Self-Direction Staff Pay Attestation

Staff Name: 													
Staff Phone/Email: 											
Self-Directed Individual: 											

☐ I would like to hire this candidate, for the rates/services indicated below
☐ This staff already works for me, I would like to change their rate of pay, for the rates/services indicated below.

*Please note, the services(s) you choose must be in the budget. Please confirm rates/services with your Broker or SD Coordinator.

· Community Habilitation at the rate of $		/hour 
· Respite at the rate of $		/hour

If the rate is greater than $25/hour OR there is a raise of more than $5/hour, please indicate below justification for this rate of pay (i.e. education, experience, history, etc.)
																														

This staff person will be:
☐ Per Diem (fewer than 30 hours/week)
☐ Full-Time (greater than 30 hours/week – must have FT fringe in budget)
· Full-Time staff will be working (choose ONE) *40-hour staff must work 40 hours exactly every week. 
☐ 30-31 hours/week    ☐ 32-35 hours/week    ☐ 36-39 hours/week    ☐ 40 hours/week

☐ I have reviewed the Self-Direction Staff Position Description and Expectations Document and understand what is expected of my staff through the Self-Direction program (see pg. 2)

☐ I understand that staff can never work more than 40-hours/week and per diem staff can never exceed 29-hours/week without prior approval from Self-Direction department.

☐ For new hires only - I have reviewed the Self-Direction Hiring Process document which describes the process for onboarding of new staff

Staff – Please select which hiring path you want to take:
☐ Fully Remote – Must have access to a computer or tablet
☐ In person/Hybrid – Takes a bit longer but is better if you need a bit more support with technology

*If you have questions about either of these documents, please contact your Self-Direction Coordinator for assistance.

														
Signature of Self-Direction Participant/Designee					Date

														
Signature of Staff								Date
[bookmark: _GoBack]SD Staff Position Description and Expectations

Staff Name: 							Date: 				
Individual(s): 										
Rate(s)/Service(s): 									

Congratulations, you are now a Self-Directed staff with Wildwood! The position(s) you have been hired for is/are:

· RESPITE - This position requires only clocking in/out of Precision Care under the “Attendance” area, in real time. Your job is to give a person’s caregivers a break. Your role is to be sure the individual is safe and has fun!
· COMMUNITY HABILITATION - This is a goal-based service so you must be working on goals from the person’s Community Habilitation Staff Action Plan throughout the duration of your shift. You clock in/out in Precision Care under “Service Documentation” in real time, and then complete documentation of goals in the same area within one day of service delivery.

As part of your employment there are certain regulatory requirements and agency expectations. I understand and agree to the following:

· Staff can access all agency software programs through the Wildwood Home page at start.wildwoodprograms.org 
· All staff must clock in/out of Precision Care in real time before and after each shift
· If there are any issues with Precision Care between the hours of 8:30am-4:30pm Monday-Friday, staff must reach out to their Staffing Coordinator. If there are issues after hours, staff must contact the Community Services Staff on-call phone at (518) 640-1178 via call or text.
· For Community Habilitation, staff will complete notes within 1-day of service delivery. For best practice and where possible, staff will complete notes with the individual they work with before clocking out.
· Staff will utilize Wildwood email for all email communication. 
· Staff will not share HIPAA protected information over text message.
· Staff will clock in/out of Paycom for all training hours ONLY
· Staff will complete all required trainings in Relias and CyberHoot throughout the year. Reminders are sent to Wildwood email throughout the month trainings are due.
· Staff will respond to communication from Wildwood in a timely manner. Communication will likely be in regard to payroll, shift documentation, or trainings. It is required that staff keep in contact with Wildwood regarding the regulatory aspects of their employment, such as documentation.
· Failure to comply with EVV regulations, documentation requirements, and OPWDD required trainings will result in disciplinary action.


1 | Page

