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Introduction

In This Chapter...

* 1.1 — About this Guide
* 1.2 — Symbols in this Guide

* 1.3 — Responsibilities as an Employer
* 1.4 — Others in Your Life

1.1 — About This Guide

This guide was developed to serve as a guide to hiring and managing in-home workers.
Many times our families and friends are not able to provide all of the personal and household
care assistance that is needed to help us to remain in our homes. It may be necessary to hire
someone to help us. Sometimes that is help to keep the lawn and house maintained or prepar-
ing some of our meals. Often as we grow older it is to assist us with more personal needs such
as assistance getting in and out of bed or the shower.

1.2 — Symbols In This Guide

To assist in making this guide easy to follow, we developed key symbols that will appear next
to important information.

IMPORTANT CONCEPT: The green check is next to important

concepts that are essential to understand. If you read nothing else on the
page, read this.

TIPS: The yellow pencil is next to helpful tips.

WATCH OUT!: The red exclamation point (!) is next to warnings about
common mistakes and cautions. Watch for these and learn what not to do.

EXAMPLES: The blue “EX:” means that this is an example of what to
do. You may want to use wording or phrases directly from the examples.

The In-Home Worker Guide
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1.3 — Responsibilities as an Employer

As an employer of an in-home worker(s) it 1s

your responsibility to:

* List the tasks you need your worker(s) * Supervise your workers’ daily activities
to complete * Assess the adequacy and quality of your
* Develop and place advertisements for your ~ workers’ work
in-home worker(s) * Ensure a safe work environment

* Interview and select your in-home worker(s)  « Develop an emergency back-up plan in case

* Complete a letter(s) of hire listing out condi- your worker(s) are not available

tions and wages  Assume responsibility for all required
* Set duties and train your workers paperwork and adhering to all tax and labor
« Pay workers a fair and legal wage laws or hire a payroll service to handle

* Set your workers' schedules in advance payment of workers and preparation of

and review time sheets to ensure they related tax forms.

are correct

1.4 — Others in Your Life

You may be fortunate to have family and friends who are involved in your life who help with
some of your daily tasks and needs. You may want to involve close family members and/or
friends in discussing various aspects of planning, hiring and working with your employee(s).

Conflicts can arise between workers and important people in your life, especially when it’s not
100% clear who is supervising your employee(s). In most cases, it’s best for you to be the one
to provide all feedback to your employee(s). If a friend or family member notices work perfor-
mance that they don’t feel is up to their standards, she or he should discuss the issue with you.
They should not intervene with your worker directly unless you ask them to. These discus-
sions generally arise from concern for you, but those who care about you should respect how
you choose to deal with the issue.

Often people with disabilities and serious health concerns
find they must set boundaries with family and friends as well
as with employees.

The In-Home Worker Guide
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Your Needs &

Your Plan

oooooooooooooooooooooooooooooooooo

In This Chapter...

* 2.1 — Determining Your Needs

* 2.2 —Who You Need to Hire & What to Budget

2.1 — Determining Your Needs

As you use the handout “Determining Your Needs”, keep in mind
that you want to list all the areas where you need assistance
regardless if someone is helping you with that area currently.

For example if your neighbor’s son regularly mows your yard and
trims your shrubbery, still list that activity that you need assistance

HANDOUT A2:
Determining

Your Needs

= e e

Determining Yous Needs HANDOUT #A2

Go to the Forms Packet and pull
out the form labeled “HAND-
OUT #A2 Determining
Your Needs”.

oooooooooooooooooooooo

Forms & Handouts
In This Chapter:

* A2 — Determining
with. He may be off Your Needs

to summer camp or «B2 — Hiring

college and you will & Budgeting

need a backoup plan,  tetterrereeteeeeeesesens
Similarly if you need

meal preparation assistance and your daughter
always brings over dinner on Friday night.

In the handout (at left), list each task, if you

are able to do the task yourself or if you need
assistance, and who can provide the assistance
(family member, friend, or a paid worker). If
listing a family member or friend — how often is
it reasonable to expect that they can provide
the needed assistance once a month, once a
week, daily?

You should complete this handout prior to

writing your job description.
The In-Home Worker Guide



4 CChapter 2 — Your Needs & Your Plan « HANDOUT B2:
Hiring &
Budgeting

2.2 — Who You Need to Hire and
What to Budget

A f@__ ‘ . CLP Options Counseling

Hiring & Budgeting HANDOUT #B2

Who you hire and what you need to pay will E
depend on the level of skill needed to perform the o | ===
essential tasks that meet your needs. The more
intensive the care needs, the more you may need
to pay the worker you hire.

* Domestic services such as housekeeping and

companion services are often paid minimum

wage and above. You can also use a cleaning

service to provided for some of your needs
Go to the Forms Packet and

pull out the form that reads
“HANDOUT #B2 Hiring &
Budgeting”. This is a form that
will help you plan your budget.

but they are more expensive than hiring a
person directly.

* Occasional services such as a neighborhood
youth mowing your lawn or feeding your cats
when you are out of town do not require you to

payminimumwage, 0 000000000 OGOEOGEOGOEOGOEOGOEOGOEOEOOSOOSOOSOOPO

* If you have need for assistance with personal

care such as transfers, bowel or bladder care you may want to hire a CNA
(Certified Nursing Assistant) or a person with this specific type of experience.

* Check the local newspaper for the going rate for in-home workers, often labeled as caregivers
in help wanted advertisements.

Please see chapter on taxes and insurance for additional information.

EXAMPLE:
Jim is temporarily using a walker while his broken ankle heals.
Jim may have the following entry...

Task: Doing the Laundry (in the basement)

Needs: I can sort and fold the laundry. My worker will take the laundry to base-
ment and run washer, run dryer, and bring laundry upstairs and put it on the dining
table for me to fold.

How Often?: Once a week, preferably on Wednesdays.

Paid hire?: Yes. My daughter is only able to visit every two weeks, and I need
help every week.
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Steps To
Hiring

In This Chapter...

3.1 - Hiring & Managing Worker(s) Yourself

* 3.2 — Steps to Hiring a Worker Yourself

* 3.3 — Writing a Job Description & Placing an Ad
* 3.4 — Ways to Find & Advertise for Applicants

* 3.5 — Having Applicants Fill-out Applications

* 3.6 — Interviewing Applicants

* 3.7 - Background & References Checks
* 3.8 — Accepting or Declining Applicants

oooooooooooooooooooooooooooooooooooooooooooooooooooooooo

3.1 — Hiring & Managing Worker(s) Yourself

Forms & Handouts
In This Chapter:

The first thing to consider 1s that you can hire your workers
yourself or you can use an employment agency that will hire

for you. There are advantages and disadvantages to both. See « A3 —Job Description

* B3 — Employment
Application

e C3 — Telephone
Interview Notes

e D3 — In-Person
Interview Notes

* E3 — Questions to
Ask References

Chapter 4 for information about using agencies for hiring and

managing for you.

* F3 — Criminal History
Information
Request

* G3 — Hiring Offer
Script Form

The In-Home Worker Guide
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Advantages & Disadvantages of Hiring a Worker Yourself
You may want to consider the advantages and disadvantages before hiring, as opposed
to using an agency.

Advantages Disadvantages
* Self-hiring a worker is likely to be a less * The time involved in locating candidates,
expensive option than using an agency interviewing them and checking references

* You can select the worker most compatible  * You will be responsible for training

with your preferences and needs and supervision

* You may be able to hire someone you * It will be up to you to develop back-up plans
already know in case of worker absences

* There may be greater flexibility in the * You may have to pay for insurance coverage.
worker’s schedule and responsibilities « As the employer, you will be responsible for

* You are more likely to be able to specify payroll, including deductions and taxes.

how you want services provided

* It may be easier to replace an
unsatisfactory worker

* You may hire a worker willing to do
pet care or lawn care

The In-Home Worker Guide
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3.2 — Steps to Hiring a Worker Yourself

Below is a list of to-dos to hire. Don’t worry - we cover all of these steps and provide forms
and information to make it easier. You can come back to this list and use it to check it off.

