided by adoptign

exchange workers as re'co;deci on the General Activity Record, the amount of

time spept‘by each worker in non case-sbecific or general activities is organized

according to three major categories: (a) type of contact (face-to-face, written

correspondence, telephone—rela}ted, travel-related); (b) type of service (Regis-

tration, Matching, Listing, Recruitment, Training and Technical Assistance,
Advocacy /Public Relations); and (c) activity description (information referral,
advocacv/ombudsmanship, systems maintengince, training-related, public

. N . . . .
information /community development, research, supetvision, fund raising/

budget development, liaison . referral of families for My and information,

“time studv). - ° U : .
. Figures 13A and 13B illustrate the two. types of information provided by

the Monthly General Activity Report, namely, a distribution of non case-
specific orqgenei'al time spent by worker PW accoréing to type of contact and
type of service, and a distribution of non cese—specific or general timé . )
spent by worker PW according to type of aectivity and activity description.

For the forfner, the total non case-gpecific or géneral'time spent .by worker .
PW tiurin‘gP the month of April, 1981 accordinp to eaclh type of service can be )
ascertaig;ﬁ» by glancing at th&horizontal line labeled "TOTAL" at the bottom. .

-of Figure 13A. For example, it can be seen that a total of five hours (5.00)

was expended in non cgse-specific or general activities by worker PW as it

related to Registration Services during the April reporting period. L )
] ) ‘
" / S i N J‘\ , .

"
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’Ijhé total non case-specific or general time spent by worker PW during °
the month of April a.ccording to each type of contact can be determined by
inspecting the vertical column labéled "TOTAL" at the right-hand side of
Figure 13A. For example, it can be seen that worker PW expended a total
of nine and one-half hours (8.50) of non case-specific or general time in
completing written correspondence during the April reporting period.

1

An analysis of the total time spent in rion case-specific,or generai« .
activities for dlfferent combinations of activity type and sérvice type -
can be obtamed by entering the appropriate row and column of Flggre 13A
according to the information desired. For example, the total time spent by
worker PW in non case-specific or general time in completing written corres-
pondence relating to Registration Services during the Apri] reporting period

was.four hours (4.00) .

With regard to Figtlre 13B, the totai'non'case-specific or genéral time
spent by worker PW dui'ing the month of April according to activity des-
cription can be ascertamed by glancing at the horizontal line labeled "TOTAL"

at the bottom of the table. For example, lt can be seen that a total of two

and one-quarter hours (2.25) was spent by worker PW during the reporting
period in systems maintenance activities. -

An analysis of total time spent in non case-specific or general activities
for different combinations of activity type and activity description can be ob- ,

tamed by entering the appropriate row and column of the table accordmg to

Mthe information desired. For example, the total time spent by worker PW

during the Apr1] reporting period in completing wr1tten correspondence re-

lated to public information was one and three- quarters hours (1.75).

Figures 14A and 14B provide mformatmn similar to that contained in

Figures 13A and 13B, with the exception .that the data are collapsed or s

summed across all workers providing time data. Interpretation of the data
of Figures 14A and 14B is accomplished in a manner identical to that des-

cribed immediately above. - ’ 1

e . b . '
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As-can be seen from the preceding discussion, the Monthly Case
Activity Report and the Monthly General Activity Report provi(ie a wealth,
of mformationgfb the.potential end user. The reports are intended to promote
effective case management, as well as provide the necessary data to meet the
requirements of the Model Adoption Exchange Payment System for reimbursement/
cost analysis purposes. Thus, their overall utility spans a wide audience of
users, including adoptfon eéxchange caseworkers and their supervisors, pro-

gram managers and administrators, and fiscal/budget directors. The reports
reflect readily useable data in easy-to-interpret formats. When produced '
in a timely manner, tth can serve as an effective tool for improving the
overall m¥nagement and operation of adoption exchange programs.

D. Billing Process

As noted elsewhere in this manual, the Model Adoption kxcnange Payment

System was specif’ically designed as an actual-cost reimbursement tozal. To
that end, billing for services delivered under the System is accomplished by
extracting time spent on individual cases as reflected in the Case Activity
Record and plugging that time into the reimbursement formulae given in PART 1
of this manual. A summary -of the billing procedures is given in the figure be-

low. . .
¥ ) )

Product Billing Formula Time Bill Submitted

A. Registration A. (tot. time spent A. when case is opened
on completing and child or family
registration from is officially registered
case record + avg. on exchange
time spent per
registration for P

-updating purposes)
x (Adj. Base Service-
. . Hour Cost)
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B. Match

~

D. Recruited,
Prepared
Family

< {Child-
,Spécific)

2

A

E. Training/
Technical
. .Assistance
Sesdsion/
Package

F. Advocacy/

Public
Relations,

. (tot. time spent

on arranging for
match that resul-
ted in.child's case
being placed on,
hold from case
record) x (Adj.
Matching Services
Hourly Cost)

