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Step 1: Determine the Support You Need 
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%/(!8/!+ / 4S!,)4$(7! 8#-! ,'2 !'(,! ' (/8#-4! '8!($7#8;!U4!2/ ) !5' ( !#$4- !8+ / !0- / 0*- B!+$8#!- ' 5#!/ ( - !
+ / 4S$(7!- . -42!/8#-4!,'2 !/4!- . -42!/ 8#- 4!+ - - S- ( , ;!Q9!2/ ) !#' . - !&/4-!8#'(!/(-!+/4S- 4B!$9!/(-!$%!
%$5SB!8#-!/8#-4!&'2 !1- !' 1*- !8/ !9$**!$( ;!!
!
>/(%$,-4! %-.- 4'*!5/ &1$('8$/(%!/9!+ / 4S!%5#-,)*-%! )(8$*!2/)! #'.-! /(-! 8#'8!7$.-%!2/ ) !8#-!#-*0!
2/ ) !( - - , !+#- ( !2/ ) !( - - , !$8B!' ( , !7$. - %!2/ ) 4!+ / 4S-4%!-(/)7#!9* -N$1$*$82;!U(-!0-4%/(! 5'((/8!
+ / 4S!94/ & !& / 4( $( 7!8/ !- . - ( $( 7!' ( , !5' ( ( / 8!+ / 4S!%- . - ( !, ' 2%!' !+ - - S;!` / ) !& ' 2!' *%/ !+ ' ( 8!8/ !
5/(%$,-4!54-'8$.-!'44 '(7-&-(8%;!O/4!-N' & 0*-B!%/&-!0-/0*-! / 99- 4!4/ / & !' ( , !1/ ' 4, !8/ !' !+ / 4S- 4!
$(!-N5#'(7-! 9/ 4!1-$(7!'. '$*'1*-! 8/!#-*0!'8!($7#8;!V. -42/(-! 1-(- 9$8%!94/&!8$&-!'+ ' 2!94/&! + / 4S!
'(,!8#-!*'+ !4-%84$58%!8#-!()&1-4 !/9!#/)4%!0-/0*-!5'(!+/4S; F!

!

l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l !

F!
A8- 0!Md!C( , - 4%8' ( , !` / ) 4!@/ *- !' %!V& 0*/ 2- 4!, - %54$1- %!8#- !*' 1/ 4!*' +%!8#' 8!' 00*2!8/ !- & 0*/ 2& - ( 8!/ 9!+ / 4S- 4%;!

!
f !



!

Z / 4S-4%!+#/! +$**!1-! -&0*/2 -,! +$8#!9)( , %!$(!2/ ) 4!$( , $. $, ) ' *!1) , 7- 8!& ) %8!&--8! 8#-!6-,$5'$,!
04/.$,-4! 4-b)$4-&-(8 %;!3%S!2/)4! %) 00/ 48%!5/ / 4, $( ' 8/ 4!9/ 4!' !*$%8!/9!8#-%-!4-b)$4-&-(8 %;!" #-! 4-:
b)$4-&-(8%!$(5*),-! 8#'8!2/)4! + / 4S- 4%!& ) %8!1- !' 7- !FG!/4!/*,-4! '(,!C($8-,! A8'8-%!>$8$P-(%!/4!
*-7'**2!')8#/4$P-, !8/!+ / 4S!$(!8#-!C($8-,!A8'8-%;!!

3%!2/ ) !%8' 48!8/ !8#$( S!' 1/ ) 8!#$4$(7!+ / 4S-4%B!8#$(S!'1/)8!8#-!0-/0*-!+#/! #' . - !04/. $,-, !2/)! %)0:
0/48!$(!8#-!0'%8!'(,! +#'8!2/)! *$S-,!' ( ,! ,$,! (/8 !*$S-!'1/)8!8#-& ;!3*%/!8#$(S!'1/)8! +#'8!8#$(7%!
'4-! $&0/48'(8!8/!2/ ); !
!

!" Z #$5#!/(-%! ,$,! 2/)! *$S-k! !Z 4$8-! ,/+ (! 8#-$4!('&-%! /4!'%S!'(! '* *2!8/!+4$8-!8#-&! ,/ + ( !9/ 4!
2/ ) ;!

!" Z #'8!,$,! 8#-2!#'.-! $( !5/&&/(k!
!" =/! 2/)! 04-9-4!+ / 4S-4%!+#/! '4-! b)$-8!' ( ,! %0-'S! %/98*2k!U4!,/! 2/)! *$S-!0-/0*-! +#/! '4 -! /)8:

7/ $( 7!/ 4!9) ( ( 2k!
!" =/! 2/)! + '(8! + / 4S-4%!+#/! %#'4-!2/)4! 8'%8-! $(!&)%$5B!&/. $-%!/4!8-*-. $%$/(k!U4!,/! %#'4-,!

$(8-4-%8%!(/8!&'88-4!8/!2/)k!
!" 34- !2/ ) !+$**$( 7!8/ !#$4- !' !+ / 4S-4!+#/! $%!/(* 2!' . '$*'1*-! 9/4!'! 9-+ !&/(8#%!\%)5#!'%!'! 5/**-7-!

%8),-(8_!/4!,/!2/)! +'(8!%/&-! +#/! +$**!1- !'1*-! 8/!+ / 4S!9/4!2/)! 9/4!'! */(7-4! 0-4$/,k!
!" Q9!2/ )!#' . - !'($& ' *%B!2/)!(--,!8/!$ ( 5*),-!8 #'8!$(!8#-!,-%54$08$/(B!%/!2/)! +$**!(/8! + ' %8-! 8$&-!

%54--($(7!0-/0*-! +#/! '4-! '**-47$5!/4!'94'$,! /9!2/)4! 0-8%;!
!" 34-!2/ )! '**-47$5!8/!%& /S-k! Q9!%/B!2/)! +$**!+ '(8! 8/!0)8!8#'8!$( !2/ ) 4!' , !%/ !%& / S- 4%!, / ( c8!' 0:

0*2;!
!" Z $**!2/)4! + / 4S-4!(-- , !8/!,4$.-! 2/)! 0*'5 -%k!Q9!%/B!'!7//,!,4$ . $(7!4-5/4,!$%!. - 42!$&0/48'(8;!Q9!

(/8B!'!7//,!,4$ . $(7!4-5/ 4,!&'2 !(/8! &'88-4;!
!

! ! ! ! ! ! !!!!!!!!!!g!

