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Chapter 1,  Introduction
     What’s in Chapter 1?


How this Guide Can Help You


Personal Assistance Services


Terminology
Introduction
     Personal assistance services are arguably the most important support system for people with disabilities.  As a result of a major teleconference with 1,200 disability leaders from every state, the President’s Committee on Employment of People with Disabilities ranked affordable, accessible, and consumer-controlled personal assistance services among the group’s highest priorities.  Access to these services represents the basic human rights of independence, equality, and dignity (President’s Committee on Employment of People with Disabilities, 1994). 

     Adolph Ratzka describes independent living as:  
   “The right of all persons, regardless of age, type or extent of disability, to: live in the community, as opposed to living in an institution; have the same range of choices as everyone else in housing, transportation, education, and employment; participate in the social, economic, and political life of their communities; have a family; live as responsible, respected members of their communities, with all the duties and privileges that entails; and unfold their potential” (Kennedy, Litvak, & Zukas, 1994, p. 43).  

     Personal assistance services are critical to ensure that people with disabilities have the same choices as everyone else.  Personal assistance services provide an essential support system so that individuals can live in the environment of their choice; participate in educational, social, familial, occupational, and recreational opportunities; achieve their goals; and reach their full potential within the community.  

   Further, as with all innovations, consumer-controlled personal assistance services have previously been addressed as an uncommon possibility, rather than the firstline choice.  These services could and should maximize life choices and normalization for people with  disabilities, even with the most severe disabilities.  Consumer-controlled personal assistance services minimize the costly and intrusive overhead of prior programs.  This guide is based on a consumer-directed paradigm of life choices, recognizing the full potential of people with disabilities.

How this Guide Can Help You

     This guide was developed to help you successfully find, fund, train, and manage personal assistance services.  This is the only personal assistance services guide we are aware of that can take you through all the steps of defining your needs, advertising, interviewing, negotiating, setting up contracts, paying taxes, training, firing, locating potential funding sources, and accessing assistive technology.  

     You may find it more useful to go through the entire guide if you have not used personal assistance services before.  If you have experience, you may need only the information in one or two chapters.  However, other chapters may be interesting and add additional knowledge to your own experience.  There are examples of checklists and other forms which you can photocopy.  

     This guide includes portrayals of real people with severe disabilities who live independently using personal assistance services.  For example, personal assistance services make it possible for Frank, who has cerebral palsy and uses a power wheelchair, to live by himself in his own home.  Personal assistants come daily to help Frank shower, exercise, dress, shop, and prepare meals.  Lifeline® provides a measure of safety and security so that Frank can call for help in case of emergency.  Lifeline is a personal response system connecting the user with 24 hour assistance at the push of a button.  Besides Lifeline, Frank uses a hands-free telephone he keeps in his pocket.  Adequate preparation and technology help ensure that Frank’s needs are met when he is alone.

Managing personal assistance services independently can result in:
•   Having control of your life and your daily activities;

•   Receiving the type of assistance you need in the way you want it;

•   Being able to have a career and family;

•   Participating in community and leadership experiences;

•   Being able to live the lifestyle of your choice; 

•   Having the rights, privacy, and responsibilities of an adult; and

•   Relieving your relatives or friends of caring for your needs and yourself of the guilt,

                discomfort, and infantilization that accompanies such dependence.

Personal Assistance Services

     Personal assistance services (PAS) are often the alternative for people with disabilities that allows them to live in the community and make their own decisions regarding housing, education, social involvement, transportation and employment choices.  PAS ensure that a person with a disability has the support to carry out necessary daily living activities.  These activities may include dressing, bathing, toileting, grooming, housework, meal preparation, transfers, shopping, reading, interpreter services, child care, and transportation.  In addition, PAS may also include physical assistance in personal, social, and life skills activities. 

     The World Institute on Disability defines PAS as “assistance, under maximum feasible user control, with tasks aimed at maintaining well-being, personal appearance, comfort, safety, and interactions within the community and society as a whole” (Kennedy, Litvak, & Zukas, 1994, p. 43).   The goal of this guide is to enhance your control and knowledge of personal assistance services, resulting in increased independence within your community.

Terminology

     For simplification purposes, this manual has chosen the words “consumer” and “personal assistant” or “PA”  in describing personal assistance services.  “Consumer” is used to describe a person who is using the service.  It is the consumer who directs the service; therefore, the term “patient” is not appropriate.  “Patient” is appropriate in medical settings, but generally not in home health care.  The term “personal assistant” is used because it describes the personal nature of the work and it shows that the employee is assisting under the direction of the consumer.

     You may want to educate your PA as to the terminology you prefer.  Some home health agencies use the term “patient” to describe the people they serve.  So, you may need to ask your PA to please not use the word “patient” when referring to you.  Being able to hire whom you elect to hire usually eliminates such agency miseducation and the unwanted attitudes that accompany it.  You may need to educate yourself on the difference between asking people for help and hiring an assistant to help you.  In the latter case, you are the boss, always respectful, but not pleading.  Again, if you do the hiring, training, and pay the employee directly (regardless of the funding source), they will realize that you are their “employer” and not their “patient.”  Tell them the terms that you expect them to use.  Identify clearly and directly what is acceptable to you from the beginning, such as “consumer,” “employer,” or  your name or nickname.  Keep in mind that if you want to be treated with respect and have your instructions followed as other employers do, you must behave accordingly.  You will decide the balance between camaraderie and deference that fits your needs and personality and those of your PA.  However,  remember that being the employer is a job too and that you are purchasing services not friends.  Your decisions will effect the delivery of those services.

     The terminology that people use to communicate about disability issues in general has changed in recent years.  Many people are aware of current terminology regarding people with disabilities, but there are still some people who may need to be educated.  The term “handicapped,” when referring to 

a person, is no longer considered appropriate.  The most recent edition of the APA Manual states that “handicap” can be used to refer to environmental limitations, such as attitudinal, legal or architectural barriers, but not to people.  The term “wheelchair-bound” implies that the wheelchair is confining when in actuality the wheelchair is liberating, aiding in mobility and improving independence.  If it is necessary to refer to a wheelchair, it is preferable to speak of someone who “uses” a wheelchair, rather than someone who is “bound” to a wheelchair.


     The preferred method to communicate about people with disabilities is to place the person first in 

all terminology, rather than the disability (for example, “child who is deaf,” “woman with paraplegia” or “people with disabilities”).  This “person-first” terminology is important because the emphasis is placed on a person’s unique capabilities and worth, rather than on his or her disability.  

     You can educate your PA about the importance of using “person first” language, in other words, “person with cerebral palsy” or “child with mental illness,” versus language that is unintentionally derogatory and that emphasizes differences.  Person-first terminology puts the emphasis on the human being first, and the disability second.  It also helps portray people as being independent and included in society.  


     The APA Manual reports that the guiding principle is to maintain the integrity of people as human beings.  Language should be avoided which equates people with their condition, has negative overtones, or is considered a slur.  People with disabilities participate in all aspects of society 

including employment, politics and community services, family and leisure activities, public entertainment, community contribution, and leadership.  This universal involvement needs to be reflected in the language we choose to use.  Your own attitude and treatment of yourself and other people with disabilities, however, will always be more influential than any recitation of vocabulary.  

Chapter 2,  Defining Personal Care Needs

     What’s in Chapter 2?


Defining Tasks


Creating Checklists


Travel



Medical Information
Defining Tasks
     Before you hire anyone, it’s important to define your personal care needs, including the tasks you want a personal assistant to perform.  The checklists on the following pages can help identify those needs.  The checklists will also be helpful in determining approximately how many hours each day a PA will be needed.  If personal assistant services are funded by Medicaid, you will probably be limited in the number of hours an assistant may be employed each week.  You also need to decide how many assistants you want to hire.
     Hiring more than one employee has several advantages.  If you hire several people, you can alternate their schedules with weekdays and weekends and/or mornings and evenings to allow each PA time off.  If you have only one employee, you must have a backup plan when he or she is sick, goes on vacation, or needs time off for other reasons.  Several personal assistants provide you with backup employees for holidays, emergencies, or if you have to fire someone.  In addition, if only one person does all the work, that individual may be more likely to tire of the full responsibility.  Sharing the tasks among several employees may lessen this responsibility and lengthen the time each PA is able to work for you without burnout.  Furthermore, employing several assistants will make your environment more interesting, and help make staff changes less disruptive to your care.  It may cost the same, or possibly less, to hire more than one personal assistant.
Creating Checklists

      Checklists will help you determine exactly what your needs are, specify and define the tasks that need to be done, and estimate the number of hours it will take to finish activities.  Before you create your task checklists, determine which activities you would like a PA to help you with each day.  Write down all the necessary activities in detail.  Next, you can write specific checklists to be used by your PA for each task.  Your detailed activity list and individual task checklists will be helpful when you write a job description.  More importantly, your personal assistant will have written guidelines to ensure all of the necessary tasks are completed correctly. The following sample checklists are for personal care and homemaking activities.  There are other personal care and household routine checklists as well as weekly schedule forms in the appendices.

	                     PERSONAL CARE ACTIVITIES



	
	Who Will Do?

S = Self

F = Family

PA = PA
	How long does it take?  When:

Morning  Afternoon

Evening  Night

M         A        E        N      
	Daily (D) or Day 

of the week to 

be performed

	Transfers-Bed
	
	
	
	
	
	

	Wheelchair
	
	
	
	
	
	

	Range of Motion
	
	
	
	
	
	

	Exercises
	
	
	
	
	
	

	Bladder Program
	
	
	
	
	
	

	Bowel Program
	
	
	
	
	
	

	Tub/Shower
	
	
	
	
	
	

	Shaving
	
	
	
	
	
	

	Make-up
	
	
	
	
	
	

	Comb/Style Hair
	
	
	
	
	
	

	Lotion/Deodorant
	
	
	
	
	
	

	Dressing
	
	
	
	
	
	

	Eating
	
	
	
	
	
	

	Medication
	
	
	
	
	
	

	Brushing Teeth
	
	
	
	
	
	

	Mobility/Driving
	
	
	
	
	
	

	Room Clean-ups
	
	
	
	
	
	

	Undressing
	
	
	
	
	
	

	Preparation for Sleep
	
	
	
	
	
	

	Turning in Bed
	
	
	
	
	
	

	Other Activities 

(School, job, etc.)
	
	
	
	
	
	


     A checklist of activities will help your PA perform each task the way you want it done.  Every task or job is usually made up of many steps.  Keep the following guidelines in mind as you prepare your checklists: 
1) Make steps as short as possible; 

2) List steps in correct order of performance; 


3) Include what, when, and where.

	                                                             Homemaking



	
	Who Will Do?

S = Self

F = Family

PA = PA
	How long does

it take?  When:

Morning

Afternoon

Evening

Night

M         A        E        N      
	Daily (D) or Day 

of the week to 

be performed

	Recreation (Fun!)
	
	
	
	
	
	

	Household Details 

(Bills, grocery)
	
	
	
	
	
	

	Laundry
	
	
	
	
	
	

	Shopping
	
	
	
	
	
	

	Meal Prep - Breakfast
	
	
	
	
	
	

	Meal Prep - Lunch
	
	
	
	
	
	

	Meal Prep - Dinner
	
	
	
	
	
	

	Meal Clean-up - Breakfast
	
	
	
	
	
	

	Meal Clean-up - Lunch
	
	
	
	
	
	

	Meal Clean-up - Dinner
	
	
	
	
	
	

	Cleaning - Bedroom
	
	
	
	
	
	

	Cleaning - Bathroom
	
	
	
	
	
	

	Cleaning - Kitchen
	
	
	
	
	
	

	Cleaning - Dusting
	
	
	
	
	
	

	Cleaning - Sweeping
	
	
	
	
	
	

	Cleaning -Vacuuming
	
	
	
	
	
	

	Errands
	
	
	
	
	
	

	Wheelchair Maintenance
	
	
	
	
	
	


     If a task is detailed or complicated, do not include specifics.  You can tell the PA how you want the job done as the task is completed.  You may include a detailed task breakdown on a separate checklist.

     It’s a good idea to write a checklist for every important task.  You will not be able to include every detail, but having the major information written down will be helpful in getting the job done the way you want it.  To keep your checklists handy, you may want to arrange them in a notebook in the order that they will be completed.  An alternative method is to arrange checklists in sections by how often they will be completed, such as daily (personal care, meals), weekly (grocery shopping), or monthly (wheelchair maintenance, some housework).  It may be easier for your PA if each checklist is kept in the location where it will be needed.  

     Checklists are an effective tool for organizing your time and your employee’s time.  Creating checklists initially takes time, but it will be well worth the effort.  Once you have the checklists completed, you will find that you have created an easy-to-follow, complete job description.

