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CD-PASS Process 

Read and complete your Employer Training Manual.  1 

Locate people you are interested in hiring as your  
employee(s). Interview them and check their references. 2 

3 You and the person you want to hire complete the FMS  
paperwork. Then, submit this paperwork to the FMS. 

FMS conducts background checks of potential employee(s) 
and notifies you of the result.  
 
If the background check is clear, you can hire the applicant. 
However, if he or she is the first employee you have hired, he 
or she cannot begin work until Step 5 is completed. 

4 



 • ADvantage CD-PASS Self-Guided Employer Training • CD-PASS Process        8 

Hold a transition meeting with your Case Manager/CDA to 
end your personal care services from a home health agency, 
start CD-PASS service, and create a back up plan.  
(Unless you leave CD-PASS and then return, you will only 
need to hold this meeting once.) 

5 

Your employee completes I-9, W-4, and direct deposit (if  
using) forms and faxes them to your Fiscal Agent, Acumen. 6 

7 

You begin acting as the employer for your employee.  
 
Train, supervise, and evaluate your employee.  
 
Set the employee’s schedule and sign his or her timesheets.  
 
Review monthly Acumen Fiscal Agent Account Statement. 
 
If you want to pay your employee a bonus or have other  
employer-related expenses that you included in your budget, 
you complete and submit an Optional Expense form to the 
FMS.  
 
If your employee cannot come to work, quits, or is dismissed by 
you, you use your back up plan. 
 
If your employee quits or you decide to fire him or her,  
you will need to begin again at step 2. 

CD-PASS Process 



Module One: Hiring an Employee 





OVERVIEW 
 

Hiring an employee who can meet your needs is a critical step in 
making sure CD-PASS works for you.  This module will offer  
suggestions on how to create your budget, recruit, screen,  
interview, and check the references of potential employees.  It will 
also explain how to complete forms related to your role as an  
employer. 
 

LEARNING OBJECTIVES 
 

After reviewing this module, you will be able to: 
 
§ Understand your role as an Employer and the roles and            

responsibilities of your team members 
 

§ Interpret your service plan 
 

§ Determine how much to pay your employees 
 

§ Read an Acumen Fiscal Agent Account Statement  
 

§ Understand how to access and use your optional expense      
account 

 

§ List the tasks in recruiting a new employee 
 

§ Identify what you should do before making an offer to a         
potential employee 

 

§ Decide what questions to ask a potential employee during a 
phone screening or interview 

 

§ Identify what questions to ask a potential employee’s              
references 

 

§ Determine how to select an employee 
 

§ Complete all required employer/employee forms 
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Section 1: CD-PASS Roles and  
Responsibilities 
 

Introduction 
 

Before you hire an employee, you will need to understand your role 
as an employer, and the roles your CD-PASS team will play. When 
you are in CD-PASS, you will have many people to support you as 
an employer. Knowing what you are responsible for and who you 
can go to for assistance will make your job as an employer easier. 
The following descriptions detail “who” does “what” in the CD-PASS 
service option. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

You are the  
Member/Employer. 
 
As an employer, you will recruit,  
determine pay rates, hire, train,  
supervise, and fire (if necessary) your  
employee. 
 
You will have other responsibilities, such 
as creating a plan that will keep you safe 
when your PSA can’t come to work and     
keeping track of how many personal care 
hours you’ve used.  
 
You have an entire team to help you — a 
Consumer-Directed Agent (CDA), the  
Fiscal Agent, the Financial Management 
Services Provider, the Administrative 
Agent, and, if you want, an Authorized 
Representative. Read on to find out the 
different roles of your team members. 

Member/
Employer 
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Fiscal  
Management 

Services  
Provider 

(FMS) 

I’ll be your  
Financial Management  
Services Provider (FMS). 
 
I’ll provide you with Employer Training and 
assist you in developing a budget for your 
personal assistance services if you wish. 
 
You’ll fax your applicants’ employee forms 
to me and I’ll conduct background checks on 
individuals you want to hire as your  
employees to make sure they’re safe to work 
for you. 

Consumer- 
Directed 

Agent 
(CDA) 

I’ll be your  
Consumer-Directed Agent (CDA)/ 
Case Manager. 
 
My job is to help you make the transition 
from using a home care agency for your 
personal care services to employing your 
own assistant. 
 
I’ll play the same role your Case Manager 
did, but I’ll also lend a hand when you  
develop an emergency back up plan for 
when your PSA cannot come into work. I’ll 
arrange training for you if your employee 
needs to learn to provide advanced  
personal care services for you.  
 
If you decide that you no longer want to 
participate in CD-PASS, I’ll support you 
in transitioning back to receiving           
assistance from a home care agency. 
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Fiscal  
Agent I’ll be your  

Fiscal Agent (Acumen).  
 
I’ll handle almost all of the financial issues 
related to employing your personal           
assistants. You’ll fax timesheets to me, and 
I’ll make sure your assistants are paid 
twice a month. At the first of the year, I’ll 
mail your employees W-2 forms, so they can 
file their taxes. Each month, I’ll mail you a 
budget report, so you can see how many 
hours you have for the rest of your service 
plan year and how much you have set aside 
for optional expenses, such as bonuses for 
your assistants.  

Administrative 
Agent I’ll be your  

Administrative Agent. 
 
My job is to provide you with information 
about the CD-PASS option. 
 
I have a toll-free number you can call if 
you have questions or complaints about         
CD-PASS. You can reach me at                   
1-800-435-4711. 
 
I’ll call you every once and awhile to see if 
you’re satisfied with the program. 
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Personal  
Services 
Assistant 

(PSA) 

I’ll be your  
Personal Services  
Assistant (PSA). 
 
My job is to provide personal services such 
as housecleaning and meal preparation 
and other tasks as needed, such as  
assisting you with bathing and grooming. 
 
You’ll be my employer, setting my  
schedule, deciding how much to pay me, 
and training me to do tasks the way you 
like them done. 

Advanced  
Personal  

Services Assistant 
(APSA) 

I’ll be your  
Advanced Personal  
Services Assistant (APSA). 
 
If you need assistance with technical  
services such as suctioning, maintenance 
of a bowel program, or catheter care, you 
can hire me to provide that assistance. 
 
You’ll be my employer, setting my  
schedule, deciding how much to pay me, 
and training me to do tasks the way you 
like them done. 
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Authorized 
Representative 

I’ll be your  
Authorized Representative. 
 
If you appoint me as your Authorized  
Representative, I will handle employer 
responsibilities that you assign to me. 
 
I can be a family member or a friend or 
anyone you trust. 
 
You do not need me to participate in    
CD-PASS.  
 
If I serve as your Authorized  
Representative, I cannot also be your PSA 
or APSA. 
 
I do not get paid for serving as your      
Authorized Representative. 

Ask Yourself… 
 
Are there any employer responsibilities that I am concerned about? 
 
Will I appoint an authorized representative?  
 
Who will I call if I have questions or need assistance? 
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Section 2: Financial Aspects of CD-PASS 
 

Introduction 
 

As an employer, you will need to budget to pay for your  
employee’s wages and for employer expenses, such as bonuses 
and faxing costs. To determine how much to pay your employees, 
you will need to understand your service plan, how to accrue  
optional expenses, and how to read your monthly Acumen budget 
report. 
 

Understanding Your Service Plan 
 

Your service plan is prepared by your case manager and is based 
on decisions your team makes about the services and supports that 
would benefit you. You should receive a copy of your service plan. 
If you need changes made to your service plan, contact your  
ADvantage CDA/Case Manager to discuss them. 
 
Each service plan contains valuable information about what  
services you will receive and how frequently you will receive them. 
Once you join CD-PASS, your service plan hours will be calculated 
on a yearly basis, rather than a weekly basis. This will give you some 
flexibility in how your hours are used week to week. However, you 
must keep in mind the average number of hours you have available 
per week. If you find yourself consistently needing more hours,  
contact your CDA/Case Manager to discuss your service plan 
hours. 
 