W STEP 1: Determine what tasks you need done
Notes:

A STEP 2: Write a job description
Notes:

A STEP 3: Write a help wanted ad
Notes:

A STEP 4: Find out where to find applicants and post your help wanted ad
Notes:

A STEP 5: Have the applicant fill out and sign a job application
Notes:

A STEP 6: Interview the applicants over the telephone
Notes:

A STEP 7: Interview the applicants in person
Notes:

A STEP 8: Perform background and reference checks
Notes:

A STEP 9: Call to offer the job to the applicant, and send denial letters to other applicants.
Notes:

4 STEP 10: Additionally, you will need to set up payroll, taxes and insurance for your work-
et}

Notes:

A STEP 11: On the first day, you will have the worker fill out an employment agreement.
Notes:
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3.3 — Writing a Job Description & Placing an Ad

In order to communicate the duties, qualifications and other aspects of the job, you should
create a job description. The description you write 1s based on your personal preferences and
support needs. Include enough detail so that you can assess whether a prospective worker
meets your needs. The primary parts of the Job Description are:

A. Job Title: You decide how you wish to refer to your employee(s).

\ EXAMPLE: Personal Support Worker, In-Home Worker,
*- Personal Aide, or Assistant.

B. Nature of the work: A brief summary of your situation and needs, an overview

of when and where work will be performed (only in your home, or if you need employees to
drive or escort you outside the home).

EXAMPLE: Elderly woman requires assistance with
morning routine, gardening, occasionally driving,
shopping, pet walking, and errands.

®

C. Q_ualiﬁcations: Experience, skills required, and traits of your ideal employee(s).

EXAMPLE: Experience is preferred, but employer is
willing to train highly motivated persons who can
provide character references to verify the applicant’s
dependability, honesty, neatness and respect for privacy.
The ideal candidate will have a cheerful disposition and
love dogs and flowers. English/Spanish speaker a plus.

®

D. Supervision: Who the In-Home Worker reports to.

EXAMPLE: The In-Home Worker will be working
under the direct supervision of the employer.

®
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E. Education: Level of education completed or certificates completed

EXAMPLE: High School diploma or GED preferred, but
not required. Completion of Certified Nursing
Attendant Program preferred, but not required.

F. Experience: It any preferences in years of experience

EXAMPLE: At least six months to one year of work
experience as an In-Home Worker is preferred,
but not required.

G. Duties: A list of your support needs, in sufficient detail that applicants can tell you
honestly whether they are willing and able to perform the job

EXAMPLE:
1. Assist with housekeeping chores (dusting, cleaning
surfaces, loading dishwasher, making bed, laundry)

2. Stand by for safety during shower, assist with
towel drying and applying lotion to legs

3. Prepare and serve breakfast, prepare lunch that
employer can microwave

4. Accompany employer on dog walking and assist with dog

5. Assist with getting to/from my bed to/from
wheelchair, toilet and bath chair

6. Push wheelchair as needed on paved paths
surrounding home so that employer can tend to garden

7. Occasionally provide transportation for
doctor visits, shopping and errands (requires
folding wheelchair and placing in trunk of car)

The In-Home Worker Guide
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Continued: Writing a_Job Description & Placing an Ad

Chapter 3 — Steps To Hiring

H. Work pOliCieS: State your basic expectations about attendance, punctuality, confi-
dentiality, boundaries, substance abuse, notice required for absences or resignation. If your
worker will live in or will be expected to stay overnight occasionally, you will need to de-
scribe sleeping quarters, whether meals will be provided, and your policies regarding guests,
etc. If you expect the worker to drive you in his/her own car, state requirements for car

insurance and valid license, rate per mile reimbursement.

EXAMPLE: Employee is expected to (have):
1. Wear appropriate attire for a worker

2. Report to work each shift at scheduled time,
and to inform employer if s/he has a good
reason to be more than 10 minutes late

3. Ability to maintain a confidential working relationship
4. Effective written and oral communication skills
5. Ability to follow oral and written instructions

6. Working knowledge of signs and symptoms of
common illnesses and conditions

7. Working knowledge of first aid, safety and
emergency procedures

8. Maintain appropriate boundaries, not bring
personal issues to work

9. Place cell phone on silent except during scheduled
break; refrain from text messaging while at work

10. Provide own snacks (coffee and tea will be

provided by employer)
11. Respect employer’s home as a substance-free workplace
12. Have reliable, insured vehicle, which s/he will

use to occasionally drive employer, and

accurately record mileage (reimbursed at 40 cents
per mile)

13. Give two weeks notice for planned absences or
when leaving position

The In-Home Worker Guide
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I. Performance Evaluation: How often will performance evaluations
be conducted

EXAMPLE: Performance will be evaluated by the
employer, based on Employment Agreement Contract, on
a monthly basis for the first three months and every
6-months thereafter.

J. Work schedule: Days and times. Describe if the job is “full-time” (40 hours a week)
or “part-time” (under 40 hours)

\ EXAMPLE: Monday — Friday 8:00 AM — 12 noon
*- (Part Time, weekdays only)

K. Salary: Rate of pay, benefits (if any), payroll schedule

EXAMPLE: $10.50 per hour, paid on the 10th & 25th of the
month for pay periods ending on the 1lst & 15th. Employee
will be eligible for a performance $.50/hour raise at 3
and 6 months, with satisfactory performance review

A& CLPOptions Counseling HANDOUT A3:J0b Description

| ot O Let’s write a job description. Go to the Forms Packet
and pull out the form that reads “HANDOUT #A3
Job Description Exercise’ and fill out the form

to fit your needs. Feel free to copy examples we’ve
provided here.

Be sure to also include the Duties & Responsibilities
you list here on your final Employment Agreement
(#A6). Also, it’s a good idea to have someone read
this for spelling and also to ensure that you didn’t

miss anything.
O 0 0 0000000000000 00 0000000000000 00006060000000000 0000 9000
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3.3 — ...and Placing an Ad

The job advertisement will be a condensed version of the job description that you will use to
actually advertise the position. Here are some examples of what one might sound like.

In-home care for senior.

Seeking responsible adult with Certified Nursing Assistant (CNA)
certificate to provide personal care and light housekeeping. Must
have minimum of one year of relevant experience. References and
criminal background check required. $10.50 per hour to start.
Respond with letter of interest and list of experience to Orego-
nian Box 555, Portland Oregon 97204.

Personal assistance for individual with disability.

Provide housekeeping, meal prep and personal care. One year of
experience preferred. References and criminal back ground check
required. $12.00 per hour. Call 503.444.5555 for more information.

WATCH OUT!

In all cases do not share your home address and it is best not to
meet applicants in your home. If you feel comfortable with the
applicant and their references check out, then a follow-up inter-
view at your home would be appropriate.

The In-Home Worker Guide



Chapter 3 — Steps to Hiring

3.4 — Ways to Find & Advertise for Applicants

Ways to Find Applicants

There are a few ways to find applicants.

1. Oregon Home Care Commission Registry &
Referral System: This is a free online service that matches
employer needs and preferences to available workers.

Providers on the RRS are authorized to work in the US, are 18
and older, have completed a criminal background check within the past two years,

and have updated their profile within the past 60 days. Type https://www.or-hcc.org
into your browser and then click the blue button in the upper right. For assistance, email
OHCC . Registry@state.or.us or call 877.867.0077, Option 1.

2 o Bulletin Boards: You can post your job ad on bulletin boards in grocery stores, churches,
community centers and other designated public areas.

3. Newspaper & Internet: You can place a job ad in the newspaper or via the Internet.
Newspapers have their own job ads section online. Examples: OregonLive.com, Portland. Craigslist.org,
Jobseeker.com, JobDango.com.

Z o Community colleges and universities: Most community colleges and universities
have Career Centers where information about available positions in the community can be

listed. This could be a great resource, especially if the college has a school of nursing,

gerontology program or other programs who work with older adults.

: OREGON

TIP! — If you are having trouble placing an Hgﬁﬁusgfgﬁ

ad, call the Aging & Disability Services

Helpline at (503) 988-3646 and one of our
helpline staff can discuss options.

WATCH OUT! - If you post a wanted ad

to Craigslist, do not post your address or
phone number. Craigslist provides a way
to have them contact you without using
your own email. Be wary of scam artists.
If it looks too good to be true, it usually is.
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AA ;"" i CLP Options Counseling
3.5— Having Applicants Eﬁ'.t:iﬁf::::ﬁﬁyfy HANDOUT #&d
Fill-out Applications e o g o
Street Adlidress 123 Main Street At ]
° ., B Portland Sae OR 7ip 97206
You can mail or email the application to the oy,  onizsio0t Bod |remith@examplecom

.
D

Dhate Availabi® . today DrivenslicoscdD e 1234567 Swe OR

°° e : 4 L T, X B

3 X Mon.
1 20 o ytmipn

applicants prior to your in-person interview, or you

3 St Sam

can have them fill out the application in person.
You should have them fill this out before you sit and
speak to them about the job so that you will have it

YES X NO
YES X Ny

al Hackgronnd Chock?