. (tot. time spent
in preparing the

listing, photo or
otherwise, from
case record) x

~ (Adj. Base Ser- ,°
. vice -Hour Cost)

. (tot. time spent

in recruitment
activity from

case record) x
(Adj. Base Service-
Hour Cost)

. (tz)t. time spent

preparing, for and
delivering T/TA

from case record)

x (Adj. Base Service-
Hour Cost) + variable
costs other than those
covered by exchange
operating budget

. (tot. cost of advoca-

cy /public relations)/
(No. children placed
on hold during given
fiscal or calendar
year)

B. when agency ac-

knowledges that

a match was "accept-=
able” and child's
case was put on

hold (bill is only

for matching activity
for that child)

C. when child or family
is officially listed
in exchange book, and
relevant page(s) of
book have been sent to
listing agency

D. when information on

recruited family (ies)
is transmitted to
agency with child, -
in accordance with
criteria agreed upon

. by agency and ex-
change

E. when T/TA session/
package is delivered

P

~ L]

F.see A - D above

z




oy
s

where tot. cost.of
advocacy /public
relations = (tot.
staff time spent
from case record)
x (Adj. Base
Service-Hour
Cost

avg. cost is added
to bill for various
components according
_to following distribu-

tion:

-

Recruitment - 10%

Match - 25%
Listing - 20%
Recruited/
Prepared
Family - 45%

I'd




1
3

P "

A

w

[

T

FRSSE

\ .
)
4
.
’
.
»
- . i
-
I'd
"
”
-
.
,
X
»
o
. ”
: .




* WODEL ADOPTION EXCHANGE PAYMENT SYSTEH .
.. Figure 1
) Include Time Spent *  Case Activity Record L
' For Al Categories . client No.
\ That Apply Check One Only .

pate JWorker | 1 2 3 4 S 3 ? 8 o l1o0l11 |12 )13 )14 1516 |17} 18 activity Description PP'r P’ Comp

. { .
Y
’
ACTIVITY KEY: 1 = Pace-to~Pace Contact . DESCRIPTOR KEY: 6 = Obtaining of Photos COMPONENT XEY: A = Registration Services
- (Group or Individual) 7 = Ppreparing Materials For . B = HMatching Seryices .
2 = Case Preparation/ Printing r - . c = Listing Services
Dictation 3 . 8 = Publicity-Related D = Recruitment Services
3 = Written Coxrrespondence ) 9 = Court Testimony g = ftraining/Technical
4 = Telephone-Related 10 = Information Referral Assistance
S = Travel-Related i . 11 = Advocacy/Ombudsmanship ' F = Mvocacy/Public
- 12 = Review of Exchange Books Relations
13 = Search of Registrations ..
14 = Completion of Registration PP = Placcment Pending

) Information . PM = Placcment Made
updating of Information .
Referral of Family(ies) and .
child(ren)

17 = Contract Negotiatians

Removal of Case Prom Active Status

ok
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r 2 Figure 2

Model . dp})tion Exchange Payment System . .
ime-Recording Instructions ’

ty Record

A. GENERAL RULES

1. Time recorded on case-by-case or individual basis
" 2. Time A'x-'ecorded according to separately identifiable "encounters"
3. Time recorded in 15-minute increments (15, 30, 45, etc.)
4. Time recorded according to discrete components and elements -

-

B. DATA RECORDING PROCESS

: - 4‘ . . .
Step 1: Record client number (or name) at top of Case Activity

‘Record in the space provided. Be certain to include
similar information on all continuation sheets as well.

Step 2: , Enter date of service activity and worker's initials.
. Typically, 'a single individual or worker is assigned -
responsibility for tracking progress on a given child
or family registered on the.exchange. However, actual
practice indicates that different workers may perform
exchange-related activities on behalf of children for
which they do not have primary tracking responsibility.
This might be particularly true for exchanges that operate
with different staff (perhaps volunteers) on different
days of the week. Thus, there is'a need to record the
worker's initials to reflect this activity on the part of
multiple individuals. If nore than one encounter (con-
tact) occurred for the case on a giyven day, record each
encounter on a separate line.
3 .
Step 3; Referring to the Activity Key at the bottom left-hand
side of the Case Activity Record, record all direct
- service time spent in 15-minute increments in blocks
1 through 5, one encounter (contact) per line. Often,
* an encounter will involve more than one activity as
reflected by the Activity Key. If a particular encounter
(contact) involved more than one activity (face-to-face
contact, case preparation; written correspondence, etc.), ,
indicate this situation by recording the time spent (in
15-minute increments) for each of these activities in the
appropriate blocks.

48
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Step 5:

Step 6:

SteE 1:

Figure 2
(Continued) .