Back-Up Plan 
` / ) !( - - , !8/ !#' . - !' !1' 5S:) 0!0*' ( !9/ 4!8#/ %- !8$& - %!+#-(! 2/)4! +/4S-4!+$**!(--,! 8/!&$%%!+ / 4S;!
O/ 4!- N' & 0*- B!#- !/ 4!%#- !& ' 2!+ ' ( 8!8/ !8' S- !' !. ' 5' 8$/ ( i!7/ !8/ !' !+ - , , $( 7B!74' , ) ' 8$/ ( B!/ 4!9' & $*2!
4-)($/(i!/4!8'S-!'!,' 2!/4!8+ /!/99!'4/)(,!8 #-!#/*$,'2 %;!Q(!8#/%-!5' %-%B!2/ )! +$**!#' . - !%/ &-! 8$&-!
8/ !0*' ( !' ( , !9$( , !' !0- 4%/ ( !8/ !9$**!$(!+#$*-!2/ ) 4!+ / 4S-4!$%!7/(-;! 38!/ 8#-4!8$&-%B!2/ )4!+ / 4S-4!&'2 !
1- !' 1%- ( 8!, ) - !8/ !' ( !- & - 47- ( 52B!$**( - %%!/ 4!1' , !+ - ' 8#- 4;!38!8#/%-! 8$&-%B!2/ )! +$**!(/8! 1-! '1*-! 8/!
0*' ( !' #- ' , ;!!
!
` / ) !5' ( !#' ( , *- !1/ 8#!820- %!/ 9!%$8) ' 8$/ ( %!12!#' . $(7!'!1'5S:) 0!0*'(!8#'8!+ $**!#' . - !'! %-4$-%!/9!
/08$/(%!9/4!%)00/48!+#-(! 2/)4! + / 4S-4!$%!)('. '$*'1*-;!Q9!2/ )!(-- , !%)00/48!8/!7-8!/)8! / 9!1-,! /4!
7-8!4-',2 !9/4!+ / 4SB!2/)4! 0*'(! (--,%! 8/!1-! &/4-! ,-8'$*-,! 8#'(! $9!2/ ) !( - - , !#- *0!+$8#!8' %S%!8#' 8!
5'(!1-!,-*'2-,!9/4!'! 5/)0*-!/9!,'2 %B!*$S- !#- *0$(7!2/ )! ' 00*2!9/4!1-(-9$8%B!5*-'($(7!2/ )4!#/)%-!
/ 4!, / $( 7!*' ) ( , 42;!` / ) !' ( , !2/ ) 4!'**$-%!&) %8!,-. -*/0!'!1 ' 5S!)0!0*'(! 8#'8!&--8%!2/)4! (--,%;!
!
3!%$&0*-!0*'(!$%!8/!#'.-!'!*$%8!/9!1'5S:) 0!+ / 4S-4%!+#/! 2/ )! 5'( !9$**!$(!+#-(! 2/ )4!4-7) *'4!+ / 4S-4!
$%!'1%-(8;!R'5S:)0!+/4S-4%!5'(!$(5*),-d!9/4&-4!+ / 4S-4%B!0-/0*- !2/ )!$(8-4. $-+ -,! 1)8!,$,!(/8!
#$4-B!9'&$*2!&-&1-4% B!94$-(,%!/4!0-/0*-! 94/& !2/)4! 5#)45#B!&/%b)-B!8-&0*-! /4!'(/8#- 4!5/&:
& ) ( $82!/ 47' ( $P' 8$/ ( ;!Z #- ( !' !+ / 4S- 4!$%!' 1%- ( 8B!2/ ) !5' **!8#- !9$4%8!0-4%/(! /(! 8#-!*$%8;!Q9!8#'8!0-4:
%/(!$%!(/8!'. '$*' 1*-B!5'**!8#- !( - N8!0- 4%/ ( !' ( , !%/ !/ ( !) ( 8$*!2/ ) !9$(,! %/&-/(-! +#/! 5' (! 9$**!$(!9/4!
2/)4! + / 4S-4;!" #'8!1'5S:)0! + / 4S-4!8#-(! & ' 2!7/! 8/!8#-!1/ 88/&!/9!8#- !*$%8!9/ 4!8#- !( - N8!8$& - !2/ ) !
(--,! 1'5S:)0;! Q9!2/ )! 5'((/8! &'S-! 8#-!5'**%B!2/ )! 5'(! )%-!' ( !'**2!/ 4!' !+ / 4S- 4!+#/ %- !%#$98!$%!
-(,$(7! 8/!&'S-! 8#-!5' **%;!` / )! %#/)*,! 1-! / ( !8#-!*//S/)8! 9/4!0/8- ( 8$'*!1'5S:)0! + / 4S-4%;!3(:
/ 8#- 4!0*' ( !$%!8/ !#$4- !& / 4-!8#'(! /(-! +/4S- 4!%/!8#' 8!$9!/ ( - !$%!' 1%- ( 8!' ( / 8#- 4!5'(! 9$**!$(;!3!8#$4,!
/08$/(!$%!8/!%#'4-!-&-47-(52 !/4!1'5S:)0! + / 4S-4%!+$8#!/ 8#- 4%!+#/ !( - - , !8#- !%' & - !820- !/ 9!%) 0:
0/48;!6 ' ( 2!0-/0* -! 5/ (84'58!+$8#!'! 04/. $,-4!'7-(5 2!8/!04/. $,-! 1' 5S:)0!%)00/48;!O/4!&/4-! $(9/4:
&'8$/(B!%--!8#-!%-58$/(! /(! 04/. $,-4!'7-(5 $-%;!



!

>/(%$,-4!1/8#!8#-!820-!/9!%)00/48!2/ ) !( - - , !' ( , !8#- !820- !/ 9!0- 4%/ ( !2/ ) !+ ' ( 8!8/ !#$4- ;!Z #' 8!
b) ' *$8$- %!' 4- !$& 0/ 48' ( 8!8/ !2/ ) k!" #-%-!b)' *$8$-%!&'2 !.'4 2!,-0-( ,$(7! /(! +#-8#-4!2/)! '4-! *//S:!
$(7!9/4!'!*$.- :$(!'$, - !/4!%/&-/(-! +#/! +$**!+ / 4S!'! 9-+ !#/)4%!'8! '! 8$& - ;!Q9!2/ ) !( - - , !%/ &-/(-!8/!
#-*0!2/ )! 7-8!1-(-9$8%!94/&!A/5$'*!A-5)4$82!/4!8#-!%8'8-!=-0'48&-(8! /9!?)&'(! A-4. $5-%B!8#'8!
0-4%/(!+$**!#' . - !,$99-4-(8 !%S$**%!8#'(! '! 0-4%/(!2/ )! #$4-!8/!5*-' (! 2/ )4!#/)%-;!Q(!8#-!%' &-!+ ' 2B!
$9!2/)! (--,! 0- 4%/('*!5'4-B!/(-! + / 4S-4!&' 2!04/. $,-! %S$**-,!5'4- B!%)5#!' %!( ) 4%$( 7!5' 4- B!' ( , !' ( :
/8#-4!&'2 !04/. $,-! %$&0*-4!#-*0!*$S- !9- - , $( 7!2/ ) !/ 4!04/ . $, $(7!'%%$%8'(5-!8#'8!2/)! (-- ,!
8#4/)7#/)8! 8#-!,'2;!
!
" #$(S!'1/)8!#/+ !2/) !9--*!'1/)8!%&/S$(7B!0*'2$(7! */),! &)%$5!' (,! %$&$*'4!8#$(7%;!Q9!8#-4-!$%!
'(2 8#$(7!8#'8!2/)! 5' (c8!*$.- !+$8#!\9/4!-N'& 0*-B!$9!2/)!'4-!'**-4 7$5!8/!%&/S-B!/4!$9!*/),! &)%$5!
1/8#-4%!2/ )_B!2/ )! (- -,! 8/!%8'8-!8#'8!$(!2/ )4!</1!,-%54$08$/(;!
!
Z #- ( !8#$( S$( 7!' 1/ ) 8!8#- !820- !/ 9!+ / 4S- 4!2/ ) !+ ' ( 8B!8#$(S!'1 /)8! #/ + !2/)! 9--*!'1 /)8!- & 0*/2$(7!
2/)4!9'&$*2!'(,!94$-( , %!8/!04/.$,-! 2/)4! %) 00/48;!C(,-4! 6 -,$5' $, !4- 7) *' 8$/ ( %B!2/ ) !5' ( ( / 8!#$4- !
2/)4! 7)'4,$'(B! %0/)%- !/4!&$(/4!5#$*, !8/ !04/ . $, - !2/ ) 4!5' 4- B!1) 8!2/)! 5'(! #$4-!/8#- 4!4-*' 8$.-%;!
" #- 4- !' 4- !1- ( - 9$8%!8/ !#$4$( 7!2/ ) 4!9'&$*2!'( ,! 94$-(,%i!2/)! S(/+! 8#-&!'(,!#/+ !84)%8+ /48#2!/4!
, - 0- ( , ' 1*- !8#- 2!' 4- ;!" #- 2!& ' 2!1- !-%0-5$' **2!,-,$5'8-,! 8/ !04/.$,$(7!2/ )! +$8#!%)00/48;!U(! 8#-!
( - 7' 8$. - !%$, - B!' !9' & $*2!& - & 1- 4!/4!94$-(,!&'2 !8'S-! + / 4S$(7!9/ 4!2/ ) !*- %%!%- 4$/ ) %*2!8#' ( !' !
%84'(7-4B!&'S$(7! $8!,$99$5)*8!9/ 4!2/ ) !8/ !, $4- 58!#$& !/ 4!#- 4!$( !8#-! </1!,)8$-%;!" #-! 1/88/&! *$(-! $%!8#'8!
2/ ) !#' . - !8/ !8#$( S!' 1/ ) 8!+#' 8!+ / 4S%!1- %8!9/ 4!2/);! A/&-! 0- /0*- !04-9-4!)%$(7!9'&$*2!&-&1-4%!
'(,! 94$-(,%i!/8#-4%!04-9-4!+ / 4S-4%!+#/! '4- !%84'(7-4%!+#-(! 8#- 2!'4-! #$4-,;!!
!
3%!2/ ) !5/ ( %$, - 4!2/ ) 4!( - - , %!'(,!+'(8%B!8#$( S!'1/)8!#/+ !&)5 #!2/ ) !5' ( !0' 2!9/ 4!8#- !. ' 4$/ ) %!
%-4.$5-%!8#'8!2/)!( - - , ;!!Q9!2/ )!#' . - !' ( !$(, $. $, ) ' *!1) , 7- 8B!, / !2/ ) !#' . - !9*- N$1$*$82!8/ !0' 2!, $99- 4:
-(8! + / 4S-4%!'55/4,$( 7!8/!8#-$4!%S$**%!'(,! ,)8$-%k!!Q9!2/)! '4-! (/8! %)4-B!'%S!/(-!/9!2/)4 !'**$-%!/4!
2/)4! %)00/48%!5//4,$ ('8/4;! Q8!$%!7//,!8/!%8'48!8#$( S$( 7!' 1/ ) 8!0' 2!4' 8- %!+#- ( !2/ ) !' 4- !, - . - */ 0:
$(7!2/ )4!0*'(!' (,!$(, $. $,)'*!1),7 -8!%/!8#'8!2/)! 5'(! 1)$*,!$( !'! 4' (7-! /9!#/ ) 4%!' ( , !0' 2!4' 8- %!9/ 4!
2/)4! + / 4S-4%;!Q9!2/ )! ,/! (/8! #'. -! '(! $(,$. $,)'*! 1),7-8B!'%S!2/ ) 4!%)00/48%!5//4,$('8/ 4!#/+ !2/)!
5'(! %-8!/4!5#'(7-! 8#-! 0'2 !4'8-!9/4!2/ )4!+/4S-4%;!
!

