Case Management Guidelines for Monitoring Family Member,

Relative or Significant Other Direct-Hires

Department of Developmental Services’ Values

We Believe:  Families are the core unit in our society, serving as a source of support for all of its members. For individuals with intel​lectual and developmental disabilities (I/DD), the role of family is unique and often central in the support and care provided across the lifespan. Because of the role that families continue to play in the lives of their family members with intellectual and developmental disabilities, policies and practices must reflect the family as part of the system of support provided by DDS. (Reference-3.2011 Wingspread Report)

We Believe:  Bringing relatives into the paid workforce is now a routine approach to providing support to individuals with intellectual disabilities.  There clearly are sound reasons for paying relatives.  Relatives often know the person best, and individuals with disabilities may prefer care from a family member.  Families provide a cadre of caring and invested individuals to the provider pool.  In rural areas, the use of family members can be essential due to workforce shortages.  Paying a relative can help stabilize a situation and permit a person to remain in a family home-delaying out-of-home placement.  DDS also recognizes that bringing relatives into the workforce can raise concerns about choice, control and conflict-of-interest.  Engaging in frank and open conversations with family members-and providing individuals with disabilities avenues to make certain their voices are heard-are critical to ensuring that paying relatives is in the best interest of the individual.  (Reference-6.2010 Caring Families…Families Giving Care:  Using Medicaid to Pay Relatives Providing support to Family Members with Disabilities)
We Believe:  A central role of DDS and its provider community is to support family members to play key roles in identifying and securing opportunities for their family members to participate in meaningful ways within their community and ensuring access to self-determined lives. To do this DDS staff and its provider communities must listen to, respect, and value family members as a key support in the lives of people with disabilities.  DDS recognizes that the challenge is to craft solutions that strike a balance between supporting the well-being of the family as a system while making sure that the individual’s basic needs and rights are respected and protected. This kind of creative accommodation of different perspectives and interests is, in fact, the same kind of balance achieved on a daily basis by well-functioning families. (Reference-Theodora Ooms, Center for Law and Social Policy)
Steps to Monitoring Family Member, Relative and Significant Other Direct Hires:  

Step #1:  Informed Choice: All support providers, including case managers, are responsible for teaching and encouraging individuals they support to self advocate for themselves and to let others know what types of supports work best for them.  All providers are also responsible for helping the individuals they support to make informed choices about the supports that are available.  Individuals who choose to self-direct their services have a choice of hiring an agency to provide supports; to use an Agency with Choice; or to hire a family member, relative, or significant other to help meet their needs.

 It is the responsibility of the IP team to assist the individual in making an informed choice about support options and hiring decisions.  The following materials are available to assist teams to learn about different hiring options: 

1. http://www.ct.gov/dds/lib/dds/waiver/hcbs_guidebook.pdf;

2. http://www.ct.gov/dds/lib/dds/waiver/dmrbook2eng.pdf; 

3. http://www.ct.gov/dds/lib/dds/waiver/choicesbook0517.pdf
These materials should be reviewed by the team and explained to the individual.  
It is important that the IP team take the time needed to adequately explore available support options.  The individual and their family members should be encouraged to visit and talk to potential support providers before a decision is made about who will be hired to work with the individual.  Individuals and families will benefit from speaking to self advocates and to family advocates who are willing to share their experiences and insights.  CMs can facilitate access to these important resources. 
Step #2:  The Individual Plan: As noted earlier, it is important that the IP team have frank and open discussions about the pro’s and con’s of hiring a family member, relative, or significant other.  When a decision is made to hire a family member, relative or significant other, the “Family Hire Form” must be reviewed, signed by the team members and by the CM Supervisor, and attached to the Individual Plan.  The Individual Plan should also describe how the individual was included in the decision-making process regarding the family hire decision (list IP section?).  The provider qualifications section of the IP must also be completed for all new hires, including family members, relatives and significant others. 
Step #3.  Individual Support Procedures:   Family Members, Relatives, or Significant Others should be reminded of the rules that govern all self-hires.   A copy of the IS procedures should be reviewed with the family hire.  A sample of the rules that the CM may want to emphasize is found below.  There may be additional rules pertinent to the individual that the team should also discuss.  

a. Support providers will not be paid for services provided prior to a budget being authorized by a resource manager.
b. Support providers can only work the number of hours that have been identified in the Individual Budget.  The Employer-of-Record is responsible for paying all employee hours that go over budget.  Individual Budget funds cannot be used to pay for non-approved hours that were worked over budget.  Exceptions to going over budget can be made in “emergencies where no natural supports area available”.   Authorization by the Self Determination Director or other regional manager is required to grant an exception to the over-budget rule.   Overpayments will not be approved simply because a family did not understand the rule.
c. Support providers can only work the number of hours that have been identified in the Individual Budget.  The Employer-of-Record is responsible for paying all employee hours that go over budget.  Individual Budget funds cannot be used to pay for non-approved hours that were worked over budget.  Exceptions to going over budget can be made in “emergencies where no natural supports area available”.   Authorization by the Self Determination Director or other regional manager is required to grant an exception to the over-budget rule.   Overpayments will not be approved simply because a family did not understand the rule.

d. Support providers, including family members, relatives and significant others cannot be paid to work over-time.  Exceptions to the over-time rule can be made in “emergencies where no natural supports area available”.   Authorization is required from the regional Self Determination Director or from another regional manager to grant an exception to the over-time rule.   In order to obtain an authorization, the family must provide detailed information to explain the nature of the emergency.  

e. Only the type of services, number hours, and rate of pay approved through the individual planning process will be authorized.   Authorized units of care may fluctuate based on the needs of the individual. All hiring decisions should be based upon the interests and needs of the individual.
f. All family member, relative, or significant other hires must comply with CDS and other DDS training required in DDS Individual Support policies and procedures.

g. All family member, relative, or significant other hires are required to report suspected abuse and neglect, as mandated reporters.

h. All family member, relative, or significant other hires are required to complete timesheet documentation which describes services that were provided to meet an IP outcome and action steps. 

i. Family members, relatives, or significant others who provide transportation services related to a specific IP goal may also be reimbursed for mileage.  Payment for mileage must all be documented in the IP.
DDS Quality Processes for Monitoring and Enhancing the Hiring of Family Members, Relatives and Significant Others
1. Training on implementation of the DDS Hiring Family Members, Relatives or Significant Others policy and procedure will occur during new CM trainings, in ongoing CM enhancement training, during regional Self Determination/Self Direction training events, at provider Leadership meetings and at Family Forums.

2. All Family Direct-Hire forms will be signed by the CM Supervisor.  

3. Team members who have a concern about a family hire may request assistance/guidance from regional Self Determination staff.
4. Implementation of the DDS Hiring Family Members, Relatives or Significant Others Policy will be audited periodically as part of the DDS Audit and Rate Setting unit process.
5. Support providers who are found guilty of fraud in connection with the supports they provide will be required to pay restitution and will be referred to the appropriate authorities for prosecution. 

6. DDS retains the right to discontinue family member, relative, or significant other hires when qualifications are not met, when there are significant concerns about Individual Support policies and procedures not being adequately addressed, when issues of misuse of funds have been confirmed, when health and safety issues involving the direct-hire have been raised, or when the consumer decides that the service from the family member, relative, or significant other is no longer needed, or desired.
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