<

‘
-

Referrjng to the Descriptor Key at the bottoin middle

of the¢/ Case. Activity Record, place a check in the box.

whigh most clearly and accurately describes the nature

or purpose of the encounter (contact). Do not check
more than one box for a given encounter. If the en-
counter involved different types of activity as reflected in
the Descriptor-Key, use a separate line on the Case
Activity Record for each.

Include a brief description of the encounter in the
space provided. Abbreviations may be used as long
as they are readily decipherable at a later date.

», .
Indicate by placing a check in the appropriate category,
whether or not a pending placement or actual placement
was made.

" Select the comporent from. the Component Key list which

best describes the service delivered. Use the Model

Adoption Exchange Payment System Component Service

Definitions to assist you where necessary. One component
er line. If the encounter (contact) involved different

component activities, use a separate line on the Case

* Activity Record.for each.

General Activity Record

3

DATA RECORDING PROCESS

»
. -

Record worker name at top of General Activity Record
in the space provided. Be certain to include similar
‘information on all continuation sheets as well.

'Enter date of activity. If more than one general or non
case-specific activity occurred on a given day, record
each on a separate line on the General Activity Record.

¢

Referring to the Activity Key at the bottom left-hand side
of the General Activity Record, record all non case-~specific
or general time spent (in 15-minute intervals) in blocks 1
through 4 of the form. One encounter (e.g., training

Reession, fund raising meeting, court appearance, etc.) per
line. Often an encounter will involve more than one activity
as reflected by the Activity Key. If the encounter involved
more than one activity (e.g., face-to-face contact, case
preparat‘ion, written correspondence, etc.), indicate this
situation' by recording time spent (in 15-minute intervals)
for each of these activities in the appropriate blocks on

the same .line.

_.
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~ Figure 2 ‘ -
(Continued)

- Step 4: Referring to the Descriptor Key at the bottom middle
of the General Activity Record, place a check in the
box which most clearly and accurately describes the
nature or purpose of the encounter (contact). Do not
check more than one box at a time. If the encounter
Involved different types of activity as reflected by
categories 5 - 16, use a separate line on the General
Activity Record for each.

Step §5: . Provide a brief description of the encounter (contact)
in the space provided. Abbreviations may be used as
long as they are readily decipherable at a later date.

Step 6: Select the component from the Component Key List .
which best describes the service category under which
‘the general or administrative time falls. Use the Model
Adoption Exchange Payment System Component Service
Definitions to assist you where necessary. If the en-
¢ounter (contact) relates to different component activ-
ities, use a separate line on the General Activity Record
for each. In those instances where no clear-cut decision.
can be made regarding the most appropriate. component
code, select the "Other" category. Use of this category =
should, however, be restricted to those activities which
absolutely defy classification using the components of
the Model.Adoption Exchange Payment System.

* FINAL NOTE *

e

The purpose of the time recording is not simply an exercise in data

collection. Rather, it is intended to provide detailed and comprehen-

sive information on the actual costs of providing exchange-related

services, as well as empirical data from which appropriate case man-

agement decisions can be made. Do not spend inordinate amounts of

of time pondering which category a particular activity fits under.

Use your best judgment in selecting reporting categories. The

single most important aspect of the time-recording process is that

you capture the total time spent per case (child or family). d




Figure 3 :
Model Adoptionl Exchange Payment System

Activity and Descriptor Codes

1. Case Activity Record

Key No. ‘ Brief Description
1 In-person contacts with clients, collaterals, agenmes,
‘ ete. on behalf of a child or family officially registered
. on the adoption exchange.
2 Time spent in preparing/reviewing/updating the case

) . of a child or family officially reglstered on the adop-
tion exchange.

3 Formal written correspondence (letters, memoranda, etc.)
prepared on behalf of a child or family offlclally regis-
tered on the adoption exchange:

4 The making/receiving of telephone calls on behalf of a
child or family officially registered on the adoption
exchange.

5 . Travel time (local or otherwise) associated with the case

of a child or family officially registered on the adoption
xchange. ,

'ime spent in arranging for the taking of photographs

of children or families officially registered on the adop- .
tion exchange for whom listing in (an) exchange book(s)

is intended.
Fy

7 ‘ : .
Preparing written co% and securing of photographs of
children or families o cxally registered on the adoption

exchange for whom listing in (an) exchange book(s) is

intended.

3 Time speq;c in developing an appropriate publicity pro-
gram designed to facilitate the recruitment of (a) pro-
spective adoptive family (ies) for (a) child(ren) officially
registered on the adoption exchange.

9 . Preparation for and presentation of court testimony on )
behalf of (a) child(ren) or family(ies) officially reg- —
istered on the adoption exchange.




" Figure 3 .