POPO

YES X NO

in front of you during the interview. Here are some

Insusmunee Co, American Family Paliey No, AF123454 7850

important things to look for and follow up about... DO e i e =i S e e

Some Important Items To Note:

1. Availability: Take note of the applicant’s availability. Is she or he available at the times
you will need him or her? You will also want to discuss holidays and emergencies.

Days Available X! Mon. Tue. | X Wed. Thu. | [X| Fri. | [ X] Sat. Sun.
Times Available 8am-3pm 8am-3pm 8am-3pm  12-2pm

2. Does Citizenship Matter?: State and Federal laws require that a worker be either a
U.S. citizen, or authorized to work in the United States. A social security card or green card
are presented as proof. You can be fined for hiring an illegal worker, so check their proof.

Are you a citizen of the United  YES NO If no, are you authorized to  YES NO
States? X _ work m the U.S.?

3. What’s an Oregon Provider Number?: This is a 6-digit number that indicates that
the worker meets enrollment standards to provide in-home services paid for with state funds.
It also means that the state has verified that the individual is authorized to work in the US,
and has run a criminal background check within the past two years. To verify that a provider
number 1s active, email OHCC.Registry@state.or.us or call 877.867.0077, choose option 1.

Do you have an Oregon YES NO If yes,
HCW Provider number? X ' Provider No. 6 h4321

4. The Criminal Background Check: While she/he may seem like a nice person, if
she/he are not willing to submit to a background check, there 1s probably a past offense. If
they say it 1s a single, minor offense you should ask them to submit anyway (to be sure they are
telling the truth).

Are you willing to submit to a Crimimal Background Check? YES X NO |
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3. Need a Driver? If you need someone to drive you in their vehicle, ensure they have insur-

Chapter 3 — Steps to Hiring

ance. If they will be driving your vehicle, see chapter 5 on insurance.

Are you willing to drive your employer’s vehicle? YES (X NO |
Are you willing to drive your employer in your own vehicle? YES (X NO |
If yes, please complete the below vehicle information:

Insurance Co. American Family Policy No. AF1234567890

6. Are the References Past Supervisors? References from past employers and
supervisors are the best references possible. Someone with only friends or former co-workers
may not have satisfied former supervisors.

REFERENCE #1 (Please list three professional references.)
Full Name Sally Ann Smith Relationship  Supervisor

Company ABC Adult Day Living  Phone 503-123-1230

7. Is Their Previous Employment Experience Useful? Do you need someone who has
experience in assisting? Look on page 2, under Previous Employment for Responsbilities.

nding
Wage

Responsibilities | Bathing, feeding, and assisting in toileting of residents.

Job Title | Personal Care Attendant  Starting Wage  $ 10.00 $.13.50

HANDOUT B3:

Employment Application

Go to the Forms Packet and pull out the form that
reads “HANDOUT #B3 Employment
Application”. This is the actual form that you will

make copies of and give to applicants to fill out.
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3.6 — Interviewing Applicants

When hiring an in-home worker many employers conduct a telephone screening prior to send-

ing out an application or holding an in-person interview. Conducting a telephone screen can

help you reduce the number of individuals that you need to meet with in-person.

1. The Telephone Screening

This 1s the initial interview. The purpose of this interview is to determine if the worker meets

your basic criteria. There is no point in scheduling a face-to-face meeting if the applicant

cannot work the hours you need, prefer not to work for someone with pets, or other important

considerations. You may also wish to ask about their experience, personality, and if they have

references. We have provided a sample script that you might use while you are calling to stay

on track, as well as a form with sample questions you can ask and note the answers on.

EXAMPLE/SAMPLE: Telephone Interview Script

“Hello, my name is (introduce yourself the way you
prefer to be addressed). I got your name from (the
message they left, the OHCC Registry, etc.). I'm calling
because I need to hire someone to assist me (or a loved
one) in my/his/her home. I’'ll be calling a number of
possible hires and asking them the same questions, and
will notify you if you are selected to be interviewed
in-person. Is that okay with you?”

CLP Options Counseling HANDOUT CB:
T The Telephone Interview
Go to the Forms Packet and pull out the form that
reads “HANDOUT #C3 Sample Telephone
Interview Questions”. This form is designed
so that you can fill it out quickly while interview-
ing the applicant — so that your notes are all on
one page. After asking these questions to your in-
terviewee we suggest you thank them for their time
and inform them that you will be calling back 1f
you would like to arrange an in-person interview.
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HANDOUT D3:
In-Person Interview
Questions

2. The In-Person Interview
After you have had the telephone interview and

have decided you would like to meet a few of your A& T—
applicants, schedule your in-person interview for T
each possible worker. See our tips below, and also
pull out the handy form (pictured at right) labeled

D3 - In-Person Interview Questions

INTERVIEWER TIPS!

1. If at all possible, conduct interviews
in a public place such as a library,
community center, or restaurant.
Don’t provide your address for
safety reasons.

Your impeesion of this casdidae:

[ ]
2. If possible, have a friend/family ©ecv0cccvscccscccco

member join you during interviews to give you a second opinion,
but also for safety.

3. When you call to set up interviews, ask candidates to bring
information they will need to complete a written application,
including names and phone numbers of references.

4. Try to make the person comfortable, but stay businesslike. You are
giving each other first impressions.

5. Introduce yourself the way you wish to be addressed, and if
you have someone with you, explain who will be conducting
the interview.

6. Give them the application to fill out along with the job description
to review.

7. After they have filled-out the form, look it over briefly. Then ask
your prepared questions, and record (or have someone else record)
the person’s answers.

8. You may really like a candidate (and need to hire someone soon)
and be tempted to offer the job during the interview, but we
strongly encourage you to get their criminal background and
references checked first. You can call them and offer the job after
you check references.

The In-Home Worker Guide
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The In-Person Interview (continued)
Be familiar with the questions that are illegal to ask in Oregon.

Under the Americans with

Disabilities Act, you CANNOT:
* Ask if the candidate has a disability

» Ask if they have ever been hurt on the job

* Discriminate against an individual with
a disability if he or she can perform the
essential functions of the job

Note: For more information,

contact Disability Rights Oregon at
800-452-1694 or online at
http://www.DisabilityRightsOregon.org

You may want to avoid asking
questions regarding...

* Age

* Race

* National Origin

* Gender

* Martial Status

» If the applicant has children or plans to
have children

* Sexual Orientation
* Religion
Although not illegal for household workers

to be asked, it may be seen as discrimination

: and someone may attempt to sue you.

: Good questions to ask...
: » If you need, you can make being able to

read, write, and speak a specific language a

job requirement

: » Volunteer information about yourself (such

as your religion) and ask if the candidate
has issues with it

* Ask follow-up questions about any

information the individual volunteers

about him or herself

e [f the individual is over 18 (for work

restriction purposes)

« [f they are eligible to work in this country

WATCH OUT!

For safety reasons do not provide this first telephone interviewed
individuals with your home address. You can provide them with
general geographical information such as what neighborhood

you live in.
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3.7 — Background and Reference Checks

When you are hiring someone other than an immediate family member completing a
criminal background check and contacting references is a very important part of the hiring
procedures. Information gained from reference checks can help you weigh which applicant
may be a best fit for your needs and personality. Additionally, criminal background checks
help screen out undesirable applicants.

A& CLPOpions Gounseing HANDOUT E3: Suggested
e Reference Questions
' Go to the Forms Packet and pull out the form that
reads “HANDOUT #E3 Suggested Reference
Questions”. When calling to speak with the
references, feel free to use this form, change

the questions, add more questions, or not ask

some questions.

It is smart to keep these notes filed with each appli-
cation, and keep them both for future reference.

TIPS!

1. When trying to reach the reference, call and ask when
there is a good time to talk. They may need some time to
gather their thoughts or they may be very busy and not
have time to give you enough valuable information.

2. A good question to ask is, “Would you hire this person
back?” If the reference isn’t sure or has a hard time
answering this easily, this could be seen as a negative.

3. Talk with more than one reference to be sure you are
getting the most accurate information about an applicant.
Just one supervisor may not have had the same
experiences as another supervisor.
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3.7 — The Criminal Background Check
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Next you should perform criminal background check(s) on whomever you feel you may want
to hire. Since it costs $10 for each Oregon criminal history check, you may want to save this
process for the applicant you are most likely to hire.

Ao wwom HANDOUT F3: Criminal
e History Information Request
Go to the Forms Packet and pull out the form that
reads “HANDOUT #F3 Criminal History
Information Request”. This is a copy of the of-

‘ ficial Oregon form that you may fill-out and submit
to the Oregon State Police (OSP).

TR SR Note: There 1s a chance that Oregon State Police

has updated this form since our publication. Please
contact OSP at 503-378-3070 for a recent copy, or
go to http://Oregon.gov/OSP for online submission

and payment. (Note: You must have an email to
submit online payment.)

