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Introduction to Planned Lifetime Assistance Network of NJ

(PLAN/NJ)

The PLAN/NJ Mission is to answer the question, “Who will care for my loved
one when | am gone?”

PLAN/NJ provides practical solutions to families and their loved ones with
significant disabilities or mental iliness, thus lessening the fear and anxiety that
families experience when planning for the future.

We believe that people with disabilities have a right to experience the quality of
life, and to receive the services, that they and their families desire.

PLAN/NJ delivers services by forming a circle of support comprised of families,
social service providers, attorneys, financial advisors, and trust administrators.
This enables us to deliver specific plans of action and to ensure that necessary
services are delivered.

As a Service Coordinator (SC), you are essential in carrying out the mission of
PLAN/NJ. Often, you are the face of PLAN/NJ to our clients. This handbook is
meant to give you the information and resources you need to do your job well.

This handbook does not constitute an express or implied employment contract.

Although this handbook describes the general guidelines of PLAN/NJ rules and
policies, it is not binding on PLAN/NJ. PLAN/NJ reserves the right to unilaterally
change, revise, or discontinue its rules and policies.
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l. Employment Requirements:

1. Criminal background check — all coordinators must complete fingerprinting
for a criminal background check as required by The NJ Division of
Developmental Disabilities (DDD). Forms for the fingerprinting can be
obtained from the Office Manager at the PLAN/NJ office.

2. Valid driver’s license — all coordinators must submit a copy of their valid
driver’s license. In addition, a motor vehicle abstract will be requested to
ensure a clean driving history. A driving record acceptable to PLAN/NJ is
also required.

3. Reliable, well-maintained, properly insured automobile (updated proof of
insurance must be provided to PLAN/NJ on an annual basis with minimum
insurance levels established by PLAN/NJ and its insurance carrier).

4. Emergency contact information for PLAN/NJ

Il. Supervision:

Mandatory staff meetings will be scheduled on a monthly basis. Telephone
contact and one-on-one meetings with staff member’s direct supervisor
will be scheduled as needed.

Telephone calls from PLAN/NJ staff or clients must be returned within 24
hours.

Whenever a site visit is made, always sign in and out of the visitor sign in
book if the organization uses a log-book.

The Director of Social Services (DSS) should be notified as soon as is
prudent regarding client emergencies. However, do not delay emergency
services in order to notify or obtain approval from the DSS. Respond to
the emergency first.
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Also available as part of the eCourse
2020 Special Needs Trusts eConference

First appeared as part of the conference materials for the
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