(Continued)
10 . Preparation and disti*ibution of information "
. (printed or otherwise) describing children-and
* . families officially registered on the adoption exchange.
11 ) *  Time spent in activities designed to support and

facilitate the placement of children officially registered
on the adoption exchange with families who have ex-
pressed a desire to adopt such children. :

12 Time spent with families in review of exchange books’
about (a) child(ren) for whom they have expressed
placement interest. Time spent in reviewing exchange
books for potential matches to supplement in-house
search of registrations.

13 Review of children and families officially régistered on
the adoption exchange for potential matches.

14 . Time spent in screening/re-screening registration »
informatipn for duplication, accuracy, completeness,
etc.

15 Time spent in ypdating case information to reflect
changes brought about by potential matches, pending
placements, placements made, requests for removal
from active status, and the like.

16, . Transmittal of notice of suggested match(es) to ageficy
with custody of child(ren) and to agency registering
the family (ies). ,

17 Negotiations surrounding purchase of service arrangements
designed to facilitate the placement of special needs chil-
: dren with families who have expressed placement interest
. for such children. ~

18 Self-explanatory.

I1. General Activity Rebord (Non Case-Specific Activity)

.

Key No. / Brief Description
¥ / ] s

Il In-person contacts (group or individual) designed to
facilitate the overall operation and functioning of
_ the adoption exchange. Any activity directly re-
.o lated to a child or family officially registered on the
exchange should be excluded from this reporting
- category.

o




Figure 3
/ (Continued) '

- s

Preparation and execution-of formal written .
correspondence (letters, memoranda, etc.) de-
signed to facilitate the overall operation and func-
tioning of the adoptian exchange. Any activity .
djrectly related to a child or family officially regis-
tered on the exchange should be excluded from this
reporting category.

The makinglrecei‘\ling, of telephone calls designed to
support the overall operation and functioning of the
adoption- exchange. Any activity directly related
to a child or family Stficially registered on the ex-
change should be excluded from this reporting ca-

tegory

Any travel (loca]%or otherw1se) designed to support the
overall operation and funétioning of the adoption ex-
change. Any activity directly related to a child or

- family officially registered on the exchange should be
excluded from this reporting category. 4

) @
Activities involved in daily orientation, review of
work assignments, .and otherwise preparing for éx-
charige-related duties and activities.

- - —— ————— b et ——————————— — " ———————— ——— T ——————— ¢ ———————————————

Preparation and distribution of information (printed

or otherwise) describing the operation of the adoption
exchange, types of children and families officially
registered on the exchange, and other materials de- °
signed to support ongoing activities of the exchange.
Information directly related to a child or family officially
registered on the adoption exchange should be excluded
from this reporting category

Any activity designed to aupport and facﬂltate the
placement of waiting children in permanent adoptive
homes.

Time spent in duties relating to the overall operation
and functioning of the adoption exchange, such as
the preparation of management and administrative
reports, review of daily activities, etec.

Participation in formal or informal training activities ¢
* designed to enhance skills or otherwise promote the
placement of waiting children in permanent adoptive

homes.

¢
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¢Continued) - - ' .
Time spent in prbviding.general information to * . .«

public groups regarding the overall operation, .

- functioning, and organization of the adoption

veloping commun ty-bfased networks desrgned to
facilitate the placement of .waiting children in-
permanent adoptive homes. .

exchange, as well as effarts on behalf of de-

-Time spZnt in mv\tlgatmg, discovering, and inter-

preting facts relating to the adoption process, inc- - o
cluding the operation and functioning of the adoption o
exchange. - . w

. T1me spent by ma pgment in overséemg the work

of staff of the adopHion exchange. _ N
Activities specifically rélated to deriving financial
support for the adoptlon ‘exchange, as well as fmancxal &
aspects of operatmg the exchange ' )
NN

Activities.designed to establish and maintain mutual ,
understanding of the goals, functions, and operations of
the adoption exchange among the various constituencies.
the exchange is designed to serve (public and private --
agencies, adoptive parent groups, caurts, etc.).

« -l

.Time spent in referring fdmilies who express an interest

in adopting children- with special needs to sources of

information designed to mee} their specific informational
needs. This activity could<#iclude the referral of fam-
ilies for adoptive study. b

* Time spent in completing the Case Activity Record and

. the General Activity Record. ~
&
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Figure 4
MODEL ADOPTION EXCHANGE PAYMENT SYSTEM 5

%

Case Activity Record
Clierit No. .
Check One Only

]

sl 6] 2] ¢ ofrofrjrajrajrajisjie 17|18 activity JDescription pp’ |PM" |Comp
v apeEN RECORDI=|=| B