IMPORTANT NOTE!

When the applicant filled out his or her application, they should
have checked ‘““Yes” in regard to consenting to a criminal
background check. If they failed to answer this question,

have them consent at the interview. While verbal consent is
allowed, we suggest you have them check the box in case

there is a dispute later.

Are you willing to submit to a Criminal Background Check? YES X NO

TIP! If the applicant is from out of state or only in Oregon for a
few months, you should run a criminal background check for the
state of prior residence.
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HANDOUT G3:
Hiring Offer

3.8 — Accepting or Declining Applicants Phone Call Script

Accepting an Applicant
You've chosen a candidate! Now you need to notify

L
[T

A & CLP Options Counseling

HANDOUT #G3

Hiring Offer Phone Call Seript

them and ensure that the arrangements spoke about in
the interview are still agreeable. Go to the last page of
this chapter and pull out the script and form (pictured
at right) labeled G3 - Hiring Offer Phone Call Script

Calling to Offer the Position

When calling to offer the position, it is important to
repeat what you and the applicant discussed in the
interview. This ensures that the applicant understood

the obligations of the job, the pay rate and the terms of

employment. You will have a formal form for them to 0000000000000 0000000
sign on the first day, but just asking will save everyone time. You should...

A Tell the applicant that you are prepared to offer them the position, but would like to first
review the work schedule, pay rate, pay dates, tax information, and a few details over the
phone to be sure you are both in understanding.

d Repeat the expected work schedule that you spoke about in the interview. Get a verbal
approval of that from the worker that they are still willing to work those dates and times.

A Repeat which holidays or days they have off. Again, get a verbal approval.
d Repeat the hourly pay rate you are offering, as well as the day they will get paid (e.g., paid
weekly, twice a month, or monthly.)

A State if you didn’t in the in-person interview that they will need to complete an
IRS Form W-4.

d Review your policy on sick day notice, planned absence notices, emergencies, and lateness
policies. (Example: Call ahead if you’re going to be five minutes late or more, and ab-
sences will need to be planned at least one week in advance so I can find someone to cover
you.)

A If the person will be driving you in their car, discuss if they have insurance that will cover
the chauffeuring and how gas will be paid for.

 Finally, repeat policies on smoking, drug or alcohol use on the job, theft, unauthorized use
of your property, quitting by them and dismissal by you. (See the supplied script for

suggested policies.) The In-Home Worker Guide
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3.8 — Accepting or Declining Applicants

Declining Applicants
It 1s time to let the other applicants know that they were not chosen. You would generally send
a letter of decline instead of calling. There are two types of letters that you should send.

Declining an Applicant
For whatever reason, this person may not have been qualified or there was a schedule or
personality mismatch. Here’s a sample letter that you could use.

Thank you for your interest in the In-Home Worker position. I am pleased
that you have contacted me regarding possible employment and allowed me
the opportunity to review your experiences and qualifications.

Unfortunately, at this time your skills and schedule of availability do
not match my needs and I am unable to offer you employment.

Thank you for your interest.

Sincerely,
[Your Name]

Declining an Applicant with Potential

Did you have an applicant that you would you consider for a job in the future or if you need to
replace a worker? Here’s a suggested letter to decline them while letting them know you may
call someday to see if they may be interested in a position. You should keep these resumes, job
applications, and references on file.

Thank you for your interest in the In-Home Worker position. I am pleased
that you contacted me regarding possible employment and allowed me the
opportunity to review your experiences and qualifications.

Unfortunately, at this time your skills and schedule of availability do
not match my current needs and I am unable to offer you employment.
However, I would like to keep your name and number on file for future
reference, in case your schedule or my needs change.

Thank you again for your interest and the time invested in applying and
interviewing for this position.

Sincerely,
[Your Name]
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Steps To Using |
An Agency

In This Chapter...

* 4.1 — The Role of an Agency

* 4.2 — Steps to Using an Agency
* 4.3 — Finding Agencies

* 4.4 — Interviewing Agencies

* 4.5 — Screening Agencies

4.1 — The Role of an Agency

What is the agency generally responsible for? What are you
responsible for? Employment agencies that specialize in home

workers have certain things they do for you, the client, and charge
for those services. Some agencies are different than others. Forms & Handouts

In This Chapter:
Most Agencies are Responsible for...

* Hiring of workers ¢ Supervising Workers * A4 - Interviewing

A .
* Firing of workers e Payroll and taxes ..ol L,

* Screening workers

Hiring Through an Agency Disadvantages

» This option is usually more expensive than
Advantages .

. o self-hiring a worker
* All of the hiring/firing is done by the agency

) ) ) * You have less choice in selection of worker(s)
» Some agencies have staff with a variety of Service o] ol based
<kills and certifications ervice plans are typica y based on agency

_ assessment of your needs, instead of your
» Workers are screened and supervised, and
own support plan
may be bonded

. _ * There may be restrictions on services work-
* TR b cally provides back-up ers may provide, such as pet care or lawn
for workers .
services

* Some agencies pay insurance coverage : ..
5 pay 8 * Many agencies have a minimum number of

* The agency serves as employer and hours per shift

hariggEsme land taxes * Workers may be switched out without notice.
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4.2 — Steps to Using an Agency

While using an agency can be easier (but more costly), there are still steps you would need to
take to use one. See below for an overview. You can come back to this list and check it off as
you complete each task.

[ STEP 1: Iind and select an agency or agencies to interview.

Notes:

A STEP 2: Interview the agencies to be sure you find one that takes care of what you want
taken care of by the agency and what you want the freedom to do yourself (1.e.,
agencies vary 1n policies for selection of employees, who is the insurer, who takes
care of taxes, payroll, hiring/firing, and back-up/emergency statfing).

Notes:

A STEP 3: As mentioned in step two, some agencies do not handle insurance, payroll and/or
filing taxes. You may have to take care of these steps.

Notes:

IMPORTANT NOTES!

What does being a LICENSED agency mean?: Being licensed
means that the agency has been trained in the proper practices
and regulations concerning hiring and administrating work-
ers. It also means that the agency understands the laws and
can be held accountable if the laws are broken.

What does being BONDED mean?: Bonded means that a bond-
ing company has set aside money that is controlled by the state
(not the agency) to pay in the event that a client files a claim
against the agency. It ensures that if you have a theft or loss
that you want the agency to pay for that the agency can pay it.

The In-Home Worker Guide
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4.3 — Finding Agencies

If your choice i1s to hire through an employment agency, there are several ways one can locate

an employment agency to work with. You will want to get information for several agencies and

iterview each of them.

Here Is A List Of Ways To Find Agencies:

1. Multnomah County Aging & Disability Services (ADS) Helpline
If youre not familiar with the internet, you can call the Multnomah County Aging & Disabil-

ity Services Helpline at 503-988-3646 (or T'T'Y at 503-988-3683). The Helpline staff can look
up agencies in your area that suit your needs and recommend good agencies.

2. The Aging And Disability Resource Connection (ADRC) Website -
a. Go to http://www.ADRCofOregon.org

b. At the top of the page, but in your zip code into the Quick Search

c. Type in the keywords “Personal Care”

d. Click the GO link.

2 ADREC ol Oregoe - Windows Tntermet Fuplares ;N @ LIE|
’_"@— T e E———" =] h x| I Pl
Fie E View Fovortes Tooks Hebp
LIt e -
S o] | e it Core Work | S48 o cregan | /7N Co)a-rmYorm-~

b ~ E

ADRC '
lhange text size:
Go

Aging and Disability
Resource Cannection

Search for Services

edium | Larger |

jest

and keyword

Search Oregon's eleome to the Aging
Licensed Facilities e and Disability Resource
L% " Connection, a resource
Related Links . A\ b= . directary for the people of o
: : T 1 Oregon to search for

e ) ’ . m;:?mlbnn related to long

’ e e term supports and services
Cont P t - for families, caregivers and
Site Map consumers, Here you will find

i . 7 quick and easy access o

Provider Login . FESOUrCES in your
COmmumty.

This web site ks new, and wil

rantinua tn avnand and | _,ﬂ
»
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3. The Medicare Website

You can use the Medicare.gov website

Chapter 4 — Steps To Using An Agency

@Medicare.gov

The Official U.5. Government Site for Medicare
™ Email &

ﬁ Manage Your Health

Home + Resource Locator

Print | % Bookmark & Share

to search for agencies. Here’s how...

a. Go to http://www.medicare.gov Resource Locator

Resource Locator

Drug and Health Plans R
Medigap Policies

Drug and Health Plans & Medigap Policies
The Medicare Plan Finder tool provides one central point to view and compa
and health plan choices, including Medigap Policies in your area.

b. Click on “Resource Locator”

Doctors

button in the top navigation. It will

Hospitals

take you to a new page.

