
Training Module #5

Training Your Staff

OVERVIEW
Training & Supervising  Your Staff



Congratulations!
Staff have been identified and the job application completed. That 
person has agreed to a background check including a review of the 
criminal record, Health Care Registry and OIG for Medicaid fraud. The 
EOR has had the opportunity to review those results and determined 
that they want to hire the person. Now, it is time to train the new staff. 

You can use any training materials you want, but we have some 
samples and guidelines on the FIRST EOR Employer Drive. In addition, 
GTI offers free  on-line training on their web page, including for CPR.



v The difference between traditional provider agencies and the 
Employer of Record model is that training for new EOR staff is 
truly customized for the person being supported by the EOR. 

v In contrast, a traditional agency has to train for a variety of 
disabilities and needs. For example, families whose waiver 
participant are not mobile resent having to take the State’s 
Nonviolent Crisis Intervention (NCI) training that teaches restraint 
strategies. 

Training Staff - Traditional Model Versus              
the EOR Model 



Initial and Annual Trainings
The idea of “person-specific compentency” guides all training efforts by 
the EOR. The EOR knows the needs and strengths of their family 
member and must train new staff to do tasks the way the person 
supported (and the EOR) prefer. 



● Innovation waiver staff complete both initial and annual training 
on a number of topics, including “core competencies.”

● These requirements are described in the 8P Clinical Coverage 
Manual as well as in other State manuals and laws. 

● EORs must track when their staffs’ trainings are due, maintain 
information on what was taught, and have employees sign an 
attestation of their training. 

NC DHHS Requirements Training Requirements 



Documenting Staff Training 

FIRST has developed Person-Specific Training form—focusing on the 
person being supported. There is an new employee orientation 
certificate covering the waiver’s core competencies, and an annual 
staff training form with required trainings.

While the use of those forms is optional, EORs are required to 
document that staff have been trained on the strategies to best 
support the family member and their specific needs and challenges. 

Each form also includes a spot for staff to identify a topics they would 
like to learning about to improve their performance as a DSP. 



Initial Staff Training Topics - Core Competencies
Communication

Person-Centered Practices

Evaluation and Observation

Crisis Prevention and Intervention (NCI or 
other approved course to avoid restraint)

Professionalism, Ethics and Confidentiality

Health and Wellness

Community Inclusion and Networking

Clients Rights

Cultural Competency

Documentation and Record Keeping

HIPAA and Confidentiality

Education, Training and Self-Development

Blood Borne Pathogens

Medication Administration (if administering 
medications)

CPR/First Aid



Annual Staff Training Topics
Person-Specific Training

Crisis Prevention and Intervention (NCI or 
other approved course to avoid restraint)

Clients Rights

HIPAA and Confidentiality

Blood Borne Pathogens

Medication Administration (if 
administering medications)

CPR (biannually)



Training Mateials
GT offers some on-line training that meets the requirements for 
certain of these topics, including CPR; they are offered at no cost.  

Acumen does not offer any on-line training to meet these waiver or 
State requirements. 

FIRST has provided training materials in a Google Drive document as 
a way to be able to point to sources of staff training for these topics.

EORs can use any training materials they prefer.



Staff Personal Training Goals
These should be negotiated between the EOR and staff. Identify a goal 
that will improve the quality of services the staff person provides your 
family member or a topic that will expand opportunities for 
connecting to the community. 

NOTE: NC DHHS does not specify this process nor the staff time 
required.



Sample Staff Training Goals
● Improve understanding of sensory processing disorder and explain 

to other staff how it affects interacting in different settings.
● Like other civil rights movements, the disability rights movement has 

a long history; provide examples of activism for the person 
supported and other staff.

● Identify and apply nonverbal communication tools with the person 
supported and share with other staff.



Supervision of Staff
v You will have completed the job description as well as the evaluation 

tool in the prior module, and your expectations for staff should be 
clear. 

v It is critical that you supervise your staff on a regular basis and 
provide support and guidance as necessary. Quarterly is most 
common. An annual evaluation is also required.

v The FIRST Budget Tool includes the cost of staff pay for training time 
(which is not Medicaid billable!) and the cost of courses in CPR, 
Medication Administration and avoiding restraint.



Supervision practices must be documented and signed by staff. In 
addition, staff progress toward the personal learning goal should be 
documented when supervising. FIRST has developed forms to help EORs 
complete these requirements.

Documenting Supervision 