N v NeLilE RECORD!™ (=1 B

v : Seprel Regs. | = [ =18

) v Pe EER MATCHES = |~ 18
v JPDAIE RECORD -1B8

. .
ACTIVITY KXY; 1 = Face-to-Face Contact DESCRIPTOR KEY:, 6 = Obtaining of Photos COMPONENT KEY: A = Registration Services
(Group or Individual) 7 = Preparing Materials For a4 = Matching Services
2 = Case Preparation/ pPrinting ¢ = Listing Services
Dictation 8 = Publicity-Related D » Mecruitment Services
3 e ¥ritten Correspondence p 3 = Court Testimony g = Training/Technical
4 = Telephons—Related 10 = Information Referral Assistance
5 e Travel-Related - . 11 = Advocacy/Ombudsmanship y = Advocacy/Public
d/*—n-- 12 = Review of Exchange Books Relations
13 = Search of Registrations
) 14 = Completion of Registration PP‘ = Placcment Pending
Information PM = Placcment Mads
15 = Updating of Information
16 = Referral of Family(ies) and
. Chxld(zw .
17 = Contract Negotiations -
18 = Removal of Case From Active Status

/

_—



{ Figure 5

MODEL ADOPTION EXCHANGE PAYMENT SYSTEM

Include Time Spent Ge;eral Activity Record >
For All Categuries

That Apply
Caseworker Name:

Check One Only

2 3 4 L 6 7 8 9 Jrw 1] 12 23] 4] 15| 16 . Brief Activity Description Comp.

al
- - - —r
ACTIVITY KEY; 1 = Pacs-to-Pace Contact DESCRIPTOR KEY: 6 = Information Referral COMPONENT xz(}a A = Rejistrstion Services -
{Group or Individual) 7 = Advocacy/Ombudsmahship B8 = Matching Services
2 e Written Correspondence 8 = Systems Maintenance C = Listing Services Tt
3 = Telephone-Related L. 9 = Training-Related P = Recruitment Services
. 4 = Travel-RMelated 10 = public Information/ g 4 Training/Technical
5 = Opcrations Update - Community Development Assistar(Ce
and Review 11 « Research P = Mvocacy/Public
12 = Supervision . Relations
13 = Fund Raising/Budget G = Other
' Development '

14 = Liaison Activities
15 = Referral of Pamilies

* ‘ Por Study or Information .
16 = Time Study

.
Aruitoxt provided by Eic:

.
.

" ERIC




Figure 6

' MODEL ADOPTION EXCHANGE PAYHMENT SYSTEM

General Activity Record

Check One Only

Caseworker Name:

RIA

pate 1| 21 3| e 5|6} 7|8 |9 Jr0]21]12]13] 14} 15|16 Brief Activity Description
WfuigLf2o v ATTENDED BOARD MEETING-
- CONDYCTED TRAN NG SESSION

v

GNE RSCRUTHMENT PRESENT, |

[TAME _STUDY

PR

;]
ACTIVITY KEY: 1 = PFace-to-Face Contact DESCRIPTOR KEY: 6 .= Information Referral ' COMPONENT KEY: A = Registration Services
{Gxoup or Individual) - 7 = Mvocacy/Ombudsmanship B = Matching Services
2 = written Correspondance 8§ = Systems Maintenance » C = Listing Services
3 = Telephone-Related 9 = Training-Mslated D = DRecruitment Services
4 = Travel-Belated 10 = public Information/ £ = Training/Technical
o $ = Oporations Update Cosmunity Developsent _Assistance
. and Roviow 11 = Research ? = Advocacy/Public
12 = Supervision Relations
13 = Pund Raising/Budget G = Other
Development
14 = Liaison Activities
15 = Referral of Pamilies
rPor Study or Information
16 = Time Study




Figure 7

Model Adoption Exchange Payment System
Monthly Case Activity Report

Case Number 8501

——__..—___..__-___—____.._____..______..___..________——_——_..___________—____—____—__________.._..__—_-—____..___—____—__

___-—__-—__-—________..__..___.._——____...._..__——___—____—--—__..____—-——————_..__..____..____.._——..————_____..————______.

Worker PW
Pers. Contact .00 .00 .00 .00 .00 .00 .00 -
Case Prep. .00 : .00 .00 .00 .00 .00 . .00 .
Correspond. .00 .00 .00 .00 .00 .00 .00 L
Tel.-Related .00 .00 .25 .00 .00 .00 .25

Trvl.-Related .00 .00 .00 .00 .00 .00 .00

Worker JF

Pers. Contact .00 .00 .00 .00 .00 .00 .00

Case Prep. .00 .00 .25 .00 007, 7 00 .25
Correspond. .00 .00 .00 00 .00 00 00

- Tel-Related .00 .00 .00 .00 .00 .00 .00

~ Trvl.~Related , .00 .00 .00 .00 .00 .00 .00

_..___—..__..__.._____.._____—_____—____—____...._——_________—-—-———_——_——__..—__——___.._..___—___—_..

