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What is Direct Hire Documentation and why 
do we need to do it?

CT’s waivers have always required documentation 
of any supports and services provided or funded 
by DDS. The documentation needs to match the 
person’s Individual Plan (IP) and the expectations 
of the person and their Personal Support Team. 

In order to receive funding from the federal 
government the state must be able to demonstrate 
that we are doing what we say we will do in each 
persons IP



WHAT’S NEW?

• Consistency in Timesheets
– The FIs will be using the similar formats

• Documentation will be on the timesheet 
that reflects the IP Action Plan

• Employees will be clearer about their 
responsibilities and they will document 
their supports weekly on their 
timesheets



WHAT’S NEW?

• Employers will have documentation at 
their fingertips – on the timesheet!

• Easier to monitor progress
• Provides consistent documentation for 

case managers and brokers
• FIs will have back-up documentation of 

progress



How Will Direct Hire 
Documentation Work?

• Each direct hire staff will be required to read the IP 
Actions Plan of the person they support

• They will need to know and understand what 
outcomes in the Action Plan section (IP.5) of the IP 
that they are responsible for supporting

• Staff will enter comments on the bi-weekly timesheet 
of what activities they did with and for the person to 
support the individual’s outcomes that are in their IP



John Doe 1234

John has recently 
moved into a new 
community, He 
knows few people 
there

John will meet 
new people in his 
local community 
and expand his 
circle of support

John has moved into 
his own apartment 
for the first time and 
would like to learn to 
pay his bills

John we be able to 
balance his own 
checkbook and pay 
his bills independ-
ently

John will join the local gym and 
workout there 2 times per week 
John will eat breakfast at O’Hares on Mondays
John will participate in community 
events, activities, and town meetings

John and Alice ongoing

John will meet with Money Bank to learn 
banking skills 2 times per month for three 
months
After 3 months John will pay bills with 
Alice’s Support

John, Money 
Bank, Alice
John, Alice

1/1/10

4/1/10

Sample IP.5



I supported John to go to the following community based activities this period, shopping, square dancing, and to the town hall 
meeting

Alice Jones

John Doe

555-1111

555-2222 9/21/09-10/4/09
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444
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John and I met with Mary Debanker  on October 2nd. I reviewed his check book with him on the 25th and the 2nd and 
assisted him in writing checks while on shopping trips for groceries and clothing.
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I supported John to go to the following community based activities this period, shopping, square
dancing, and to the town hall meeting
John and I met with Mary Debanker on October 2nd. I reviewed his check book with him on the 
25th and the 2nd and assisted him in writing checks while on shopping trips for groceries and clothing.
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What Happens Next to 
the Timesheet?

• Timesheets are faxed to the FI at the end of 
each pay period to assure payment to the 
employee

• Employers need to keep copy of Timesheets 
– Keeps documentation of employee support of the 

IP and can be used for 6 month and yearly review
– Keeps running documentation of hours of support 

which can be compared to the FI quarterly report



What Happens Next to 
the Timesheet?

• FI maintains a file of each employee’s 
timesheet

• CM/Brokers can access Timesheets, if 
not available from the employer, from 
the FI to support any documentation 
needed to reflect waiver services for 6 
month and yearly reviews



What Next??

•Case Managers complete online training

•Fact Sheet distributed, by the FI, to families/individuals     
and employees

•Begin December 1, 2009



Questions??

Contact your Regional Self Determination Director:

South – Greg McMahon – 203-294-5063
West – Beth Aura Miller – 203-805-7430

North – Robin Wood – 860-263-2449
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