U( 5- !2/ ) !#' . - !' !8#/ ) 7#8!' 1/ ) 8!8#-%-!(-- ,%!'(,! 04-9-4-(5-%B!2/)! '4-! 4-', 2!8/!+4$8-! '! </1!
,-%54$08$/(!9/4!-'5#! + / 4S-4!+#/&! 2/ )! +$**!,$4-58*2!-&0*/ 2;!
!
Job description 
!
3!</1!,-%54$08$/(!$%!' !,-%54$08$/(!/ 9!8#- !820- !/ 9!%) 00/ 48!2/ ) !( - - , ;!Q8!&)%8!$(5*),-!,- 8'$*%!%)5#!
'%!8#-!8'%S%B!#/)4%B!'(,! 4'8-!/9!0' 2;!R-! %0-5$9$5!%/!8#'8!0-/0*- !$(8-4-%8-,!$(!8#-!</1!+$**!#' . - !
5*- ' 4!$, - ' !' 1/ ) 8!8#- !</ 1!, ) 8$- %;!
!
A/ & - !/ 9!8#- !$( 9/ 4& ' 8$/ ( !8#' 8!2/ ) !0) 8!$( !8#- !</ 1!,-%54$08$/(!$%!'* %/!$(!2/)4! 0*'(i! 8#-! 0*'(! ,-:
%54$1- %!8#- !820- !/ 9!%- 4. $5- %!' ( , !%) 00/ 48%!2/ ) !(--,! '(,! + '(8! '( ,! '! 5- 48' $( !, / **' 4!' & / ) ( 8!/ 4!
()&1-4!/9!#/)4%!#' .-!1--(!0)8 !$(!8#-!0*'( !8/!04/. $,-!8#-&;! 3%S!2/ ) 4!%) 00/ 48%!5/ / 4, $( ' 8/ 4!/ 4!
2/)4! /8#-4!'**$-%!8/!#- *0!2/)! ,-8 -4&$(- !0' 2!4'8-!1'%-,! / ( !9)(,$ (7;!
!
" #- !</ 1!, - %54$08$/ ( !5' ( !1- !%#/ 48!/4!*/(7B!1) 8!%#/)*,!$(5*),-! </ 1!, ) 8$- %B!' ( , !#/ ) 4%!' ( , !4' 8- !!
/ 9!0' 2;!" #- 4- !& ' 2!1- !/ 8#- 4!04/. $,-4!b) '*$9$5'8$/(%i!'%S!2/ )4!%)00/48%!5//4,$('8/4!+#'8!8#-%-!!
b)'*$9$5'8$/(%!&'2 !1- ;!A'&0*-! </1!,-%54$08$/(%!'4-! $( 5*) , - , !/ ( !0' 7- !Jj ;!
!
3!</1!,-%54$08$/(!+/4S%#--8!$%!$( 5*) , - , !/ ( !0' 7- !JF;!3%S!2/ ) 4!%) 00/ 48%!5//4,$('8/4!/4!2/ )4!!

!

M!



!

'**$-%!8/!#-*0!2/ )! +4$8-!'!</1!,-%54$08$/(;!" #-! &/4-! 2/ )! 4-. -'* !' 1/)8! 8#-!,'2 :8/ :,' 2!8' %S%!$(:
. / *. - , !$( !8#- !</ 1!$( !8#- !</ 1!, - %54$08$/(B!8#-!&/4-!*$S-*2!8#-!'00*$5'( 8%!9/4!8#-!</1!+$**!&--8!2 / )4!
( - - , %;!3%S!/ ( - !/ 4!& / 4- !/9!2/ )4!'**$-%!8/!#- *0!2/ )! +4$8-!8#-!, - %54$08$/(!/4!7$.- !8#-&! '! ,4'98!8/!
4-. $- + !'98-4!2/)! #' .- !0)8!$8!8/7-8#-4;!
!
" #-! (-N 8!%8-0!$%!8/!54-'8-! '! </1! '00*$5'8$/(;!` / )! 5'(! )%-!8#-! '0 0*$5'8$/(!$(5*), - , !/ ( !0' 7- !Jf !!
/4!5#'(7-!$8!8/!&--8! 2/)4!(--,%;! ` / )4!</1!'00*$5'8$/(!%#/)*,!# ' . - !'! 0*'5-! 9/4!8#-! ' 00*$5'(8!8/!
5#- 5S!$9!#- !/ 4!%#- !#' %!- N0- 4$- ( 5-! $(!8#-! .'4$/)%! ,)8$-%!5/. - 4- ,! $( !2/ ) 4!</ 1!, - %54$08$/ ( !' ( , !
%0'5-! 8/!*$%8!</1!#$%8/42;!
!
Step 2: Look For and Find Workers 
 
