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Self-Directed Employee (SDE) New Hire Process

1. The Individual/Managing Employer completes the new hire application request form.
· Option 1: Calling our toll-free customer service team at 1-800-471-3086 for a customer service representative to complete on behalf of the Individual/Managing Employer 
· Option 2: Downloading the application request form from our website at www.financialmanagementservices.org and submitting directly to our Awc Enrollment team at awcenrollment@nj.easterseals.com 

2. After the request is sent, the individual Managing Employer and perspective Self-Directed employee(s) will receive an intake call from an enrollment specialist to review the new hire process and send the required new hire documents and links. 
· Perspective new hire will receive:
i. Application link from 321 forms
ii. Electronic Child Abuse Registration Information (CARI) link from support@njportal.com
iii. HireRight Background and Motor Vehicle Report (if applicable) from HireRight
iv. Drug screening appointment scheduling link from I3Screen
v. IdentoGo New Jersey Fingerprint Form to schedule fingerprinting 
· Individual/ Managing Employer will receive:
i. SDE Status and hourly Rate Form 
· Individual/ Managing Employer and perspective new hire will receive:
i. Onboarding Packet sent via Adobe Sign
1. I-9 Form Employment Eligibility Verification 
2. Job Description 
3. Employer Reference Check 
4. Hep B Form
ii. Enrollment Packet sent via Adobe Sign 
1. ME Agreement
2.  Authorized Hours Acknowledgment
3. Transportation Agreement (If applicable),
4. Will or Will Not Administer Medication Agreement. 

3. Once all items are completed and returned, an Enrollment Specialist will validate the documents, create the Billable rate and PMPM, and request the SDR plan draft from the assigned Support Coordinator. Once our Enrollment team approves the SDR plan draft, all parties, including the Managing Employer and SDE, will be informed via email that all pre-employment requirements have been completed. 
4. The ME will receive a temporary timesheet and start date via email from the AwC Verification Team for all newly hired staff.
· This email will include the following: 
i. SED(s) Temporary Timesheet
ii. AwC Timesheet and Note Instructions 
iii. AwC Payroll Calendar 
iv. FMS Holiday Schedule 
v. EVV Webinar
vi. EVV FAQ
vii. HHAeXchange Process Guide- Mobile App.
viii. EVV Phone instructions 
The total new hire onboarding process should be completed within 30 business days.
ix. Please note this is contingent on responsiveness from both the Individual/Managing Employer and the SDE
x. Applications not responded to by the Individual/Managing Employer or SDE for 5 consecutive business days will become inactive. We will provide an email notification to both parties informing them of the application status and a request for prompt attention to move forward and reactivate the application process. 

Enriching the lives of people with disabilities and special needs, and those who care about them, 
by providing opportunities to live, learn, work, and play in their communities since 1948.
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