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Acceptance	Equity    	Support
MEMO

To: Self-Directed Participants/Designee and Support Brokers

From: Self-Direction Department

Date: Friday, January 30, 2026

Re: Reminder: Self-Hired Staff Information, Compliance & Communication Expectations

This memo is a reminder of the importance of keeping all Self-Hired Staff (SHS) information accurate, complete, and up to date in our system. It also highlights the importance of communicating any concerns in a timely manner.

To remain compliant with OPWDD and Person-Centered Care Services requirements, please ensure the following for all Self-Hired Staff (SHS):
· Staff contact and demographic information is accurate and current
· Attendance Rosters (timesheets), service documentation (daily/monthly), training, required documents in Relias/Paycom, and staff evaluations are completed correctly and submitted on time
· Any changes to staff status (termination, leave, schedule changes, address updates, etc.) are reported as soon as possible
· Self-Hired Staff cannot provide services while school is in session, even if the child is home sick
· Self-Hired Staff may only provide services to the individual they were hired to support
· Self-Hired Staff are not permitted to be used as taxi or transportation-only providers
· Self-Hired Staff may not provide services if there are no remaining funds in the Self-Direction budget; it is important to review schedules to ensure they match the approved budget
· Self-Hired Staff may not provide SDS–Community Habilitation services without an active Staff Action Plan on file; please work closely with your Support Broker to ensure this is in place

Communication of Concerns for Self-Hired Staff
It is important that any concerns related to Self-Hired Staff—such as attendance issues, performance concerns, compliance questions, or possible policy violations—are shared promptly with your assigned Fiscal Intermediary Coordinator. Early communication allows us to provide support, guidance, and next steps, and helps prevent service interruptions or compliance issues.

If you are unsure whether your Self-Hired Staff records are current, need help reviewing documentation, or are not sure how to resolve a concern, please contact your assigned Fiscal Intermediary Coordinator. Our team is here to support you.

If you are unsure who to contact, you may reach us at SelfDirect@pccsny.org or by phone at (718) 370-1088.

Thank you for your attention and cooperation.

CC: Michelle Toye, Division Director of Self-Directed Supports
        Melissa Chapman, Director of Self-Directed Supports
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