" #-4-! '4-! &'(2! + ' 2%!8/!*//S! 9/4!'(,! 9$(,!+ / 4S-4%;!" #-! 1-%8!+'2 !$%!+ / 4,!/9!&/)8#i! 8-**!2/)4!
94$-(,%B!9'&$*2!'(,!/8 #-4!0-/0*-!8# ' 8!2/ ) !' 4- !*/ / S$( 7!9/ 4!+ / 4S- 4%;!H- / 0*- !+#/ !- & 0*/ 2!+ / 4S- 4%!
5'(! /98-(! 4-5/&&-(,! + / 4S-4%!8#-2!)%-!/ 4!#' . - !)%-,!$(!8#-!0' %8;!"- **!0-/0*-!2 / )!S( /+ !'8!
5/&&)($82 !/47'($P'8$/(%!%) 5#!' %!5#) 45#- %B!& / %b) - %B!8- & 0*-%!/4!,$%'1$*$82!/47'($P' 8$/(%!
\%)5#!'%!*/5'*! 345!5#'08-4%!/4!> - ( 8- 4%!9/ 4!Q( , - 0- ( , - ( 8!Y$. $(7! \>QY%_B!5*)1#/)%-%B!/4!%-*9:
',. / 5'5 2!(-8 + / 4S%_;!Q(!&'(2! '4-'%B!8#-!#' $4!%'*/(! $%!8#-!1-%8!0*'5-! 8/!%#'4-!$(9/4&'8$/(! '(,!
( - 8+ / 4S!+$8#!0- / 0*- !+#/ !*$. - !$( !8#- !5/ & & ) ( $82;!Q(!'!9-+ !'4- ' %B!8#-4-!'4-!0-4%/('*!' %%$%8'(5-!
5/:/0%! +#-4-! 0- /0*- !+$8#!%)00/48!(-- ,%!5/ & - !8/ 7- 8#- 4!8/ !9$( , !' ( , !#$4- !+ / 4S- 4%;!
!
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Step 3: Meet and Interview Applicants 
 
" #-! 0)40/%-! /9!8#-!$(8-4.$-+ !$%!9/4!2/)! 8/!7- 8!8/!S( / + !8#- !0- 4%/ ( !+#/ !#'%!'0 0*$-,!9/4!8#-!</1!
\5'**-,! 8#-!]'00*$5'(8 ^_!'(,! 8/!*-'4 ( !+#- 8#- 4!#- !/ 4!%#- !+$**!1- !' !7//,! &'85#! 9/4!2/ );! " #-4-! '4-!
8+/! %8-0%!$(!8#-!$(8- 4. $-+ !04/5-%%;!" #-! 9$4%8!%8-0!$%!8#-!8-*-0#/(-!%54--(!'(,!8#-!%- 5/(,!%8-0!
$%!8#-!9'5-:8/:9'5-! $(8-4. $-+ ;!
!
Telephone screen 
!
3 !8- *- 0#/ ( - !%54- - ( !$%!8#- !$( $8$' *!%8-0!$(!5#//%$(7!'!+ / 4S-4;!Q8!$%!' !%#/ 48!8- *- 0#/ ( - !5/ ( . - 4%' 8$/ ( !
\Fj:Jj! &$()8-%_!8/!,-8-4&$(-! $9!8#-!'00*$5'(8! &--8%!2/)4! (- -, %!'(,! +#-8#-4!2/ )! %#/)*,! #'. - !
'! 9'5-:8/: 9'5-! $(8-4.$- + !+$8#!8#$%!$(,$. $,) ' *;!
!
` / )4!'**2!5'(! 8'S-! '! *' 47-!/4!%&'**!4/*-!$(!8#$%!%54--($(7!04/5- %%B!, - 0- ( , $( 7!/ ( !2/ ) 4!( - - , %;!Q9!
2/ ) !+ ' ( 8!/ 4!( - - , !/ ( - !/ 9!2/ ) 4!' **$-%!8/!0'4 8$5$0'8-B!9$(,!/)8! 8#-!%0-5 $9$5!8$&-%!8#'8!2/ ) 4!'**2!$%!
' . ' $*' 1*- !1- 9/ 4- !2/ ) !0*' 5- !' ( !' , ;!" #- 4- 9/ 4- B!+#- ( !' ( !' 00*$5' ( 8!5' **%!8/ !- N04- %%!$( 8- 4- %8B!2/ ) !
5'(! %-8!)0! '! 8$&-!9/4!8#-!8-*-0#/(-! %54--(!8#'8!+ / 4S%!9/4!2/ )B!8#-! '00*$5'(8! '(,! 2/ ) 4!'**2;!Q9!
2/ ) !, / ( c8!+ ' ( 8!/ 4!( - - , !' ( !' **2!8/ !1- !$( . / *. - , B!' ( , !1/ 8#!2/ ) !' ( , !8#- !' 00*$5' ( 8!#' . - !8$& - !+#- ( !
8#-!'00*$5'(8!9$4%8!5'**%B!2/)! 5'(! ,/! 8#-! 8-*- 0#/(-! %54--(!8#-(;! !
!
A8'48!8#-!8-*-0#/(-!%54--(!12 !8-**$( 7!8#- !' 00*$5' ( 8!' 1/ ) 8!2/ ) 4%- *9!\2/)4! #/11$-%B!$( 8- 4-%8%B!
-85;_;!E-N8B!,-%54$1-!8#-! </ 1!, ) 8$- %B!#/ ) 4%B!'(,! 0'2! 4'(7 -L4'8-;!R-! %0-5$9$5!'1/)8! </1!,)8$-%;!
3%S!8#-!'00*$5'(8!$9!#- !/4!%#-!$%!'1*-! '(,! $( 8-4-%8-,! $(!,/$(7! 8#-%-!8'%S%;!3%S!$9!8#-!4'8-!/9!0'2 !
' ( , !#/ ) 4%!' 4- !' 55- 08' 1*- ;!VN0*' $( !8#- !7- ( - 4' *!' 4-'! $(!+#$5#!2/ )! *$.- !'(,! '%S!$9!8#-! 0- 4%/(!
+ / ) *, !#' . - !' ( 2!04/ 1*- & !7- 88$( 7!8#- 4- ;!!!
!
=)4$(7!8#-!8-*-0#/(- !%54--(B!8#$(S!'1/)8! +#-8#-4!2/)! + '(8! 8/!$( 8-4.$-+ !8#-!0-4%/( !9' 5-:8/:
9' 5- ;!` / ) !, / ( c8!#' . - !8/ !$( 8- 4. $- + !- . - 42!/ ( - !2/)!%54--(!1 2!8- *-0#/(-;!Q8!&'2 !#- *0!8/!8'S-!!
(/8-%!%/!8#'8!2/ )! 5' (! 5/&0'4 - !' 00*$5' ( 8%;!C%$( 7!8#- !8- *- 0#/ ( -! %54--(!+$%-*2!5'(! %'. - !2/ )!
*/8%!/9!8$&-!'(,!-(%) 4-!8#'8!8#-!'00*$5'(8%!2/ )!$(8-4. $-+ !$(!0-4%/ (!&--8!2 / )4!1'%$5!b)'*$9$5':
8$/(%!'(,! '4-! $(8-4-%8-,! $(!8#-!</1;!!
!
3%!2/)! ,/! 8#-!8- *-0#/(-! %54--(%B!%8'48!'! 9$*-!9/4!-'5#!'00*$5'(8; !Q(5*),-! #$%!/4!#-4!0#/(-!!
()&1-4! '(,! /8#-4!5/ (8'58!$(9/4&' 8$/ ( ;!H) 8!' ( 2!( / 8- %!2/ ) !#' . - !94/&!8#-!8-*-0#/(-! %54--(! $(!
8#-!'00*$5'(8c%!9$*-;!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
! ! ! !! ! ! !!!!!!!!!!e!!