Formulary Finder

c. In the left navigation, click on

“Home Health Agencies”

Long- Term Care Planning

‘ Home Health Agencies

Doctors

You can use the Physician and Other Healthcare Professional Directory tool

mformation about Physicians and many other types of healthcare profession

practitioners, physician assistants, social workers, psychologists, and physic
agrch will mclude provider profles including specialbies, practbcing locabons,

information may also include education, gender, residency, foreign lan

al affiiation and maps and directions to practicing locations.

button. (Note: You can do this from
the home page too, but this might be easier.)

d. Scroll down to see a yellow search box. Click

the red link to choose to search by zip code.  ["™* state
County
e. Below the box another yellow search box will thi 2P Code @
appear that you can put your zip code into. -
Then press the Next Step button. e

f. The next page will be another
question for you. They will

How would you like to Find a Home Health Agency?

| want to find all home health agencies that provwded
senices within a:

By Geography

want to know what type of
Home Health Agency you
need. Check the box that

reads “Home Health Aide
Services” and then click

the “Next Step” button at
the right.

Find

About Data Details  Resources

™ Eind Criteria > Select Services

Find a Home Health Agency
(Step 2 of 4)

There are 10 Medicars cenfied Home Health Agencies meeting your search cifferia that hava saned patients in ZIP Code 9

To make searching easier, we have listed the Medicare Covired Seraces that Hon il e gancis Lhal prowde
particular senvices by selecting ane or more items from the list and clickng “Hext Step” hekm 0 view =l agencies, chok "Selert Al Senices " To starl over,

chck "Beset Checkboxes *

Madicare Pant A and B covers pan-time shalled nursing care, physical therapy, occupational therapy, speechdanguage therapy, home health ade senices,
medical social sevices, durable medical equipment (such as wheelchairs, hospital beds, oxygen. and walkers) and medical supplies. and cther senices. Note
You must meet centain conditions

r ing Care Services ™ Physical Th Services T C | Th services
I Speech Pathology Services [~ Medical Social Services F Home Health Aide Services
ssscnisaness | Remciasons |

[Fress & + Ntogotatho oa:

You’re done! The next page will be a list of agencies in your area!

Optional: If you wish to review statistics on the agencies, check the boxes next to the

agencies and click the “Next Step™ button at the bottom.

The In-Home Worker Guide
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4.4 — Interviewing Agencies

Once you have a list of agencies, start by call-
ing them and interviewing them on the phone.
You’re going to want to ask them about...

1. Agency Business, History,

and Information
2. Services They Provide
3. Qualifications of Their Workers
4. Fees and Billing
5. What They are Responsible For
6. What You are Responsible For

- CLP Options Counseling HANDOUT A‘]:: Interviewing
¥ D Agencies

Go to the Forms Packet and pull out

the form that reads “HANDOUT #A4

Interviewing Agencies”. This is a form with a

list of questions that you can ask during the tele-
phone interview of the agency that makes it easy
and fast to make the call.

If you go to visit the agency in person to interview

them, bring a friend or family member.

WATCH OUT!

Do not sign any contacts with any agencies until you have spoken
to at least three agencies to explore your options. If one agency
does not do what you need, try another. There are many!

The In-Home Worker Guide
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4.5 — Screening Agencies

Either before or after interviewing agencies, you may want to check with some services that
receive and publically share feedback about agencies. For some people, this step can be helpful
while for others it can be confusing to look through both positive and negative feedback from
previous clients. Keep in mind that a few bad ratings may not reflect the quality of the agency,
but many complaints may suggest issues.

The Better Business Bureau — http://www.bbb.org

Use the “Check Out a Business or Charity” search to check and see if anyone has filed a
complaint or complaints with the BBB. It’s not important if the agency i1s a BBB member or
not. You are checking for complaints only.

Angie’s List — http://www.AngiesList.com
This rating service is a paid service — it is $3.20 a month for a basic membership — but is use-
ful in that Angie’s List verifies each feedback to be sure they are not false.

Yelp — http://[www.yelp.com

This is a free service of registered users who put in reviews. The postings are not verified as
true or false, but there will often be information about the business such as specialities and his-
tory. The reviews can be useful but read them carefully as they are only opinions.

TIP!

You may want to ask a knowledgeabe friend or family member to
also review the agency contract before you sign it.

The In-Home Worker Guide
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o, O
Insurance, Taxes

& Other Considerations

In This Chapter...

* 5.1 - Employer & Home Insurance Policies
* 5.2 — Checking Your Auto Insurance Policy

* 5.3 — Using a Payroll Service verses
Handling Payroll Yourself

* 5.4 — Filing Taxes on Wages

3.1 — Employer & Home Insurance Policies

Many homeowners who hire workers are not aware of the need
for insurance to cover them in case an accident occurs on their

property. After an accident, you may be financially liable. Find

out what your insurance covers before hiring. Forms & Handouts
In This Chapter:

Workers Compensation Insurance e There are no forms

According to the Department of Consumer and Business for this chapter.

Services, “Private residence workers” do not have to be covered
under workman’s compensation. This is any people working for you at your home and in-

cludes cleaning, home health care, gardening, maintenance, and even remodeling.

For more information, contact the State of Oregon Department of Consumer and
Business Services - Workman’s Compensation Division at
Phone: (503) 947-7815

Toll Free: (888) 877-5670
E-mail: wed.employerinfo@state.or.us

The In-Home Worker Guide
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Homeowners Insurance

You should speak with your insurance agent about paid and
unpaid in-home workers and care givers in your home, and
review what coverages you have for liability and medical

to assess if your current coverage is sufficient. You will also
need to decide if you want to add an individual worker’s
compensation policy to your coverage. Some homeowner’s
policies specifically exclude domestic workers such as care
workers, while others cover injuries of household employees
only under the liability coverage section.

In addition to the liability coverage provided under your
homeowners policy, you may want to consider additional
liability coverage to protect your assets in the event of a liability judgment that exceeds the
limits of your homeowners insurance. Talk to your insurance agent about what your policy
covers and does not cover, and if extra liability insurance is needed.

Adapted from

1. Insurance Source.com - hitp://www.shopinsuranceonline.com/oregon. htm
2. The Michigan WCA - Waorkers® Compensation Agency http://www.michigan.gov/wea
3. Insurance.com - hitp://www.insurance.com/home-and-renters-insurance/coverage/legal-liability-for-landscaping-help.aspx

5.2 — Checking Your Auto Insurance Policy

In-home workers often use their own cars to take their clients to appointments, but you may
choose to want them to drive your car instead. Whatever you decide, check your insurance
policy to see what it will and won'’t cover. Insurance coverage varies from company to com-

pany, so contact your agent or insurance company if you have questions.

Your worker may need his or her own separate business coverage in order to transport you.
The employment application (Chapter 3) provides an area for applicants to list their insurance
policy and coverage.

The In-Home Worker Guide
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3.3 — Using a Payroll Service verses Handling Payroll Yourself

Handling Payroll Yourself

If this 1s your first experience handling payroll, the payroll tax reporting and deposit proce-
dures will eventually become second nature to you, but it 1s definitely confusing when you first
start out. Follow these tips...

PAYROLL TIPS!

1. Find someone who understands the payroll tax calculation and
reporting process. Have them show you their completed forms and
walk you through the process. Call friends or family that have a
business to ask them about tax payments. Also see section 5.4 about
state resources.

2. If you can, we recommend using a payroll software such as Quick
Books or Intuit Online Payroll. These include handy tools to ease
the payroll process. To find out more go to: http://payroll.intuit.com

3. Report your payroll taxes. Yes, that means all of them on all of
the nice little forms, and when the reports are due. This means
reporting them on time, every time!

4. Make sure that your deposits are accurate and on time. IRS
penalties and fines are expensive.

5. Always consider the additional payroll tax expenses when
calculating an employee raise. You may want to consider offering
your employee additional benefits (like paid vacation days) instead
of a raise because a raise means additional payroll taxes.

6. Don’t wait to pay your payroll taxes. If you are delinquent in mak-
ing deposits for any length of time, it can have legal repercussions.
Also, if you stop employing workers you will still owe these taxes,
so pay these taxes before you use the money elsewhere.

7. Have a separate checking account for paying worker wages and re-
lated taxes.

What Do Payroll Services Do?

Here’s a list of basic services most payroll services do:

* Calculate payroll * Print and deliver checks

* Calculate tax obligations * Provide management reports

The In-Home Worker Guide
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How Do I Find A Payroll Service?

