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• Incomplete full legal name (nicknames)

• Missing legal guardian relationship

• Illegible email addresses, service codes, 

and rates

• Rates do not match budget
• Rates/service codes do not match Family 

as Staff (FAS) form

• Not including Holiday/PTO service codes























• Medicare Exempt

• Social Security Exempt



• Benefits—employment tax exempt until 

age 21

• Medicare Exempt

• Social Security Exempt



• Benefits—Difficulty of Care income tax 

exemption

• Federal Tax Exempt

• State Tax Exempt



• Missing applicant signature/date

• Missing Participant signature/date

• Incomplete full legal name (nicknames)

• Applicant must not sign as applicant and legal 

guardian/representative

• If legal guardian, notate relationship on all signed 

documents

• Incorrect version of form—use th eform on our website!



A team representative is assigned to each 

individual New Hire Packet. Representatives 

email the team to request updated or additional 

documentation and information as applicable.

If the team feels additional assistance is needed, 

we encourage them to request a virtual meeting 

to review instructions for completion of the 

paperwork. New Participants are encouraged to 

request a one-time in-person onboarding 
meeting for their first applicant.



Criminal background checks must be run on all applicants. Upon receipt of the New Hire 

Packet, an invitation is sent through Paycom to the applicant. We will also email the team to 

remind them that the applicant has 6 days to respond before the link expires. Completing the 

background check quickly expedites this portion of onboarding. 

 



Applicants applying to support a Participant who 

is a minor must complete and submit a CPS 

background check application in addition to the 

routine criminal background check. The 

application and instructions are located on our 
website. Please note that the form must be 

typed and notarized. Submit to 

SDSEmployeeRelations@fello.org. Results can 

take up to 6 weeks to receive.

mailto:SDSEmployeeRElations@fello.org


Applicants are not permitted to start working 

until a written clearance authorization form is 

received by the team via email with an official 

start date. One team representative will guide 

the Participant and their team throughout the 
onboarding process. We encourage questions 

and aim to work collaboratively to ensure a 

seamless onboarding experience.



All forms and resources are conveniently 

located on our website: 

www.fello.org/selfdirectedservices

You can find the complete fillable New Hire 

Packet there.

All New Hire Packet paperwork must be 

submitted via email to 

SDSNewHirePackets@fello.org

Turnaround time for processing is 4-6 

business days, depending on the length of 

time it takes for background check results 

and fully completed New Hire Packet 

documentation

http://www.fello.org/selfdirectedservices
mailto:SDSNewHirePackets@fello.org
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