Where: A = Registration Services; B = Matching Services; C = Listing Services; D = Recruitment Services;
E = Training and Technical Assistance; and F = Advocacy /Public Relations
Note: - Time is recorded in quarter-hour increments. For example, 1.25 means one and one~fourth hourser

. 75 minutes.

* * K
indicates placement pending; indicates placement made




Figure 8
Model Adoption Exchange Payment System
Monthly Case Activity Report ~

Component Totals By Worker Across Cases

- e . e e . . - — ————— ———————— -~ — - - - o = A - - A —— - - . ——— - -

Component A B C D E . F TOTAL
e . - _

Worker PW 1.00 1.00 .75 1.00 .00 .00 3.75

Worker JF .00 .25 2.50 .00 .00 .00 2,75

Worker NB .00 | .00 .00 :00 .00 75 .75

TOTAL 1.00 1.25 3.25 1.00 .00 75 7.25

Where: A = Registration Services; B = Matching Services; C =,Listi;1g Services; D = Recruitment Services:
E = Training and Technical.Assistance; and F = Advocacy /Public Relations

Note.- Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours or
7% minutes. ’
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Figure 9

» |
‘ Model Adoption Exchange Payment, System ~ |
Monthly Case Activity Report . |
Activity By Description Report ‘
Activity A B C D E TOTAL
Photos .00 .00 .00 .00 .00 .00
Printing .00 .00 .00 .00 .00 .00
Publicity - .00 2.50 .00 .00 .00 2.507
Testimony .00 .00 s .00 -, .00 .00 .00
Info. Referral .00 .00 .00 <00 .00 .00
Advocacy .00 00 .00 .00 .00 .00
Book Review .00 .00 .00 .00 .00 .00 -
Search .00 .OU .00 .00 .00 .00
Registration .00 .0 . .00 .00 .00 .00
Info. Update .25 .25 .50 2.00 .00 3.00
Referral - .00 . .25 .00 .50 .00 .15
Contract Neg. .25 .00 .25 .00 .00 .50
De-Activation .00 .25, .25 .00 .00 .50
TOTAL 50 . 3.25 1.00 2.50 00 7.25

Where: A = Personal Contact; B = Case Preparatfon; C = Correspondence; D = Telephone-Related; E = Travel-

Related
Note.- Time.is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours or
75 minutes. . ¢ .
- + »
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- , Figure 10

Model Adoption Exchange Payment System:
Monthly Case Activity Report

__—-______-___—_—_——___.._-______..____-____-—_—____—_______.._____.-—__..____________-_-_..-_-

Photos .00 .00 * .00 .00 ., 00 .00 -
Printing _ .00 .00 .00 .00 7 .00 .00
Publicity .00 .00 2.50 " .00 .00 .00
estimony .00 °.00 .00 ©,00 .00 .00
fo. Referral .00 .00 T .00 .00 .00 .00
Advocacy .00 .08 .00 .00 “ .00 .00
Book Review © .08 .00 .00 .00 .00 .00
Search .00 .00 .00 .00 .00 .00
Registration .00 .00 .00 :00 - 00 .00
Info. Update .50 .50 .15 .50 ¢ .00 R £
. Referral 25 .50 00 .00 - .00 .00
Contract Neg. .00 .00 00 .50 .00 .00
De-Activation 25 ——25 .00 . .00 .00 00
TOTAL 1.00 1.25 3.25 1.00 .00 .75

——-—-——--—-\-—---—_-.._—_——_——-———-——.A-—_——-_——_-——-——_-——-—_-—-————-—--_-—-—-_---

“E = Training and Techmical Assistance; ‘F -=- Advocacy /Public Relations

e - ——— - ——— -

~_ Where: A = Registration Services; B = Matching Serﬁées; C = Listing Services; D = Recruitment Servi¥es;

Note. - Time is recorded in quarter-hour increments. For example, 1.25 means i{le' and onc-fourth hours or

75 minutes.

A




‘ngure 11

Model Adoption Exchange Payment System.
Monthly Case Activity Report ¢

Activity By Component Report

Y.« S SR e L L L L D L Lttt T e T L L L e L b
mponent - A B C D E F TOTAL
, TTTTTTTTTTTTSssossssssssssmmTmmmmmssseeees ST TTTmomoomm T
, Personal Contact 25 .00 .00 .25 .00 .00 .50
Case Preparation .00 .50 2.50 .25 .00 .00 3.25 ,
Correspondence .25 .00 .00 .25 .00 .50 1.00
Telephone-Related .50 .75 .75 .25 .00 .25 2.50
Travel-Related .00 .00 . .00 .00 .00 .00 .00

e e e - " = - = —— - S~ = & e = T = S L = e e S S S S e s m S S

- ——— - - —— - ———— -

Where: A = Registration’ Services; B = Matching Services; C = Listing Services; D = Recruitment Services;
E = Training and Technical Assistance; and F = Advocacy/Public Relations

i

Note. - Time is recorded in quarter-hour increments. For example, 1.25 means gfie and one-fourth hours or
75 minutes. '

IS . N ’
.