There are numerous payroll services available for use in Multnomah and Washington

Chapter 5 — Insurance, Taxes & Other Considerations

Counties. The fees are set by the individual payroll service providers. Contact the Multnomah
County ADS Helpline for a list at (503) 988-3646.

Adapted from

1. Everyday Business.com, Fwe Basic Rules For Handling Payroll - http://www.everyday-wisdom.com/
handhing-payroll.him!

2. Yahoo! Small Business, What do payroll companies typically offer?, By Sandra Boncek - hitp://smallbusi-
ness.yahoo.com/r-article-a-2140-m-2-sc-52-what_do_payroll_companies_typically_offer-i

IMPORTANT NOTE!
For information on paying federal taxes for household em-
ployees, call 1-800-TAX-FORM and ask for ‘“Publication 926.

ALL of the below forms can be ordered by calling
1-800-TAX-FORM. Most are available from the IRS Web site

at: www.irs.gov/formspubs/index.html

5.4 — Filing Taxes on Wages

As the employer, you may be responsible for withholding Social Security taxes, Medicare
taxes and/or federal unemployment tax and filing them with the Internal Revenue Service
annually or quarterly. Social Security taxes are owed by both the employer and the employee.
Rules governing the amount(s) to be withheld and payment schedules can change annually.
Note: This information is not intended as accounting advice. Discuss your plan with your financial and legal
aduviser.

Do You Have a Household Employee?

You have a household employee if you hired someone to do household work and that worker
is your employee. The worker is your employee if you can control not only what work is done,
but how it is done. If the worker is your employee, it does not matter whether the work 1s full
time or part time or that you hired the worker through an agency or from a list provided by
an agency or association. It also does not matter whether you pay the worker on an hourly,
daily, or weekly basis, or by the job. Household work is work done in or around your home.
Some examples of household work are caretakers, house cleaning workers, domestic workers,
drivers, health aides, housekeepers, private nurses and yard workers. Please review IRS infor-
mation related to cash wages paid to your spouse, your child under the age of 21 or your parent.
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Household Employer’s Checklist (from IRS Publication 926)
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You may need to do the following things when you have a household employee.
When you hire a household employee: LI Find out if the person can legally work in
the United States.
[ Find out if you need to pay state taxes.
When you pay your household employee: [ Withhold social security and
Medicare taxes.
[} Withhold federal income tax.
] Decide how you will make
tax payments.
[} Keep records.
By January 31: [ Get an employer identification number
(EIN).
] Give your employee Copies B, C, and 2
of Form W-2, Wage and Tax Statement.
By February 28*: [ Send Copy A of Form W-2 to the Social
Security Administration (SSA).
*April 1, if you file
Form W-2 electronically)

By April 15: [ File Schedule H (Form 1040), Household
Employment Taxes, with your
federal income tax return (Form 1040,
1040NR, 1040-SS, or Form 1041).
If you do not have to file a return, file
Schedule H by itself.

Note: Employers of household employees do not usually file Form 941. See the current IRS
Publication 926 Household Employer’s Tax Guide for additonal information and dates:
http://www.irs.gov/pub/irs-pdf/p926.pdf

The In-Home Worker Guide
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More About Filing Taxes on Wages Paid to In-Home Workers
There are also state and local tax forms to complete for state forms and information contact:

Oregon Department of Revenue
questions.dor@state.or.us

Phone: 503-378-4988
Toll Free: 800-356-4222
Fax: 503-945-8738
TTY: 800-886-7204
http://www.oregon.gov/DOR/

Another excellent resource for understanding wage-an-hour laws and requirements is the

Oregon Bureau of Labor of Industries (BOLI) www.oregon.gov/BOLI

We also suggest that you contact an accountant if you have any additional questions on taxes
that you need to pay.

Your Notes:

The In-Home Worker Guide
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o, O
Supervising Your

In-Home Worker

In This Chapter...

* 6.1 — Having Your Worker Fill-out an
Employment Agreement

* 6.2 — Training an In-Home Worker

* 6.3 — Time Sheets & Paying Your Worker
* 6.4 - Employee Reviews

* 6.5 — Termination & Replacing a Worker

oooooooooooooooooooooooooooooooooooooooooooooooooooooooo

6.1 — Having Your Worker Fill-out an
Employment Agreement

Either before or on the first day, it is best to have your new
worker fill out an Employment Agreement. It is an agreement

Forms & Handouts

Agreement”. This
form 1s what you will
have them fill out on the
first day of work. See the
following pages for tips.

that states what you expect - in writing - to the worker that In This Chapter:
they sign to verify they accept the terms. It is a great way to
ensure the worker understands what is expected of them. You * A6 — Employment
can refer back to this form if there is ever confusion over roles. Agreement

00 000000000 00000000000000O0C0OCOCKOCGOGINOSGNOSNOSOEOSOEOSOOOIONO .BG_ACtiVitieS&

° Tasks Worksheet

| ae  aromcman | HANDOUT A6: ¢ . c6 - special Dietary
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- Agreement * D6 — Timesheet

o Go to the Forms « E6 — Employee

. Packet and pull out Performance

. the form that reads Review
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Information You Should Include in Your
Employment Agreement Duties

The first section of the agreement is titled “duties” and covers
the duties that the employee agrees to perform as instructed.
Fill this out before you meet with your worker and be sure of
all of the duties you need them to perform that you listed in
handout B2 “Hiring and Budgeting” and handout A3 “Job
Description” are included.

Suggested items that may apply to you are...
* Light housekeeping such as laundry, dusting, making bed
and disinfecting counter tops

* Prepare meals for employer when needed
* Assist with transfer to and from bed, wheelchair (or walker), toilet and bath.

* Stand-by for safety during shower

* Assist with towel drying and applying lotion to legs

* Push wheelchair as needed in back yard so employer can get fresh air

» Accompany employer to take dog for a walk and assist with animal waste disposal as needed

* Occasionally provide transportation for medical appointments and grocery store visits. (This
may involved folding wheelchair or walker and placing in car.)

Hours
In the section on working hours, be sure to check the boxes (if any) of holiday coverage you
may need. If they work every other week, be sure to make a note of that as well.

Salary
When listing the salary, remember that the pay rate you list here will be before taxes. Also, 1f
you are using a payroll service, write in the name of the payroll company.

Breaks

State when the regular time for breaks occur and how long those breaks are to be — it is
Oregon state law to provide a 10 to 15 minute break for every four hours worked and a
30 minute lunch break.

The In-Home Worker Guide
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TIP!

Remember to make arrangements for access into your
building such as keys, access codes, or someone to let the
worker in. Notify your building manager so they will be aware.

Performance Reviews

You will want to conduct regular performance reviews and be clear with the employee that
continued employment is based on acceptable performance. The first review should be done
within three months of hire. Also, give verbal feedback each week during the first 4 to 6 weeks
of employment. You may also want to give a raise after six months or a year if the employee
has satisfactory performance.

Rules and Expectations

Be clear about your expectations, house rules, and grounds for termination. If you do not al-
low anyone to handle the family heirlooms such as china, glassware or pictures — state that
these are off limits and not to be used nor handled. Also be clear about what is expected, for
example, when you say you have lunch at noon 1s that right at 12:00 noon or 1s there flexibility?
List these rules and expectations in the Employment Agreement (Handout #A6).

Employer Privacy
You have a right to have areas of your home, belongings and personal information private.
Secure your personal information such as social security number and insurance policies in a

private area or in a locked storage box.

Cell Phone Policy

If you do not want your in-home worker answering their cell phone except on regular breaks,

state it clearly in writing in this agreement.

Boundaries

Your in-home worker is an employee and usually not a member of your family. Setting bound-
aries on what is okay to discuss with you 1s important. They should not be asking you about
your finances, your will or specific details about your relationship with your family. You
should never loan money to an employee. Even with family it is important that during the
time they are working for you they need to remember that the focus is on your needs and that
they are being paid to complete specific tasks the way you want the tasks completed.
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6.2 — Training an In-Home Worker

Even the best in-home workers are not mind readers! It is your job to teach workers how to
provide each specific service to you. Most employers find it helpful to have instructions written
out, as well as providing verbal instructions and showing workers how you want each service
provided. Remember that your worker may have a different learning style than you do. Some
of us learn best by listening, while otherslearn by | 0 0 0 s s 000000000000 eee oo

reading, but most of us learn by being shown how ¢ HANDOUT B6:
to do a task, then doing it and receiving Activities & Tasks
helpful feedback. Worksheet

-y . CLP Options Counseling

Activities & Tasks
There are many ways one can communicate and

manage activities and tasks.

