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DDS TRAINING REQUIREMENTS

FOR DIRECT HIRE EMPLOYEES

[image: image1.png]





State Of Connecticut

Department of Developmental Services




IFS MANAUAL – APPENDIX M



PROVIDER QUALIFICATIONS AND TRAINING VERIFICATION RECORD

For Employees Hired Directly by Individuals and Families

	Name of Employee:     
	Name of Individual Receiving Services:      


	Case Manager:     



IFS Waiver Services To Be Provided (please check all that apply:)

	 FORMCHECKBOX 
  Personal Support

 FORMCHECKBOX 
  Respite

 FORMCHECKBOX 
  Supported Employment (group or individual)

 FORMCHECKBOX 
  Individualized Home Support 

 FORMCHECKBOX 
  Individualized Day Support
	 FORMCHECKBOX 
  Adult Companion Services

 FORMCHECKBOX 
  Consultative Services

 FORMCHECKBOX 
  Interpreter Services

 FORMCHECKBOX 
  Transportation

 FORMCHECKBOX 
  Independent Support Broker
 FORMCHECKBOX 
  Individual Goods and Services


PART 1: PRE HIRE STANDARD REQUIREMENTS

	Requirement Timeframe
	Standard Qualifications, Competence or Training Required 
	Date

Verified by the FI

	Information to be Reviewed By the Employer with the Job Candidate

PRIOR TO EMPLOYMENT


	The job candidate must meet the required age for the waiver service to be delivered.

· 18 Years of Age for most waiver services

· 16 Years of Age (*in home Respite only-with no driving of consumers) 

· 21 Years of Age (Supported Employment Only)
	(W9)



	
	The job candidate must pass all Criminal Background Policy and Requirements
	(Criminal Background Check documentation)



	
	The job candidate cannot be hired if listed on the DDS Abuse and Neglect Registry Check  
	(Registry Check documentation)



	
	The job candidate must pass all the Driver’s License Check Policy Requirements if driving is a job requirement
	(Motor Vehicle documentation)



	
	The job candidate must be proficient in English and other languages as required, understand cultural nuances and emblems, understands an interpreter’s role (Interpreter Services Only)*
	(Employer Interview)



	
	The job candidate must meet all Professional Licensure/Certification or Appropriate Training as Required (Clinical Behavior Support and Health Care Coordination Services Only)*
	(License Documentation)



	
	The job candidate must meet the Independent Support Broker 

Requirements as Applicable (* Independent Support Broker Services Only)
	(Resume)



	
	The job candidate must demonstrate an ability to Complete Record Keeping
	(Employer Interview)



	
	The job candidate must demonstrate an ability to Communicate Effectively with the Individual and Family 
	(Employer Interview)



	Fact Sheets
	The job candidate must verify that they have read and understand the following DDS Fact Sheets:

· Approved and Prohibited Physical Management Techniques 

· Incident Reporting 

· Individual Planning
	(Job Candidate Signature on this form)



	
	The job candidate must verify that they have read and understand the False Claims Act Procedure.
	(Job Candidate Signature on this form)




PART 2: ADDITIONAL AND SPECIFIC REQUIREMENTS (As Identified In The Individual Plan)

	Additional and Specific Competence or Training to be Completed by an employee if required in the IP (if applicable)
	Employer Notifies Job Candidate of Training Completion Requirement Timeframe (()
	Date Verified  

	Medication Administration (*if required by policy/procedure)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	(Training Certificate)

	Positive Behavior Supports (*if restraint is required)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	(Training Certificate)

	Other Training Required in the IP:

     
     
     
     
     
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	     
     
     
     
     
     

	(Employer Interview or Training Certficate as required)


I have reviewed all of the Pre-Hire requirements listed on page 1 and 2 of this document with 

(_____________________________).  

Name of Job Candidate

        Signature of the Employer




Date



I have reviewed all of the Pre-Hire requirements listed on page 1 and 2 of this documents listed above with my potential employer and understand the information that has been presented to me.  I also understand that I cannot begin employment until my employer’s FI has verified that I have met all of the Pre-Hire requirements.


        Signature of the Employee




Date

* 90 Day CDS E-Learning Learning Requirements

Your employer’s FI will send you information about how to access the CDS E-Learning system 

once your Pre-Hire requirements have been verified. 
PRIOR TO EMPLOYMENT





 Read the following documents. 


  


Individual Planning Fact Sheet 


Incident Reporting Fact sheet 


Physical Management Techniques Fact Sheet


False Claims Act Procedure





Complete all additional pre-hire training that has been required in the IP. 





Have your employer sign the Provider Qualifications and Training Verification Record form that you received in your new employee packet. You cannot begin your employment until your employer has submitted this signed form to their FI.











WITHIN 90 DAYS OF YOUR START DATE





4.  Complete the following College of Direct Support (CDS) on line lessons within the first 90 days of the start of your employment.  These lessons are found in the following four online modules:  





Direct Support Professionalism


Maltreatment of Vulnerable Adults and Children 


Individual Rights and Choices


Safety at Home and in the Community 





5.  Have your employer sign the New Hire E-Learning Verification form when you have completed these lessons.  Your employer will then submit this form to their FI to authorize payment of the CDS training stipend to you.  Once the FI has checked the CDS system and verified that the lessons have been completed successfully they will send you a training stipend of $180.00 in your next check.  If you do not complete all CDS training requirements within the 90 day period, your employer is not allowed to approve any additional hours of work for you. The FI will not process payments for any hours worked after the 90 day period, if the CDS training has not been completed.





*Previously Completed Training:


CDS Training:  You only have to complete the CDS training one time.  If you have already completed the CDS requirements, print out your transcript and ask your employer to give it to their FI.  


Agency Training:  If you have completed comparable training through work you have done with an approved DDS provider agency, ask your employer to provide you with a Comparability Form.  An administrator of the approved DDS provider agency where you completed the comparable training must sign this form and attach copies of your training record.  Your employer’s FI will waive the CDS requirements when they receive a valid CDS transcript or a valid signed comparability form.  