Figure 12
)
Model Adoption Exchange Payment System
Monthly Case Activity Report

Case Summary

Where: A = Registration Services; B = Matching Services; C= Listing Services; D = Recruitment Services;
E = Training and Technical Assistance; and’'F = Advocacy/Public Relations - '
H .
Note. - Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours or
75 minutes. ‘ .




Figure 13A

Model Adoption Exchange Payment System

. ' , Monthly General Activity Repeort .
, ' Activity By Component *Report For Worker PW '
Component A B C D E F G TOTAL
Personal Contact .75 .00 .00 .25 .00 .00 .00 1.00
Correspondence - 4,00 .50 .00 4.75 .25 .00 .00 9.50
Telephone-Related .25 .00 .00 .00 .50 50 . - .00 1.25
Travel-Related .00 .00 .00 . .00 . .00 .00 - .00 .00
TOTAL 5.00 30 .00 5.00 75 50 00 11.75

___—__———___—_______.._______________——-—-———————_—-—————______—_______..____________———_______————.._____

’ Where: A = Registration Services; B = Matching Services; C = Listing Services; D = Recruitment Services;
' E= Training and Technical Assistance; F = Advocacy/Publit Relations; and G = Other

Note. - Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth hours
or 75 minutes.




S
- Figure 13B
Model Adoption' Exchange Payment System
* Monthly General Actiyity Report
Activity 'By Description Report For Worker PW

Descriptor A B C D E F G H 1 J TOTAL
Pers. Contact .00 .00 1.00 ,00 .00 .00 .00 .00 .00 .00 1.00
Correspond. 5.00- .00 1.25, .25 1,75 1.25 .00 .00 .00 .00 9.50
Tel.-Related .50° "™p0 .00. .00 .25 .00 .00 .00 .00 .50 1.25
Trvl.-Related .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00

TOTAL 5.50 00 2.25 25 2.00 1,25 00 00 00 50 11.75

Where: A = Information Referral; B = Advocacy; C = Systems Maintenance; D = Training; E = Public
Information; F = Research; G = Supervision; H = Fund Raising; I = Liaison Activities; J =
Referral of Families For Study ‘

Note.- Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth
hours or 75 minutes.
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- Figure 14A

Model Adoption Exchange Payment System
Monthly General Activity Report

Activity By Component Report - All Workers

- ——— > = > > = —— ——— T —————— o T T —— — T — —— —  — ———— ——— —— — —  — ——— —— — ———— — — ——— ————— " ——— - = = = —— - -

Component A B C D E F G TOTAL
Personalyontact 1.50 .00 .00 .75 .00 .00 .00 2.25
Correspondence . 4.00 .50 .00 4.75 .25 .00 .00 9.50

' Tel O‘Related 025 000 000 . 00 . 50 . 50 .UU 1- 25
Trvl.-Related .00 .00 .00 .00 .00 .00 .00 .00 J
TOTAL 5.75 50 .00 5.50 75 50 .00 13.00

-~ - - o > o> o ——— " ————— ———— T ———— T —— ————— — —————— — — — ——— ——— —— — —~ T " T — — ——— — - ———— —— ———————— " = = - — ]

-~ ,

Where: A = Registration Services; B = Matching Services; C = Listing Services; D = Recruitment
Services; E = Training and Technical Assistance; F = Advocacy/Public Relations; and G =
Other ,

Note. - Time is recorded in quarter-hour increments. For example, 1.25 means one and one-fourth
hours or 75 minutes.




Model Adoption Exchange Payment System
Monthly General Activity Report

Figure 14B

Activity By Descriptién Report - All Workers ‘

__—-__——______.._________—__..__________—__——_——_—__—__________—___—__——__________._—__——__——_______-

Descriptor A B C D E F G H I Jd TOTAL
Pers. Cont.. .00 .00 1.00 .00 .00; .00 1.25 .00 .00 .00 2.25
Correspond. 5.00 .00 1.25 .25 1.75 1.25 .00 200 .00 .00 9.50
Tel.-Related .50 .00 .00 .00 .25 .00 .00 .00 .00 .50 1.25
Trvl.-Rel. .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00

TOTAL 5.50 .000 2.25 25 2.00 1.25 1.25 00 00 50 13.00

___—_____..__..___-.——__——_—_—..__________________.._________________________—_—______.-______-___—___...

Where: A = Information Referral; B = Advocacy; C = Systems Maintenance; D = Training; E = Public
Information; F = Research; G = Supervision; H = Fund Raising; ? = Liaison Activities; J =
Referral of Families For Study :

