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	Support Coordination Agency
Provider-Developed Orientation Tool



This document is an optional tool for Support Coordination Agencies (SCAs), to track the delivery of a Provider-Developed Orientation to Support Coordination Supervisors and Support Coordinators.
DDD Policy Manual Requirements
Appendix E requires that within 90 days of hire, the SCA provides an orientation for all Support Coordination Supervisors and Support Coordinators. The SCA may develop orientation materials, utilize College of Direct Support (CDS) lessons, or implement a combination of both. All topics listed in Appendix E must be included.
Agency Instructions
Indicate the orientation completed for the identified employee by using textboxes/checkboxes to identify the names of Provider-Developed Orientation lessons and/or CDS lessons used for each required orientation component.

	Important
· For Provider-Developed Orientation components, a certificate of completion or other documentation is required. Certificates/documentation should clearly note:
· The lesson name
· Date the orientation was provided
· Signature of the person providing the orientation
· Name of the person receiving the orientation
· For lessons completed in CDS, the CDS transcript should be maintained in the personnel file.



	Identifying Information

	Name of Employee:
Enter text.
Date of Hire: Enter a date.
(Orientation is to be completed within 90 days of hire.)
	Name of Support Coordination Agency Head:
Enter text.

	
	Name of Support Coordination Agency (SCA):
Enter text.



	Required Orientation Component
	Name of Provider-Developed Orientation
	Date Completed

	Overview of the Agency
	Enter text.
	Enter a date.

	Mission, Philosophy, Goals, Services and Practices
	Enter text.
	Enter a date.

	Personnel Policies
	Enter text.
	Enter a date.

	Documentation & Record Keeping
	Enter text.
	Enter a date.



	Required Orientation Component
	Name of CDS Lesson(s) Completed 
OR
Name of Provider-Developed Orientation Lesson
(Check all that apply)
	Date Completed (If more than one lesson is assigned for a component, use the date when the last lesson was completed.)

	Safety
	☐	What is Risk
	Enter a date.

	
	☐	Balancing Risk with Individual Safety and Choice
	

	
	☐	Personal Safety
	

	
	☐	Individual Safety plans
	

	
	☐	Safety in the Kitchen
	

	Safety
(continued)
	☐	Safety in the Bathroom
	(Use text field above to enter date.)

	
	☐	Safety in the Common Area
	

	
	☐	Safety in the Bedroom
	

	
	☐	Safely Enjoying Outdoor Spaces at Home
	

	
	☐	Fire Prevention
	

	
	☐	Fire Emergency Response
	

	
	☐	Fire Emergency Plans and Evacuation
	

	
	☐	Individualized Fire Safety Plans and Skills
	

	
	☐	Community Safety
	

	
	☐	Vehicle Safety
	

	
	☐	Community Transportation
	

	
	☐	Role of the DSP: Accident Prevention, Risk Assessment and Risk Management
	

	
	☐	Following Accident & Injury Policies and Procedures
	

	
	☐	Reporting Incidents and Accidents
	

	
	☐	Other – Provider-developed: Enter lesson name.
	

	Supporting Healthy Lives
	☐	Care of Common Health Conditions
	Enter a date.

	
	☐	Health Across the Lifespan
	

	
	☐	Individual Health Needs
	

	
	☐	Living Healthy Lives
	

	
	☐	Signs and Symptoms of Illness
	

	
	☐	Working with Health Care Professionals
	

	
	☐	Other – Provider-developed: Enter lesson name.
	

	Individualized Service Plan Process and Documentation
	☐	NJISP Related: Individualized Services Plan Process and Documentation
	Enter a date.

	
	☐	Other – Provider-developed: Enter lesson name.
	

	Individual Support Plans, Progress and Personal Goals
	☐	Professional Documentation Practice (lesson 8)
	Enter a date.

	
	☐	Other – Provider-developed: Enter lesson name.
	

	Cultural Competence
	☐	What is Cultural Competence?
	Enter a date.

	
	☐	Other – Provider-developed: Enter lesson name.
	

	Individual Rights
	☐	Overview of Individual Rights
	Enter a date.

	
	☐	Restrictions of Individual Rights
	

	
	☐	Your Role in Supporting Expression of Rights and Facilitating Choice Making
	

	
	☐	Other – Provider-developed: Enter lesson name.
	

	Working with Families
	☐	Working with Families and Support Networks: Family Networks
	Enter a date.

	
	☐	Working with Families and Support Networks: Problem Solving with Support Networks
	

	
	☐	Working with Families and Support Networks: Understanding Support Networks
	

	
	☐	Other – Provider-developed: Enter lesson name.
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