If you are unsure of how many hours you have available, on  
average, for each week, contact your CDA/Case Manager. If you 
have both a PSA and an APSA, ask how many hours you have  
available each week for each service. 
 
If you do have APSA services, your service plan will list them as 
“ASR” services. PSA services are listed as “Personal Care”. If you are 
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not sure if you have APSA services, contact your CDA/Case       
Manager. 
 
Your service plan is good for one year. Fourteen days before your 
plan ends, you and your CDA/Case Manager will need to renew it. 
You can find the end date for your service plan on your monthly 
Acumen Fiscal Agent Account Statement, which we will discuss 
later in this manual. 
 

Deciding How Much to Pay Your Employee(s) 
 

Before you begin advertising for an employee(s), it may be helpful 
to decide how much you would like to pay your employee. When 
considering how much to pay your employee, there are several 
factors to keep in mind, such as: 
  

§ What is the going rate for personal services assistants in your 
area? 

 

§ Do you want to pay the maximum rate at the time of hire? Or 
do you want to reserve money to provide vacation pay, a bo-
nus, or an increase in salary to reward an employee’s good   

    work? 
 

§ If you pay a low rate, will you get the kind of employee you 
want? 

Ask Yourself… 
 
How many personal care hours do I have for each week? 
 
Do I have both PSA and APSA services or just PSA? 
 
How will I make sure I don’t run out of service plan hours? 
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§ Will you pay different wages based on the person's skill and  
experience? 

 

§ Does your employee need skills that require a higher wage? 
 

§ Will you give raises or bonuses to employee(s) who have been 
with you a long time or who work early mornings or late  
Saturday nights? 

 

§ Will you pay different rates for PSAs and APSAs? 
 
Keep in mind that you must pay your employees at least minimum 
wage, which is currently $5.85 per hour. However, beginning July 24, 
2008, minimum wage will change to $6.55 per hour. It will increase 
again on July 24, 2009 to $7.25 per hour. 
 
The maximum amount you can pay a PSA an hour, before           
employer FICA taxes, is $12.34.  However, employer FICA taxes of 
7.65% (or .0765) must be paid on your employee’s wages. So, once 
employer FICA taxes are deducted, the maximum amount you can 
pay a PSA is $11.46 per hour.  
 
You can pay an APSA a maximum of $14.86 an hour before         
employer FICA taxes. However, after employer FICA taxes of 7.65% 
are deducted, the maximum rate for APSAs is actually $13.80 an 
hour.  
 
Please know that these amounts are subject to change. Contact 
the FMS to verify these pay rates are still accurate. If you pay the 
maximum amount, keep in mind that no money will be set aside in 
your Optional Expense account for employer expenses, such as   
bonuses or faxing or mailing costs. 
 
If you do want money set aside in your Optional Expense account, 
you’ll need to choose an hourly rate that is less than the maximum 
amount. Use the examples provided on the following pages to help 
you make this decision. 
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PSA Pay Rate 
 

For example, Ruth, a CD-PASS Employer, decides she wants to pay 
her PSAs $9.00 per hour. She thinks this is a reasonable amount and 
she likes the idea of being able to reward employees who do a 
good job with bonuses. This amount also leaves her the ability to 
give raises in the future. Ruth decides to work out in her notebook 
how much will add up in her Optional Expenses account if she pays 
$9 per hour. 
 
A page from Ruth’s notebook: 
 
I want to pay my employee $9/hr. If I pay her this amount, 
how much will go into my Optional Expense Account? 
 
First, I multiply the amount I want to pay by the Employer 
FICA tax rate of 7.65% 
 

$9   x   .0765  =  69 cents 
 
Then I add this result to my pay rate to find out how 
much my pay rate with taxes will be.  Looks like that will 
be $9.69. 
 

$9   +   .69  =  $9.69 
 
Now, the maximum pay rate before any taxes is $12.34/hr. 
If I subtract my pay rate with taxes from that amount, I’ll 
find out how much will go into my Optional Expense Ac-
count. 
 

$12.34   -   $9.69  =  $2.65 
 
So, for every hour my employee works, $2.65 will go into  
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my Optional Expense Account!  Now, since I have 12      
personal assistance hours a week, I need to multiply 12 by 
$2.65 to find out how much will go into my account for a 
week’s worth of work. 
 

12   x   $2.65  =  $31.80 
Now you try! 

 
Next, multiply your pay rate by the Employer FICA tax rate, which is 
7.65% or .0765. 

 
 

 
 

When you add the result to your pay rate, you will find out your pay 
rate with taxes.  

 
 

 

Now subtract your pay rate with taxes from $12.34, which is the 
maximum pay rate before taxes. 

 

The result is the amount that will go into your Optional Expense     
Account for each hour your employee works. 
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Write the amount you want to pay here: ________________________ 

 Your pay rate 

$____________ x  .0765 =_________________ 

Your pay rate Tax rate  

$________________ + _____________ = $________________ 

Your pay rate Amount of taxes to 
be paid for your 
pay rate 

Your pay rate with 
taxes 

$12.34 –  $______________ = $_______________ 

Maximum pay rate 
before taxes 

Your pay rate with 
taxes 
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APSA Pay Rate 
 

Another CD-PASS Employer, Mike, employs an APSA. While Mike can 
pay his APSA up to $13.80, he would like to set aside a little money in 
his Optional Expense account for small expenses like faxing, and 
maybe a bonus for his employee during the holidays. He decides to 
pay his APSA $13.00 an hour.  
 
While Ruth wrote everything out in her notebook, Mike decides to 
use a table to figure out how much money will go into his Optional 
Expense Account. His table is shown below.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APSA Pay Rate (Mike) 
  

Amount Mike wants to pay  $13.00 

Multiply by Employer FICA tax rate 
(7.65%)* x 0.0765 

Equals Employer FICA taxes to be 
paid = 99¢ 

    
Amount Mike wants to pay  $13.00 

Plus Employer FICA taxes to be 
paid + 0.99 

Equals pay rate with taxes = $13.99 

    
Maximum pre-Employer FICA tax 
pay rate* $14.86 

Subtract pay rate with Employer 
FICA taxes – $13.99 

Equals amount that will go into 
Mike’s Optional Expense Account 
for each hour his employee works = 87¢ 

*These numbers will remain the same no matter 
what Mike pays his employee. 
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If you will employ an APSA and are considering paying him/her less 
than the maximum rate of $13.80, use the table on the next page to 
see the amount of money that will go into your Optional Expense 
account for every hour your APSA works.  
 
Remember, not all CD-PASS Employers will have an APSA work for 
them. You will only have an APSA if you use advanced services. 
Contact your Case Manager if you are not sure if you will employ 
an APSA. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

APSA Pay Rate (You) 
  

Amount you want to pay  $  
Multiply by Employer FICA tax rate 
(7.65%)* 

  
x 0.0765 

Equals Employer FICA taxes to be 
paid 

  
=  

    
Amount you want to pay  $ 

Plus Employer FICA taxes to be 
paid 

  
+ 

Equals pay rate with taxes =  
    
Maximum pre-Employer FICA tax 
pay rate* 

  
$14.86 

Subtract pay rate with Employer 
FICA taxes 

– 

Equals amount that will go into 
your Optional Expense Account 
for each hour your employee 
works 

=  

*These numbers will remain the same no matter 
what you pay your employee. 



Optional Employer Expenses 
 

If you pay your employee less than the maximum pay rate, the  
Fiscal Agent will set the leftover money aside in an account for  
Optional Expenses. The money in this account can pay for  
employer-related expenses, such as faxing costs when your  
employee, you, or your Authorized Representative fax a timesheet 
to the Fiscal Agent. This money can also be used to pay for  
advertising when you place an ad for employees. 
 
You do not have to provide your employee(s) with benefits, but, if 
you choose to, you can use money in this account to pay for  
bonuses, vacation days, sick leave, or raises.  
 