!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

38!8#-!-(,! /9!-'5#! 8-*-0#/(-!%54--(B!8#'( S!8#-!'00 *$5'(8!9/4!#$%!/4!#-4!8$&-;!D$. - !'**!/9!8#-!'0:
0*$5'(8%!'!7-(-4'*!,' 8-!/4!8$&-!94'&-! $(!+#$5#!2/)! - N0-58!8/ !#$4- !%/&-/(-! \9/4!-N'& 0*-B!8+/!
+ --S%!/4!12!8#-!1-7$(($(7! /9!(-N 8!& / (8#_!'(,! 8-**!8#-&!8#'8!2/ )! +$**!5'**!8/!%-8!)0! 9'5-:8/:9'5-!
$( 8- 4. $- +%!+$8#!' !9- + !' 00*$5' ( 8%!' 98- 4!2/ ) !#' . -! 5/&0*-8-,! '**!/9!8#- !8- *- 0#/ ( - !%54- - ( %;!` / ) !
&'2 !+ ' (8!8/!'%S!'0 0*$5'(8%!8/!5/&-! ,/+ ( !8/!'! %-*-58-,! 5/&&)($82 !/47'($P' 8$/(!8/ !9$**!/)8!'(!
'00*$5'8$/(;!Q9!8#-2!9/**/+ !8#4/ ) 7#!' ( , !9$**!/ ) 8!8#- !' 00*$5'8$/(B!8#-2 !'4-! &/4-! *$S-*2!8/!1-! $(8-4:
-%8-,!$(!8#-!</1;!!
!
U(5-! 2/)! #' . - !9$($%#-,! '**!2/ )4!8-*-0#/(- !%54--(%B!4-.$- + !2/)4 !(/8-%!'(,!%8'48!8#$(S$(7!'1/)8!
+#$5#!/9!8#-!'0 0*$5'(8%!2/)! + ' (8!8/!$(8-4. $- + !$(!0-4%/(;!Z #-(! &'S$(7!8#$%!,-5$%$/(B!5/(%$,-4!
8#-!'1$*$82!/9!-'5 #!0- 4%/(!8/!5' 442!/)8!8#-!</ 1!,)8$-%B!'(,!*$%8-(!8/ !2/)4! 7)8!9--*$(7!'1 /)8! #$&!/4!
#- 4;!3( %+- 4$( 7!8#- !9/ **/ +$(7!b)-%8$/(%!&' 2!1-!#-*09)*d!

!" Z ' %!8#-!'00*$5'(8!($5-!/(!8#-!0#/(-k!
!" =$, !#- !/ 4!%#- !' %S!7/ / , !b) - %8$/ ( %k!
!" =/!2 /)!#' . - !5/&&/ ( !$(8-4-%8%k!
!" Z ' %!8#-!0-4%/(!4-%0-589)*k!
!" > ' ( !#- !/ 4!%#- !, / !8#- !</ 1!, ) 8$- %k!

!
Setting up the Face-to-Face Interviews 
 
U(5-! 2/)! #' . - !,-5$, -,! +#$5#!'00*$5'(8%!2/)! + / )*,! *$S-!8/!&- -8!9'5-:8/:9'5-B! 5'**!-'5#! /(-! 8/!
%5#-,)*-! 8#-!9'5-:8/: 9'5-! $(8-4.$-+ ;!3%S!- ' 5#!'00*$5'(8!8/ !14$( 7!8#- !9/ **/ +$( 7!$( 9/ 4& ' 8$/ ( !8/ !
8#- !$( 8- 4. $- +d!

!" '! *$%8!/9!0'%8!</1%!/4!' !4-%)&-!\$9!#-!/4!%#-!#'%!/(-_B!!
!" '! *$%8!/9!8+/! /4!8#4--!4- 9-4-(5-%B!!
!" '! ,4$.-4c%!*$5-(%-!/4!/ 8#- 4!$, - ( 8$9$5' 8$/ ( !' ( , !!
!" 4-*-. '(8! 84'$($(7!5- 48$9$5'8-%!/4!*$5-(%-%;!!

!
Q9!8#-!'00*$5'(8!#'%!- N0-4$-(5-! %)00 /48$(7!0-/0*-! +$8#!,$%'1$*$8$-%B!'%S!9/4!#$&!/4!#-4!8/!04/:
. $, - !' !0' %8!- & 0*/ 2- 4!' %!' !4- 9- 4-(5-;! VN0*'$(! 8#'8!2/)! +$**!4-b) $4- !- ' 5#!' 00*$5' ( 8!8/ !5/ & 0*- 8- !
'(! '00*$5'8$/(!9/4&!' (,! '! 4-*-'%-! 9/4&!8#'8!7$.- %!2/)! 0-4&$%%$/( !8/!5/(,)58! 1'5S74/ )(,! '(,!
4-9-4-(5-!5#-5S%!\%--!%'&0*-!4- *-'%-! 9/4&!/(! 0'7-! Jg_;!̀ / )! 5'(!'*%/!#'. -!8#-&! 7/!8/!'!
5/&&)($82 !/47'($P'8$/(! 8#'8!2/)! 5#//%-! 8/ !5/&0*-8-! 8#-%-!9/4& %!1-9/4-!8#-!$(8-4.$- + ;!!
!
R- 5' ) %- !2/ ) !, / ( c8!S( / + !8#- !' 00*$5' ( 8%B!2/ ) !& ' 2!(/8! + '(8! 8/ !$( 8-4.$-+ !8#-&! '8!2/ ) 4!#/)%-;!
` / ) !5' ( !5#/ / %- !' !5/ 99- - !%#/ 0B!0) 1*$5!*$14'42B!/4!5/&&)($82!/47'($P'8$/(;! ` /)! & ' 2!+ ' (8!8/!
'%S!/(-!/9!2 / )4!'**$-%!8/!</$(!2/)! 9/4!8#-! $(8- 4.$-+ i!'! %-5/(,! / 0$( $/ ( !5' ( !1- !#- *09) *;!" #$%!0- 4:
%/(!5'(!'*%/!8'S-!(/8 -%!9/4!2/)! 8/!#-*0!2/ )! 4-&-&1-4! +#'8! '0 0*$5'(8%!#'.- !%'$, ;!Y- 8!'**!/9!
8#-!'00*$5'(8%!S(/+ !8#'8!2/ )! &' 2!14$(7!'( /8#-4!0-4%/(!8/!8#-!$(8-4.$-+ ;!!
!
?'. $(7!'(!'** 2!'8!8#-! $(8-4.$-+ !&' 2!'*%/!%#/+ !2/ )! $9!2/)4! 0/ 8-( 8$' *!+ / 4S- 4!+$**!84- ' 8!2/ ) !+$8#!
,$7($82!'(,! 4-%0-58;!U(-! 7//,! %$7(!$%!$9!8#-! 0-4%/(!,$4-58%!#$%!/4!#-4!'88- ( 8$/ ( !8/ !2/ ) !' ( , !( / 8!
8#-!'**2;!3!1',! %$7(! $%!$9!8#-!'00*$5'(8! 84-'8%!8#-!8+/! /9!2/)! ,$99- 4- ( 8*2B!%#/ +$( 7!2/ ) 4!' **2!& / 4-!
'88-(8$/(! '(,! 4-%0-58;!
!
H4-0'4$(7!O/4!8#-!O'5- :8/:O'5-! Q(8-4.$-+ !
!
R- 9/4-!2/)4! 9$4%8!9'5- :8/:9' 5-! $( 8-4.$- +B!2/ )! &)%8!,-. -*/0! ' !*$%8!/9!b)-%8$/(%!9/4!8#-!'00*$5'(8%;!!!
A'&0*-!b)-%8$/(%!'4 -!$(5*),-,!/(!0'7-!J J;!" #$%!*$%8!/9!b)-%8$/( %!$(5*),-%!7-(-4'*! ' (,! %0-:
5$9$5!b)-%8$/(%!'%!+ - **!'%!%-(%$8$.-! b)-%8$/ ( %!8#'8!#'. -! 1--(! 5' 4-9)**2!+ / 4,-,! 8/!5/ &0*2!+$8#!
8#- !*' + ;!!!!

! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!G!!



!