Travel
     You may want to consider if you need a PA for travel-related services.  When you hire a PA, 

it might be a good idea to ask the person if he or she is willing to travel with you occasionally.  

The purpose of your travel will probably determine whether or not PA expenses will be reimbursed by funding agencies.  For payment purposes, travel can be roughly classified into two categories:
Recreational
This category of travel will generally involve paying for PA services out of your own pocket.  You may pay by the hour or pay by the trip.  Some aides may welcome the opportunity to travel and be willing to charge for only the actual personal care services provided, such as driving, meals, dressing, etc.
Medical
Medically related travel for your PA will often be reimbursed by Medicaid and some insurance companies, if it is with a certified transporter.  Check with your payment source for details.

Medical Information
     Medical information is important to share with new personal assistants so they will become familiar with your needs and know what to expect.  Your PA should understand how your disability affects you, the medication you take, possible side effects, diet restrictions, equipment needs, and what to do in case of a medical emergency.  The medical information sheet on the next page is provided as an example.  You can use the sheet as is or personalize it.  The phone number and emergency contact sheet following the medical information page should also be filled out, discussed, and kept in a prominent location.      
MEDICAL INFORMATION FOR PERSONAL ASSISTANTStc "MEDICAL INFORMATION FOR PERSONAL ASSISTANTS"
1.
The medical term for my disability is: _____________________________________________________________________


_____________________________________________________________________

2.  
Some ways my disability affects me are: _______________________________________________________________________________________________________________________________________________________________________________________________________________

3.
The medication I take needs to be administered:


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________


Side effects may include: __________________________________________________________________________________________________________________________________________

4.
Diet requirements and restrictions I have are: _______________________________________________________________________________________________________________________________________________________________________________________________________________

5.
Special equipment and home arrangements include: __________________________________________________________________________________________________________________________________________


_____________________________________________________________________

6.
If any medical situations arise, I would like you to handle them like this: _____________________________________________________________________


_____________________________________________________________________

7.
All medical issues are to be addressed through my regular physician, or acting RN.  


My physician is:  ______________________    Phone:  ____________


My RN is:  ___________________________   Phone:  ____________

IMPORTANT PHONE NUMBERS AND EMERGENCY CONTACTS tc "IMPORTANT PHONE NUMBERS                                         AND EMERGENCY CONTACTS "
The address where I live is: __________________________________________________________________                            

__________________________________________________________________

The phone number is:  ___________________________  

Emergency numbers:

Fire Department

Ambulance


Doctor

 _________________

__________________
__________________

Police



Hospital


Public Transportation

      _______________
_______________

__________________


Personal Numbers:

Family Members:  __________________________________________________________________

__________________________________________________________________

Friends:

__________________________________________________________________

__________________________________________________________________

Neighbors:

__________________________________________________________________

__________________________________________________________________

Personal Assistants:

__________________________________________________________________

__________________________________________________________________

Agencies:
Homemaker Service Agencies:

__________________________________________________________________

__________________________________________________________________

Others:

__________________________________________________________________

__________________________________________________________________

Chapter 3,  Recruiting
     What’s in Chapter 3?


 How and Where to Find Good Applicants


 What Constitutes a Good Ad


 Classified Ad Examples


 Turnover


 Back-up Personal Assistants

Recruiting

     After you complete your task checklists and develop a tentative schedule for your PA, the next step is to recruit an employee.  Consider the main characteristics of the person(s) you want to hire.  Do you want a smoker or nonsmoker?  Someone who is strong and can perform transfers?  Does it matter to you if the person is a friend or family member?  Some people prefer family members because of the personal nature of the job.  Others feel that hiring someone other than a friend or family member helps preserve their relationships.  Once you know your personal assistance needs and the type of employee you want to hire, get the word out!

How and Where to Find Good Applicants    

     Many people have found their personal assistants through word-of-mouth.  Let others know you are in the market for a PA.  Check with friends, neighbors, and family members to see if they know any people who may be interested in the job.  If you have contacts at a hospital, home health agency, nursing home, or medical clinic, ask if they have leads.  The more people you tell, the more likely you are to find qualified applicants. 

Other sources for recruiting personal assistants include:


•   People who employ personal assistants


•   Current and former personal assistants


•   Schools and colleges (Check the Career Development Departments or Personnel     


          Offices)


•   College newspapers


•   Disability resource centers at colleges and universities


•   Student clubs and organizations


•   Senior Citizen organizations


•   Rehabilitation centers
Sources for recruiting personal assistants continued:



•   Library bulletin boards or display areas


•   The Center for Independent Living in your area


•   Local Job Service Office


•   Local Governor’s Committee on Employment of People with Disabilities


•   Paralyzed Veterans Association (PVA) local office


•   Church Job Service Office (if services are available)


•   Community organizations


•   Other disability organizations (Easter Seals, etc.)

     You can also advertise by putting up fliers on bulletin boards at malls, technical schools, apartment complexes, government offices, medical clinics, hospitals, home health agencies, nursing homes, pharmacies, college campuses, and community organizations.  These advertisements can be large and contain all the information you want.  It’s a good idea to use bright colored paper and/or a picture in order to draw people to the ad.  Your fliers may have a section where there is a name and phone number that can be torn off by those who are interested.  One way to advertise for people near your home is to contact the apartment complexes nearby.  Ask the apartment manager if you can place an ad in their newsletter, on a bulletin board, or in the club house.  There are many ways to advertise for a PA.

What Constitutes a Good Ad   

   
     Placing an advertisement in the local newspaper is another way of recruiting personal assistants.  Newspapers charge by lines of print, so try to be brief and to the point.  An ad usually begins with a general title describing the job (see examples below).  If the main job you are advertising is personal care, you may want to use the title “home health aide” or “aide to assist female with a disability.”  Other titles include “attendant care,” “household help,” “driver,” and “housekeeper,” depending on which one best describes the position.  


     Consider the type of person you want to hire and what might attract him or her to the job.  What are your selling points?  These may include the pay, flexible hours, meals and/or living quarters.  Use your selling points at the beginning of the ad to attract job seekers.

     Next you will need to describe the job.  What are the primary duties?  Are there any specific requirements?  These may include previous experience in health care, a driver’s license, or their own transportation.  Close the ad by stating your first name and phone number, or give a P.O. Box number so the applicant can write you.  For safety reasons don’t print your address in the paper.  You don’t want strangers to show up unexpectedly at your door.

     Al DeGraff, in his book Home Health Aides: How to Manage the People Who Help You, suggests employers include a statement of urgency such as “call now,” or “immediate need.” He believes this statement of urgency encourages people to act quickly.  You may want to experiment with different wording to see which ad attracts the type of PA you want. 

     The tricky part is to write an ad that includes all this information without being too long.  After you write your ad with all the important details, determine if there are any words you can abbreviate or other ways to reword the ad.  Call the advertising department at the newspaper where you want to advertise and find out the cost. You can always shorten the ad by deleting information that can be given to applicants over the phone.  Your ad may read something like the following examples; a word count is given in parentheses after each ad.

Classified Ad Examples  


WANTED - PERSONAL CARE ATTENDANT/HOUSEKEEPER.  


Full-time live-in for physically disabled professional woman. Duties include bathing, 



dressing, house cleaning, some lifting & unskilled nursing.  Semi-private living 



quarters.  Salary plus room & board.  Non-smoker.  Valid driver’s license.  Couples 



may apply.  References required.  Experience preferred.  Part-time positions also 



available. Call evenings, 555-1234. (50 words)


Are you a PCA, HHA, or CNA?  Do you want a nice place to live? Do you like most of your afternoons and evenings free?  I’m an active, working, 46 yr-old, female, quad, 



looking for a live-in attendant/housekeeper.  $    /Wk + private quarters & board.  Non-smoker.  Valid driver’s license.  Couples may apply.  References required.  Experience preferred.  Part-time positions also available.  Call evenings, 555-1234. (66 words)


PERSONAL CARE ATTENDANT/HOUSEKEEPER.  


Full-time live-in for active, working, male, quad.  $   /Wk, private quarters and board. 



Non-smoker.  Couples may apply.  Experience preferred but willing to train.  Part-time positions also available.  Call evenings, 555-1234. (34 words)  


Are you a PCA, HHA, or CNA?  Would you like to have a nice place to live?  Do you 



like most of your afternoons and evenings free?  I’m an active, working, male, quad, 



looking for a live-in attendant /housekeeper.   Duties include bathing, dressing, house-



cleaning, some lifting & unskilled nursing. $    /Wk, private quarters & board.  Non-



smoker.  Couples may apply.  Experience preferred but willing to train.  Part-time 



positions also available.  Call Evenings, 555-1234. (76 words)


Weekly salary for part-time work. Assist disabled student with note-taking and 



driving Mon, Wed, Fri, Available now! Call John, 555-1234. (22 words)


Home Health Aide, $6/hr, part-time, provide personal care/lt house keeping, 



own transportation. Jean, 555-1234. (16 words)

Turnover

     Recruiting a PA may be a process that you have to go through frequently.  The length of time each PA works for you may be short because the work is often part time, the pay is not great and there are no benefits such as health insurance.  Two people who had employed personal assistants for approximately fifteen years were asked how many different assistants had worked for them during that time.  One person had employed four personal assistants, the other had employed approximately thirty-five.  The person with four personal assistants had live-in assistants, the other person commented that several of his assistants moved out of state.  Each person will have a different experience with hiring personal assistants.  If you have frequent turnover, think back as to why each person left.  There may be nothing you can do, but it doesn’t hurt to consider if perhaps there is something you can do to decrease turnover.  It’s a good idea to save the names of the applicants you did not hire, if they are appropriate.  You may want to contact them if your current assistant leaves or gets sick.

Back-up Personal Assistants


     It’s never too soon to begin making a list of back-up personal assistants.  If your regular PA is ill or doesn’t show up, you will need a back-up in a hurry.  Keep this in mind as you begin the recruiting process.  When interviewing, ask the applicant if he or she would be available as a back-up PA.   Make a list of people who can be available to assist you on short notice.  One experienced consumer says, “You can never have too much backup.  When do I stop looking for a personal assistant?  Never!  I just keep my ears open in case I hear of someone who is looking for a job.  Who knows?  That person may become a back-up and eventually work for me regularly.”  Another consumer states, “Keep several people in mind to help out.  You can never have enough personal assistants.”  Stay in touch with all the back-up employees.  They need to understand how important it is that you can count on them to work at a moment’s notice.  If you use these personal assistants regularly, such as one evening every week or two, they will know your routine.  This also helps personal assistants develop a bond with you and a sense of responsibility for their job. 

     Learn about the home health agencies in your area.  They may serve as a resource in an emergency.  Friends and family members may also be called upon as back-up assistants.  Employing personal assistants is an ongoing process.  Prepare for emergency situations with a list of people and agencies that can assist you in case your PA doesn’t show up for work.
Chapter 4,  Interviewing

   What’s in Chapter 4?


Qualifications, Responsibilities, & Benefits 





Initial Telephone Screening


Suggestions for Interviewing


Employment References


Personal References


Selecting Who to Hire

Qualifications
     It’s best if a personal assistant is at least 18 years of age.  However, some individuals who are16 or 17 may be suitable.  A personal assistant should:


•   Be willing to work closely with others


•   Get along well with people


•   Accept responsibility  


•   Want to learn the job well


•   Look beyond the disability to see the person


•   Be able to relate to the person with a disability as their boss


•   Maintain clean personal habits


•   Have reliable transportation

Responsibilities
     The responsibilities of a personal assistant include: 


•   Asking job-related questions when needed before starting work 


•   Arriving at the scheduled time ready to work 


•   Notifying the employer if he or she will be more than 15 minutes late for any reason 



•   Scheduling time off as far in advance as possible


•   Finishing duties within a timely manner 


•   Recording the number of hours worked (if you decide this is not your responsibility)              
•   Openly communicating 


•   Being courteous and thoughtful 


•   Respecting privacy and confidentiality


•   Not discussing the employer outside of the job 


•   Knowing what to do if a medical emergency should occur


•   Respecting the personal property of the employer 

     As the employer, you need to make all these expectations clear in the hiring and training process.

Benefits
     The benefits gained by working as a personal assistant include:


•   Experience working with people 


•   Opportunity for personal growth 


•   Steady income 


•   Generally flexible hours 


•   Generally time for study (for employees who are students)


•   Jobs that are usually available

Initial Telephone Screening
     When applicants call you about the position, briefly explain the job, approximately where you live, the hours required, and the starting salary.  For example,  “I’m in my mid-thirties and use a wheelchair because of MS.  My apartment is near Lakeside Mall.  I need someone to help me with personal care and housework for three hours on Tuesday, Thursday, and Friday mornings. The pay is $5 an hour.”  After you explain the basic employment information, you might ask, “Does this sound like a job you might be interested in?”  If the person is interested in the position, ask if he or she has experience with this type of work.  If so, ask the person to describe that experience.  You might also ask, “How did you hear about this position?”  Be prepared to answer the applicant’s questions as well.

