
Disability Allies Orientation 

April 11, 2019 



Schedule for Orientation 
• 12:30 PM – 1:30 PM 

– Overview of the Agency 
– Mission, Philosophy, Goals, Services and Practices 
– Personnel Policies 

• 1:30 PM – 2:30 PM 
– Training in Health and Safety 
– Understanding Service Plans & Individualizing Services 
– Cultural Competence 
– Individual Rights 
– Working with Families 
– Documentation and Record Keeping 
– Confidentiality 

• 2: 30 PM – 2:45 PM - BREAK 
 

 



Schedule for Practicum and 
Specialized Staff Training 

• 2:45 PM – 4 PM 
– Prevention of Abuse, Neglect & Exploitation 

Practicum 
• 4 PM – 5 PM 

– Specialized Staff Training 
• Special Diets / Mealtime Needs 
• Mobility Procedures & Devices 
• Seizure Management and Support 
• Assistance, Care and Support for Physical or Medical 

Conditions, Mental Health and/or Behavioral Needs 



Overview of the Agency 



About Disability Allies 

• Disability Allies, Inc. (DA) is a 501(c)(3) Non- 
Profit Organization based in East Brunswick, 
NJ that provides programs and services 
focused on young people with special needs 
across New Jersey. 
 



Founder Story 

• Ross Yellin is the founder of Disability 
Allies. He is a person with Tourette's 
Syndrome, Anxiety and Obsessive 
Compulsive Disorder.  

• Ross is a graduate of the American 
Association for People with Disabilities 
(AAPD) internship program. As a result 
of this experience, he identified a lack of 
services that catered to fostering 
interpersonal communication for youth 
with special needs.  
 



Agency Leadership 

• Ross Yellin, Chief Executive Officer 
• Dominic Prisco, Chief Operations Officer 
• Harriet Shander, Supports Manager 
• Curtis Edmonds, Human Resources Manager 

– Sam Kelly, HR Recruiter 
– Ida Falco, Payroll Specialist 

• Audrey Weiner, Community Outreach 
• Brandon Yambo, Event Planner 
• Saturday Program Staff 

– Fran Cohen,  Manager 
– Matt Kobza, Case Manager 

 
 
 
 



Mission, Philosophy, Goals, 
Services and Practices 



Agency Mission 

• The mission of Disability Allies is creating a 
more inclusive community by connecting 
young adults with and without special needs. 
 



Agency Philosophy 

• Our philosophy is that young people with special 
needs add value to their communities when they 
are encouraged to participate in those 
communities, and that the first step to including 
these individuals is to form positive relationships.  

• We believe that our agency plays an important 
role in full participation for people with special 
needs by fostering these relationships and 
connections. 
 



Agency Goals 

• Our agency goals are: 
– Develop innovative community-based services for 

individuals with special needs in New Jersey 
– Use our experience to expand the scope and 

range of services 
– Improve the lives and community participation of 

individuals with special needs 

 



Agency Services 

• Disability Allies provides three basic services: 
– Coaching Program– our team of Direct Support 

Professionals (DSPs) provides community-based 
supports, prevocational training, and other services 

– Saturday Program – in our Community Inclusion 
Center, we provide group-based prevocational training 
for people with special needs through a variety of 
classes.  

– Day Program – we are working to expand our 
Saturday Program to a program that operates from 
Monday-Saturday. 

 



Agency Practices 

• Disability Allies works hard to: 
– Hire the most qualified and experienced DSPs 
– Provide the widest range of innovative services 

through our Community Inclusion Center 
– Work with individuals with special needs and their 

families to provide customized services tailored to 
individual needs 

 



Personnel Policies 



Employee Manual 

• Each of you has received a copy of our employee 
manual, which is also available online at 
https://careers.disabilityallies.com/manual/  

• This manual covers many important issues, such as: 
– At-Will Employment 
– Abuse and Neglect 
– Confidential Information 
– Drug and Alcohol Policy 
– Employee Misconduct 
– Paid Leave 

 

https://careers.disabilityallies.com/manual/


At-Will Employment 

• All Disability Allies employees are at-will 
employees, meaning that employees may be 
terminated from employment with Disability 
Allies with or without cause, and employees 
are free to leave the employment of Disability 
Allies with or without cause.  