Process for accessing Optional Expense account: 
 

1. Save your receipts if you want to be reimbursed for expenses 
related to your role as an employer. Note: There is no deadline 
for submitting expenses to the Fiscal Agent for reimbursement. 

2. Complete the Individual Budget Optional Expense Request 
Form. 

3. Fax or mail the form to the Fiscal Agent, Acumen. 
 
Note: Money in this account that is not used is “rolled over” to the 
next year. Your monthly Acumen Fiscal Agent Account Statement 

Ask Yourself… 
 
How would I answer the questions on pages 18 and 19? 
 
How much will I to pay my employees? 
 
Note: If you need assistance answering these questions, call the 
FMS at 1-800-435-4711. 
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will tell you how much money you have accumulated in your  
Optional Expense account. 
 
For information about completing the Optional Expense Request 
Form, see page 115. 
 

Reading Your Monthly Acumen Fiscal Agent 
Account Statement 
 
Once your employee begins working and timesheets are submitted, 
you will receive a monthly budget report from the Fiscal Agent, 
Acumen. Take a few minutes to review the report to make sure the 
information is correct. The report will contain information about how 
much your employee(s) are paid, how many hours they worked last 
month, the number of service hours you have remaining, and the 
amount of money available in your Optional Expense account. If 
any of this information does not match what you have in your  
records, contact Acumen, your Fiscal Agent. 
 
When you are reading your report, keep two things in mind. First, 
know that the money listed in the Optional Employer Expense box 
does not necessarily list all of the money you have in your account. 
Acumen must bill and receive payment from the Oklahoma Health 
Care Authority (Medicaid) to transfer this money to your account, 

Ask Yourself… 
 
Will I put money into my Optional Expense account? How much?  
 
What will I use the money for? 
 
If I want to pay my employee a bonus of $50 after 3 months, how 
much do I need to put in my Optional Expense Account?  
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and the billings may not be as up-to-date as your records. 
 
Second, the amount listed in the Optional Employer Expense box is 
pre-tax dollars. If you request money from that account that will be 
a payment to your employee, such as a bonus, Acumen must  
deduct the Employer FICA taxes for the amount you requested. If 
you request money for reimbursement for employment costs, such 
as faxing or advertising, the amount you request will not be taxed. 
 
An example of an Acumen Fiscal Agent Account Statement can 
be found on page 121. 
 

Section 3: Recruiting 
 

Introduction 
 

There are many ways to find potential employees. This section will 
offer suggestions for how to recruit an employee and will detail  
employee qualifications. 
 

Getting Started 
 

Before recruiting, you must know what it is you want your  
employee(s) to do. You must consider the work to be done and the 
knowledge and skills a person will need to be able to do that work. 
You should have a good idea what you will be looking for when you 
begin recruiting. 
 
Finding the right employee(s) may take time. It will depend on your 
needs, how well you have planned, and the resources available to 
you. 
 
Think about whether or not you want to ask friends or family  
members to be your employee(s). Using people you know can 
make the process easier, but that might not be the right choice for 
everyone and it may be tough on your personal relationships. 
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Recruiting can be divided into several tasks: 
 
§ writing a job description 
 

§ writing job ads and posting flyers 
 

§ screening and interviewing potential employee(s) 
 

§ selecting your employee(s) 
 
Places to Recruit 
 

When you are looking for employees, you have several options. You 
can create a classified advertisement to use in local newspapers. 
You can also create a flyer to post on local bulletin boards. Here 
are some other ideas: 
 
§ Ask friends, family, neighbors, and anyone else you know if they 

know of anyone who would be interested in the position 
 

§ Post flyers on bulletin boards at area businesses, grocery stores, 
medical clinics, colleges, churches, senior centers, community 
centers, and hospitals  

 

§ Contact agencies that help people find jobs 
 

§ Place advertisements or announcements in local publications, 
newsletters, or internet websites 

 
Whatever you use, keep a list of potential employees. Be ready to 
recruit on very short notice in case the situation changes with your 
employee(s). Don't forget about people you interviewed and liked, 
but did not hire at first. They might make good back-up employees, 
and they might some day become your regular employee(s). 
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Writing a Job Description 
 

A well-written job description will help you when screening and  
interviewing potential employees. You want to know beforehand if 
a person is uncomfortable with anything you need done. 
 
List in the job description the skills and experience you want  
employee(s) to have. State other capabilities you want in  
employee(s), such as physical strength, ability to balance check 
books, etc. The duties listed in your Service Plan Goals provide a 
good starting place when creating the job description. 
 
A good job description can: 
 
§ Help you be clear about your needs 
 

§ Be used as the basis for your ads for employee(s) 
 

§ Provide applicants with a true picture of your limitations and  
     lifestyle 

 

§ Help you and applicants ask careful questions during the  
     interview 
 

§ Serve as a checklist of duties and responsibilities for your  
     employee(s) 

 

Ask Yourself… 
 
How will I recruit employees?  
 
What will my flyer or newspaper ad look like? 
 
(Review the sample job advertisements in the Appendix for ideas.) 
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§ Be used as a tool during employee evaluations 
 

§ Help solve disagreements between you and your employee(s) 
about their duties 

 

Section 4: Screening and Interviewing 
 

Introduction 
 

Deciding who to hire as your employee(s) can be difficult, but 
screening and interviewing applicants will give you plenty of  
information to help you make your decision. This section will give 
you some ideas about how to conduct screenings and interviews.  
 

Employee Qualifications 
 

Legally, your employee(s) must meet certain qualifications. You are 
in charge of verifying some of these, while the FMS must check  
others. 
 
You are in charge of making sure your employee: 
 

Ask Yourself… 
 
What does will my employees’ job description look like?  
(Review the Job Description Development Tool in the Appendix for  
ideas.) 
 
What duties are listed? 
 
Did I list how often a task should be completed?  

 Employee Qualifications • ADvantage CD-PASS Self-Guided Employer Training •     29 



§ Is 18 years old or older 
 

§ Has a valid Oklahoma driver license and insurance 
 

§ Has the ability to perform personal care tasks 
 

§ Has a verifiable work history and personal references 
 

§ Has verifiable personal identification 
 

§ Completes training on “Universal Precautions” and 
“Confidentiality” 

 

§ Demonstrates ability to perform any APSA tasks you require 
 
The FMS is in charge of making sure your employee: 
 
§ Is clear of notations related to abuse, neglect, or exploitation in 

the Health Nurse Aide Registry 
 

§ Is not included on OKDHS Community Services Worker Registry 
 

§ Is not convicted of a crime as listed on the Nurse Aide Registry 
Tracking Form 

 

§ Is not convicted of a crime relating to fraud or embezzlement 
 

Screening 
 

Screening people over the phone can save you time and effort by 
eliminating applicants who cannot meet your needs. Keep in mind 
that you do not have to interview or take an application from  
everyone you screen.  
 
When you talk to interested people, ask them what kind of pay they 
are looking for and what kind of schedule they can work. With this 
information, you can screen out people who either want more than 
you are willing or able to pay or who cannot work your schedule. If 
the person sounds like she might work out, continue talking. 
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Ask brief and important questions that will help you decide if he or 
she will meet your needs. Ask the most important questions first and 
avoid those that are not job related.  
 
For suggestions for questions to ask during the screening, see the 
“Telephone Screening Tool” located in the Appendix of this manual. 
Some people may seem great in a conversation, letter, or e-mail 
message, but you will want to meet them in person for an interview 
to make sure you will be comfortable working with them. If you are 
still interested after screening the applicant on the phone, set up an 
interview. 

 

Interviewing 
 

Interviews should be face-to-face meetings. Use this time to explore 
what it would be like to work together. Remember, the interview is 
when you and the applicant see if the situation will work for both of 
you. 
 
Before you do your first interview, decide where and how it will  
happen. If you do not want strangers coming into your home,  
consider holding the interview in a public place, such as a  
restaurant or a public library. 
 