     Strike up casual conversation.  This puts the person at ease and sets the tone for future interactions.  For example, “Have you lived in this area long?”  “Are you a student?”  Some other questions you could ask include:


•   “Where do you live?  How do you plan on getting to work?”  If you live near 
          
      public transportation, be sure to tell the applicant.  


•   “What hours are you available to work?  What amount of pay are you looking for?”  
•   “I need someone to move me from my bed to the wheelchair.  Can you do these 
      transfers?”


•   “Have you had any schooling or job experience as a personal assistant?”


•   “How flexible is your schedule?  Can you work on short notice?”


•   Other questions: _____________________________________________


     

       _____________________________________________

     If you feel this applicant might be a good personal assistant for you, arrange for an interview in person.  Remember, many applicants agree to an interview and then don’t show up.  Try not to take this personally.  People who do not keep an interview appointment or don’t call to cancel are not very reliable.  You wouldn’t want to hire them anyway.

Suggestions for Interviewing

     It’s safer to meet the people you are going to interview in a public location, such as a restaurant.  This will protect your privacy and avoid the possibility of theft.  If you still  prefer to conduct interviews in your own home, have a friend or relative present during the interviews.

     Try to make the applicant feel comfortable.  Thank him or her for coming, and begin with friendly “ice breaker” conversation.  Talk about where he or she is from or how long he or she has lived in the area.  Talk a little about yourself.  For example, you may want to speak about your age, occupation, disability, and the activities with which you need assistance.  Try to establish rapport and authority in your initial encounter.  However, one personal assistant states that if a consumer appears too demanding, it may scare potential employees away.


     Be observant as you interview.  Watch for nonverbal behavior and personal traits.  Listen to what is said, how it is said, and what is not said.  Sometimes silence is a good interview technique to gather information from an applicant.  Ask lots of specific questions and watch the person’s response.  Make a list of the questions you want to ask.  Open-ended questions, rather than those answered with a “yes” or “no,” are much better at drawing responses.

Common Interview Questions:
 
Would you tell me something about yourself? 


What jobs have you had?  How long did you work at these jobs?


What did you like about the jobs?  What didn’t you like? 


Why did you leave your last job? 


How will you be getting back and forth to work? 


Why do you want to work as a personal assistant?


Have you had experience being responsible for the welfare of another person? 


Would you describe your experience?


Are you able to see a person with a disability as your boss?


Are you dependable and responsible?


What quality about yourself do you think I will appreciate most?


How long do you plan to work in this position?

     Tell the person applying what you expect from an employee.  This could include being dependable, on time, open to discussing work-related concerns, and giving adequate notice before quitting (see page 22.)  If you have a work contract that covers these topics, show it to the applicant.  Ask the person if he or she would be willing to sign this contract if hired.

     Describe the schedule and specific job duties.  Do not skip over any part of the job.  The applicant needs to know about all of the work that is involved.  Show the applicant your job checklists if you are seriously considering offering him or her the job.  It is better to make the job requirements clear in the beginning than to have someone quit after a few days because he or she did not know everything the job involved.  

     Talk about the salary.  Tell the applicant how often he or she will be paid.  Mention any other benefits of the job such as free meals.  Inform the applicant of the State Rehabilitation Services payment system or other payment systems, if applicable.

     If at all possible, choose to have a stipend from which you pay your PA directly.  The paperwork is routine and manageable.  Furthermore, the authority and respect gained by not having an agency or “case manager” between you and your employee is significant and allows all targeted monies to be utilized for care.

     Invite the applicant to ask questions during the interview.  Ask the person again if he or she has any other questions at the conclusion of the interview.  If you would like to hire the applicant, ask if he or she is interested in the job.  Tell the candidate that you will be interviewing other people and will call him or her after you have made your decision.  It is usually a good idea to interview more than one applicant.  It’s best to give yourself time to think about the decision overnight to consider who best fits your needs.  Sometimes an extremely charismatic person can outshine a person who interviews less effectively, yet the less charismatic person may better meet your needs.  A step back for a few hours will result in a better long-term decision.

     Make sure you get at least two employment references and two personal references from every person you are considering hiring.  It is important to check both work and personal references.

Employment References 
     Contact each reference and ask the employer if he or she would answer a few brief questions.  Tell the employer the applicant has given you his or her name as a job reference and that you are considering hiring the person as a personal assistant.  The employer must indicate whether or not the employee worked for them and the dates the employee worked, but the employer is not required to give any more information.  However, many employers are willing to share more than what is required.  Tell the employer about your disability and that you need someone who is dependable to assist you.  It might be helpful to give some examples of job responsibilities.  You may want to ask the employer the following questions:

Employer Questions:


What were the dates of employment? 

         
What were the job duties and responsibilities?

         
How would you describe the applicant as an employee?  

         
How would you describe the person’s work habits?

         
Can you tell me about the person’s communication skills?

         
Was this person honest?  Dependable?  Mature?  Responsible?  

          
Ask the employer to give examples of why or why not.  

         
Why did this person leave the job? 

         
Would you rehire this person?

         
Would you have any reservations about hiring the applicant for this type of work? 


         
Are there any additional comments you would like to add?

     End the call by thanking the employer for his or her help.  The Employment Reference Information Waiver on the following page is another tool you can use to gather information from references.  An employer may be more willing to provide facts about a former employee with this signed waiver.  The applicant must sign the waiver to indicate that this information can be released.  A good time to have the waiver signed is during the interview.  Mail a copy of the waiver to the employer with a stamped, self-addressed envelope.

Employment Reference Information Waivertc "Employment Reference Information Waiver"
I hereby request ___________________________________________ to release employment information to _________________________________________________________

__________________                            _____________________________________
             Date





Signature of Applicant

Dear Employer:

The above named individual has applied to work as a personal assistant.  

This work requires: _____________________________________________________  _____________________________________________________________________

_____________________________________________________________________

Will you please answer the following questions and return the form in the enclosed envelope. Thank you for your time!  

Job duties/responsibilities:  _______________________________________________

_____________________________________________________________________

__________________________________________  Dates worked: ______________ 

Would you rehire this person?  Why or why not? _____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Please rate this person on the following characteristics:

Dependability:


Excellent    Good    Fair    Poor

Honesty:


Excellent    Good    Fair    Poor

Maturity:


Excellent    Good    Fair    Poor

Responsibility:


Excellent    Good    Fair    Poor

Communication Skills:
Excellent    Good    Fair    Poor
          

Additional comments: __________________________________________________

____________________________________________________________________

____________________________________________________________________ 

Signature __________________________    Title ______________________

Personal References

     These references are used to obtain information about a person’s character.  Make sure you call each reference.  Explain that the applicant has given his or her name as a reference and that you are considering hiring the applicant as a personal assistant.  Tell the person about your disability, and briefly discuss the type of work the employee would be doing.  Remember to ask open-ended questions to gather more information.  You may want to ask the following questions:

Personal Reference Questions:


        How long have you known the applicant?

        What can you tell me about the applicant?

        How would you describe this person’s character?

        Is the applicant dependable?  Honest?  Mature?  Responsible?  Ask for examples.

        Would you have any reservations about the person doing this type of work?

        Are there any other comments you would like to add?

     End the conversation by thanking the person for his or her help.  Compare the information given by the references with the information on the application.  Are they consistent?  Note any significant differences which might indicate lies and cover-ups.  Note the assessment given of the employee’s work performance and personal characteristics.  If you have interviewed the person, consider whether the interview supports the impression you received from the references.  If you have not interviewed yet, you can decide if you are still interested in the person.

     It may also be a good idea to run a police criminal background check on applicants before you hire them.  Let each person know you are careful about security.  This may include completing a background check and listing the assistants you hire with a security agency or the police department.  This should discourage applicants you wouldn’t want working for you; it should not bother those who have nothing to hide (Malone, 1996).

Selecting Who to Hire 
     Try to keep an open mind about whom you hire.  A personal assistant is hired to provide a service for you in a safe, efficient, and healthy manner.  Sometimes a close friendship develops, but it is not necessary.  Safety, reliability, and satisfactory work are the most important aspects of being a personal assistant.  The personal lifestyle of the PA should not necessarily influence his or her ability to be an employee unless job performance is negatively affected.
     Before you hire anyone, consider your “gut” reaction to the person, the information you learned in the interview, and what his or her references said. It may be difficult to find just the person you are looking for.  Trust your intuition and feelings. You are your best detection instrument.  Though not infallible, your first reaction to people will usually predict your future ease with them.  If you have doubts, keep asking questions and checking references or hire someone else.  In the search for a safe environment, having more than one PA can reduce your vulnerability to one person.  The person or persons you ultimately hire should have:


•   Good references


•   A positive and pleasant attitude


•   At least some experience


•   Good communication and listening skills 



•   An appropriate reason for applying for the job


•   A clean appearance


•   A trustworthy demeanor


•   Respect for your privacy and confidentiality

     There may be times when you want to hire someone but are unsure about how this person would be as a personal assistant.  Maybe the applicant doesn’t know if he or she will like the work.  Consider hiring the person on a trial basis.  Decide with the PA how long you think the trial period should last.  At the end of that time you and/or the personal assistant can decide if you want to continue working together.

Chapter 5,  Employment Negotiations
   What’s in Chapter 5?


Employment Contracts


Example Contract


       Arlene & John’s Contract

Employment Contracts
     Now that you have identified your PAS needs, created a job description with checklists, and found people you are interested in hiring, you are ready for the next  step — writing an employment contract.  A contract is an agreement between you, the employer, and your  employee.  The responsibilities of both parties are usually included, with more emphasis on the responsibility of the employee.  Sample work agreements are included in the appendices to give you an idea of the variety of contracts possible.  Each employer can decide how complex and formal to make your agreement and determine which subjects are most important to you and your employee.  Some topics to consider putting in a contract would be:



•   Duties— use your job description to make a list such as personal care,              
         
     housekeeping, driving, and cleaning of room, if live-in;



•   Work schedule— days off, absences, holidays, vacation;



•   Your personal privacy and confidentiality;



•   Pay— cash and possible noncash benefits, room and board for live-in, 

                 phone use;



•   Use of personal items— car, food, other items, if live-in;



•   Behavior— smoking, alcohol use, swearing, attitudes;



•   Unacceptable behavior that could lead to termination;



•   Quitting— advance notice;



•   Replacement of damaged property; and,



•   Liability issues 

     Consult your local Center for Independent Living for suggested salary rates.  Often, rates may be arbitrarily set by the funding source and its allotment to you.  However, within your resources, you have choices. If a PA is efficient, caring, and dependable, he or she is worth more.  Nevertheless, you are unlikely to have access to his or her weight in gold and will need to budget accordingly.  

     Live-in personal assistant contracts must have more details: hours, use of personal supplies, noise, visitors, etc.  Refer to the live-in contract and other contract examples and work agreements in the appendices.  The following is an example of a personal assistant contract.

Example: Arlene & John’s Contract

     Arlene and John are a couple in their late forties.  Arlene has been using a PA for three years.  John has recently started to use a PA because of his medical problems.  The following is the contract they ask their personal assistants to sign.  With their permission, their contract on the next page is in this chapter because it demonstrates several important considerations when you hire a personal assistant.

1.  BE DEPENDABLE - Be ready to work at the agreed time.


a.  If you need to be absent for any reason, please give a minimum of 48 hours notice      
for us to make other arrangements.


     b.  If you are unable to be on time, please call 4 hours before your start-time.  




i.   If you are more than 1/2  hr. late, we will call to check on your safety.

ii.  If you plan to arrive more than 1/2 hr. early, please phone ahead to find out if it is acceptable.

2.  TAKE RESPONSIBILITY


a.  Be observant, motivated, self-starting and pay attention to details.


b.  Do not leave work unfinished or for someone else to do.  It is your obligation.


c.  At all times, your performance and conduct must be appropriate for State inspection. 




3.  BE ABLE TO WORK INDEPENDENTLY


a.  We want to trust you to do your work unsupervised.


     (This means we don’t want to have to be with you every minute.)


b.  Although we enjoy visiting with you, your job has priority over conversation.

4.  SANITATION - HYGIENE


a.  Good health (especially ours!) begins with cleanliness.


b.  Please wash your hands with soap:



i.  Before handling kitchen items and preparing food.



ii.  After using toilet (includes assisting Arlene).


c.  Inspect dishes and utensils when loading and unloading dishwasher.

5.  RESPECT OUR FAMILY’S PRIVACY


a.  What you see and hear here, stays here.


b.  Be considerate of our personal items and business.