* Have the worker initial the Activities and Tasks

Tasdi iow oolel wedTon onsly. | [ Mon
o lomch cocep® with whitel, | =
on rmecbiviem hoetl, folol et | &

F iy

worksheet each work period (see box at right for
this form)

* Write tasks on index cards and use the
cards daily to give to the worker as they

start their day.

* Use a checklist that 1s laminated or put into a

Go to the Forms Packet and
pull out the form labeled
“HANDOUT #B6 Activities
& Tasks Worksheet”.

page protector that can be written on and wiped
off with a dry erase marker. (These tools are
available at an office supply store.)

* Use wipe boards or dry-erase boards with the
tasks listed daily.

LINDA’S IDEA:

Linda wrote each task on an index card with brief instructions
on the back. She used the cards to teach her worker how she liked
tasks done. Linda had a small corkboard with two envelopes
pinned to it that she had labeled “To Do’ and “Done”. At the
beginning of each week, she would go through the cards, decide
on tasks needed to be done that week, and place the cards in the
“To Do’ envelope. When the worker was done with the task, they
would put the card in the “Done” envelope.
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Communicating Effectively with Workers

The way that you communicate with employees will directly impact
the quality of support you receive and will influence your ability to
retain competent workers. This process begins, of course, with how
you communicate expectations during the interview process, while
discussing the Employment Agreement (See handout A6 for sample)
and while teaching and orienting workers to the job. You will be

communicating with workers on a daily basis on a variety of matters,

including providing instructions and feedback on performance.

It is your job as an employer to set the tone for respectful conversations and to create a positive
working environment so that workers will be motivated to do their best. Obviously, treating
workers as we would wish to be treated and saying “please” and “thank you™” are good practices
It 1s also good practice to solicit feedback from the employees and work to improve relations.

Communicating Special Dietary Needs

If you eat a special diet such as a diabetic diet, you will need to explain this to your in-home
worker if they are involved in preparing meals for you. Additionally, if you use Boost or En-
sure, vitamins or other dietary products, you should review the days and times you normally
take those. We have provided a dietary needs sample form for your use. This is a form that
you can give to your in-home worker which will help in communicating your dietary needs.
You may wish to post this form on your refrigerator or near your cookbooks.

HANDOUT C6: Special Dietary

Needs

Go to the Forms Packet and pull out

the form that reads “HANDOUT #C6: Special

Dietary Needs”. This is a form that you can give

to your worker which will help in communicating
your dietary needs. You may wish to post this form
on your refrigerator or near your cookbooks.

9000000000000 000000000000

O 00000000000 000000 00000000000 0000000000 AARNANNA]GAASALLA



400

Chapter 6 — Supervising Your In-Home Worker

HANDOUT D6:

6.3 — Time Sheets & Paying Time Sheet

Your Worker

CLP Options Counseling
_— HANDOUT #D6

About time sheets
A time sheet is an important way for your worker

Employee:

to keep track of their hours. Evidence of actual

Day of

hours worked may be required for tax audits or
as a record in case of any dispute about wages
paid. Have your worker complete a time sheet

Diate;

every week and have them sign the time sheet
and then you review and sign it.

Even if their hours will be the same every week, Go to the Forms Packet and

pull out the form labeled
“HANDOUT #D6: Time Sheet”

be sure to have them fill it out anyway. Once you
both sign it, the form becomes a legal

document that says you both agree these are the
hours worked. You must pay the worker the num-
ber of hours worker and on the scheduled

pay days. If you do not you will have violated
state law and legal trouble could result.

Paying Your Worker

If you are handling paying your worker yourself it is important to:

A) Have a time sheet due from the worker on a specific day, and a pay schedule.

B) Always pay on time.

C) If you pay in cash, use a receipt book and have the worker sign that they received the
money. You can also write a check or provide a money order. Keep a copy on file.

D) You may want to consider getting a second checking account that is just for paychecks.
This may save confusion over what money you have allotted to pay the worker.
Note: It’s important to talk to your banker about how to prevent theft from your
checking accounts.

I) Provide the worker with a “tax stub” or note that goes with his or her check that states
how much money you withheld from taxes and for what tax.

G) Keep copies or carbons of paychecks, receipts and tax stubs.

D) Never let the worker pay for things, such as groceries, for you and then pay them back via
their paycheck.
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Pay Period
Pay period: Weekly, every two weeks, or weekly
with a first-week hold are the usual frequency for a

non-professional position.

Pay Day

You need time to produce the paycheck and factor taxes
owed. To give yourself time, it 1s normal for someone to be
paid the week after they worked (or even later, as in every
two weeks) and not on that same week of work.

Weekly: You need to define a pay week. Usually that is

Sunday to Saturday but you can chose something else for
your seven day week such as Monday through Sunday.
Pick a day of the week (generally the last day of the week
before a “weekend”). This may seem like the easiest, but you must account for withholding for
that week before writing the check, and also provide your worker with a receipt that shows
how much withholding you took out and for what tax. Ask yourself if you have enough time.

Every Two Weeks: You pay every other week. Again, this gives you time to do the account-
ing necessary to ensure the correct amount of tax withholding is taken out and to make the re-
ceipt. You can choose the payment to be for the last two week pay period or for the two weeks
leading up to the day.

Every two weeks or weekly with first-week hold: You can choose to withhold the first
check of the first week worked, and then pay for the week prior’s work on payday. Why?
Because if you have some accounting to do for withholding or vacation time, you may want
a week to accomplish this before you pay the worker. This 1s not unusual, but should be
explained to the worker in advance so that they know they will not receive a check on their
first week of work.

WATCH OUT!

DO NOT let workers take out a “loan” on future paychecks for
work they have not yet performed. This is not only risky, as you
may have paid for hours that you will not receive but it also com-
plicates your payroll accounting. If they need advance money
there are other means such as their family, friends or even pay-
day loan companies.
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Employee

In-Home Worker
Performance

6.4 — Employee Reviews Review

An important step with your employee is to provide a A CLP Options Counseling

review in writing that gives them feedback on how well
they are performing their job. See “HANDOUT EG6:
Employee Performance Review” for a form you can fill

Employee Performance Review HANDOUT #E6

EMPLOYEE INFORMATION
Dt

RATINGS

out to review your worker. You should both sit down
and discuss the results of this review and sign it.

6.5 — Termination & Replacing
a Worker

ng
EVALUATION

Terminating a Worker

Terminating a worker is never easy, but may be

necessary when they are not working out for you.

Go to the Forms Packet

and pull out the form
labeled “HANDOUT #E6
Employee Performance

A) Have a family member or friend with you when you
terminate the worker. This will make it easier to have
the difficult conversation with support.

B) Let them go on the last day of their work week at the Review”.
end of their shift so that you will have a few days before ®®®eeeeee00000000000

a new worker starts.

C) Oregon law states that you do not need to explain why you are terminating an employee,
so it 1s your choice 1f you would like to discuss any issues.

D) If the employee has been sent via an agency, you simply contact the agency and they take
care of terminating and replacing the worker.

Replacing a Worker

We suggest that if you are replacing a worker in a situation in which the departure of the
former worker is amicable (i.e., the worker 1s leaving for a reason such as pregnancy, career
change, etc.) then you may want to ask the worker if they are willing to come in for half-a-day
to train the new worker. This may save time and effort for you, however, keep in mind that
you will have to pay both workers at the same time.

If the situation is not amicable (i.e., you are terminating due to job performance), it is wise to
not start the new worker until after the old worker has departed the premises. (Ensure a scene
1sn’t created.) If you predict there may be trouble, talk to your Options Counselor about ways
to handle the situation.
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Tips for a Healthy Empoloyer
& Employee Relationship

In This Chapter...

e 7.1 — Maintaining Boundaries

¢ 7.2 — Effective Communication &
Resolving Conflicts

* 7.3 — Watching Out For Fraud, Theft &
Other Problems

* 7.4 — Appropriately Rewarding Your Worker
for a Good Job

oooooooooooooooooooooooooooooooooooooooooooooooooooooooo

7.1 — Maintaining Boundaries

Setting appropriate limits on the nature of your relationship,

what some call “boundaries,” is important as well. Many em-

Forms & Handouts
In This Chapter:

ployers start out wanting to consider workers like friends or
members of the family, and come to regret this. If you don’t set
boundaries, you may find yourself in the position of spending e There are no forms
an inordinate amount of time listening to workers’ problems, for this chapter.
and may start making allowances for excessive absences or poor =777
work performance on this basis. It may be difficult to provide

constructive feedback to a worker you’ve come to think of as a friend. You may feel betrayed
or abandoned when a worker with whom you’ve become too close quits or when the quality of

their work declines.