If you hold an interview at your home, consider having a friend or 
family member there, too.  Most importantly, hold the interview 

Ask Yourself… 
 
Will I screen applicants? 
 
What questions will I ask them? 
 
How will I decide whether to invite them to an interview? 
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when and where you are least likely to be interrupted. During the  
interview, keep your questions job-related; if you ask questions that 
are too personal or not relevant to the job, you may make  
applicants uncomfortable and they may be reluctant to answer 
any of your questions.  
 
Ask the person you will be interviewing to bring a picture ID to the 
interview, such as a driver license or passport. 
 
Plan your interview questions. Use questions that will reveal his or her 
character, abilities, and skills.  Once you have an idea of the  
questions you want to ask, consider writing or typing them out so 
they will be easier to remember. 
 
When you start the interview, try to put the person at ease.  You are 
more likely to get a true sense of what a person is like if he or she is 
comfortable. 
 
Start with questions that are more general like, "What did you like 
about your last job?”  Then, move to more sensitive questions later in 
the interview like, "What do you see will be your biggest challenge 
working with people with a disability?" 
 
Suggestions for the interview: 
 
§ Describe the job requirements in detail 
 

§ Ask work-related, open-ended questions 
 

§ Tell the person what you expect in an employee 
 
§ Tell the person about the work schedule 
 

§ Provide the person with a copy of the job description and  
     employee qualifications (The list of CD-PASS Employee  
     Qualifications is located in the Appendix.) 
 

§ Explain your disability as well as you can 
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§ Be very up-front and clear, especially about duties that might 
make a person uncomfortable 

 

§ Notice not only what the person says, but also how he says it 
 

§ Give the person plenty of chances to ask questions, and give 
honest answers 

 

§ Give the person general information about wages, benefits, and 
the workings of CD-PASS 

 
As you near the end of the interview, ask the person if she is still  
interested in the job. You don’t have to make a decision right then. 
You can tell the applicant that you will be making a decision and 
will let them know. 
 
Keep notes on your thoughts and feelings about the people and 
their answers to your questions.  Use these notes to help you  
compare the good and bad points of the people you have  
interviewed. Give yourself time to think about who is most likely to 
meet your needs. 
 
Generally, you will want to interview more than one person. This is 
an important decision, and you want to have as much choice as 
possible. 

Ask Yourself… 
 
Where will I hold interviews? 
 
What questions will I ask during the interview? 
(Review the “Face to Face Interviewing” aid in the Appendix for 
more ideas.) 
 
What information will I provide during the interview? 
 
Will I hire more than one person? 
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Section 5: Checking References 
 

Introduction 
 

After you have interviewed several people, decide which  
applicants you would like to hire. Once you have made that  
decision, check their references. References may give you  
important information that you could not get any other way, such 
as whether the person is difficult to work with. This section will give 
you ideas about who makes a good reference and what questions 
you should consider asking them. 
 

Getting Started 
 

Who are good references? The best references are usually those 
people who have used your applicant as a personal services  
assistant. They know about the person's work performance and 
habits when providing personal services assistance.  If your  
applicant has no prior personal services assistant experience, then 
other good reference sources would be previous employers,  
teachers, and former co-workers.  Try to avoid family members or 
friends as references. They will not know about the applicant's work 
habits and they are likely to tell you only the good things. 
 
When talking to a reference, explain the type of work the person will 
be doing. Tell the reference that you will keep all information they 
share confidential.  A reference must feel comfortable enough to 
give you an honest and accurate assessment of the person.  Take 
notes of what the reference says. If you are checking many  
references, it will be easy to get confused about who said what 
about which person. 
 
You may not get many answers from references. Some people do 
not want to say anything bad about another person. If a reference 
does not give you much information, be thankful for what you do 
get, and move on to the next reference. You cannot know why a 
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reference gives you little information or if the lack of information 
means something bad. 
 
For ideas for questions you can ask when speaking to references, 
see the “Reference Checking” aid in the Appendix. 

Section 6: Selecting an Employee  
 

Introduction 
 

When you are finished screening, interviewing, and checking  
references, it is time to make a decision about which applicant(s) 
you want to hire. 
 

Questions to Consider 
 
When you are deciding which applicant to hire, you may want to 
consider the following questions: 
  
§ What important skills and experience does each person have? 
 

§ What is your feeling about each person, based on the interview 
and other contacts you have had? 

 

§ What useful information did you get from each person's  
     references? 
 

Ask Yourself… 
 
What are the benefits of checking references? 
 
What questions will I ask references?  
(Review the “Reference Checking” aid in the Appendix for more 
ideas.) 
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§ What useful information did you get from the FMS’s background 
check on each person?  

 

§ How would it feel working with each of the people you  
     interviewed? 
 

§ Would you feel comfortable giving these people directions and 
even corrections? This is especially important if you are thinking 
about hiring a friend or relative.  

 
Remember that you can hire more than one employee. Consider 
asking the applicants you decide not to hire if they would be  
interested in working as a backup employee for you.  

 

Section 7: Completing Employer/
Employee Forms 
 

Introduction 
 

Before you can offer a job to an applicant, both of you will need to 
complete several forms. Filling out all the forms can be  
overwhelming, but Module 3 will provide instructions on how to 
complete the forms and where to send them when they are  
completed. Blank copies of each form are located in the folders  
included with your packet. 
 
Keep in mind that your employee will not be paid for any services 
they provide until all the paperwork below has been completed 

Ask Yourself… 
 
How would I answer the questions above about people I’ve  
interviewed? 
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and processed and he or she passes a background check  
conducted by the FMS. An FMS representative will call you when 
your applicant passes the background check and he or she can 
begin working for you. 
 
See Module 3: Completing CD-PASS Forms for job aids and samples 
of all forms that need to be completed.  
 

Making the Job Offer 
 

Once the FMS has called to tell you your applicant has cleared his 
or her background check, you can make a job offer. If the offer is 
accepted, you will complete a “Personal Services Assistant:  
Agreement to Terms of Employment” form together. See page 125 
for information about completing the Agreement to Terms of  
Employment. 
 
Along with completing the form, you will want to agree on a starting 
date, starting time, and work schedule. If you plan to offer your  
employee benefits, review those at this time. If you have not  
already, exchange phone numbers so that you can contact each 
other if plans change or in case of an emergency. 
 
You will also want to give your new employee a copy of the  
Personal Service Assistant Handbook, which is included in your 
packet. 
 
If this is the first employee you hire in CD-PASS, he or she will not be 
able to begin work until you and your CDA/Case Manager have a 
transition meeting during which your service plan is formally 
changed to include CD-PASS instead of a home health agency. 

 
Timesheets 
 

Although your employee(s) will be paid on the 10th and 25th of each 
month, his or her first paycheck will arrive 2 ½ weeks after his or her 
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first day of work. 
 
A copy of the payroll schedule is located on page 113. This  
schedule will tell you when your employee(s) timesheets need to be 
sent to Acumen. If you do not have a current payroll schedule,  
contact Acumen. 
 
Your employee(s) cannot work more than 40 hours a week. If you 
have more than 40 hours on your service plan, you will need to hire 
more than one employee. 
 
If you employ APSAs, you can pay them a slightly higher rate  
because they perform services that require more training and skill. If 
your employees perform both PSA and APSA tasks and you pay 
them different rates for different tasks, be sure to complete different 
timesheets for each rate.   
 
If your employee writes false or inaccurate information on his/her 
timesheet and you sign it knowing the statements are false or inac-
curate, you will no longer be eligible for CD-PASS services. You 
would also be ineligible for CD-PASS services if you add false or in-
accurate information to your employee’s timesheet. Once you are 
determined ineligible for CD-PASS, your personal services assistance 
would be provided by a home health agency only. 
 
See page 111 for information about completing timesheets. 
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Ask Yourself… 
 
Where will I keep information and papers related to my employees? 
 