6.  Remember that these points are very important to us.  Sign your name and the date 
below to indicate that you have read, understand, and agree to follow this outline,  
then return it to us.  If you have any questions, please feel free to ask.

NAME  ________________________________                DATE _________________
I understand and agree to follow the above outline.

Chapter 6,  Employer Responsibilities
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Tax & Employment Forms Information

     The following pages contain general information about paying taxes and other related issues when employing someone.  It is given to you only as a guideline.  Laws change periodically.  It is absolutely essential that you check the information yourself to be sure that you are taking appropriate action with taxes, social security, and other legal matters of employment.  You may want to talk with a tax attorney.  Investing time and money now to obtain the right information may save you a lot of trouble (and money!) later.

     The following information is from the publication Hiring Someone to Work in Your Home  prepared by the Women’s Bureau, U.S. Department of Labor.  This source can be found on the Internet at:  http://www.pueblo.gsa.gov/cic_text/employ/other/hire-hme.txt.   You may call for more information at: Voice: (202) 219-6652 or TDD: 1 (800) 326-2577.
     BEFORE YOU PANIC, take a deep breath. Unless you are an accountant, tax attorney, or have previously owned your own small business, you will feel over-whelmed by the seemingly endless complexities of employer forms and obligations.  RELAX - What is required in your position as PAS employer is simple and repetitive, once it is established. You simply need to keep accurate records and add, subtract, and multiply.  After you have acquainted yourself with the forms, paid three months worth of salary, and completed the attending paperwork, you will recognize how routine and simple the activities represented by these complex descriptions really are.  The same is true after one experience with year-end reporting, payments, and W-2s.

Definition of “Employee”
     Anyone who is paid to perform services is an employee if you, as an employer, can control what is done, when it is done, and how it will be done.  This is so even if the right to control the work is not exercised.  It also does not matter whether the person works full-time or part- time, permanently or on a temporary basis.

     A household worker is an employee who is paid to perform domestic services in a private home.  Independent contractors, self-employed persons, and representatives of an agency or au pair program who work in or around the home are not employees.

     Internal Revenue Service (IRS) Publication 15, Circular E, Employers Tax Guide, and Publication 937, Employment Taxes and Information Returns, provide guidelines for determining whether an employer-employee relationship exists.

Initial Steps When Hiring

     One of the first steps to take when hiring a new employee is to establish the employee’s identity and employment eligibility.  This can be done by having the employee complete the Employment Eligibility Verification Form, Form I-9, at the time of hire.  The employee must present acceptable documents from those listed on the form to establish identity and employment eligibility.  The employer must review these documents and attest that these documents appear to be genuine and relate to the individual hired.  The employer retains the Form I-9 and must present it, if requested, to officers of the Immigration and Naturalization Service (INS), the Department of Labor, or the Office of Special Counsel for Immigration-Related Unfair Employment Practices.  Form I-9 can be found in the Handbook for Employers (M-274) available in limited quantities from the local office of the INS.  In addition to containing the Form I-9, the Handbook answers many commonly asked questions regarding the employment verification procedures.

Social Security Number

      An employee who does not have a Social Security number (SSN) can get one by completing Form SS-5, Application for a Social Security Card.  This form can be obtained at local offices of the Social Security Administration (SSA) or by calling 1 (800) 772-1213.

Employer Identification Number (EIN)

     The employer’s identification number (EIN) is issued by the IRS.  The EIN is used to complete quarterly and annual employer’s tax forms.  An employer can apply for an EIN by completing Form SS-4, Application for Employer Identification Number.  The form can be obtained at the IRS or SSA offices, or ordered by calling 1 (800) TAXFORM (1-800-829-3676).  If you have applied for an EIN but have not received it, and you must make a deposit, make the deposit at your Internal Revenue Service Center.  Do not make the deposit at an authorized depository or FRB.  Do not use Form 8109-B in this situation.  Make the deposit payable to the Internal Revenue Service and include your name, address, kind of tax, period covered, and the date you applied for an EIN.  Send an explanation with the deposit.

Federal Insurance Contribution Act (FICA)

     The Federal Insurance Contribution Act (FICA) finances a federal system of old age, survivors, disability, and hospital insurance that is generally referred to as Social Security and Medicare.  Household employers are not liable for FICA taxes with respect to any household employee paid less than $1,000 during a calendar year. Wages paid for domestic services in a private home by an individual under 18 during any part of the year, are exempt from FICA taxes.  There are exceptions to a parent working in the home which can be found in the instructions for filing Form 1040 Schedule H.  More detailed information about FICA withholdings can be found in IRS Publication 926, Employment Taxes for Household Employers.  Employers can voluntarily pay their employees’ portion of FICA taxes and report the amount as a part of wages.

Federal and State Unemployment Taxes

     The unemployment insurance program provides some income protection to domestic workers who have lost their jobs.  The program is operated jointly by the Federal and State governments, with the State establishing standards for the payment of benefits.  Under the Federal Unemployment Tax Act (FUTA) employers are required to make quarterly tax payments on domestic wages of $1,000 or more during a calendar quarter for the current or previous year.  State requirements differ from state to state; however, in most cases, an employer must also pay a State unemployment tax.  Usually, the employer receives a credit for the State Unemployment Tax when filing the Federal Unemployment Tax. In jurisdictions where employers are not required by law to participate in a program, they may do so voluntarily.

State Workers’ Compensation

     Workers’ compensation programs provide income and medical benefits to employees (and their survivors) when a work-related injury or death occurs.  As with all types of insurance, 

there are some conditions and exclusions to both coverages.  In many states (and in the District of Columbia and Puerto Rico) domestic workers are covered by workers’ compensation.  Coverage, however, will differ from state to state based on the number of employees to be covered, the amount of wages paid, or the number of hours worked.  In states where there is 

no mandatory coverage, employers are permitted to provide voluntary coverage, except in Louisiana, Missouri, Virginia, and Wyoming.

Earned Income Credit (EIC)

     The Earned Income Credit (EIC) is a cash refundable Federal tax credit that can be collected in advance or at the end of the tax year.  It is available to low-income working families with children under age 19 (or 24, if in school full-time).  EIC is also available if the employee’s child is permanently and totally disabled, regardless of age. Form W-5, Earned Income Credit Advance Payment Certificate, must be completed if the employee requests the EIC during the year.  An employer can also approach the employee about completing the Form W-5. Notice 797, Notice of a Possible Federal Tax Refund Due to the Earned Income Credit, explains the employee’s right to request the EIC in advance.

Federal and State Laws Related to Domestic Worker’s Wages

Minimum Wage and Overtime Pay

       Under the Fair Labor Standards Act (FLSA) domestic workers are entitled to minimum wage and overtime pay.  However, casual baby-sitters and companions for the elderly and infirm are exempt from coverage.  The 1998 Federal minimum wage is $5.15 an hour.  Some States’ minimum wage rates are higher than the Federal rate.  Federal law permits certain benefits, such as meals and lodging, to be counted as a part of wages.  However, meals and lodging are not subject to Social Security and Medicare taxes if they are furnished for the employer’s convenience, on the employer’s premises, and as a condition of employment.  For the lodging exclusion to apply, the employee’s presence must be required from a business standpoint.

     Domestic workers are also entitled to 1 1/2 times their regular rate of pay for hours in excess of 40 hours a week unless the employee resides in the household where employed.  The Federal law does not require premium pay for weekends, holiday work or daily overtime; nor does it require rest periods, discharge notices, or severance pay.  Also, FLSA does not limit the number of hours an employee may be required or scheduled to work, if the employee is age 16 or older.  More detailed information about FLSA can be obtained from the Wage and Hour Division of the Employment Standards Administration, U.S. Department of Labor.  The address and phone number can be found under the Federal government section of the local telephone directory.

Federal and State Income Tax Withholdings

     Income tax withholdings lessen the employee’s burden of having to pay a lump sum tax at the end of the year.  Employers are not required to withhold income tax on wages paid to a private household employee.  However, if the household employee requests withholding payments and the employer agrees, the employer should give the employee the appropriate State and Federal withholding forms to complete.  Form W-4, Employee’s Withholding Allowance Certificate, is the Federal form.  IRS Publication 15, Circular E, Employer’s Tax Guide, contains withholding tables for computing the amount of Federal withholdings. Employers can obtain a booklet containing the State income tax withholding tables from a State tax office.

Other Important Tax Forms

     An employer must furnish copies of Form W-2, Wage and Tax Statement, to all employees from whom income tax or FICA tax was withheld, who were paid $600 or more, or from whom income tax would have been withheld if the employee had claimed no more than one withholding exemption.  If an employer has more than one Form W-2 to file, the information must be summarized on the Form W-3, Transmittal of Income and Tax Information.

     Copies of Form W-2 must be furnished to employees shortly after December 31, but no later than January 31 of the following year.  Form W-2 is processed by the Social Security Administration (SSA) to update employees’ earnings records.  The SSA provides the IRS with the income tax data it needs from the Form W-2.  Household employers with only one household employee do not need to file Form W-3 with form W-2.  On Form W-2, mark the “Hshold. empl.” box in box b.

     Below is a list of Federal publications and tax forms to assist employers of household workers.  They can also be ordered by calling the toll-free telephone numbers for the IRS or SSA, 1-800-TAXFORM (1-800-829-3676) and 1-800-SSA-1213 (1-800-772-1213), respectively.  For copies of State publications and tax forms, contact local State tax offices.  Failure to comply with Federal and State wage and tax laws can result in civil monetary penalties.

Publications

IRS Publication 15, Circular E, Employer’s Tax Guide


IRS Publication 15A, Employer’s Taxes and Information Returns

IRS Publication 926, Household Employer’s Tax Guide

IRS Notice 797, Notice of a Possible Federal Tax Refund Due to the Earned 
     
Income Credit

Forms (and instructions)

SS-4, Application for Employer Identification Number


SS-5, Application for a Social Security Card


I-9, Employment Eligibility Verification Form


W-2, Wage and Tax Statement


W-3, Transmittal of Income and Tax Statement


W-4, Employer’s Withholding Allowance Certificate


W-5, Earned Income Credit Advance Payment Certificate


940, Employer’s Annual Federal Unemployment (FUTA) Tax Return


940-EZ, Employer’s Annual Federal Unemployment (FUTA) Tax Return


941, Employer’s Quarterly Federal Tax


1040 Schedule H, for Employers of Household Employees

Liability Issues 
     You need to consider what will happen if your employee becomes injured on the job.  There are several ways to protect yourself.  Check your homeowner’s or renter’s insurance coverage to see if personal injury is covered.  You can increase the coverage on your insurance policy if personal injury is not included.  If the assistant is employed through an agency, see if the agency covers liability.  You might also consider paying for Worker’s Compensation coverage (Adlape, 1994).  In Utah, contact Workers Compensation Fund at 801-288-8000 for general information or (801) 288-8020 for new accounts.  In other states, look under state government listings for state insurance fund or workers compensation fund.  You do not want to be held personally liable for a work-related employee injury with the potential of costly medical expenses.

     If you receive medical coverage under Medicaid, these decisions will be complicated as all financial decisions usually are.  Check your personal situation, and if you receive any stipend or funding exempted by Medicaid, be sure personal liability coverage is included.

Chapter 7, The Employer-Employee Relationship
   What’s in Chapter 7?
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Communication

     Communication is an important part of employing any worker.  Due to the personal nature of many of these tasks, this is especially true with a personal assistant.  When you first hire an assistant, you will have to explain the duties of the job.  You will need to give praise as well as constructive criticism so that the job will be performed correctly.  It is possible that you may fire an employee who is not providing good services.  Obviously, good communication skills are necessary in all of these circumstances.  If you desire communication training, there are many classes available.  It will be worth your time.  

     Realistically, you are physically vulnerable and the subject of many misconceptions about helplessness.  An immediate and effective way to establish your strength and authority is by communicating your needs and expectations clearly, professionally, and with respectful authority.  Your ability to assign tasks to your assistant as an employer, rather than to entreat as one asking favors, or to demand, will have a profound influence on the success of this relationship and the quality of service that you receive in meeting your needs.

Passive, Aggressive, and Assertive Behavior Patterns

     There are three different behavior patterns which play an active role in communication: passive, aggressive, and assertive.  A person’s behavior will not necessarily fall into just one category.  In fact, most people interact using a combination of these patterns.  By studying these behaviors and identifying your own tendencies, you can make changes that will improve your communication skills.

