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Central Chesapeake Region

- Provide signed FMCS enrollment documents to your assigned Enrollment Coordinator in a timely manner

- Ensure staff have current CPR and First Aid certifications with in-person/hybrid training that meet DDA
requirements

- -Familiarize yourself with the new hire packet by watching the Employee Onboarding Success video

- Submit new hire packets for staff to FMSNewHirePackets@thearcccr.org (for efficient processing, please
submit one completed packet per email)

- Staff should complete their background check link promptly

- Follow up in a timely manner with any new hire packet edits requested by our Employee Onboarding
Team

- Staff should not start providing services without receiving an employee clearance verification form from
our employee onboarding team

- Work closely with your Coordinator of Community Services (CCS) to develop a budget that aligns with the
services DDA has approved in your PCP

- Read the Employer Handbook

- Familiarize yourself with our system, FMS Engine (FMSE), by watching FMSE Training Videos via our
website

- Learn more about ZenDesk, our customer service ticketing system

- To update employees’ information, including address changes, service codes, and pay rates (in alighment
with the budget) please submit an Employee Change Form

- Track your budget in FMS Engine via the Participant Dashboard module in FMSE

- When corresponding with the FMCS, it is best practice to include your CCS and Support Broker (when
applicable)

For staff that will receive mileage reimbursement, ensure current Driver’s License and Auto Insurance are
submitted to FMSMileage@thearcccr.org



https://www.thearcccr.org/self-directed-services/
https://thearcselfdirection.zendesk.com/
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3Dp8VZ6IY6sxk&data=05%7C02%7Ckbradbury%40thearcccr.org%7C420ac8376304447444ce08dd0a5740e1%7C3ff2910ad5054ab2b9cbb02ef94bb58d%7C0%7C0%7C638678092103867303%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=3wihSy%2BJnjDJ9FYgbO%2BltcFmD8Cy5CkqKauBcfK5kEc%3D&reserved=0
mailto:FMSNewHirePackets@thearcccr.org
https://thearcccr.org/wp-content/uploads/2024/07/Self-Directed-Services-Participant-Employer-Handbook-FINAL-10.3.2023.pdf
https://thearcccr.org/self-directed-services-forms-resources-tools-technology/
https://www.youtube.com/watch?v=qqxY1fnYBoA&t=1s
https://thearcccr.org/wp-content/uploads/2024/10/Employee-Change-Form.pdf
https://www.youtube.com/watch?v=l4ib600bm3Y
mailto:FMSMileage@thearcccr.org

