[bookmark: _GoBack]ROLES AND RESPONSIBILITES OF THE SUPPORTS COORDINATOR
This list is an overview and not all-inclusive

1. Ensuring a participant’s health and welfare 
2. Informing participants of their rights and responsibilities, including the participant’s right to a fair hearing and assisting and/or advocating on behalf of the participant to ensure his or her ability to exercise such rights  
3. Assisting the participant in participating in civic duties
4. Monitoring of services and the implementation of the ISP  
5. Ensuring the participant’s Behavioral Support Plan and Crisis Intervention Plan are consistent with the ISP, as applicable
6. Facilitating ISP team discussion and communication  
7. Locating and coordinating services and supports specified in the ISP, including resources that are not funded by the AAW, and monitoring supports and services 
8. Documenting all SC billable activities on behalf of the participant, including contacts with participants, families, providers, BAS, etc., in service notes  
9. Completing initial and annual assessments required by this service 
10. Completing and maintaining the Individual Support Plan (ISP), which includes reconvening the planning team to review the ISP at least annually and as participant needs change
11. Reviewing participant progress on goals/objectives and initiates discussions and meetings when services are not achieving desired outcomes
12. Providing the participant with information on competitive integrated employment
13. Ensuring all areas of the participant’s needs are addressed 
14. Assisting with the removal of any barriers to service delivery to the extent possible
15. Informing participants and others who are responsible for planning and implementation on non-waiver services included in the ISP of participant’s progress and changes that may affect those services
16. Ensuring participants remain eligible for the AAW by assisting and supporting a participant to complete Medical Assistance renewals and obtain a level of care re-evaluation annually
17. Working with BAS on an ongoing basis to resolve issues as identified by BAS
18. Managing risk and reporting incidents 
19. Complying with all training requirements  
20. Complying with applicable State and Federal statutes, regulations, policies, BAS communications, and the AAW 
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ROLES AND RESPONSIBILITIES OF THE SUPPORTS COORDINATION ORGANIZATION
This list is an overview of SC agency roles and responsibilities and is not all-inclusive.  Best practice assigns these tasks to SC supervisors who work closely with individual SCs.
1. Ensuring that SCs meet the required educational and experience qualifications prior to working with participants in the AAW.  SC agencies unsure about SC qualifications can request that BAS review the SC’s credentials to determine if they are acceptable via the “AAW Qualification Review Form” which can be found on MyODP.org. This request should be submitted PRIOR TO the potential SC providing any services to participants. 
2. Ensuring that SC caseloads are within the limit of 35 waiver participants, which includes other Pennsylvania waivers (unless the limit is waived by BAS).  
	In order to ensure a sufficient supply of Supports Coordinators in the waiver, SCs may exceed the 35-participant caseload limit.  SCs may also be granted an exception to exceed the 35-participant caseload limit for up to 90 days if needed to ensure service delivery continuity to AAW participants. Such an exception would be appropriate due to unforeseen circumstances such as staffing issues within the SC agency.  In such instances, the SC Supervisor must obtain approval in writing from BAS to exceed the caseload limit. 
3. Ensuring SCs complete AAW required trainings prior to providing services under AAW, as well as receive any additional training and support needed to reach competency. Providing instruction on how to comply with all applicable state and federal statutes, regulations, policies, BAS communications, and the AAW, including all chapters of this Manual.  This includes any changes and updates after initial training.
4. Identifying areas of need and ensuring timely and ongoing training for each individual SC.   
5. Communicating with BAS for guidance after other resources have been exhausted.  
· The SC Supervisor (not BAS) should be the first point of contact for an SC that needs guidance on a particular situation.  If the SC Supervisor is unable to locate needed resources, the SC Supervisor should contact BAS for assistance.  
6. Being responsive to BAS communications (phone, email, and regular mail) and ensuring that SCs are responsive to those communications as well.  
7. Assigning SCs in HCSIS to participants who have selected the Supports Coordination agency. 
8. Assigning the SC Supervisor in HCSIS to reflect the name of the individual that is acting in the capacity of the SC’s immediate supervisor.  
9. Reviewing all draft ISPs for accuracy and completeness, using the AAW ISP checklist, prior to submitting to BAS for review. 
10. Ensuring the timely submission and resubmission of all ISPs to BAS.
11. Ensuring that all resources, including resources that are not funded by the AAW, have been explored by the SC.
12. Ensuring that SC services are provided in accordance with the waiver service definition.
13. Ensuring that Quarterly Summary Reports are reviewed in a timely manner and a corresponding service note is entered into HCSIS. 
14. Guiding and assisting SCs with managing complex situations and team dynamics. 
15. Incident management
· Ensuring that SCs have knowledge of reportable incidents and are reporting them in a timely manner.
· Finalizing incident reports that are reported by the SC within EIM.
16. Assisting SCs with prioritizing their work, if needed. 
17. Ensuring the health and welfare needs of the participants in the SCs’ caseloads are being met.
18. Ensuring that all SCs are conducting monthly and quarterly monitoring in accordance with AAW policies and procedures. 
19. Reviewing and editing, if applicable, SC service notes to ensure they are clear, entered in a timely manner, and sufficient to justify billing.  
20. Ensuring the participant files are up-to-date with all required documentation.  
21. Ensuring case coverage when the assigned SC is unavailable. 