     People who exhibit passive behavior do not communicate effectively.  They have difficulty expressing thoughts, feelings, and ideas.  Persons exhibiting this pattern of communication tend to give in to the requests of others and let others make decisions for them.  Consequently, they may feel taken advantage of.   Passive people may have low self-esteem.  Passive behavior includes poor or no eye contact, anxiety and nervousness, apologizing often, not expressing feelings, and remaining silent instead of speaking up.  As an employer, these behaviors often allow small dissatisfactions to mount into large problems.  Passive people  are reluctant to express evaluations that are corrective because it requires a confrontation.  Passive tendencies undermine the clear communication of expectations and constructive criticisms that are essential to the success of being an effective employer.

       Persons exhibiting aggressive behavior also do not communicate effectively.  They may inappropriately express feelings and opinions.  Aggressive people do not treat others with respect.  Instead, they try to dominate other people.  When expressing negative thoughts and feelings, they tend to attack others rather than correct their own behavior.  Aggressive people are poor communicators.  They may have low self-esteem and often cut others down in order to feel better about themselves.  Aggressive behavior includes glares (scornful eye contact), hostile body positioning, put down statements, and condescending remarks.  Aggressive people may not take responsibility for their own behavior.  Instead, they blame others, with statements such as  “You made me so angry I tore up the letter.”  Common aggressive tendencies include making decisions for others and speaking in a loud voice.  As an employer, these behaviors often result in too much anger in response to small mistakes.  This behavior diminishes the longevity of relationships that could have, with more adequate communication skills, worked out well.  Blow-ups, unexpected terminations, and unnecessarily high turnover rates are typical for those with unrestrained aggressive tendencies.  Aggression clouds one’s self-insight.  Cooperation and teamwork are necessary for a successful relationship between employer and personal assistant.

     Assertive communication is the preferred technique.  It involves the ability to express feelings and ideas in a respectful and clear way.  Assertive behavior includes good eye contact and honest, direct, and thorough communication of feelings and beliefs.  Assertive communication means standing up for one’s legitimate rights and speaking with authority.  Assertive people feel good about  themselves and take responsibility for meeting their own needs.  Through this process, both negative and positive feelings and thoughts are expressed.  When criticism is given, it is only of a specific behavior.  It is not expressed in a way that puts another person down.                           

     Assertive communication means calmly discussing a PA’s particular problem behavior, without using labels.  “I” statements are better to use because they focus on your feelings, such as, “I feel that I am not being treated with respect,” rather than “you” statements, such as “you treat me like a child.”  Even though you are discussing their behavior, the other person may feel less defensive if the emphasis is on your reaction rather than their actions.  It is important to remain calm even when the other person is upset.  Focus on finding solutions rather than placing blame.  This approach mitigates hurt feelings and constructively resolves issues.  An assertive person treats others with respect and empathy.  Choices are given when problem solving:  “We can either do the shopping now or after we go out to eat.”  It is much easier to resolve conflicts when at least one person is flexible and willing to consider alternatives.  Remember, listening is the most important part of good assertive communication.

     It is not difficult to understand that assertive techniques are the best method to handle problems.  Being assertive takes practice.  Both the PA and the consumer benefit when assertive communication is used.  Needless to say, even with assertive skills, disagreements will occur.  However, it will be easier to deal with and resolve these problems when communication is open, honest, and respectful.

Employment Conflict Examples

     Here are examples of possible situations and suggested assertive responses to a number of personal assistant employment conflicts.


Situation:   Your personal assistant agreed to work Monday through Friday


from 8 am to 10 am.  He has been doing a fine job except that recently he has been arriving 15 to 20 minutes late.  He called on Monday to say he would be late.  Tuesday he comes in late, but does not call.


Response:   “I need you to be here on time so we can get my morning routine 
finished by 10:00.  Today you were late and did not call.  Reliability is 
important to me.” 


Situation:   After three days of work, your employee begins rearranging items around the house in a manner that he likes.  He moves dishes and appliances to a different location, and rearranges items in the hall closet.  When assisting with dressing, he tells you what clothes he thinks you should wear.


Response:   “I have arranged my home so it is easy for me to locate and use


things.  When you move things around I have to look for them.  I would


like things left as I have them - I want to wear what I had chosen last night.”


Situation:   After working for you for a couple of months your assistant seems to be less enthusiastic.  You have felt she has been a hard worker and you do not want to lose her.  When you ask her for assistance in preparing breakfast, she frowns before starting the task.  She comments that she feels you don’t appreciate her work and that nothing seems to suit you. 


Response:   “Are you feeling that I don’t like your work?  I have been pleased 
with your work.  Lately, some problems at school have been upsetting me so I 
may have seemed grouchy.  I’m sorry.  When I get too grouchy, just tell me!  I 
want you to continue to work for me.”


Situation:   Your employee comes in to work and you suspect he has been drinking.  He smells of alcohol and is unsteady.


Response:   “In our contract it says that drinking alcohol on the job is not 
allowed.  I smell it on your breath and you just bumped into a chair.  Please 
leave now.  I will call one of my back-up assistants to come.  Call me tomorrow 
and we can talk about this situation.”

     An employer who uses assertive communication techniques is able to wield authority in an atmosphere of mutual respect, solve problems while they are fresh and manageable, offer criticism and praise in good spirit and confidence, and create win-win solutions.  Assertiveness results in an open, pleasant working environment with less turnover, and friendly relationships that transcend the employment situation.

Self-Advocacy, Familiarity, and Friendships - 

Remaining “the Boss”

     It’s important that you are assertive and tell your PA your wishes.  You have the right to make your own choices.  Most personal assistants will be more than willing to comply with your wishes.  Your spouse, children, parents, or other family members may live with you or visit on occasion.  If your family members give your PA directions which differ from yours, potential conflicts may arise.  Establish that you are in charge, and unless it is an emergency situation where you can not give directions, the PA should always check with you to clarify your wishes after receiving instructions from another person.  However, it is your responsibility as employer to prepare your PA for such common and probable conflicts and the response that you expect from them.  It is to your constant and long-term benefit to be assertive with significant others about the importance of your authority with your employees and the respect and restraint that you expect from your family in supporting that authority.  Make it clear that suggestions about your care and your life should be given only to you directly.

     As you work with your personal assistant over time, a friendship may develop.  You may want to establish up front whether personal matters will be discussed on the job.  One consumer’s PA told her personal details that she did not want to know.  If you state in the beginning that you wish your relationship to remain strictly on a professional level, your PA should respect that.  If you want to confide in your PA, that is okay too, but your aide may also confide in you.  You need to decide what kind of relationship you want to have with  your PA and let him or her know your wishes.  No relationship is static, however, so the parameters that you establish must be clearly expressed, reestablished at intervals, and altered just as clearly, if changes are desired from both parties.

     An open, close relationship is fine, as long as you are still the one who makes the decisions.  It’s okay for your personal assistant to give an opinion, as long as he or she doesn’t try to unduly influence your preferences, schedules, or other arrangements.  Again, assertive communication skills will resolve most disagreements.  Occasionally you may find someone who refuses to do certain tasks.   If that person works through an agency and claims the agency won’t let him or her perform certain activities, check with the agency.  If the agency supports that claim and you still want to do those activities, call the funding organization, such as Medicaid.  There are certain activities that Medicaid often will not fund, and this varies from state to state.  You can advocate with your funding agency to change the activities that they will cover.  If the activities you desire are covered by your funding agency, and your PA won’t carry out these activities after you’ve used assertive communication skills and made a good faith effort to compromise, hire someone else who is more cooperative and respects your wishes (See Chapter 10.)

Chapter 8, Training and Teaching the Necessary Tasks

What’s in Chapter 8?


Starting with a New PA


Setting Clear Expectations


Teaching New Tasks


Measurable, Behavior-based, Fair Evaluations

Starting with a New Personal Assistant     

     Now your preparation is ready to be put to the test.  You have hired a new PA, and this is his or her first day on the job.  Both of you are probably a bit nervous, but that will ease as you get started.  Larry and Eilidh have worked as personal assistants for a number of years.  They state, “Keep in mind that personal assistants are not going to be perfect.  Most are willing, compassionate, and want to please.”  Making the work as enjoyable as possible will encourage your new PA.  It helps if the work space is organized, clean, and pleasant, with a practical and useful set-up in every area.  Be sure to include the supplies required to complete each task.  Keep equipment in good condition through proper care and maintenance.  Most importantly, treat your PA with courtesy.

     Share necessary medical and other information that is pertinent or might have an impact on your personal assistant’s work.  You may also wish to talk about emergencies that could arise.  Discuss what you would like the PA to do in an emergency situation and who they should call.  Review the important phone numbers and emergency contacts list (see Chapter 2) and the location of your phones.  This list is best kept by the phones.

Setting Clear Expectations

     If the employee is unsure of your wishes and the way to perform certain tasks to your specifications, it will be more difficult for both of you.  Understanding your needs and expectations will make the PA’s duties easier to perform.  Established routines and schedules for daily, weekly, and monthly tasks are important.  Explaining your checklist system thoroughly to the PA will be a big help.  Discuss how checklists remind both of you of what needs to be done and what constitutes a completed task.  It may be easiest if you start with one list and actually go through every activity.  Having your PA complete each listed activity while you read through the list will provide a better understanding than just dictating the list without performance of the tasks.  

     If there are certain times that you want a task performed your PA must be informed.  For example, if dinner and kitchen clean up must be completed by 7 p.m. so that you can go out, write the time on the checklist or the weekly schedule form.  It may be helpful for you and the PA to review each day’s activities before starting.

Teaching New Tasks

     If appropriate and available, have a trusted, experienced PA, whose skills and attitudes you like, assist you in training your new PA.  This can provide an opportunity for demonstration of important tasks the way you like them performed.  Although this may be one of the best methods to teach a new PA, it is more expensive to pay for the services of both aids.  You can arrange for a training wage or unpaid training observation, both common and acceptable in small businesses and franchises.  In addition, if there is a new task or a necessary change in task performance, you may want to arrange a time for an inexperienced PA to watch another experienced PA do the task.  Be sure to plan this training as soon as possible, especially if the experienced PA is no longer going to be working for you.  The basic teaching steps are listed below:


Introduction - Introduce the task


Explanation - Explain in detail the steps of the task


Demonstration - Demonstrate the task (you or another PA)



Repetition - Repeat the demonstration


Emulation - Have the new PA try the steps of the task


Refinement - Correct and refine all steps


Feedback - Praise or gently correct any mistakes

     The training period will vary according to the number and the complexity of the tasks, the urgency of the care requirements in light of available backup service, and the ease with which the PA understands and performs to your satisfaction.  The time required to train could range from several hours to a couple of weeks.  The training time period should allow you to go over the work and then have your PA repeat the work.  Each PA you hire may learn at a different pace so be patient.  You may need to go over unfamiliar tasks several times.  Be flexible in your training.  Continued communication and feedback will help your new PA become a good employee.  
     A word of caution is needed about teaching anything important to your PA.  Be sure that he or she understands what is to be done.  Do not think that the PA understands what you want him or her to do until you have actually seen it done correctly.  Just because your PA is a nurse’s aide or has experience, do not assume that he or she will automatically know how to perform all of your personal care.  Supplies and equipment that you’ve used for years may be new to your PA.  Avoid problems for both of you by making very sure that directions are clear.  Your health and safety may depend upon it.  Furthermore, you may simply like things done very differently than whomever trained your PA in prior jobs.  If your PA was trained by a nursing facility or even a home health agency, there are likely to be important differences in task performance expectations and attitudes.  Be patient, remember that both of you want to succeed.

Measurable, Behavior-based, Fair Evaluations 

     Set up a regular time to go over the checklists to ensure that all tasks are being performed to your expectations.  The more often the work is checked, the sooner a small problem can be fixed, especially with a new PA.  You may want to review daily checklists every two weeks, weekly tasks every month, and monthly jobs every three months.  

     Your PA needs to know how you expect tasks to be completed.  Be as detailed as possible in your initial descriptions of tasks and expectations.  If there are problems with your PA’s work habits, use your checklists as an evaluation of behavior.  For example, if your PA does not clean up after dinner the way you would like, first refer to the appropriate checklist.  Determine whether you have adequately listed all that you want done.  If you have, then use the checklist to show your PA that a step is being left out.  Whatever the reason for the job  not being done right, the checklist is a good way to bring up the subject and work out the difficulty.

     If you find that you are often short-tempered toward your PA, take a short cooling-off period to look at the situation.  Ask yourself who was at fault.  Was it both of you?  If the problem continues, do not wait for it to solve itself.  Face each issue as it appears.  It is important to correct mistakes right away before they become habitual.   Find a time when both you and your PA can have a relaxed conversation about the difficulty.  Explain the issue to your PA, listen to what he or she says, and work together to solve the problem.  Always attempt to create a win-win solution in which the resulting changes are beneficial or at least acceptable to both of you.