Will I keep notes and evaluations about my employees? 



Hospital and Nursing Home Stays 
 
During the course of your time in CD-PASS, you may need a         
temporary stay in a hospital or a nursing home for an extended    
period of time; for instance, if you needed time to recover after   
surgery.  Because you would be receiving assistance from the     
hospital or nursing home, you would not be eligible for CD-PASS   
services and your employee could not deliver services while you are 
in the hospital or nursing home.  
 
Since your employee would not be providing assistance to you   
during this time, he/she could not be paid for the time you are 
gone.  Once you leave the hospital or nursing home, you would be 
able to start CD-PASS again and return to receiving assistance from 
your employee. 

 

Documentation and Keeping Records 
 

Documentation and keeping records is important in CD-PASS.  
Develop a system for keeping track of all letters, forms, and  
agreements that are related to your role as a CD-PASS employer. 
 
Keeping good records will help you remember important events 
and conversations. And it can help you in dealing with an  
employee problem or with a problem with the FMS or Acumen. 
 
Make sure you keep written copies of all agreements and  
arrangements you make with your employee(s). This includes  
applications, hiring agreements, schedules, instructions, timesheets, 
evaluations, etc. 
 
Keep a separate file for each employee with all the documents that 
pertain to that employee. Include any notes you've made to  
yourself about that employee. This will really come in handy if you 
need to terminate an employee. 
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See pages 125 - 138 for information about forms that you will need 
to keep in your files. 
 

Module One Notes 



Module 2: Employer Responsibilities 





OVERVIEW 
 

As an employer, you will have many responsibilities. Fulfilling these 
responsibilities will protect you, make your role as an employer  
easier, and improve your relationships with your employee(s). This 
module will explain the importance of creating a backup plan to 
protect your health and safety. It will also offer tips on creating a 
work schedule for your employee(s) and training and supervising 
your employee(s). Suggestions for preventing abuse and theft will 
be offered, as well as information on firing an employee, should you 
ever need to.  
 

Learning Objectives 
 

After reviewing this module, you will be able to: 
 
§ Identify tips for developing your emergency back up plan 
 

§ Explain how to create a work schedule 
 

§ Describe how an employee should be trained  
 

§ Identify ways to monitor/evaluate your employee’s  
     performance 

 

§ Identify types of abuse 
 

§ List ways to prevent theft  
 

§ Explain when and how to fire an employee 
 

§ Explain situations which will cause CD-PASS services to end 
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Section 1: Creating Your Backup Plan 
 

Introduction 
 

While you have always been in charge of your health and safety, 
becoming a CD-PASS employer increases that responsibility. Instead 
of a home health agency making sure that a personal care  
assistant comes to your home to provide assistance with getting out 
of bed or bathing or toileting, you will have that responsibility. Even 
if you hire a wonderful employee, there will be days when he or she 
is sick and cannot come to work or he or she may want to take off 
a few days for a vacation. While he or she is gone, you will need 
someone to provide you with assistance.  
 

Developing the Backup Plan 
 

In CD-PASS, you need to have a plan for managing emergencies. 
You will be required to develop a back-up plan to identify exactly 
what you will do when your employee does not show up as  
scheduled. 
 
No matter how carefully you plan, and no matter how good your 
employee(s) are, you are likely to have some emergencies. Your 
employee(s) may get sick or have a family problem. Be prepared 
for this. No one will come to your rescue if you don't have a  
back-up plan. Your CDA/Case Manager will work with you to  
complete your Scheduling and Backup Plan. 
 

Here are some ideas for covering employee emergencies: 
 
§ Hire more than one employee to work for you. If one employee 

is sick or something comes up, the other one can fill in.  
 

§ Keep an updated list of people you liked, but could not or did 
not hire. Check with them from time to time to see if they are still 
able to work for you as a backup employee. 
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§ Ask family, friends, or neighbors if they would fill in when you 
have an emergency.  

 
Note: If you want to pay your emergency backup staff, you and 
they will need to complete all the employee paperwork and have 
the FMS run background checks before you use their services.  
Acumen is not able to pay people who have not filed employee 
paperwork and not passed a background check. No payment is 
available for services that were provided before the paperwork 
was completed and background checks were conducted. 
 

As you train your employee(s) and your emergency backup staff, 
make sure they know what to do in case of emergencies. After all, if 
you have a medical emergency, you may not be able to tell your 
employees what to do. Provide all your employee(s) with a list of 
emergency contacts and procedures. If you have life support 
equipment, make sure your employee(s) know how and when to 
use it. 
 
See page 127 for information about completing the Scheduling and 
Backup Plan. 

 

 

Ask Yourself… 
 
Who can serve as my backup? 
 
Would they need to be paid to provide services? 
 
How many days would I be able to go without any assistance and 
still be safe? 

  Developing the Backup Plan • ADvantage CD-PASS Self-Guided Employer Training •     45 



Section 2: Creating a Work Schedule 
 

Introduction 
 

Creating a work schedule for your employee(s) will make sure that 
your needs are met and that your employee(s) understands what 
tasks you want done and when. 
 

Developing Your Employee’s Schedule 
 

In CD-PASS, you create the work schedule for your employee(s).  If 
you only have one employee, this may be simple. But, if you have 
more than one, scheduling may be more difficult. You will need to 
decide when you want tasks done, and, if you have more than one 
employee, who you want to perform certain tasks.   
 

Consider how important the schedule is to you.  If you are someone 
who takes things easy and doesn't care much about time, then 
scheduling may not matter much to you. You may not care what 
time your employees arrive or leave. You may be fine if you  
sometimes don't get the services you need. If this is you, skip the rest 
of this section. 
 
However, if the employee schedule is important to you, tell your  
employee(s). If you don't tell them, they won't know. When you hire 
an employee, be very clear about your expectations on  
scheduling. Also, tell your employee(s) what he can expect when 
he does not follow the schedule. Post your schedule in a place 
where all will see it.  
 
Who decides on the schedule? Ultimately, you do. Remember, 
though, that you and your employee(s) have to be concerned with 
the schedule. You will have a better relationship with your  
employee(s) if they feel you have thought about their needs when 
putting the schedule together. Talk to your employee(s) about the 
schedule as you are putting it together. 
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After you get their input, give them a written draft to review. As 
much as you can, include their input into the final schedule. But, try 
as you might, you may not meet everyone's scheduling needs. If 
you can't, explain how and why you created the schedule the way 
you did. 
 
How do you set up a schedule? There is no one right way to set up 
an employee schedule. To begin, you might review a checklist of 
support tasks you need completed. Decide which employees 
should do what tasks on which days. You might divide the tasks 
among your employees equally.  Or, you may assign employees 
based on their skills and abilities. However you set up the schedule, 
remember you will have to do it again as things change.  You may 
never have a perfect schedule. 
 
How does the schedule get changed? Stress to your employee(s) 
that everyone must respect the schedule. Remember, this means 
you, too. There could be times when you or your employee really 
need to change the schedule. Decide how this will happen and be 
sure all employees understand the process.  Decide, for example, 
how much notice you need before changing the schedule. Also, 
tell them how much notice you will give them when making a 
change. Explain when you might not be able to give that much  
notice. Decide if you must approve all schedule changes or if your 
employees can decide among themselves. 
 
If the schedule is important to you, you want your employee(s) to 
be on time, not late.  Decide how you will handle employees being 
late and let them know what you intend to do.  Likewise, be very 
careful about asking employees to stay late without warning.   
Respect your employees' time in the same way you want them to  
respect yours. If you often ask employees to stay late, you may 
cause problems in your relationships, and you may lose employees. 
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Section 3: Training Your Employee 
 

Introduction 
 

Most people have preferences for the way their personal assistance 
services are delivered. If you are one of these people, you will need 
to train your employee to provide assistance in the way you prefer. 
If your employee will be providing assistance for advanced care 
services, such as suctioning or colostomy care, you will need to 
document in the employee’s file that he or she can perform the 
tasks you require.  
 