Abuse and Neglect 

• According to a 2009 study, one in three 
children with an identified disability were 
victims of some type of abuse and/or neglect, 
compared to one in ten children without a 
disability. 



Abuse and Neglect Policies 

• All consumers of Disability Allies have the 
right to be free from mental, physical, sexual, 
and verbal abuse, as well as neglect, and 
exploitation.  

• All cases of suspected abuse, neglect or 
exploitation, whether or not an actual injury 
has occurred, will be reported and investigated 
promptly in compliance with state laws and 
regulations. 
 



Abuse and Neglect Obligations 

• All employees of Disability Allies have an 
absolute obligation to ensure that the 
consumers that they are caring for are not 
subject to abuse, neglect or exploitation, for 
any time at any reason.  

• If an employee of Disability Allies engages in 
abusive, neglectful, or exploitative conduct, 
such conduct is grounds for immediate 
dismissal. 
 



Abuse and Neglect – 911 

• When abuse, neglect, exploitation, or an 
unusual incident occurs, the primary 
responsibility is to provide protection to the 
individual. If emergency medical care is needed, 
or if the person is in a life threatening 
emergency, Disability Allies employees are 
specifically directed to call 911 for assistance.  



Danielle’s Law 

• Under the provision of “Danielle’s Law,” 
enacted by the New Jersey legislature in 2003, 
employees who work with 
intellectual/developmental or traumatic brain 
injury are required to call 911 when there is a 
life-threatening emergency. 



Unusual Incident Reporting 

• Employees of Disability Allies are specifically 
required to report instances of abuse, neglect, 
exploitation, or unusual incidents to their 
supervisor as soon as possible. The supervisor 
will then be responsible for completing the 
state-mandated unusual incident reporting 
process.  

Presenter
Presentation Notes
This will be covered at length in the practicum.



Communication on Reporting 

• All employees are expected to communicate 
with any and all investigations of any unusual 
incident, whether such investigation is internal 
or external.  

• Failure to report an unusual incident, or failure 
to cooperate with an investigation, is grounds 
for immediate dismissal. 



Confidential Information 
• Any information that an employee learns about 

Disability Allies, or its customers, families, 
members or donors, as a result of working for 
Disability Allies that is not otherwise publicly 
available constitutes confidential information.  

• Employees may not disclose confidential 
information to anyone who is not employed by 
Disability Allies or to other persons employed by 
Disability Allies who do not need to know such 
information to assist in rendering services. 



Confidentiality Law 

• Federal and state privacy law 
prohibit the release of private 
information about the individuals 
that you serve. 

• This includes any and all information 
regarding an individual’s health care, 
pursuant to the federal Health 
Insurance Portability and 
Accountability Act of 1996 (HIPPA). 
 



Drug and Alcohol Policy 

• Employees may NOT use, possess, sell, distribute, or 
manufacture alcohol, drugs or drug paraphernalia 
during the performance of work or while working with 
a consumer. 

• Employees may NOT report to work or work with a 
consumer while under the influence of drugs or 
alcohol. 

• Employees may NOT drive with a consumer while 
under the effect of drugs or alcohol. 

• Failure to abide by this policy is grounds for 
termination. 
 



Pre-Employment Drug Testing 

• All applicants receiving an offer of employment 
for a direct care position will be required to 
undergo testing for controlled, dangerous 
substances before beginning employment. 

• Refusal to show up for a scheduled drug test 
within a three-day window will lead to 
termination under state law. 
 



