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Each person eligible for the Division is assigned a Support Coordinator. As part of the intake
process, individuals/responsible persons will be informed of the option of choosing a Support
Coordinator if a choice is available. Members who are currently eligible for services through
the Division will be informed of the option of choosing a Support Coordinator as part of the
Individual Support Plan/Individualized Family Services Plan. Children in foster care will be
assigned a Support Coordinator in the District the assigned Department of Child Safety
(DCS) staff is located.

If the chosen Support Coordinator has a full caseload or is otherwise not available, the
Support Coordinator Supervisor will attempt to match the member/responsible person with
another Support Coordinator who has the skills and abilities the member/responsible person
desires. The member/responsible person may also choose to be placed on a pending list for
their first choice of Support Coordinator. If the member/responsible person chooses
placement on a pending list, another Support Coordinator will be assigned in the interim.
Support Coordinator Supervisors will ensure the member/responsible person is placed with
the Support Coordinator of choice whenever possible.

Each person eligible for the Division will have a designated back-up Support Coordinator. If
a member/responsible person/contacts an office and the assigned Support Coordinator is
not available, the person should be referred immediately to the back-up Support
Coordinator for assistance.

In instances where a back-up Support Coordinator is not an option or is not available, the
Support Coordination Supervisor will act as back-up. Whenever a change in Support
Coordinator assignment is made, the member/responsible person must be notified of the
change in writing and in advance of the change, whenever possible.
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