     If the disagreement involves such things as duties, pay, or dependability, remind the person of their contract responsibilities.  If the PA is not willing to reach an agreement, it may be necessary to let that person go (see chapter 10). If you don’t let him or her go, you may risk your health care and personal well-being.  

Chapter 9, Supervising a Personal Assistant

What’s in Chapter 9?


Expressing Yourself Clearly and Respectfully


Praise and Constructive Criticism


Avoiding Theft / Security Issues

Supervising a Personal Assistant
     What does it mean to supervise someone?  The definition of supervise is “to oversee, direct, or      manage” (Neufeldt & Guralnik, 1988).  This description clarifies your duties in supervising your PA.  You will be overseeing or directing your PA to make sure that the work is done to meet your specifications.  Monitoring the work done by your PA and explaining what meets your  expectations and what does not are the bare necessities of supervising.  If you seek excellence in your service, you will need to do more than the bare minimum as a  supervisor.  A superior supervisor organizes instructions in a logical and understandable manner.  He or she explains and communicates clearly, and monitors important tasks at regular intervals.  Attention is directed to both unacceptable and commendable performance as such behaviors evolve.  A good supervisor teaches, clarifies, encourages, and corrects behavior with consistency and respect.

Expressing Yourself Clearly and Respectfully

     A supervisor is not a dictator.  Acting as a supervisor means staying in control of the situation, working with your PA to solve problems, and maintaining a good relationship.  An excellent supervisor treats the PA with respect; talks to him/her in a pleasant, polite manner; corrects mistakes kindly; listens to ideas; and says “no” without making the person feel foolish.

     The basic rule for supervision is the golden rule: treat your PA as you would want to be treated.  Your PA has agreed to complete the responsibilities of the job.  You have the right to expect that the job will be performed satisfactorily.  Speak with your PA the way you would with a colleague or peer.  Remember, the words “please” and “thank you” are appreciated by everyone.  The following suggestions will help in making your PA feel more comfortable on the job: 


1.  Be patient with mistakes.  We all make them sometimes!  However, address them

 
      early and honestly while they are easy to correct.


2.  Answer questions patiently.  Something that seems very clear to you may 
     
     not be clear to someone else.

3.  Explain why you want a task performed in a specific way.  “I like my clothes laid out the night before.  This way, I don’t have to think about what to wear in the morning if I am rushed.”  However, you both need to understand that just as your PA performs the tasks of his or her private life according to personal comfort and preferences without needing to explain or get anyone else’s approval, you also desire and expect, as far as possible, the same adult privilege.  This sounds obvious, but is often more problematic than one would suspect, especially for those with significant experience in settings where patients had little or no control over their care.  Be kind and respectful but firm in establishing the fact that your life IS your life and they are “assisting with” and not “designing” nor “directing” it.


4.  When you teach something, demonstrate the task the same way every time.

            5.  Once a task has been learned, do not continue to tell the PA how to do it.

6.  Show appreciation for what your PA does well.  Be just as consistent and assertive in observing and expressing appreciation for the tasks your PA performs well and the things you like about him or her as you are with addressing problems.

Praise and Constructive Criticism
     “You did an excellent job with . . .”  Everyone needs to hear positive feedback.  It is worthwhile to use words like,  “thanks, that was done well.”  Good performance that gets a positive comment will help to make everyone’s job (supervisor and employee) go more smoothly.  Appreciation during the good times can make it easier for the employee to handle criticism when it is needed.  

     Use only constructive criticism.  Gently correct a behavior or task when it occurs.  This ensures that the PA will perform the task to your expectations.  Otherwise, inadequate skills may develop and be very difficult to change.  Never label or belittle the PA.  Use more praise than criticism.  Make sure that your PA feels his or her services are appreciated and valued.

     It is often much easier to say something negative than positive.  You may need to practice saying something constructive.  Even a PA that isn’t doing a very satisfactory job may improve because of an honest compliment.  Searching for constructive comments may help you to think about your PA in a better way!

Some ideas and phrases for giving that essential and important positive feedback are:



•   Greet your PA’s arrival each day with a smile.   



•   “I really appreciate your being on time, especially on this snowy day.”  



•   “The apartment looks great after you clean it.”


•   “Supper was delicious.”




•   “Thanks for your help today, see you tomorrow evening!”

Avoiding Theft / Security Issues

     Good personal assistants can greatly increase your independence.  However, sometimes you may find a PA who is not honest.  This is more likely to happen if your PA has responsibilities such as handling your money or using your car.  There are some common-sense steps you can take to cut down on dishonesty by a personal assistant (Aldape, 1994).  These include:

•
Screen personal assistants thoroughly.  


NEVER hire someone until you have checked out references.  If he or she worked for other consumers, call those consumers to see if there were any problems.  You may also want to check with the police department to make sure the applicant does not have a criminal record.

•
Never leave money or jewelry in plain view. 


Always lock your jewelry or other valuables in a safe place.  Be aware of how much money you have and keep only small amounts on hand.  Put your money where you can keep an eye on it.  Watch how much money your personal assistant removes and puts back.  

•
Keep track of your medications.  


Store your medications in a locked drawer or cabinet.  Ask your personal assistant to mark your calendar to remind you when your medications need to be reordered.  Know how much medication is ordered and when you last purchased medications.

•
Carefully control your checks and cash.  


Do not let a PA have access to your finances (cash, checkbook or credit cards) when you are not around.  If you must write a check, give out or sign only one check.  Ask for a receipt for the amount of purchase.  Forgery is one of the most common ways of stealing money.

•
Use your credit card carefully.  


This is one of the easiest ways for someone to steal from you.  DO NOT give your credit card or credit card number to a PA.  He or she can make purchases or order things without your knowledge or permission. 

•
Avoid letting a personal assistant use your property for personal use.  


This includes your car or van, telephone, and home.  If you have a live-in PA, you should also set some rules about visitors, food they may eat, etc.  Keep track of your possessions.

•     Make sure you get your key back when a PA quits or is fired.

If you have supplied a house key or car keys to your PA, insist that he or she return the keys before you turn over a last paycheck.  If you do not get your key back, have your locks changed immediately.   One idea for locking your home is to have two locks on the door, only one of which the PA can open.  This way when you leave the house, you can lock the door so even your PA cannot enter.  You can also buy a lock system with a combination code which you give to your PA while working, and then change the code when he or she is not working.

•
Be alert.  


Let your PA know that you will be keeping track of things such as medications,   
mileage, and telephone calls.  Many employers include a consequence for 
dishonesty in an employment contract.  One employer uses the statement, “. . . 


I further understand that my services will be terminated immediately for suspected 
theft or for suspected alcohol or drug abuse.”

     Following these suggestions will help you avoid theft by a PA.  Setting rules and carefully monitoring behavior will help discourage dishonesty.  If you suspect dishonesty, ask the PA for his or her side of the story.  If it is clear something was stolen, call the police.  If you are afraid the PA may harm you, let the police know.  Also, call your local Center for Independent Living to report the incident.  This may prevent another employer from hiring this dishonest personal assistant.  

     When hiring, it is a good idea to ask your PA to go the police department to be photographed and fingerprinted.  This protects you in the rare case that your personal items turn up missing and are later located at a pawn shop with your PA’s fingerprints.  Again, although there is a fee involved, a background check can be run on each person you employ, if you feel that it is necessary.

Chapter 10, Taking Corrective Action when Necessary

What’s in Chapter 10?


Expressing Needed Corrections and Sanctions


Ending Employment in Respectful and NonhostileTerms 

Taking Corrective Action when Necessary

     Some problems between employee and employer have no solution and the employee may need to be fired.  There are times when immediate firing may even be necessary.  This situation may arise if your health is at risk, if there is abuse (sexual, physical, or emotional), or if the PA is using drugs or alcohol while on the job.  It helps to formulate a plan of action before an immediate termination occurs.  You will need to call one of your back-up personal assistants.  If a back-up PA is not available, you can also call your local home health agency, friends, or relatives.  Before releasing a PA for reasons other than the above, think about the following considerations:



•   Do you need to hire another assistant before the current one leaves?



•   Can you keep a good relationship with the PA who is leaving so work can 
     
     continue until a new person is hired? 



•   Will he or she be willing to help train the new employee?



•   Is it possible to give the PA two weeks notice so he or she can find 

     
     another job? 



•   Are you acting too fast, or is there another way to work out this problem?

Expressing Needed Corrections and Sanctions

     If there is no immediate need to fire a PA, you may want to consider trying to correct the problem(s).  If this is the case, you need to communicate as effectively as possible.  Clearly identify and describe the problem.  It will be easier for both of you if you respect your PA’s feelings and give the PA a chance to explain.  It may be a good idea to review the section on assertive communication in Chapter 7.  It helps markedly if you can demonstrate desired outcomes in specific measurements, instead of in ambiguous terms.  For example, if an employee consistently runs the bath water temperature too cold, have the employee use a thermometer to find the desired temperature.  Going through checklists together to make sure all of the steps are being completed may solve multiple problems.  

     If behavior problems are not serious, consider sanctions before you fire a person. Begin by giving the person a warning.  For example, if your employee is always late but you generally like his or her work, tell him or her that you will dock one hour’s pay for more than five minutes tardiness.  If that doesn’t work, and you still want to work with the person, another option is to warn the PA that, “if you are late more than three times, I will have no choice but to let you go.”

Ending Employment in Respectful and Nonhostile Terms

     If an employee is not working out and you want to fire him or her, there are some points you should first consider:


•   
When will you tell the PA that he or she has to leave?  It is best not to fire someone in front of others unless you think this person might become violent.  It is imperative, if you are not concerned about your personal safety or property, that you conduct the firing in a private, respectful, and clear manner.  Do NOT conduct the termination in front of anyone, nor in anger.  If you are unsure about how the person will react, have someone in a nearby location who can be quickly summoned.


•   
Firing a PA at the end of his or her shift may eliminate tension during the time he or she 
is helping you.  


•   
Use good eye contact and a firm voice.  If possible, practice what you plan to say. 


•   
Do not allow yourself to be pulled into an argument or talked out of your decision, unless legitimate reasons are presented in a request for another chance to succeed at the job. 


•   
Ask for your keys and any other items that belong to you. 

     Firing a personal assistant is always difficult.  Even when the decision is clear, the emotions which are involved can be conflictual and exhausting.  The PA may get defensive and accusatory, and angry words may be exchanged.  If you are upset, talk with someone else about your feelings and the situation.  You might find it especially helpful to talk to another person who employs personal assistants.

     Losing a PA can be a depressing time, even if it is your choice.  You may have grown attached to that person and will miss him or her.  Each time a PA leaves, you may feel a sense of loss and sadness.  This is a normal reaction; it happens to most employers.  Accept the feelings, deal with them, talk about them, and then prepare to move on with your life.

     Having a PA leave may cause concern about locating a replacement.  You may experience strong feelings because you are losing a reliable assistant.  Again, having a back-up plan for personal assistants will be very helpful. 

Chapter 11, Accessing Funding Sources

What’s in Chapter 11?


Potential PAS Funding Sources



Other Funding Options
Accessing Funding Sources

     One of the major problems with obtaining personal assistance services is the lack of funding (Ulicny & Jones, 1985).  There are an estimated 9.6 million people in the U.S. who need personal assistants, but only two million receive government funded services (Kennedy, 1993).  There are a number of government agencies and organizations who fund PAS, although eligibility criteria and funding levels vary considerably.  All the agencies listed below are potential funding sources.  Contact the individual agency listed or your local Center for Independent Living for more information.

Potential PAS Funding Sources


Medicaid


Vocational Rehabilitation (for VR clients, if work related)


Social Services Block Grant (Title XX)


Veterans Administration Aid and Attendants Allowance


Medicare (Title XVII) for short-term PAS only


Older Americans Act (Title III and Title IIIb)


Respite Services


Home and Community Based Alternatives to Nursing Home Program


Waiver Program for skilled nursing care (Utah)


Voucher System (DSPD) (Utah)



Private Insurance

     Being an employer is a complex and difficult responsibility.  There are many unexpected events to cope with.  When your personal health and well-being constitute the work of the job, these difficulties are multiplied.  When seeking a funding source, seek one that does not further complicate this situation, and especially one whose structure and regulations do not undermine your dignity and authority.

Other Options
Noncash Payment

     If funding is not available in your situation, you may consider providing room and board in exchange for PAS.  Calculate the going rate for apartments and food as well as personal assistance services to ensure an equitable exchange for both you and your personal assistant.

Volunteers


     Family and friends can and do perform PAS for many people.  Some agencies maintain  lists of volunteers, but generally they are not used on an ongoing basis.  There are potential liability problems with volunteer personal assistants.  Also, volunteers may not be as reliable as someone who is trained and paid for his or her work.  If volunteers are used, their only payment is expressed appreciation and gratitude. 

