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RMTS Changes as of 7/1/2024

• Beginning 7/1/24, RMTS must be conducted 
year-round

• Response grace period: two (2) business 
days from the assigned moment date and 
time

• Addition of participant narrative 
documentation
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DMAS-UMass Materials Updated

Already posted on DMAS website:

• Dates & Deadlines document includes Q1 FY25 RMTS deadline

• RMTS Instruction Manual

Will be posted on DMAS website soon:

• Step-by-Step Handbook for RMTS Coordinators

• Participant’s Quick Reference Guide

Will be posted on UMass RMTS website(s) by mid-June:

• Participant’s Online RMTS Training Video
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Training for RMTS Coordinators

Register for RMTS Coordinator Virtual Training:

Same training, offered twice:

▪ May 13 11:00-12:30

Registration link: 
https://doe-virginia-gov.zoom.us/meeting/register/tZcrcu6sqT8pE9wu_MympN-77-Bii6IuFaYu

▪ May 21, 9:00-10:30

Registration link:
https://doe-virginia-gov.zoom.us/meeting/register/tZYtce6vpz0jEtH4wE71zWZK7EWpmRynUlUK
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Financial Impacts

• Reduced grace period improves accuracy of responses

• Reduced grace period experience in other states actually increases participation rate 
because people don’t delay and lose track

• Narrative improves accuracy of responses and provides greater chance for UMass coding 
staff to recognize reimbursable activities without follow-up messages

• AAC reimbursement should benefit from no longer missing all the MAC activities that tend 
to occur at the beginning of each school year

• Direct service reimbursement should benefit from capturing direct service time during ESY, 
when providers are less likely to be attending IEP meetings and doing “duty” periods that 
are non-reimbursable

• DMAS will be increasing the ‘oversample” percentage of moments during Q1 only to be 
30%, due to anticipation of schedule variations and leave time resulting in more missed 
moments than usual.
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Operational Impacts

• Q1 has roughly the same number of working days as Q4

Random peek at a few 2023-2024 school calendars, looking at 
“teacher workdays” only (so this considers the majority of participants, 
but not all):
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Quarter School 1 School 2 School 3 School 4

7/1-9/30 35 44 39 37

10/1-12/31 53 50 53 52

1/1-3/31 59 63 57 56

4/1-6/30 38 40 38 38
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Preparing the Q1 RMTS Participant List
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Communication with HR/Talent 
Management

• June 7th deadline for Q1 RMTS staff list

▪ So, when will you need information about any new hires? (don’t forget 
about your Admin Only participants)

• Is HR/Talent Management the correct place to go to find out which 
related service providers will be working during ESY?

▪ If not, where will you find out this information?

– Leads?

– Supervisors?

– Directors?

– ESY Coordinator?
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Adding New Staff

If adding new staff whose information isn’t complete by June 7th, some 
options:

• If staff have not yet been assigned an Employee ID number, can let 
RMTS system randomly assign a UMMS number temporarily, and 
change it later. (Note: changing an employee ID requires UMass help 
– just send the information to the RMTS help desk when you have it).

• If staff don’t have an email address assigned yet, can add your best 
guess at what it should be, and correct when you confirm later. Email 
addresses are ‘real time’ updates that you can make at any time.

• Checking licenses: Will this information be obtained in the “normal” 
process, or will you need to do some online look-ups?
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Adding New Staff

Also okay to hold on adding new staff if information is incomplete.  The 
requirement is to add staff to the first RMTS quarter that you can after 
their “effective date,” so if you don’t know about the new person until 
after June 7th, you’ll add them to the Q2 participant list.

• Reminder to check funding sources as they may change as of 7/1
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Preparing your Participants
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Preparing Participants - Communication

Communication is key! 

Here are some things to consider when drafting your communications: 

• Communicate division expectations for participation and training

• Share what has changed about RMTS

▪ Q1 Moments in effect starting 7/1

▪ 2-day response window

– This is based on division’s business days, not individual work schedules

▪ Narrative requirement

– Be careful about appropriate level of detail and avoiding acronyms

– Remind staff not to share actual names
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Narrative
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Unless the participant indicates that they were not working at the 
assigned date/time, they will be prompted to provide a brief narrative 
after answering the questions.
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Preparing Participants – Communication

• Remind about annual CMS Training video requirement

• Provide instruction on what to do:

▪ If taking vacation/other leave

▪ If need assistance 

– Consider whether the “normal” contacts/support at your division might work 
different summer schedule

▪ Remind how to reach UMass help desk 

▪ Share the Quick Reference Guide
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Communication Timing
• Participation in Q1- communicate what to expect for RMTS starting 7/1/24

▪ Communicate with them about the changes to RMTS prior to end of school 

year 

▪ Staff returning at beginning of school year- Remind staff prior to receiving 

moments or at beginning of year PD what has changed

▪ New staff- provide a complete training on RMTS

• Beginning of quarter

▪ Communicate with staff who will be new to the time study and let them know 

to expect the “Welcome” email from the RMTS system

• Throughout the year

▪ Communicate any changes in the process, updates from UMASS, and 

reiterate school division expectations
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Communication Timing

