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D S P  E x p e c t a t i o n s  
( For  ALL DS Ps -  fa m ily  m em bers  &  non- fa m ily  m em bers )  

I n  o r d e r  t o  p r o v id e  y o u  w it h  s u p p o r t  t h a t  y o u  n e e d  t o  b e  e f f e c t iv e  i n  t h e  h o m e s  
o f  o u r  P e r s o n  S e r v e d  a n d  t o  u n d e r s t a n d  t h e  e x p e c t a t io n s  o f  y o u r  r o le ,  p le a s e  

s e e  t h e  in f o r m a t io n  b e lo w :  

 
D S P  S u p p o r t  R e s o u r c e s :  

W a iv e r  
H u m a n  
R e s o u r c e s :   
B r ia n  &  
T i f f a n y  

S c h e d u l in g  
S p e c ia l i s t :  
K a y la  

C a r e  
C o o r d in a t io n  
S p e c ia l i s t s  
D e ’ Z i r e ,  K y le e ,  
K a t i e ,  
S h a n t e l le ,  
M c K in le e  

M e d ic a t io n  
M a n a g e m e n t :  
K o d ie  

W a iv e r  
D i r e c t o r  &  
A s s is t a n t  
W a iv e r  
D i r e c t o r :  
N ic  &  C h a d  

I s s ues  re la ted 
to pa y roll,  
ins ura nce,  
lea v e form s ,  
etc.  

I s s ues  or  
cha nges  
with 
s cheduling 

I s s ues  with 
PS ,  other  DS P,  
help tha t y ou 
need 

I s s ues  re la ted 
to m edica tion 
or  pers ona l 
ca re 

I s s ues  with 
s ta ff 

 
M i le a g e :   H o w  t o  e n t e r  m i le a g e  i n  n o t e s  
T o docum ent m ilea ge it m us t be:  

1 .  I ncluded in the non- em ergency  tra ns port s ection in check lis t 
2 .  Lis ted in “ T o/ From "  form  

a .  E x a m ple:   F r o m  P e r s o n  S e r v e d  h o m e  t o  R o g e r s  W a lm a r t ,  S o n i c  o n  
M a s s a r d ,  a n d  b a c k  t o  P e r s o n  S e r v e d  h o u s e .   1 5  M i le s  
H e lp f u l  t ip s :   Ma k e  it B O L D  &  enter  a t the end of the notes  for  the s hift.  

E x p e c t a t i o n s :  D u r i n g  s h i f t  

• B e on tim e 
• B e a ttentiv e to pers on s erv ed 
• Focus  on goa ls  a nd da ily  s chedule  
• Ma inta in res pect for  hom e a nd fa m ily  ex pecta tions  
• E nter  notes  within 2 4  hours  of s hift – conta ct v ia  tex t or  em a il y our  C C S  if y ou 

ha v e a ny  trouble  dur ing s hift.   
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• C lock  in/ out a t s hift - conta ct v ia  tex t or  em a il y our  C C S  if y ou ha v e a ny  trouble  
dur ing s hift.  

• I f a ny  is s ues ,  refer  to ta ble  a t the top for  y our  conta ct pers on 
• Phone us e is  for  notes ,  do not s it on phone a nd s croll 

A c c o u n t a b i l i t y  A s s i s t a n c e :   I n or ienta tion,  the ex pecta tions  a re  rev iewed.   T his  
docum ent will s erv e a s  com m unica tion to re- es ta blis h ex pecta tions .    

W e will do the following to help y ou com plete thes e ta s k s  on tim e:  

• C om m unica te  m is s ing item s  throughout the week  ( C C S )  
• B la s t R em inder  on Fr ida y -  Fina lize  notes  end of week   

o C heck  y our  em a ils !  

I f  y o u  d o  n o t  c o m p le t e  y o u r  n o t e s   -  w i t h  N O  c o m m u n ic a t io n  w it h  C C S  o r  o n  
c a l l :  

• M o n d a y :  H a r d  d e a d l i n e .   N o  n o t e s  =  n o  p a y  

I f  y o u  n e e d  a s s is t a n c e ,  c o n t a c t  a  s t a f f  m e m b e r .  

I f  y o u  d o  n o t  f o l lo w  t h e  a b o v e  e x p e c t a t io n s  a n d  t h e r e  i s  a n  e s t a b l i s h e d  p a t t e r n  
o f  b e h a v io r ,  y o u  w i l l  m e e t  w it h  t h e  W a iv e r  D i r e c t o r / A d m in is t r a t io n .  

I f y ou ha v e a ny  que s tions ,  plea s e rea ch out to G ina  Ma nn,  E x ecutiv e D irector .  

 