Private Funds








    

     Paying for personal assistance with your own funds is probably the least preferable option, but one to consider if none of the options listed above are available.

Chapter 12, Assistive Technology for Daily Living

   What’s in Chapter 12?


Home Modifications and General Assistive Technology 



Transferring


Bathroom Routines


Food Preparation / Eating


Dressing


Resource List

Assistive Technology for Daily Living

     Assistive technology can make tasks much easier for you and your personal assistant.  The use of assistive devices may actually decrease the level of required care and, therefore, reduce the amount of financial reimbursement (Ross, 1996).   For example, with a reacher, button hook, or zipper pull, you may be able to get dressed with less assistance.  Bathing may be accomplished more independently with a handheld shower, long-handled sponge, shower chair, or grab bars.  Assistive devices can greatly increase your independence and enhance your quality of life.

     There are rehabilitation and assistive technology experts, both independent and within relevant government, community service, advocacy, university, and private agencies, who can help you evaluate and redesign your environment.  They can also assess the way you perform daily activities to maximize your independence and use of technology.

     An excellent place to start is to contact the assistive technology coordinators located in Centers for Independent Living across the state (and nation).  The coordinator can conduct an evaluation of your assistive technology needs and help you locate equipment and funding.  There are Centers for Independent Living in Logan (435) 753-5353, Salt Lake (801) 466-5565, Price (435) 637-4950, and St. George (435) 673-7501.  Call the National Council on Independent Living at (703) 525-3406 (voice) or (703) 525-3407 (TDD) to locate centers outside of Utah.

     Another good Utah source for assistive technology information and devices is Access Utah Network (AUN).  AUN has a database with over 17,000 listings of assistive technology devices. Their toll free number is 1 (800) 333-UTAH (800-333-8824).  The Utah Center for Assistive Technology, located in Salt Lake City, offers help with equipment demonstration and customization, assistive technology funding, and training.  Their toll-free number is  (888) 866-5550.  The Assistive Technology Development and Fabrication Lab at Utah State University is another good resource for assessments and locating or customizing equipment.  You can reach the AT Lab at (435) 797-1432.

     National resources include Hyper-AbleData at Trace Research and Development Center, located in Madison, Wisconsin.  Their huge database of assistive devices can be accessed toll free at (800) 346-2742.  You may also contact RESNA at (703) 524-6686 for a list of assistive technology programs (Tech Act Projects) in states and territories funded under the Technology-Related Assistance for Individuals with Disabilities Act.  All 50 states, the District of Columbia, Puerto Rico, American Samoa, the Commonwealth of the Northern Mariana Islands, Guam, and the U.S. Virgin Islands have Tech Act Projects.  These projects may offer information and referral services, national or statewide toll-free information numbers, assistance in obtaining devices and services, centers where individuals can try out equipment, training, funding guides, equipment exchange and recycling programs, protection and advocacy services, and financial loan programs.

     There are literally thousands of different devices in the marketplace today.  The above-mentioned sources can help you locate desired equipment.  It is impossible to mention all but a fraction of the available assistive technology in this guide.  An immense variety and amount of equipment already exists and new technology devices are continually being developed.  Therefore, this guide will refer only to some of the more commonly used types of equipment for daily living.  Consult the catalogs listed at the end of this section for more information on assistive technology devices.

Home Modifications and General Assistive Technology

     Modifying your home facilitates ease, independence, and safety, but it is often an 

under-used strategy (AOTF, 1996).  Even minor modifications can make a big difference.  Arrange your home to maximize mobility by clearing all walkways and pathways of objects or small rugs that may be tripped over.  It is helpful if doorways and stairways are well-lighted.  Doorways need to be wide enough to negotiate and easy to open.  A doorway may be widened a couple of inches with a swing-away door hinge.  Inexpensive adaptations to doorknobs include: ribbed soft handle door grips, doorknob twisters, doorknob extensions, and lever or loop door turners.  Objects that you use on a regular basis should be within easy reach.  Reaching aids are helpful in most locations.  Peepholes at accessible heights will help you maintain household security. 

     People with visual impairments can make their homes safer by using white or 

reflective tape to mark changes in floor levels.  Color contrasting moldings on doorways can act as a guide (Ross, 1996).  Furniture may be moved away from commonly used walkways.  Shiny surfaces may glare and should be avoided.  Contrasting colors between doorways and walls, dishes and tablecloths, and risers and flat surfaces of steps maximize vision (AARP, 1991).  Talking watches and clocks, a variety of magnifiers, and telephones with large numbers can aid independence.  Check the catalog listings at the end of this chapter.    

     There are a number of devices available for people who are hard of hearing including vibrating personal pager systems, vibrating alarm clocks, telephone amplifiers, telephones with bells that flash, telecommunication devices for the deaf (TDD), personal listening devices, FM and infra-red systems that transmit and amplify sound, and hearing aids (see catalogs.)  Carpeting the floors and placing curtains in all windows reduces noise and echoes (AARP, 1991).  Vibrating signal and alert systems can notify individuals who are deaf when their baby is crying, or if the fire alarm, telephone, or doorbell is ringing.  All new 13-inch or larger TVs have built in decoders for closed captioning.

Transferring
     There are many different types of devices made for transferring including rotating 

transfer disks, manual slings, sling seats, stands, belts, boards, and lifts.  Probably the most common type of lift is the Hoyer Lift.  This lift is hydraulically controlled and has a sling.   A transfer belt is used for pivot transfers which may or may not use a transfer board.  The belt is used as a gripping or handhold device.  The transfer board is used to support a person’s weight while sliding the person from one position to another.  There are several styles available such as boards with slots for gripping, boards with notches to attach to wheelchair arms, and roll-easy transfer boards with rows of hardwood balls which may require less strength.  A transfer bench which fits halfway in and halfway out of the tub can serve as a bath chair and a means of transfer.  Bed rails and overhead trapeze bars aid stability in the bedroom.  Sturdy grab bars by the bathtub, toilet, and on the bathroom counter provide support.  Several catalogs, including Sammons Preston, found at the end of this chapter have information about a variety of transfer devices.

Bathroom Routines
     Long-handled scrub sponges, long-reach toenail scissors, magnifying nail clippers, 

hair brushes with suction cups attached to the base, brushes with Velcro handles, razor holders, extension combs, toothbrushes with palm size handles, and toothpaste dispensers or squeezers may be purchased.  Toothbrushes, razors, brushes, and combs can also be modified for better gripping by putting foam curlers or pipe insulation on the handles, or by adding a coat of spray-on plastic or vinyl liquid.  Single-lever bathroom faucets require less motion and may be easier to use.  Hair dryers can be mounted on the wall.  There are long-handled curved toilet tissue aids.  Raised toilet seats in a variety of styles are easier for many people.

     Portable toilets or commodes, and add-on bidets attached to water pipes on a standard toilet can be helpful.  Chairs made to go in the shower and grab bars that can be permanently anchored to the wall or attached to the rim of the bathtub aid stability.  Handheld showers and detachable shower heads are available.  Nonskid bath mats and bathtub adhesive strips or dots that stick to the bottom of the tub make the surface less slippery.  Check the catalogs at the end of this chapter to find most of the above-mentioned items.  Some of these items can be purchased in local hardware stores or large discount stores.

Food Preparation / Eating

     There are many devices you can use in the kitchen.  Scoop dishes that are high in back and low in front with nonskid bottoms provide more control.  Plates with suction cups and inside edges prevent food from sliding.  Food guards that fit around the edge of the plate help keep food on the plate.  Cups with weights are available for people with tremors for better movement control.  You can also purchase cups with large handles for easier grasping, one and two handle glass holders, no-tip glass holders, cup holders for wheelchairs, and tumblers with nose cutouts so people can drink without tipping back their head.  Utensils can be purchased or modified with plastic coating; foam tubing; custom molding; adjustable angles; and flexible handles.  Leather, cotton, vinyl, and elastic cuffs or straps are made to hold various utensils.  Oven controls marked with white tape, and/or raised markings are helpful for people with low or no vision.  Oven controls that are placed in front of burners are easier to reach.  A mirror may be placed over the stove so that a person using a wheelchair can watch if pots are boiling.  There are a wide variety of available kitchen aids including oven (microwave or regular) push/pull sticks; one-handed peelers, can openers and cutting boards; cutting boards with suction-cups; rocker knifes; box, jar, and bag openers; pot holders for stove tops; “lazy susans” in the refrigerator and cupboards; and loop handles on drawers instead of knobs (see catalogs below).  Battery-operated and electric feeders can be purchased.  Water faucet adapters with single-handle levers simplify turning on and off the water.  Pill crushers, pill splitters, and pill boxes sorted by days of the week are useful when taking medication.  Clean up may be easier with “step on” dust pans.  Some stores carry long-handled dust pans, or a broom handle can be inserted in a hollow handle; look in the pet department for “poop scoops.”  Dust mitts can also be modified to fit over a foot.  

Dressing
     Getting dressed may be easier for you if your home is warm in the morning.  Cooler temperatures may make you feel more stiff.  If your muscles are hard to move when you first get up, wait to get dressed until after you have eaten breakfast and bathed.  Dressing in layers gives you more control over your body temperature as you can take off or add clothing (Peterman-Schwarz, 1992).  Clothing features that are easier to use include front openings, wrap styles, raglan sleeves, and stretch fabrics.  Clothing may be modified by changing a back zipper to the front; removing zippers and replacing with an equal length of Velcro®;  and removing buttons, sewing the buttonholes closed, sewing the removed buttons on top of stitched buttonholes, and stitching strips of Velcro® under the buttons on both sides (Easter Seals, 1995).  Button hooks, cuff and collar button extenders, dressing sticks, and trouser pulls can be effective dressing aids.  Zipper pulls can be purchased or made by attaching a key chain ring, notebook ring, or other type of loop to a zipper.  You can also use a paper clip as a zipper pull.  A dressing stick or a hook attached to a cord can also be used to pull up back zippers.  You can purchase a dressing stick or make one by removing the hanger hook from a wooden hanger and screwing a cup hook on one end and a rubber thimble on the other end.  Twenty-four inch kitchen tongs can be used to pull up pants.  Loops of sewing tape can be sewn inside the waistbands of pants to help pull them up.  Buttons sewn on with elastic thread give about an extra quarter inch (Peterman-Schwarz, 1992).  Long shoehorns, bootjacks, and stocking aids ease slipping on shoes and stockings.  Velcro® closures on shoes are easier than laces.  Elastic shoe laces stay tied and readily stretch open.  Shoelace clips can lock laces into place.  There are many other clothing aids and different types of devices listed in the catalogs below.

Resource List

Adaptive clothing and dressing aids: Catalogs
Adaptability Products for Independent Living; Dressing/Grooming Aids; 

(800) 243-9232.

JC Penney Special Needs Catalog; Casual to Dressy Clothing; (800) 222-6161.

M & M HealthCare Apparel Co; Stay-dry (Incontinence) fashions, Clothing;

(800) 221-8929.

Sammons Preston; Dressing, Bathroom, Kitchen, Mobility, Positioning, more;                  (800) 323-5547.

Sears Home Healthcare; Modified Clothing; (800) 326-1750 and

 (800) 733-4833 (TDD).
Daily living, communication, rehabilitation, orthopedics, vision, and hearing: Device Catalogs
Ableware; Personal gadgets with pictures and descriptions; (201) 628-7600.

American Printing House for the Blind; Supplies for individuals who are blind;

(800) 223-1839.

Enabling Devices; Learning/assistive devices; (914) 478-0960 & (800) 832-8697.

Enrichments; Products for meeting daily living needs; (800) 323-5547.

Hear More; Devices for people who are deaf & hearing impaired; (516) 752-0738 

and (800) 881-4327.

North Coast Medical ADL Catalog; Products for daily living activities; (800) 821-9319.

The Lighthouse Catalog; Devices for people with impaired vision; (800) 829-0500.

LS&S; Products specifically for individuals who are visually or hearing impaired; 

(800) 468-4789.

Radio Shack; Electronic devices and resources; (800) 843-7442.

Sammons Preston;  Aids to daily living, rehabilitation equipment, clinical supplies, 

communication, vision, pediatrics, evaluation, orthopedics, more; (800) 323-5547.

Smith+Nephew; Rehabilitation aids; (800) 558-8633.

S&S Adaptability; Products for daily living and rehabilitation therapy; 

(800) 266-8856.

Zygo Industries, Inc.; Electronic communication devices; (503) 684-6006.
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ROUTINES

MORNING ROUTINE-start ___ am


Change into bathrobe 


Transfer from bed into shower chair


Wheel into bathroom


Assist with bladder care


Shower including hair wash and conditioner


Dry hair and comb


Transfer from shower chair to bed


Dry body 


Inspect skin for changes


Apply deodorant


Apply lotion 


Assist with dressing


Transfer from bed to wheelchair


Fix breakfast


Brush teeth after breakfast


Straighten up bedroom, bathroom, and kitchen using checklists in each room

Personal Care

tc "Personal Care"DAILY


Shower/dress/undress - shower or bathe, dress, make-up, assist into chair, style hair (“dress” and “undress” in SCHEDULE) fix breakfast, and clean up.