Random Drug Testing 

• All current Direct Support Professionals and other 
direct care staff are subject to random drug testing, 
pursuant to the rules and regulations adopted by DHS.  

• Disability Allies will notify employees who are selected 
for random drug screening, and provide them three 
days to be tested. Refusal to show up for a scheduled 
drug test within that three-day window will lead to 
termination under state law. 

• Currently, DHS rules state that approximately 10% of 
all employees will be tested each year, with 2.5% 
selected each quarter.  



Employee Misconduct 
• Falsifying or withholding 

information on your 
employment application 

• Performance at work below  
an acceptable level 

• Failure to perform assigned 
duties 

• Arrest for violent crime 
• Falsification of time sheets or 

service logs 

• Negligence that results in 
physical or property damage 

• Breach of confidentiality 
• Gambling 
• Dishonesty 
• Theft or extortion 
• Use of firearms 
• Excessive tardiness or 

absenteeism 
• Harassment 



New Jersey Paid Leave 

• Starting January 1, Disability Allies began offering New 
Jersey paid leave to all employees. 

• Employees accrue 1 hour of paid leave for every 30 
hours worked. 

• You can use paid leave as you accrue it, and only for 
those hours that you do not bill in a given week. 

• You must get permission in advance (where possible) 
to use paid leave, using the form in your employee 
manual. 

• For leave requests of more than three days, we will 
request documentation, absent undue hardship. 



New Jersey Paid Restrictions 
• You may only use paid leave for: 

– Time needed for diagnosis, care, or treatment of an employee’s 
mental or physical illness, injury, or other adverse health 
condition, or for preventative medical care for the employee.  

– Time needed for the employee to aid or care for a family 
member of the employee.  

– Absence necessary due to circumstances resulting from the 
employee, or a family member of the employee, being the victim 
of domestic or sexual violence.  

– Time during which the employee is not able to work due to a 
public health emergency. 

– Time needed by the employee in connection with a child of the 
employee to attend a school related conference. 



Training 

• DSPs are required to take eight online courses 
within 90 days of working with a client. 
– These courses are offered through the College of 

Direct Support; all DSPs are set up to be able to log in 
and complete the courses. 

– Disability Allies will pay for up to three hours of 
training. 

– If you need additional time, or assistance or 
accommodations, to complete the training, you must 
do so on-site. 

 



Online Training Login 

• Online training login: 
– https://login.elsevierperformance

manager.com/systemlogin.aspx?vir
tualname=EMBCenter 

• Username: 
– First Initial 

Last Name 
Last 4 Digits of SSN 

• Password: 
– hello 

https://login.elsevierperformancemanager.com/systemlogin.aspx?virtualname=EMBCenter
https://login.elsevierperformancemanager.com/systemlogin.aspx?virtualname=EMBCenter
https://login.elsevierperformancemanager.com/systemlogin.aspx?virtualname=EMBCenter


Timesheets 

• Timesheets are due every two weeks to 
payroll@disabilityallies.com. 
– Timesheets run from Sunday to Saturday, and are 

due by 9am the next Monday morning. 
– Failure to turn in timesheets in a timely manner 

will result in delays in processing your paycheck. 
– If you are working for more than one client, you 

will fill out a separate timesheet for each client. 
– Timesheets MUST be signed by a family member. 

 



Service Logs 

• Service logs are turned in at the same time as 
timesheets – also to 
payroll@disabilityallies.com.  

• Service logs are different than timesheets – 
timesheets record when you provided 
services and for how long, while service logs 
are a narrative of the client’s progress. 
 



How To Fill out a Timesheet 



How to Fill out a Service Log 

 



BeyondPay 

• We use a service called BeyondPay to access 
your paystubs and W-2 forms. 

• https://secure.beyondpay.com/ta/DAS1.login 
• Your BeyondPay login is your first name, a dot, 

and your last name. 
 

https://secure.beyondpay.com/ta/DAS1.login


Any Questions? 
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