Training Methods 
 

All employees will need some training.  Even if your new employee is 
a Certified Nurse Aide (CNA) or has worked as a personal services 
assistant for others, he does not know how you like things done. 
Train your employee to do tasks the way you want them done. 
There are lots of ways to train. Here are some suggestions: 
 

Prepare. Before you start training, have all the equipment and  
 supplies you will need for the training.  If possible, schedule  
 training when you will not be disturbed.  
 
Explain your disability. Tell your employee everything about your 

Ask Yourself… 
 
What will my schedule look like?  
 
What will I do if my employees are late? 
 
Will my employees be allowed to change the schedule? If yes, what 
process will I use to change the schedule? 
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disability and how it affects your daily life. Don't leave anything 
out. Does your disability have symptoms that could be alarming 
to a new employee? If so, talk about it. If your disability has 
symptoms that could be alarming to the uninformed public,  

 prepare your employee to deal with this also. Use lots of  
 examples. The more your employee knows of your disability, the 

better support she can give you. 
 
Have a training plan. Begin each training lesson with an overview 

of what you will cover. At the end of the lesson, sum up what 
you have taught. If you need more than one lesson to cover a 
topic, review what you have taught in earlier lessons first. Answer 
any questions, and then move onto new material. 

 
Explain the task. When explaining a task that must be done a  
 certain way, tell your employee she must do it in a certain way 

and explain why. If the task must be done at a certain time, say 
why. 

 
Describe each step carefully. Your employee must understand all 

parts of a task and how they fit together. 
 
Demonstrate new tasks. A good way for your employee to learn a 

new task is to have him watch someone else do it first. Have a 
friend, family member, or another skilled employee show him 
how to do the new task. Make sure he sees several times how 
the task is to be done. Then, let the employee practice it and 
tell him how he is doing. 

 
Cover the steps in the task. If you are using a checklist, have your 

employee review the checklist as you work through each step 
of the task. Or, you could have your employee write down each 
of the steps as you explain them. Review what your employee 
writes to be sure he got all the steps correct. 

 
Stress safety. Stressing safety is critical. If you have life support 

equipment, make sure the employee knows how and when to 
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use it. Train your employee to understand and use "universal  
 precautions" whenever needed. Make sure your employee 

knows what to do in case of an emergency. 
 
Be patient. Your employee may not get all your directions right the 

first or even the second time. Making mistakes is part of learning. 
Ask for feedback and give her plenty of chances to ask  

 questions. 
 
Be sensitive to your employee.  Some people may be able to learn 

a whole task at once. Others may need a slower pace. Pay  
 attention to your employee's feelings and reactions as you train. 

Give thought to how much new knowledge your employee is 
able to learn at one time. 

 
Respect your employee. Respect your employee’s ability to learn 

and how much he already knows. Also, tell your employee 
clearly that you have to be sure he understands exactly what 
you want and how you want it done. 

 
Give your employee feedback.  Giving your employee feedback 

during training as well as on the job is very important. Talk about 
what is working and, more importantly, what is not working. Like 
most people, your employee needs both positive and  

 corrective feedback. 
 
Correct mistakes. When your employee does a task differently 

than the way you wanted it done, point it out. Patiently remind 
her how you want it done. Remember that you are trying to fix 
the mistake, not the person. 

 
Praise good work. When your employee does tasks the way you 

want them done, point this out. Praise your employee for good 
work, and don't forget to say, "Thank you." This is a powerful  

 motivator for employees. 
 
Evaluate your employee’s work and behavior. Let your employee 
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know you will be evaluating his work and behavior regularly. 
Share copies of your evaluations. You will read more about  

 supervising and evaluating employees in the next section. 

Section 4: Supervising and Evaluating 
Your Employees 
 

Introduction 
 

Supervising and evaluating your employee(s) will be an on-going 
task for you as an employer. Good supervision can improve both 
the quality of assistance you receive and your relationship with your 
employee(s). 
 

Supervising 
 

In CD-PASS, you are the supervisor for your employee(s). This means 
you direct, oversee, and manage them in order to receive the  
services you need. 
 
In supervising, consider: 
 
1) quality 

Ask Yourself… 
 
How will I train my employees?  
 
What tasks will I train? 
 
Will I ask any family members or friends to help with training? 
 
How will I provide feedback and correct mistakes? 
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2) quantity 
 

3) time 
 

4) rules 
 

Quality looks at how well tasks are being done. Do your employees 
do tasks the way they were taught or some other way? 
 
Quantity looks at the amount. Are your employees doing every task 
as required or are they skipping some? 
 
Time is about the schedule. Do your employees do tasks when they 
are scheduled? 
 
Finally, rules look at whether or not employees are following your 
guidelines. Let’s say that you don’t want your employees to have 
your television on while they are completing their tasks. Although 
having the television on or off may not have a direct impact on 
your services, it is your rule and it is to be followed. 
 

Supervising Tips and Techniques 
 

Keep in mind that supervising is more art than science. You will need 
to work with your employee(s) on what style of supervision works 
best for you and them. 
 
Be ready to keep training. Since things change, good supervision 
will require on-going training. If your situation changes, training on 
new tasks may be necessary. Your employee(s) may have questions 
that training did not cover. Even though something is clear to you 
doesn't mean it is clear to your employee(s).  
 
Monitor your employees’ work. Monitor your employee(s), so you 
can tell if they are doing their tasks the way you taught them. If not, 
more training may be necessary. If training doesn't help, you may 
need to take a different tact with them, as we will discuss later. The 
main point is, pay attention to what your employee(s) are doing. 
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Be clear about what you want. By agreeing to take the job, your 
employee has agreed to do tasks the way you need them to be 
done. And, you have a right to expect that, as well. Be clear about 
what you want and how you want it. If you are not clear, your  
employee has to guess how you want something done, and that 
will increase the chance that you are not happy with your  
assistance. 
 
Work together. Work with your employee as a partner to solve  
problems. Listen to your employee's suggestions. She may have 
some good ideas or some useful experience to draw on. Remember 
that "two heads are better than one." 
 
Learn to say "No". If you do not agree with your employee's  
suggestions or ideas, say so. But, be respectful – it will help to  
develop a stronger relationship. 
 
Be in charge. Although your employee may have suggestions, you 
are in charge. Even if he has worked in situations where clients or 
patients had little control, in CD-PASS you do have control and the 
right to live your life as you choose. Also, you do not need your  
employee's approval of what you do. Respect your employee, but 
know that he is there to assist you, not to decide things for you. 
 
Deal with problems. When your employee performs poorly, point it 
out. With patience, remind her how to do things the way she was 
taught. Deal with problems when they happen. Problems that are 
not handled quickly may get worse. Be respectful when correcting. 
Remember: you are trying to fix the problem, not the person. 
 
Take disciplinary action when necessary. If correction and more 
training don't help, the problem is performance, not skills. In this 
case, discuss the situation with the employee. Try to discover if the 
employee understands that his current performance is not  
acceptable. If after the discussion he does not improve, try giving 
him a warning. If the performance still does not improve, it will be 
necessary to take disciplinary action, up to and including  
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termination. Make sure the employee is aware of the  
consequences of his behavior. Consider using "If-Then" statements: 
"If _______________ continues, then _______________ will happen." 
 
Praise your employee. Thank your employee when she does  
something the way you asked and especially when she does  
something more than what was required. Let her know that you 
value the support she gives you. Most people will appreciate being 
recognized for good work. 
 
Treat your employee like a person. In all things, treat your  
employee(s) the way you want to be treated. Treat your  
employee(s) respectfully. Talk to your employee like he is a partner. 
 

Evaluating 
 

To insure you are getting the best services from your employee(s), 
evaluate them regularly. Even though you supervise your  
employee(s) daily, you may want to do a formal evaluation from 
time to time.  
 