Y'+ %!04/#$1$8!-&0* / 2-4%!94/&!' %S$(7!%/&-! %0-5$9$5!b)-%8$/(%!/9!</1!'00*$5'(8%;!" #-! 0)40/%-!
/ 9!8#- %- !*' +%!$%!8/ !04- . - ( 8!- & 0*/2-4%!94/& !4-9)%$(7!8/!#$4-!'! </1!'00*$5'(8!1-5')%- !/9!(/(:</1:
4-*'8-,! 9'58/4%!%)5#!'%!4-*$7$/(B!4'5-B!5/*/ 4B!('8$/('*! /4$7$(B!'7- B!%-NB!#-$7#8B!+ - $7#8B!&'4$8'*!
%8' 8) %B!/ 4!, $%' 1$*$82;!` / ) !5' ( ( / 8!)%-!'( 2!/9!8#-%-!9'58/4%!$(!5#/ / %$(7!'!+/ 4S-4!)(*- %%!8#-2!4-:
*'8-! ,$4-58*2!8/!8#-!</ 1;!O/4!- N' & 0*- B!2/ ) !5' ( !5#/ / %- !' !9- & ' *- !' 00*$5' ( 8!/ . - 4!' !& ' *- !' 00*$5' ( 8!
1-5')%-!2 /)! '4-!9-& ' *-!'(,!2 /)! +$**!(--, !#- *0!1' 8#$( 7!/ 4!) %$(7!8#-!8/$*-8;!!
!
3%$,-!94/&!8#-%-!S$(,%!/9!$%%)-%B!2/ ) !5' ( ( / 8!) %- !8#- %- !9' 58/ 4%!'%!8#-!1'%$%!9/4!(/8!#$4$(7!'(!
'00*$5'(8;! " #'8!,/-%! (/8! &-'(! 8#' 8!2/ ) !#' . - !8/ !5#/ / %- !' !+ / 4S-4!1-5')%-!#-!/4!%#-! #'%!/(-!
/9!8#-%-!9'58/4%;!/̀ )! 5'(!&'S-! 2/)4! ,-5$%$/ (! /(! '(/8#-4! 9'58/4B!%)5#!' %!8#' 8!8#- !0- 4%/ ( !$%!' *:
*-47$5!8/!2/)4! 0-8%!/4!8#'8!2/)! ,/(c8! 8#$(S!#- !/4!%#-! $%!'! 7//,! & ' 85#!9/4!2/);!
!
Z #-(! 5#//%$(7!b)-%8$/(%B!%-*-58!%/&-! b) -%8$/(%!8/!,-8-4&$(-! +#-8#-4!8#-!0-4%/ (!# ' %!8#-!
'1$*$82!'(,! - N0- 4$-(5-! 8/!0-49/4&!8#- !, ) 8$- %!8#' 8!2/ ) !( - - , !' ( , !%- *- 58!/ 8#- 4!b) - %8$/ ( %!8/ !, - 8- 4:
& $( - !+#- 8#- 4!2/ ) !' ( , !8#- !' 00*$5'(8!+ / )*, !7-8!'*/(7;! !
!
" #- !O' 5- :8/ :O' 5- !Q( 8- 4. $- + !
!
6 ' S-!%)4-!2/)! '4-! 04-0'4-,! 9/4!-'5#! 9'5- :8/:9'5-! $(8-4.$-+ ;!R- !4-',2! +$8#!2/)4! *$%8!/ 9!b)-%:
8$/(%!8/!'%S!'00*$5'(8%;!R4$(7!8#-!</1!,-%54$08$/(B!'! 1*'(S! '00*$5'8$/(B!'(,! '! 1'5S74/ )(,L
4- 9- 4- ( 5- !5#- 5S!4- *- ' %- !9/ 4& !\%'&0*-! 9/4&%!'4-! $(5*),-,! /(! 0' 7- !Jj _;!` / ) !& ' 2!54- ' 8- !2/ ) 4!
/+ (!9/4&%!/4!&' 2!)%-!9/4&%!8#'8!2/)4! A) 00/48%!>//4,$('8/4! #' %;!!
!
Z #- ( !8#- !' 00*$5' ( 8!' 44$. - %B!1- !94$-(,* 2!'( ,! &'S-! %&'**!8'*S!8/!#-*0!#$&!/4!#-4!9--*!' 8!-'%-;!
3%S!8#-!'00*$5'(8!8/!9$**!/ ) 8!8#- !' 00*$5' 8$/ ( !'(,!4-9-4-(5-L1'5S74 /)(,!5#-5S!4-*-'%-!9 / 4&;!Q9!
8#-!9/4&%!#'.-!'*4-' , 2!1--(!9$**-,! /)8B!7$.-!8#-! ' 00*$5' ( 8!8#- !</ 1!, - %54$08$/(!8/!4-. $- + !+#$*-!
2/)! *//S! / . -4!8#-!5/ &0*-8-,! 9/4&%;!Q9!1/8#!2/ ) !' ( , !8#- !' 00*$5' ( 8!#' . - !- :& ' $*B!5/ ( %$, - 4!- :
&'$*$(7!8#-!</1!,-%54$08$/(!' ( , !9/ 4& %!8/ !#$& !/ 4!#- 4!$(!',. '(5-! 8/ !%'. - !8$&-!'8!8#-!$( 8- 4.$-+ ;!
!
398-4!4-',$(7! 8#-$4!'00*$5'8$/(B!,$%5)%%!8#-!</1!,-%54$08$/(B!#/ )4%B!0'2!4'(7-L4'8-! /9!0' 2!'(,!
/8#-4!1-(-9$8%!'(,! 2/)4! #/0-%!4-7'4,$(7! 8#-! 0/%$8$/(;!=-%54$1-!#/ + !$&0/48'(8!$8!$%!8/!%#/+!)0!
'%!%5#-,)*-,!'(,!/( !8$& - ;!VN0*' $( !8#' 8!1- $( 7!$( . / *. -,! $(!54$&$('*! '58$.$8$-%!/4!'44$. $( 7!'8!+ / 4S!
,4)(S! /4!)(,-4! 8#-!$(9*)-(5-! /9!,4)7%!' 4- !4- ' %/ ( %!9/ 4!*/ %$( 7!8#- !</ 1;!
!
38!8#- !$( 8- 4. $- +B!2/ ) !5' ( !1/ 8#!%#'4-!$(9/4& '8$/(!'1/)8 !8#-!</1!'(,! *-'4(! ' 1/)8!8#-!' 00*$5'(8;!
V(5/)4'7-!8#-!'00*$5 '(8! 8/!'%S!b)-%8$/(%!'(,!'%S!*/8%!/9!b)-%8$/ (%!2/ )4%-*9;!>#//% - !/0-(:
-(,-,! b)-%8$/(%!4'8#-4!8#'(! 2- %!/4!(/! b)- %8$/(%;!C%- !%/ & - !/ 9!8#- !%' & 0*- !b) - %8$/ ( %!/ 4!+4$8- !
2/)4! / + (! b)-%8$/( %;!
!
" #-! + ' 2!'! 0-4%/(! '(%+ - 4%!'! b)-%8$/(!$%!<) %8!'%!$&0/48'(8!'%!+#'8!#-!/4 !%#-!%'2%;!3( !$(8-4:!
-%8-,!0-4%/(!+$**!'%S!b)-%8$/(%B!'(,! 1-! $(8-4-%8-,!$(!'**!'%0-58%!/9!8#-!</1B!(/8!<)%8!8#-!0'2 !
'(,! #/)4%!8#-2!&)%8!+ / 4S;!A/&- !0/%$8$. -! %$7(%!8/!*//S!9/4!'4-!8#'8!8#-!'00*$5'(8d!

!" '(%+ - 4%!8#-!b)-%8$/( %!5/&0*-8-*2 i!
!" &'$(8'$(%!7//,! - 2-! 5/(8'58i!
!" *$%8-(%!5'4-9)**2!8/!+#'8! 2/ )! %'2;!