Likewise, especially if you don’t see many other people besides your employee, you may be
tempted to share too many details about your life that are unrelated to the employee’s job du-
ties. Workers may interpret this as an invitation to offer unsolicited advice, or otherwise cross
the line of what is appropriate decorum toward an employer. Many employers find it helpful
to maintain or restore relationships with people besides their worker and health providers. If
you were formerly active in a household of faith, social or civic organization before your illness
or disability, but are unable to attend regular services or meetings, a phone call explaining the

current situation and openness to visitors will often result in renewed contacts. Your health

The In-Home Worker Guide
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may permit occasional visits for activities, often including meals, at community or senior
centers. Pursuing hobbies and interests, even on a limited basis, can also help you have a life
apart from the working relationship with employees.

It’s a good idea to discuss with employees, early in your working relationship, any topics that
are off-limits. Sex, religion and politics are typically the big three, but you may enjoy an occa-
sional discussion about current events, including politics, or philosophical conversations about
spirituality. If so, you should be sure your employee understands that it is not appropriate for
either to attempt to sway the other toward their own political position, and that neither will
attempt to “convert” the other to their religious beliefs.

7.2 — Effective Communication & Resolving Conflicts

Set aside a regular time to talk with employees about your working relationship. Ask how

the worker feels things are going, if he or she is enjoying the job, if you're making expectations
clear, and what else you can do to help the worker do his or her job better or improve
working conditions.

Deal with any concerns as soon as you're able to do so calmly and in a civil manner. Lashing
out in anger when an employee displeases you 1s not likely to be effective, but neither is hold-
ing onto complaints until you have a long list (and accompanying resentments) to deal with.

Mr. Harris’ Problem:

Mr. Harris was having trouble with his employee moving his
walker when they were cleaning, and it would make him really
angry. He got in the habit of yelling, “Who the #(@& moved my
walker?”’ and saying “you idiot’’> when the worker would bring

it back. He couldn’t understand why they didn’t get it. After he
learned how to express this concern using the assertive commu-
nication model, he was amazed at how his employee stopped to
think and put the walker back. It was initially hard for Mr. Harris
to verbalize his feelings of vulnerability, but he realized it helped
employees to understand how actions they thought of as ““no big
deal” affected him greatly.

The In-Home Worker Guide
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Consider Mr. Harris’ problem...
Note that there are three parts to the way that Mr. Harris learned to express his concern
about having his walker moved.

1. Objectively describe the behavior. “When you move my walker...”

2. State how it affects you. “...1 feel stranded where I am.”

3. Express what you want in the future. | “I need for you to put 1t back where I can reach it.”

7.3 — Watching Out For Fraud, Theft & Other Problems

In-home workers can become trusted friends. Unfortunately, some older adults can be victim-
ized by in-home workers attempting to defraud them. Frauds and thefts against the elderly by
people they know and trust are surprisingly common. Examples cited by the Justice Depart-
ment and other sources include stealing money; cashing checks without permission; transfer-
ring the ownership of property such as homes; committing identity theft; “borrowing” funds
without intending to repay; and denying services to the elderly person, even medical care.

You and your loved ones should be concerned if:
* An in-home worker becomes extremely interested in your financial affairs — or the worker 1s
offering or insisting to take care of finances for you.

* There are unauthorized withdrawals from checking or savings accounts.

* The in-home worker claims that they have been told by your case worker to perform finan-
cial actions on your behalf.

* An in-home worker prevents you from talking on the phone or doesn’t pass along
phone messages.

» A worker who is 1solating you from seeing your friends and family.

» A worker who wants to spend an unusual amount of time with you outside of their
scheduled work day.

» A worker that makes romantic or sexual advances toward you.

* You notice that you are missing a lot of pills such as pain medications.

The In-Home Worker Guide
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If you do not feel comfortable or safe confronting the worker yourself, please contact your Op-
tions Counselor to discuss intervening on your behalf. It is possible that the worker was not
committing fraud or theft, but better safe than sorry. Remember to never give your bank ac-
count, Social Security, or credit card number(s) to an in-home worker. Contact your Options
Counselor if your worker requests these to discuss the possibility of fraud.

7.4 — Appropriately Rewarding Your Worker for a Good Job

A worker 1s a great asset to you and your ability to live independently. Perhaps he or she even
goes above and beyond 1in their tasks. While you are never expected to reward your worker
other than paying them their wages, you may want to express your gratitude. Remember that
there are appropriate and inappropriate ways to reward a worker.

Appropriate ways to Reward:
* Write him or her a thank you note.

* Write them a letter of reference saying how good they were to work with. They can use this
with a future employer and it may help them get a job.

* Tell your Options Counselor how well he or she is working for you. Your counselor may
have more people that could use his or her services and can refer that worker with confi-
dence that they will do a good job.

» Simply remember to tell them “thank you”. This can be easily overlooked when someone 1s
your employee. Your acknowledgement of their efforts will be appreciated.

Inappropriate ways of rewarding: (Do not do these!):

* Don’t purchase gifts for the worker. This may make them uncomfortable and most workers
are instructed to decline these gifts due to concerns.

* Don’t give money beyond wages to the worker. Like gifts, money is not an appropriate way
to reward.

e Don’t offer to make dinner or offer drinks to the worker.

* Don't offer to do things for the worker, such as driving them or storing things for them at
your home.

If your worker is requesting any of these things as an additional payment or reward, please
contact your Options Counselor. Remember to never give your bank account, social security,
or credit card number(s) to an in-home worker.
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Planning For
Emergencies

In This Chapter...

¢ 8.1 — Discussing Emergency Plans
* 8.2 — Weather & Natural Disasters
* 8.3 — Pet Maintenance & Emergencies

¢ 8.4 — Advance Directives

oooooooooooooooooooooooooooooooooooooooooooooooooooooooo

8.1 — Discussing Emergency Plans

We believe that it 1s important to hope for the best and plan for
the worst. Your worker(s) will probably feel more comfortable

knowing in advance what 1s expected in an emergency.

Talk to your worker about:

* What sort of medical emergencies they might expect, Forms & Handouts
and what they should do. If you have a history of seizures, In This ChaptGI':
1s there a safe procedure in which workers can be trained? AS_E
5 . — Emergency
or should they call 9113 Health
* [f any of your medications have side effects that could Information

be life-threatening. & Instructions

oooooooooooooooooooooooooo

* Who they should call after 911 if you are in a

medical emergency.

IMPORTANT NOTE!

Emergency responders are trained to first look on your
refrigerator, but you may also wish to post information for
workers near telephones.

8.2 — Weather & Natural Disasters

Tips for Success:
* Discuss back-up plans for workers if inclement weather makes it difficult to come to work.
* Discuss escape routes out of your home 1in case of fire or natural gas leak.

(Continued on next page)
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Natural Disasters, continued...

* Keep a duffle bag or backpack (which are now avail-
able with wheels) that has enough medicines, personal
care products and basic food in it for at least 72-hours.
This 1s for cases of evacuation. Tell your health worker
where you store this bag.

* Keep at least 72-hours of emergency bottled water in
case the water 1s contaminated.

* In case of earthquake, if you cannot exit the home, get
to the nearest sturdy doorway. This part of your home
1s likely to be the most reinforced.

8.3 — Pet Maintenance & Emergencies

Your pets are an important part of your independent
life. If you don’t already, you should have an emergency

plan in case you cannot care for your animals yourself.

Pet Maintenance

Develop and discuss plan with your neighbors, friends,
relatives and in-home worker for how to care for your
pet in case of an emergency that requires you to be
away from home (ex: hospital stay).

Pet Emergencies

Have a plan for transport to veterinary treatment for
your pets for when you are absent or physically unable
to transport them yourself.

8.4 — Advance Directives & POLST Form

What kind of medical care would you want if you were
too 1ll or hurt to express your wishes? Advance direc-

HANDOUT AS:
Emergency
Healtlg1
Information

& Instructions

HANDOUT #AR
oN

HANDOUT #AS
108

DATE OF BIRTH:
LEDICAL HISTORY
PHYSICIAN & PHONE

HEALTH CARE PLANS: ADVANCED DIRECTIVES:

{OVER)

Go to the Forms Packet
and pull out the form
labeled “HANDOUT #A8
Emergency Health
Information &
Instructions”.

. j S¥ N

tives are legal documents that allow you to convey your decisions about end-of-life care ahead

of time. They provide a way for you to communicate your wishes to family, friends and health

care professionals, and to avoid confusion. Talk to your doctor about advance directives and

the POLST form (Physician’s Orders for Life-Sustaining Treatment form). To view a sample

of the Oregon form, go to http://www.OHSU.edu/polst/
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