Note. - Time is recorded in, quarter-hour increments. For example, 1.25 means orie ‘and one-fourth
hours or 75 minutes. :




' PART IV
- Appendices




- APPENDIX A

-

s

- Standard Instructions -
For Compu'ting Adoption Exchange

Expenditures
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ADOPTION EXCHANGE OPERATING EXPENSES
(From Latest-Complete Fiscal Or Calendar Year)

* SALARIES AND WAGES -

1. Personnel Working Directly With Cases

(3]
. .
N N

2. Personnel Working Indirectly Wlth~Cases

3. Total Salaries And Wages 3. §

PAYROLL TAXES AND EMPLOYEE BENEFITS - -

—_

4. FICA 4. $

5. Unemployment Insurance 5.8 %;

6. Life Insurance 6. $

7. Health Insurance 7. $

8. Retirement & 8. §

9. Workmen's Compensation 9. §

10. Total Payroll Taxes And Employee 10. $
Benefits

TRAVEL EXPENSES

11. Personnel Working Directly With Cases 1. $

12. Personnel Working Indirectly With Cases 12. %

13. Total Travel Expenses 13. $

BUILDING EXPENSES

Rental/Lease Depreciation

Office Areas ’ Expense Expense
Occupied By Personnel Working Directly 14. $ 15. $
With Cases
Occupied By Personnel Working Indirectly 16. $ 17. $
With Cases
Common Space Areas i 18. $ 19. $
920. Total Building Expenses (Sum of Lines 20. $
" 14 - 19)

ALL OT‘HER EXPENSES

21. Utilities ' a 21. $
22. Telephone 22. %
23. Office Supplies 23. $
24. Contracted Outside Services 24, $
25. Central Office Overhead 25. $
~
X 30




.

—
-~ .

/s

. . o
. 26. Servicé Expenses Not Previously 26. $
Specified
27. Total’ Of All Other Expenses 27. §
- . , »
28. TOTAL EXCHANGE OPERATING . 28. %
EXPENSES '

(Sum of Lines 3 + 10 + 13 + 20 + 27)
NOTES

SALARIES AND WAGES

Enter the total gross amount of salaries and wages related to a?ioption exchange
service before taxes and other items are withheld, including deferred compensa-
tion, overtime, incentive pay, and bonuses. This amount is to be computea for

each individual in the above-mentionned categories, according to the percentage
of time he or she spends mn adopyon exchange services

PAYROLL TAXES AND EMPLOYEE BENEFITS

A

. Enter only the amounts related to adoption exchange service. These amounts
are to be completed for each individual according to the percentage of time he/
she spends in adoption exchange services.

BUILDING EXPENSES

’

All adoption exchange building expenses shou]d\bQ computed on the basis of
square feet of area occupied.

I!Jepreciation Expenses colump.” Allowable depfeciation expense includes
only pure straight-line depreciation .

Common Space Areas. ,Enter the amounts of rent/lease/depreciation corres-
ponding to the square footage of hallways, lavatories, or other common
space areas not included in previous items, weighted according to the
percentage of office area occupied by the adoption exchange.

3 _
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» ELEMENTS FOR THE ESTIMATION OF A SER\LLQ%OUR COST FOR ADOPTION
EXCHANGE SERVICE USING CONTRACTOR'S CURRENT FISCAL YEAR DATA

! _ S

Contractor's Current Fiscal Year:

X Beginning Date / / Through
, Ending Date / /S N

s

Estimate of the Total Number of Hours to Be Paid to Personnel Involved in
Adoption Exchange Service During Contractor's Current Fiscal Year:

[N

v

CATEGORIES Total Number Of Hours Paid
L ’ 11 111
] " 'Personnel Working Directly With Cases .
Personnel Working Indirectly With Cases
Sum of Above Lines ’ , 1)1
= /

I
I1
111

Adoption Exchange Service Only |
Not Related To Adoption Exchange Service
+ Vacation, Holidays, Sick Leave, Etc.

. Facility Square Footage During ‘Contractor's Current Fiscal Year (Covered
- and Enclosed Areas Only)

1. Total Square Footage of Office Area Occupied By Sq. Ft,
Exchange Service -
¢ « 2. Office Square Footage Unrelated To Exchange Services Sq. Ft.
3. Square Footage Of Common Space Area : Sq. Ft.
4. Total Facility Square Footage | Sq. Ft.
. - R \ —_—
s
/
” v
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~ Annual Casework Hours Worksheet - - - -
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Annual Casework Hours Worksheet

Worker % Time Annual Work

Productive _  Annual
Name X Days - -Hours - Hours
. N

O =TI U o O N
Ed
°

Totals

»

Note. When computing the total annual casework hours, the sum of the annual
casework hours for worker # 1 + worker # 2 + ... + worker # 20 should
equal the product of (sum of % tige) x (annual number of work days) x

(number of productive work hour

L]