!
A/&-! '00*$5'(8%!&'2 !1-! (-4 . / )%!'1 /)8! 8#-! $(8-4.$- +B!+#$5#!5' ( !7$. - !2/ ) !' !9' *%- !$& 04- %%$/ ( !
/9!8#-&;!6 ' S-!%)4-!2/)! 5/(%$,-4! 8#-$4!'(% +- 4%!'%!+ - **!'%!2/ )4!9--*$(7%!'1/)8! 8#-&;! !
!
38!8#- !- ( , !/ 9!- ' 5#!9' 5- :8/ :9' 5- !$( 8-4.$-+B!8#'(S! 8#-!'00*$5'(8! ' (,! *-8!#$&!/4!#-4!S(/+ !8#'8!2/)!!

I !



!

+$**!1- !& ' S$( 7!' !, - 5$%$/ ( !%/ / ( !' ( , !+$**!5/(8'58!'**!/9!8#- !' 00*$5' ( 8%!+$8#!2/)4!,-5$%$/(;!398-4!
2/)! #'.-! 5#/%-(! 8#-!&/%8!04/&$%$(7!'00*$5'(8 \%_B!2/)! '4-! 4-', 2!8/!5/(,)58! 4-9-4-(5 -! '(,!
1'5S74/)(,! 5#-5S%;!
!
Step 4: Hire Your Workers 

 
Reference Checks 
!
@-9-4-(5-%!'4-!0-4%/(%B!'7-(5$-%!/4!/47'($P'8$/( %!8#'8!S(/ + !8#-!'00*$5'(8! -$8#-4!0-4%/('**2!
/4!04/9-%%$/('**2!' ( , !5'(!5/(9$ 4&!#$%!/4!#-4!0/%$8$.-! b)'*$8$-%;!3%S$(7!'(!'00*$5'(8!9/ 4!4-9-4:
- ( 5- %!$%!( / 8!- ( / ) 7#;!` / ) !& ) %8!' *%/ !5/(8 ' 58!8#-!4-9-4-(5-%!8/!5#-5S!8#-!$(9/4&'8$/(!8#'8!8#-!
'00*$5'(8!7'.-! 2/);! Q8!$%!1-88-4!8/!7-8!4-9-4-(5-%!+ #/!'4-!) ( 4-*' 8-,! 8/!8#-!'00*$5'(8; !>#-5S$(7!
4-9-4-(5-%!$%!'! 54$8$5'*!%8-0!8#'8!+ $**!04/. $,-!2 /)! +$8#!$&0/48'(8!$( 9/4&'8$/(! '1/)8! 8#-!'00*$:
5'(8;! Z #-(! 2/)! 5'**!4-9-4-(5-%B!'%S!8#-&!8/!5/ ( 9$4& !8#- !$( 9/ 4&'8$/(! 8#'8!8#-!'00*$5' ( 8!#'%!
7$.-(! 2/)!/(!&'8 8-4%!%)5#!'%!8#-!8'%S%!0-49/4&-,B!*-(78#!/9!- & 0*/2&-(8B!4-'%/(%!9/4!8-4&$:
('8$/(! '(,! %'*'42;!A0-'S$(7! ,$4-58*2!+$8#!9/ 4&-4!-&0*/2 -4%!$%!1- 88-4!8#'(! '55-08$(7!*- 88-4%!/9!
4-5/&&-(,'8$/(;! Q9!' ( !'00*$5'(8!7$. - %!2/ ) !' !*- 88- 4!/ 9!4- 5/ & & - ( , ' 8$/ ( B!' %S!9/ 4!8#- !0- 4%/ ( c%!
0#/ ( - !( ) & 1- 4B!%/ !2/ ) !5' ( !5/ ( 8'58!#$&!/4!#-4!,$4-58*2;!
!
Q9!8#-!4-9-4-(5-! 5/(9$4&%!8#-!$(9/4&'8$/(! 8#'8!8#-!'00* $5' ( 8!7$. - %!2/ ) B!2/ ) !S( / + !8#' 8!8#- !' 00*$:
5'(8! + ' %!#/(-%8!+$8#!2/);! Q9!8#-! 4-9-4-(5-! $%!'(! -&0*/2 -4B!1-! '+ '4-! 8#'8!&/%8!5/&0 '($-%!+$**!
/ ( *2!. - 4$92!, ' 8- %!/ 9!- & 0*/2 &-(8B!</1!8$8*-!' (,! 8'%S%;!
!
" #-4-! '4-! %-.- 4'*!b) -%8$/(%!8#'8!2/)! 5' (! '%S!8#-!'00*$5'(8c%!4-9-4-(5-%d!

!" ? / + !*/ ( 7!#' . - !2/ ) !S( / + ( !8#- !' 00*$5' ( 8k!
!" Z #'8!$%!8#-!'00*$5'(8c%!0/%$8$/(!+$8#!2/ ) 4!5/ & 0' ( 2k!Z #' 8!' 4- !#$%!/ 4!#-4!</1!!!!!!!!!!!!!!

4-%0/(%$1$*$8$-%k!
!" Z #'8!+ - 4-!2/)4! $&04-%%$/(%!/ 9!8#- !b) ' *$82!/9!8#-!+/ 4Sk!
!" Z ' %!8#-!'00*$5'(8!4-*$' 1*- k!= - 0- ( , ' 1*- k!> / ) 48- / ) %k!" 4)%8+/48#2k!
!" Z - 4-!8#-4-!'(2 !04/1*-&%k!
!" Z #2!$%!8#- !' 00*$5' ( 8!( / !*/ ( 7- 4!+ / 4S$( 7!9/ 4!2/ ) k!Z / ) *, !2/ ) !4- #$4- !8#$%!0- 4%/ ( k!

!
R'5S74/)(,! >#-5S%!
Q(!',,$8$/(!8/!5#-5S$(7!'!0-4%/(c%!4-9-4-(5-%B!$8!$%!$&0/48'(8!8/!,/ !'! 1'5S74/)(,! 5#- 5S!8/!
*-'4(!$9!8#-!0-4%/(!#' %!1--(! 5/(. $58-,! /9!' ( 2!54$&-;!D-88$(7!'!1 ' 5S74/)(,!5#-5S!$%!' !%$&0*-!
04/5-%%;!O/4!oFjB!'(2!04$. '8-!5$8$P-(!5'(!0-49/4&!'! 1'5S74/)( ,! 5#-5S!/( !'(/8#-4! 0- 4%/(%!12!
5/(8'58$(7!8#-!>4$&$('*!T)%8$5-!Q(9/4&'8$/(!>-(8-4! \>TQ>_!'8!\MFe_!fJJ:FIMK! /4!12!-: &'$*!'8!!
CJIC_applhelp@michigan.gov;!E/(:04/ 9$8!/47'($P'8$/(%B!*$S-!345!5#'08-4%!/4!>-(8-4%!9/4!
Q(,-0-(,-(8! Y$. $(7B!5'(! /18'$(! 1'5S74/) (,! 5#-5S%!9/4!94--;!>#-5S!+$8#!2/ )4!%)00/ 48%!5//4,$:
('8/4!8/!,-8-4&$(-!# / + !#-!/4!%#-!5'( !#-*0!2/ ) !7- 8!' !1' 5S74/) ( , !5#- 5S!/ ( !- ' 5#!' 00*$5' ( 8!
8#'8!2/)! '4-! #$4$(7;!`/)4! 9$%5'*!$(8-4&-,$'42 !&' 2!'*%/!1-!'1*-! 8/!#-*0;!
!
Q9!2/ )4!+ / 4S-4!+$**!1-! ,4$.$(7!2/)! '%!0'48!/9!#$%!/4!#-4!,)8$-%B!2/ )!%#/)*,!'*%/!5#-5S! #$%!/4!#-4!
, 4$. $( 7!4- 5/ 4, ;!` / ) !5' ( !/ 18' $( !' !, 4$. $( 7!4- 5/ 4, !94/ & !8#- !A- 54- 8' 42!/ 9!A8'8-c%!U99$5-!\MFe:fJJ:
FKJg_;!` / ) !& ) %8!04/ . $, - !' **!( ' & - %!)%-, !12!8#-!0-4%/(!\$(5*) , $(7 !&'$,-(!('&-_B!%/5$'*!%-5):
4$82!()&1-4B! ,4$. -4c%!*$5- ( %- !( ) & 1- 4!' ( , !, ' 8- !/ 9!1$48#;!" #- 4- !$%!' !oe!9- - !9/4!8#-!,4$. $(7!4-5/4,;!
" #-! ,4$.$(7!4-5/4,! +$**!%#/+ !8#-!0-4%/(c%!*' %8!9$.- !2- ' 4%!/ 9!, 4$. $( 7!#$%8/ 42B!$( 5*) , $( 7!' ( 2!8$5S- 8%!
9/4!%0--,$(7! /4!,4$.$( 7!)(,-4! 8#-!$(9*)-(5- !\=CQ_;!>/(%$,-4! +#- 8#-4!8#-!'00*$5'(8c%!*$5-(%-!!
#' %!- . - 4!1- - ( !4- . / S- , !/ 4!%) %0- ( , - , !' ( , !+#- 8#- 4!8#-4-! '4- !' ( !)()%)'**2 !*'47-! () &1-4! /9!'5:
5$,-(8%;!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
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!

