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[bookmark: _GoBack]Roles and Responsibilities
In Home Supports
Participant Managed and Directed Services

      Family Representative Responsibilities:

· To participate in the development of	 				’s Service Agreement.
· To implement and oversee the implementation of the Service Agreement
· Complete and submit documentation as required, in He-M525 
· To recruit/assist in the recruitment of staff and respite providers to provide the in-home personal care when needed and maintain communication with the Human Resources Department regarding staffing needs.  
· To maintain communication with the involved Service Coordinator regarding satisfaction with services and other important information, ie injuries, behavioral incidents, hospitalizations, service changes, etc.  
· To maintain communication with the assigned MDS Fiscal Manager regarding the individual’s budget.
· To review and submit Attendance Sheet to MDS by the 3rd of the month following the month of service (for the month of June, the Attendance Sheet is due by July 3rd).  Submit via email to:  sdsadmin@mds-nh.org
· To complete (or review) and submit monthly progress notes to MDS by the 10th of the following month (ie: for the month of January, the progress note needs to be submitted by February 10th). Submit via email to: sdsadmin@mds-nh.org
· To review and approve employee timesheets no less than weekly.
· To collect, review and approve employee mileage and submit to MDS within 90 days of travel.
· [bookmark: _Hlk192157039]To review and approve all invoices and submit to MDS in a timely manner to allow for expedient payment to the invoicing entity.
· Complete all required trainings in accordance to State requirements, or have approved training attestation on file with MDS. 
· Ensure paid providers complete all required trainings.
[bookmark: _Hlk191900776]      Service Coordination responsibilities:
· To assist the family in the direction of Self- Directed Services including helping them to learn and comply with documentation requirements.   
· To assist families to access funding and maintain funding authorization 
· Program oversight/quality assurance, including services provided and completion of all required paperwork.
· To maintain and document contact with families at least monthly to determine their level of satisfaction with services being provided, to monitor provision of services and to ensure services are meeting the needs of the individual
· To visit the individual at least bi-annually or up to four times per year to discuss the quality of services. 
· On a quarterly basis, discuss quality and satisfaction of services. 
· To track attendance sheets, service documentation and monthly progress notes submitted in accordance with Medicaid documentation requirements.
· To assess and reassess services and needs quarterly. 
· To develop an annual service agreement and conduct review meetings in accordance with the preferences of the family and the regulations.
      Fiscal Management Coordinator responsibilities:
· Assist families to create a budget in accordance with the needs of the individual
· To provide family representative and service coordinator with monthly actuals
· Update family representative and service coordinator of any concerning regarding individual budget usage.
· To ensure receipt of all required documentation needed for Medicaid billing.
· To ensure family representative approval of invoices and mileage submitted
·  Ensure all payments are in line with service authorizations and are allowable expenses in accordance of state and federal guidelines and regulations.

I have received the Roles and Responsibilities outline and agree to perform the responsibilities in my role of family representative for: ______________________________.


												
Family Representative						           Date


													
MDS Representative      					                     Date
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