How often you evaluate employee(s) will be different for each  
person. You may wish to evaluate your new employees weekly until 
you are confident of their work. For more experienced employee(s), 
evaluations can be scheduled further apart. Essentially, the more 
confidence you feel about an employee’s performance, the less 
you'll need to do formal evaluations.  
 
If you are having problems with an employee’s performance, plan 
to evaluate her more often. For formal evaluations, use a prepared 
evaluation form. Be sure your form has the same or similar items as 
the employee’s job description. Include items on the evaluation  
important to your services and comfort.  
 
Using a formal evaluation can help you remind your employee of 
his duties. Keep copies of all evaluations, and give copies to your 
employee(s). If he has had problems, refer back to past evaluations 
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with him. Reviewing past evaluations can be very helpful to you if 
you are thinking you may have to fire him. 
 
Evaluations can also be a time to praise your employee for the 
good work they have done. Remember, everyone appreciates  
sincere praise. 
 
A sample employee evaluation form is located in the Appendix. 
 
A Note About APSAs 
 

As an employer, you are responsible for making sure your             
employees are able to perform their job to your satisfaction. If you 
receive APSA services, you must document the APSA's competency 
to perform the tasks you need completed. One way to document 
his/her competency is to complete the "Documentation of        
Qualifications to Provide Advanced Personal Care Services (APSA)". 
For information on how to complete this form, please see page 135. 

 
Creating a Respectful Workplace 
 

As a Member in the ADvantage Program, you are familiar with your 
home being someone else’s workplace. However, now that you are 
also the employer and supervisor, you have a greater responsibility 
for making sure your home is a respectful workplace for you and 
your employee(s). 
 
Making your home a pleasant place to work in will reward both you 

Ask Yourself… 
 
How often will I evaluate my employees? 
 
What criteria will I use to evaluate my employees? 
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and your employee(s). If you treat your employees with respect, 
they are much more likely to want to continue working for you and 
to give you quality service and support.  
 
Creating a respectful workplace will be an on-going process. To 
maintain a respectful workplace, the necessary elements are  
listening and relationship building. “The relationship that matters 
most is the one between workers and their direct supervisors. It is  
essential that supervisors communicate with workers and begin to 
understand what respect feels, sounds, and looks like to 
them” (McDonald, 2007, p.12). 
 
Here are some ideas for creating a respectful workplace: 
 
§ Try to build a personal relationship with your employees – you 

can start with something as simple as asking how their day is  
     going and build from there 

 

§ Show you are listening when your employee talks to you by 
maintaining eye contact or responding with questions or  

     comments 
 

§ Avoid comments or jokes that could be considered racist or  
     sexist 

 

§ Before acting, consider the impact of your words and actions 
on others 

 

§ Understand your triggers or “hot buttons.” Knowing what makes 
you angry and frustrated enables you to manage your reactions 
and respond in a more appropriate manner 

 

§ When problems arise, address them in a positive and  
     solution-driven manner 

 

§ Rely on facts rather than assumptions. Gather relevant facts,  
     especially before acting on assumptions that can damage  
     relationships 
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§ View today’s difficult situations from a broader and more  
     realistic perspective by considering what they mean in the   
     overall scheme of things 

 

(Richman, 2007) 

 
Section 5: Preventing Abuse and Theft 
 

Introduction 
 

Because you will receive assistance in the privacy of your home, 
you are at risk for abuse and theft from your employee(s). However, 
there are steps you can take to protect yourself.  
 

Preventing Abuse 
 

Through CD-PASS, you should have good employee support, and 
you should make sure your employee(s) treat you well. No one likes 
to admit it, but sometimes employees abuse the people they are 
hired to support. For your own safety, know what abuse really is and 
how to deal with it. 
 
Physical Abuse includes hitting, slapping, pinching, kicking, and 
other forms of rough treatment. If an employee does something  
intending to cause you pain, that may be physical abuse. 
 
Verbal Abuse means any use of spoken or written words or gestures 
that are meant to insult, attack, or make you feel bad. 
 
Psychological Abuse includes actions or statements that are meant 
to humiliate or threaten you or to cause you emotional harm. 
 
Sexual Abuse includes sexual annoyance, touching, fondling, or  
attack. Any sexual behavior by an employee that makes you  
uneasy is sexual abuse. 
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Neglect means an employee is not meeting your basic needs for 
food, hygiene, clothing, or health maintenance. After you have 
given your employee directions about these things, your employee 
should make sure your basic needs are met.  
 
If you feel an employee is abusing you, take action. Remember, in 
CD-PASS, you are responsible for dealing with employee problems. 
No home health agency or other provider is there to take care of 
things for you.  
 
You have to decide what to do about an abusive employee. If the 
abuse is slight, you can try talking to the employee. Tell him what 
actions or behaviors you do not like. Also, tell the employee that if 
the behaviors do not stop right away, you will find someone else. 
This may work for some employees who may not be aware of how 
you are feeling. For instance, they may not realize they are being 
rough with you when helping you transfer to a car or a bathtub. 
However, be ready to take action right away if the behaviors do 
not stop. 
 
In most abuse cases, you should fire the employee immediately. 
Don't put up with it; protect yourself. From your training, your  
employee should already be aware of those guidelines. You have 
every right to fire the employee right away. Just be sure you are 
safe and that you have other supports in place. 
 

 
 

Ask Yourself… 
 
What will I do if an employee abuses me? 
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Preventing Theft 
 

Being in CD-PASS means being responsible for dealing with  
employees who may try to steal from you. Below we share some 
ideas to help prevent theft and suggestions for what to do if an  
employee does steal from you. 
 
Check out references. Always check a person's references. Ask the 
reference about the person's honesty. If a reference causes you to 
believe the person may not be honest, think carefully about hiring 
her. You could be taking a risk. 
 
Keep track of your money and valuables. Don't keep a lot of cash 
around your home. Keep small valuables, such as jewelry and cash, 
locked away. Keep track of how much money you have on hand. 
Know where your purse or wallet is at all times. If you need your  
employee to handle cash for you, make sure she does so under 
your direction and only in such a way that you can watch. If you 
have several employees, consider giving only one of them access 
to your valuables. In this way, you will only have one person to be 
concerned about. 
 
Be careful with checks and credit cards. DO NOT give an employee 
your credit card, credit card number, or a blank signed check to 
use when you are not with him. Doing so gives your employee the 
chance to steal from you. If your employee must shop for you,  
always get a receipt showing what was spent. In these cases, keep 
careful watch on your bank statements and credit card bills. 
 
Keep track of your medications. Some medications are more  
valuable than cash. Many Members say stealing medications is a 
bigger problem than stealing money. Store your medications in a 
locked drawer or cabinet. Keep track of when you need to reorder 
your medications. Know how much medication you have on hand 
and how much you order. If you have more than one employee, 
consider giving only one of them access to your medications. This 
limits the number of people to be concerned about regarding your 
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medications. 
 
Keep track of your possessions. Keep an up-to-date list of all your 
valuables such as TVs, stereos, computers, antiques, and jewelry. 
Should something turn up missing, this list will be helpful to police 
and to your insurance company. Let your employee know you have 
such a list. Knowing that you have such a list may discourage the 
employee from stealing from you. 
Be careful about use of your car. Don't let your employee use your 
car or van without you. If you must, make sure you have known your 
employee(s) very well for a long time before allowing use of your 
car. Even then, keep track of the miles that your employee puts on 
the car. 
 
Be careful with house and car keys. In many cases, you choose to 
give your employee(s) a key to your home. At the same time, you 
do not want your employee(s) to get into your home without your 
permission. One idea for keeping your home safe is to have two 
door locks, which take different keys. Give your employee(s) a key 
to one lock. You keep the key to the other one. This way, if you 
need to, you can lock the door so even your employee(s) cannot 
enter. If an employee stops working for you, or you have to fire an 
employee, change your locks, even if the employee returns your 
keys. 
 