WEEKLY


1.  (Twice) Assist with physical therapy.


2.  Shower/tub clean up.


3.  (Twice) Wash/dry hair - hot rollers and/or curling iron.



4.  (2-3 times) Bowel Care - while I’m in bed, on my side, inspect and insert 
      
     suppository in bowel, wait 1-2 hours, clean out bowel, and clean up.

MONTHLY


1.  Manicure/Pedicure.



2.  (1-2 times) Catheter change - assist in preparation under normal 
   
 
      
     circumstances; learn the procedure for an emergency situation.

Householdtc "Household"
DAILY


1.
Meal preparation/clean up - Meals at the same time daily; evening meal is the main meal; 
well-balanced.  Clean up includes storing leftovers in containers, washing dishes, 
thoroughly cleaning table, counters, stove (glass back, top, burners, grids, broiler, oven, 
oven glass), toaster oven, and/or microwave.


2.  
Meal planning - Plan menus for seven lunches and six evening meals a week; 
leftovers can be used in planning the next day’s menu.

     3.  
Bring in mail - from mail box in lobby.

WEEKLY

     1.   Grocery shopping or any other shopping.

     2.   Dust and vacuum - furniture, heat registers, and other fixtures in my apartment, living  
room, bedrooms, front foyer, front and back halls,  stairs and landings (upstairs and 
down), and laundry rooms (front and back).

     3.  
(2 times)  Remove garbage - Empty waste baskets (kitchen, bath, bedroom, office,



laundry rooms) and take to container.

     4.  
Clean sinks, counter, toilet, and mirrors.

     5.  
Wash floors - bathroom, kitchen, and front hall.

     6.  
Laundry/Iron - Fully inspect clothing prior to washing, all spots removed.  Everything 
folded neatly.  Sweaters partially dried, then laid out on table to dry completely.  



Permanent press dried and put on hangers immediately.  Hand wash nylons, bras, 



some sweaters, and blouses.

     7.   Water plants and flowers.

     8.  
Chauffeur/Ride along - back and forth to my office, doctor’s office, store, or other places. 

     9.  
Shopping/Errands - to the post office, any store, bank, etc.

   10.  
Maintain Van - fill with gasoline, check oil and anti-freeze/coolant levels.

   11.  
Maintain Wheelchair - Clean upholstery and metal, check fluid level in batteries.

MONTHLY

     1. 
(2-3 times)  Change bed linen - All matching sheets/cases changed at the same time.

     2.  
Cleaning - window sills and blinds, dresser fronts, bed frame, telephones.

     3.  
Clean fireplace - bring in wood, set up, clean out.

     4. 
Decorations - put up and take down for any holiday or party.

     5.  
Hostess - including preparation and clean up, baking, cooking.

	                             Sample Weekly Schedule


	MON


	TUES
	WED
	THURS
	FRI
	SAT
	SUN

	MORNING

Wake &    Bathe

- 8:00

Breakfast

-9:30
	MORNING

Wake &       Bathe

- 8:00

Breakfast

-9:30

Dust & Vacuum
	MORNING

Wake & Bathe

- 8:00

Breakfast

-9:30

Laundry
	MORNING

Wake/Class

- 7:00/9:00

Breakfast

-9:30
	MORNING

Wake & Bathe

- 8:00

Breakfast

-9:30

Dust & Vacuum


	MORNING

Wake & Bathe

- 8:00

Breakfast

-9:30
	MORNING

Wake/ Church

-7:30/9:15



	AFTERNOON

Lunch

-12:30
	AFTERNOON

Lunch

-12:30

Assist with mail
	AFTERNOON

Lunch

-12:30

Water plants
	AFTERNOON

Lunch

-12:30

Wash kitchen floor
	AFTERNOON

Lunch

-12:30

Pay bills
	AFTERNOON

Lunch

-12:30

Groceries
	AFTERNOON

Lunch

-12:30



	EVENING

Dinner

-6:00

Fix snacks for football game on TV

Prepare for Sleep

-9:00
	EVENING

Dinner

-6:00

Library

-7:00

Prepare for

Sleep

-9:00
	EVENING

Dinner

-6:00

Prepare for

Sleep

-9:00


	EVENING

Dinner

-6:00

Prepare for

Sleep

-9:00
	EVENING

Dinner

-5:00

Choir Practice

-7:00 - 9:00

Prepare for

Sleep

-9:00
	EVENING

Dinner Out

-7:15

Prepare for

Sleep

-9:00
	EVENING

Dinner

-6:00

Prepare for

Sleep

-9:00


	                             Sample Weekly Schedule

	MON
	TUES
	WED
	THURS
	FRI
	SAT
	SUN

	MORNING


	MORNING


	MORNING


	MORNING


	MORNING


	MORNING


	MORNING



	AFTERNOON


	AFTERNOON


	AFTERNOON


	AFTERNOON


	AFTERNOON


	AFTERNOON


	AFTERNOON



	EVENING


	EVENING


	EVENING


	EVENING


	EVENING


	EVENING


	EVENING




WORK AGREEMENT

1.
The Personal Assistant (PA)_________________________ agrees to be available for the following scheduled work hours: __________________________________________ ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

2. The pay is ___________________________________ 

3. The PA will ask permission before using the employer’s phone.    

4.  Work duties include: ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

5.
A _____ week notice will be given to the employer before the PA terminates his or her position.       

6.
Both parties involved in this agreement will respect each other’s individuality and treat each other with respect.   Both will attempt to be flexible and work at solving problems as they arise.

7.
Other agreements:_______________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

8.
It is understood that the PA will carry out the duties and responsibilities outlined in this agreement.

9.
The employer receiving the services waives and renounces any right to make claims against the personal assistant for personal or material  injuries, where injury arises from or might be presumed to arise from any act or omission occurring in the course of work         pursuant to this agreement.  However, such waiver shall not be deemed to apply to acts of wanton or criminal misconduct or of gross negligence.

Employer _________________________    Personal Assistant______________________ Date _____________________________    Date_________________________________

LIVE-IN CONTRACT

The job of a full-time live-in attendant/housekeeper is complex and requires extreme dedication.  Patience, understanding, and trust are prerequisites for the job.  We will be working together but most of your responsibilities will be unsupervised after an initial training period.

This job responsibility contract is designed to be used as a basis and is not meant to be a conclusive guide of the duties for which you will be responsible.  It is impossible to list everything.  Generally, everything I can not reach, lift, bend, or maneuver for myself will be required of you.  

A brief general description of responsibilities are given below with an outline of a normal weekly schedule and a partial list of some of the tasks required:

On a daily basis, you will be required to maintain my body and my household in a clean and orderly manner.  The medical responsibilities are not extensive and do not require any medical degree.  The household responsibilities are ordinary activities involved in maintaining any household.  All meal planning, preparation, and clean up are your responsibility.  Frequently you will be required to run errands to do shopping or chauffeuring.  It is important to communicate and keep each other informed of our schedules so tasks and/or errands can be combined.  The laundry and house cleaning will be done as necessary but at least once a week.  It will be your responsibility to keep the household and other supplies well stocked and replenished.  Any demands on me by my employer, any time, day or night, or any other requests for my assistance may necessitate your help also.  Sometimes you will be required to be a hostess to any company I may have.  You will become my “right arm” for any occasion which may arise.  I will try to give as much advance notice as possible and discuss your responsibilities in these matters.  I would like a secure feeling of cooperation to exist between us at all times.

Since I am employed and spend most of my time working, you will be free to use your time during the day as you choose.  Generally, after breakfast and before supper, I am able to tend to myself and you are not required to be here.  All necessary tasks as required or requested must be completed and a lunch prepared before you leave.  When leaving, give approximate time of return.  If you will be late in returning, telephone to let me know. 

Employer _________________________   Personal Assistant ______________________ 

Date _________________________             Date_______________________

FULL-TIME CONTRACT AGREEMENT
I have read the description of my job responsibilities and agree to comply with them to the best 

of my ability.  I understand that my services are required five full days and nights a week as described.  I will receive my private living quarters and meals (7 days) as the major portion of compensation for my services.  I must have my own transportation for my personal business 

and parking will be provided.  I will use my employer’s car or van only for business purposes.  My salary will be based on the performance of the tasks above and not on an hourly basis.  I understand that there are no medical benefits provided.

Both parties to this agreement will respect each other’s individuality and privacy and treat each other accordingly.  Both will attempt to be flexible and work at solving problems as they arise.

If circumstances arise where I must resign my services, I will give written notice one month in advance of my departure and will continue to perform all my duties in the interim.  I understand that my employer will give me the same consideration if my services are no longer desired or needed.  I agree to assist in the training of my successor, any part-time or temporary employees, whenever the need arises.  This contract will remain in effect for one year or until such time as either party gives due notice of their intention to terminate.  I further understand that my services will be terminated immediately for suspected theft, or for suspected alcohol or drug abuse.

There will be a formal review of my performance after the first month of hire, one month 

prior to the annual contract renewal date, and every 12 months thereafter.

Salary:  $       /per year ($       /per month).  Monthly salary is divided into $         for Room, Board, and Utilities, and $       cash remuneration.  Cash Salary is to be paid by check, less Federal, State, and Local taxes when applicable, and Social Security and Medicare Benefits, 

in semi-monthly installments on the 15th day and the last day of each month beginning          ________________.

Employee Signature ___________________________________ Date _____________

Employer Signature ___________________________________ Date _____________

PART-TIME CONTRACT AGREEMENT
I have read the description of my job responsibilities and agree to comply with them to the best 

of my ability.  I understand that my services are required part-time as described.  No living quarters will be provided.  Sleeping area in living room is available when necessary.  Any meals during working hours are included.  I must have my own transportation for my personal business and parking will be provided.  I will use my employer’s van only for business purposes.  My salary will be based on the performance of the tasks listed on an hourly basis.  I understand that there are no medical benefits provided by my employer.

Both parties to this agreement will respect each other’s individuality and privacy and treat each other accordingly.  Both will attempt to be flexible and work at solving problems as they arise.

If circumstances arise where I must resign my services, I will give written notice one month in advance of my departure and will continue to perform all my duties in the interim.  I understand that my employer will give me the same consideration if my services are no longer desired or needed.  I agree to assist in the training of my successor, any part-time or temporary employees, whenever the need arises.  This contract will remain in effect for one year or until such time as either party gives due notice of their intention to terminate.  I further understand that my services will be terminated immediately for suspected theft, or for suspected alcohol or drug abuse.

There will be a formal review of my performance after the first month of hire, one month prior 

to the annual contract renewal date, and every 12 months thereafter.

Salary:  $           /per hour.  Cash salary is paid by check, less Federal, State, and Local taxes 

when applicable, and Social Security and Medicare Benefits, in semi-monthly installments on 

the 15th day and the last day of each month beginning _________________.               
Employee Signature ___________________________________      Date _____________

Employer Signature ___________________________________      Date _____________


TIME OFF
Sick Days and Personal Timetc "Sick Days and Personal Time"
Full-time employees are entitled to three (3) paid sick days per year, after the first 60 days of employment.  Sick days are only to be used for illness. Sick days will not carry over to the next contract period.  In order to be paid for a sick day, it is your responsibility to inform me you are requesting a sick day.  If you are sick beyond these three (3) days, within the period of this contract, or require personal time off, the following deductions may be made from your pay.


$30 for a normal morning routine


$20 for a normal nighttime routine


$40 for a bowel care nighttime routine


$40 for normal day of therapy or to chauffeur


$40 for morning shower routine

These are close to the fees my nursing service would charge if someone is called in to do the job.

Vacationstc "Vacations"
Full-time employees are entitled to a two-week paid vacation per year to coincide with my 

vacation weeks.  If you desire a vacation period other than the same time as mine, the same deductions as described above for SICK DAYS will apply for any given day or, for 5 

consecutive vacation days other than the same time as mine, one week’s salary (1/52 of your 

gross annual salary) will be deducted.

Holidaystc "Holidays"
Full-time employees will be entitled to the night before and the morning of the following eight (8) celebrated holidays off with pay: New Year’s Day, Independence Day, Human Rights Day, Washington’s Birthday, Labor Day, Memorial Day, Thanksgiving and Christmas. 

   The above examples are arbitrary, and are only one method of determining time off.  You will want to develop your own schedule with a personal assistant.  In the event you use an agency, 

the agency director will determine time off for their staff.
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