• Expiration emails

▪ Follow-up with providers so that they know the email is legitimate 

▪ Let them know these are not junk or phishing scams

▪ Remind supervisors and school-based admins about the importance of participants 

responding

• Request for Added Detail emails

▪ Follow-up with providers so that they know they are expected to respond

▪ Let providers know where to find the question from RMTS staff and what not 

responding means for your division
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Communication Examples
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Communication Examples
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RMTS Trainings

• Annual CMS required training

• LEA supplemental RMTS trainings

• Beginning of the year trainings and PD

• New provider meetings

• Provide PD/licensure points for completing Annual CMS training

• Provider meetings throughout year
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LEA Supplemental RMTS Trainings

When designing your supplemental RMTS trainings, please consider including the following:

• Explain what RMTS is, why they are included as a participant, why it is important to 

participate, and the financial impact RMTS has on reimbursement 

• School division expectations

• Annually required CMS training

• LEA contact for troubleshooting issues with accessing or completing RMTS

• How to contact RMTS for technical help (password issues, issues with website, error messages, 

etc.)

• What to do when staff will be out on extended leave

• Service specific Vignettes 

• UMASS provided pie charts
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RMTS Training Compliance
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Participant Training

Annual CMS Training

• Review new training eff 7/1 (regardless of when they last took prior 
training)

• Group setting – take attendance and email to UMass

• We have combined 2 former trainings (optional + required) into one 
required training at about 20 minutes run time

• Monitor your staff’s training compliance
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Monitor Training Compliance
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Monitor the Training Documents 

Viewed Report, from the Online 

Training Menu / Section

Filter for Time Study Participants, date range (max. 1 year) and Training Material:
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Training Documents Viewed Report
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Staff must certify that they 

completed the training

People who attempted, but 

failed to certify are listed first
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Participant Training Compliance FY24

So far during the current school year, Virginia’s statewide training 
compliance is 44.7%

Of the 4,735 who have not started the training, 3,014 were assigned 
moments so far this year.
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Training Status

Count of 

Participants

% of 

Participants

Certified, Completed 4,326 44.7%

Attempted, Not completed 614 6.3%

Not Started 4,735 48.9%

Total Participants 9,675
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Work Schedules
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Work Schedule Set-up

• Set-up your School Division Calendars FIRST, to establish the 
“business days” for your division for the entire year. Although 
calendars can be updated quarterly, remember that the Division 
calendar only pre-populates down to the work schedules ONCE, 
when you initially generate the work schedules. So carefully set your 
division calendar for the whole year now.

• Work schedules: The only scheduling information that is being 
“locked in” by June 7th is for the July-September quarter.  All other 
information can be changed ahead of the subsequent quarters.

▪ Plan to do a robust review and update by September 6th.

• Reminder: division calendar sets ‘business days’ for calculation of the 
grace period.
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Work Schedule Example #1

Is it easier to set up “ESY” schedules for Q1, then update the 
participants to their “regular” schedules for Q2?

Advantages:

• Only need to “modify shifts” and do adjusted set-up for Q1 on the 
ESY calendars.

• Makes it easy to “spot” participants whose schedules need updating 
when working on Q2 because can name schedules “ESY…”

• Allows additional time to determine final schedules for Q2 without 
needing to generate all Q2/”regular” calendars until Sept. 6th.
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Work Schedule Example #1
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Set ESY start & 

end times 

globally

Set “regular” 

start & end 

times by 

Modifying Shifts 

(only set-up Q1)
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Work Schedule Example #2

Do you prefer to configure existing schedules to include ESY days and 
times for Q1?

Advantages:

• Won’t need to “move” staff into new schedules for Q2, but still will 
need to review the schedules and update as necessary.

• May minimize updates that you need to make when preparing for Q2.

30

https://www.dmas.virginia.gov/for-providers/school-based-services/



© 2023. The consulting and operations division of UMass Chan Medical School. Confidential

Work Schedule Example #2
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Set “regular” 

start & end 

times globally, 

so will apply to 

whole year

Set ESY start & 

end times by 

Modifying Shifts
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Work Schedule Example #3

For staff who work year-round, everything is the same, except you 
can’t ignore Q1 when doing the set-up.
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You can “modify 

shifts” for 

summer periods 

if these staff 

work different 

hours in the 

summer.
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Schedule Tips

• 12-month people – paid time off (i.e. vacation) should not be 
excluded from moments – should submit Change of Status (COS)

• Naming convention - can be helpful for easy identification of the 
schedules

• Schedules should reflect ALL working time but also ONLY working 
time
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Impact of Inaccurate Schedules

• So far this school year:

▪ Virginia has lost 6.45% of moments to “Not Paid Time” (i.e. the person 
was not working at the time, and was not on any type of paid leave time)

▪ Results from all FY24 moments from Q2 & Q3 combined from all pools:
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Moment Status Count of Moments % of Moments

Answered & Paid Time Off 14,957 86.49%

Left / LOA (from a COS) 241 1.39%

Expired (not answered) 979 5.66%

Not Paid Time 1,115 6.45%

Total 17,293 100%
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Impact of Inaccurate Schedules

Percent of Moments resulting in Not Paid Time:
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% of Not Paid Time 

Moments

# of School Divisions

>15% 7

10 - 14.99% 8

5 - 9.99% 31

4 - 4.99% 9

2 - 3.99% 14

< 2% 40



Questions?
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