Consider a combination lock system. Give the combination to your 
employee while he's with you. You can easily change the code if he 
stops working for you.  
 
Talk about honesty in your hiring agreement. Consider creating a 
hiring agreement with your employee(s) and discuss honesty in this 
agreement. In the agreement, talk about what happens if your  
employee is not honest. Be clear that you expect honesty, and that  
you will not allow an employee who is not honest to work for you.  
 
The above tips will help prevent theft. Sometimes, no matter what 
you do, an employee will steal from you. If that happens, remember 
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you are responsible for dealing with the issue. If you find small things 
missing here and there, tell your employee. Don't accuse him or her 
of stealing without proof. Say something like "I seem to be missing 
things. I'm going to have to pay more attention to where we put 
things." Letting your employee(s) know you are paying attention 
may prevent any more theft.  
 
If the stealing is more serious, call the police.  

 

Section 6: Dismissing an Employee 
 

Introduction 
 

Most people don't like having to dismiss or fire someone. However, 
sometimes a great employee you hired will not always work out. 
People change, situations change, and so on. So, if you find at 
some point your employee is not meeting your needs, you may 
have to dismiss that person. Keeping a hiring agreement up to date 
and keeping a regular schedule for reviewing your employee’s job 
performance can help you decide if you have grounds for dismissal. 
 

Some Grounds for Dismissal 
 

The reasons to dismiss someone immediately will vary. Here are 
some of the most common reasons: 
 

Ask Yourself… 
 
What steps will I take to protect myself from theft? 
 
What will I do if an employee steals from me? 
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§ The employee’s work does not meet your expectations 
 

§ The employee doesn't learn fast enough to meet your changing 
needs 

 

§ The employee is late or fails to show up regularly  
 

§ The employee’s personal habits bother you 
 

§ The employee doesn't pay attention to your instructions 
 
§ You find you are having too many arguments. You don't feel 

safe and comfortable with the employee, even after working 
with her for several weeks 

 

§ The employee has a schedule that isn't flexible enough for you 
 

§ The employee violates your employment conditions 
 

Grounds for Immediate Dismissal 
 

Some actions by an employee may be grounds for dismissing him 
right away. Hopefully you covered these with your employee when 
he started working for you. These grounds include actions such as: 
 
§ Drinking on the job 
 

§ Taking illegal drugs on the job 
 

§ Coming to work under the influence 
 

§ Stealing from you 
 

§ Abusing you in any way 
 
Dismissing Employees 
 

Weigh all your options before you dismiss an employee. Maybe  
trying to work things out with an employee might be better. Trying to 
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hire a new one will take time and effort and there is no guarantee 
your new employee will be a better worker.  
 
If you are uncomfortable or unsure about how to fire an employee, 
the FMS is available to provide suggestions and methods that  
protect your safety and make the dismissal process more  
manageable. 
  
Once you dismiss an employee, contact Acumen, the Fiscal Agent 
right away to allow necessary changes to the employee's work file 
and to your records. 

 
Employee Changes 
 

When an employee quits or is dismissed or if his or her name or ad-
dress changes, you will need to complete an “Employee Change/ 
Termination” form and send it to Acumen. 
 
See pages 117 for more information about completing the  
Employee Change/Termination form. 

 

 
 

Ask Yourself… 
 
How will I decide to fire an employee? 
 
How would I fire an employee? 
 
How would I fire an employee who is also a friend or family  
member? 
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Section 7: Ending CD-PASS Services 
 

Introduction 
 

While CD-PASS may be the best option for you now, that may not 
always be the case. Let’s review how your CD-PASS services can 
end. 
 

Voluntary Termination of CD-PASS 
 

You can end CD-PASS services at any time and for any reason. If 
you decide you no longer want to participate in CD-PASS, contact 
your CDA/Case Manager to start the process. Once you end      
CD-PASS services, you will receive personal service assistance from 
a home health agency only. Please know that you can return to 
CD-PASS services should you change your mind. 
 

Involuntary Termination of CD-PASS 
 

There are circumstances that will cause you to lose CD-PASS         
services even when you want them to continue. Currently, four 
situations will lead to termination of CD-PASS services. 
 
Situation One: 
Abusing or exploiting your employee. For example, if you verbally 
abuse your employee using profanity or personal attacks. 
 
Situation Two: 
Adding false information to your employee’s timesheet or knowingly 
signing a timesheet that your employee has falsified. 
 
Situation Three: 
You cannot operate within your budget of personal service           
assistance hours, meaning you consistently use more personal      
service assistance hours than you have available. (Remember, if 
you need more service hours, contact your CDA/Case Manager.) 
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Situation Four: 
Your employee provides such low quality personal service              
assistance that your health and safety are at risk. 
 
Under any of these circumstances, your CD-PASS services would be 
permanently terminated and you would return to receiving         
personal service assistance from a home health agency only. 
 
 
 

Module Two Notes 
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OVERVIEW 
 

One of the responsibilities of a Member-Employer is completing  
paperwork related to you and your employee. Included in this  
module are instructions and samples to help you and your  
employee complete all the required forms. 
 

Forms Schedule 
 

Before Hire: 
Employer Hiring Checklist 
Appointment of Agent (one time only) 
Acknowledgement of Employer Training (one time only) 
Personal Services Assistant Application for Employment 
Employment Application Supplement 
Criminal History Information and Qualification Report 
Oklahoma State Department of Health Nurse Aide Tracking Form 
OSHA Notice 
Individual Provider Contract 
Liability Notice to Employees 
Notice of Employee Pay Rates 
 
After Hire: 
I-9 
W-4 
Authorization for Direct Deposit (optional) 
Agreement to Terms of Employment 
Confidentiality Agreement 
Acknowledgement of Understanding and Practice of Universal  
Precautions 
Documentation of Qualifications to Provide Advanced Personal 
Care Services (APSA) 
Documentation of Qualifications to Provide Personal  
Assistant Services 
 
On-going: 
Oklahoma Timesheet 
Acumen Fiscal Agent Account Statement 
Individual Budget Optional Expense Request Form 
Employee Change/Termination Form 
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Forms Legend 
 

 Forms backed by this 
color are sent to the 
FMS. 

Forms backed by this 
color are sent to the  
Fiscal Agent, Acumen. 

Forms backed by this 
color are kept in your 
personal files. 

Blank forms are located in folders included in this 
packet. 
 
If you have questions about completing forms,  
contact the FMS at 1-800-435-4711. 
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FMS Forms 
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ADvantage Member Rights 
 

As a Member in the ADvantage Program, you have the authority and the right 
to make decisions based on what works best for you.  The ADvantage Program 
and the Centers for Medicare and Medicaid Services uphold certain rights for 
Members. You have the right to freedom of choice and action and freedom 
from coercion and control. You can expect the following rights to be honored 
by those who provide your services and supports.  
 
As a Member, you have the right to: 
 
� Be treated with respect, dignity, and as competent to make decisions 
 
� Be communicated with effectively, directly, and in a language and format 

that best meets your needs 
 
� Have accurate, objective, relevant, complete, and culturally appropriate 

information 
 
� Refuse proposed assistance, equipment, or treatment 

 
� Appeal decisions and register complaints 
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CD-PASS Employee Qualifications 
 
Anyone who works as a CD-PASS employee, either as a PSA or an 
APSA, must meet the qualifications listed below.  
 
� Is age 18 or older 
 
� Has a valid Oklahoma driver license and insurance 
 
� Has the ability to perform personal care tasks 
 
� Has a verifiable work history and personal references 
 
� Has verifiable personal identification 

 
� Completes training on “Universal Precautions” and 

“Confidentiality” 
 
� Demonstrates ability to perform any APSA tasks you require 

 
� Is clear of notations related to abuse, neglect, or exploitation in 

the Health Nurse Aide Registry 
 
� Is not included on DHS Community Services Worker Registry 
 
� Is not convicted of a crime as listed on the Nurse Aide Registry 

Tracking Form 
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