>#/ / %$( 7!3& / ( 7!300*$5' ( 8%      
U(5-!2 / )c. - !9$($%#-, !'**!8#-!9'5-:8/:9'5-! $(8-4.$-+%!'(,! 5/(,) 58-,! 1'5S74/)(,! '(, !4-9-4-(5-!
5#-5S%B!7/! 8#4/)7#!8#-! %'&-! 04/5-%%!2/ )! )%-,! 8/!('44/+ !8#-! 9$-*,!'98-4!8#-!8-*-0#/(-!$(8-4:
. $- +%;!3%S!2/)4%-*9!8#-! 9/**/+$(7!b ) -%8$/(%!'1/)8!-'5#!'00*$5' ( 8d!

!" >'(! 8#-!'00*$5'(8!0- 49/4&! 8#-!8'%S%!Q!(--,! ,/(-k!
!" Q%!8#-!'00*$5'(8! ' . '$*' 1*- !+#- ( !Q!( - - , !' %%$%8' ( 5- k!
!" =/-%! 8#-!'00*$5'(8!#' . - !'! 7//,! +/4S!#$%8/42k!
!" Z ' %!Q!%'8$%9$-,!+$8#!8#-!'00*$5' ( 8c%!' ( %+- 4%k!Z #2k!Z #2!( / 8k!
!" ?/+ !+ ' %!#$%!/4!#-4!' 88$8),-k!!H/ %$8$.- k!V' 7-4k!Z $**$(7!8/!*-'4(k!
!" =$, !Q!9- - *!5/ & 9/ 48'1*-!+ $8#!#$&!/4!#-4k!Z $**!+ - !7-8!'*/(7! +-**k!
!" Q%!8#-!'00*$5'(8!84)%8+/48#2k!

!
R-5')%-! /9!6 - ,$5' $,!04/. $,-4!4-b)$4-&-( 8%!8#'8!'00*2 !8/!2/)4! + / 4S-4B!+ ' $8!8/!&'S-! '! </1!/99-4!
)(8$*!8#-!1'5S74/)(,! 5#- 5S!#'%!1--(! 5/& 0*-8-,;!
!
VN0- 4$- ( 5- !' ( , !84' $( $( 7!' 4- !$& 0/ 48'(8B!1)8!2/)4! 1-%8!'00*$5' ( 8!& ' 2!1- !' !0- 4%/ ( !+$8#!' !0/ %$8$. - !
' 88$8) , - !' ( , !8#- !' 1$*$82!8/!0-49/4&!'(,! *-'4(!8#-!</1!8'%S%!-.-(!8#/)7#!#-!/4!%#-!&' 2!#'. - !
*$& $8- , !- N0- 4$- ( 5- ;!
!
398-4!4-. $- +$(7!'**!2/ )4!$(9/4&'8$/(! '(,! 5/ (%$,-4$(7!8#-!'1/ . - !b)-%8$/(%B!8#-!1-%8!' 00*$5'(8!
&'2 !1-! 5*-'4! 8/!2/ );! Q9!2/ )! (--,! %)00/48!4$7#8!'+ ' 2B!2/ )! &' 2!#' .-! 8/!%-*-58!%/&- /( -! +#/!
& ' 2!( / 8!1- !' !0- 49- 58!& ' 85#!+#$*- !2/ ) !5/ ( 8$( ) - !2/)4! %-'45#;!R) 8!(-. -4!%-88*-!9/4!%/&-/(-!
'1/)8! +#/&! 2/)! #' .-! %-4$/)%!b)-%8$/(%!/ 4!5/(5-4 (%B!-%0-5$'**2!$9!2/ )! 8#$(S!2/)4! #- '*8#!/4!
+ - *9'4-!5/)*,! 1-! '8!4$%S;!!!
 
6 ' S- !8#- !T/ 1!U99- 4!
U( 5- !2/ ) !#' . - !$, - ( 8$9$- , !+#/ & !2/ ) !+ ' ( 8!8/ !#$4- B!5' **!8#- & !8/ !/ 99- 4!8#- & !8#-!</1;!@-.$-+ !8#-!
</1!,)8$-%B!+ ' 7- %!'( ,! /8#- 4!1- ( - 9$8%B!#/ + !/ 98- ( !8#- 2!+$**!1-! 0'$, B!8#-$4!%5#-,)*-B!'( ,! +#-(!
2/)! + / )*,! *$S-!8#-&! 8/!%8'48;!R-! 5*-'4! '1/ )8!2/)4! - N0-58'8$/(%!9/4!8#-!</1;!=-%54$1-!'(2 !/8#-4!
#/)%-!4)*-%!\9/4!-N' & 0*-B!4)*-%!'1/)8! %&/S$(7!/4!0*'2$(7!& ) %$5_;!Q9!'(!'00*$5'(8!+' (8%!8$&-!8/!
8#$(S!'1/)8!2/ )4!</1!/99-4B!%-8!'! ,'8-! 9/4!#$&! /4!#-4!8/!7$.- !2/)! '(! '(%+ - 4;!
!
U(5-! 2/ )! #' . - !#$4-,!8#-!+ / 4S-4!/4!+ / 4S-4%!2/ ) !( - - , B!5' **!8#- !/ 8#- 4!'00*$5'(8%!8/!*-8!8#-&!
S(/+ !2/ )c. - !&',-! '! ,-5$%$/(;!" #'(S! 8#-&!9/4!8#- $4!$( 8- 4- %8;!3%S!- ' 5#!' 00*$5' ( 8!$9!2/ ) !5' ( !
S- - 0!#$%!/ 4!#- 4!( ' & - !/ ( !9$*- !$( !5' %- !2/ ) !( - - , !%/ & - / ( - !+#- ( !2/)4! + / 4S-4!$%!(/8! ' .'$*'1*-;!
!
6 / %8!'00*$5'(8%!+$**!' 55-08!2/ )4!,-5$%$/(!+$8#/)8! b)-%8$/( B!1)8!%/&-! &' 2!+ ' ( 8!8/ !S( / + !+#2!
8#- 2!+ - 4- !( / 8!5#/ %- ( ;!" - **!8#- !84)8#B!8#-!0-4%/(!2/)! #$4-,!%- - & %!8/!1-!8#-!1-%8!&'85#!9/4!2/);!
` / ) !, / !( / 8!#' . - !8/ !8- **!8#- & !' ( 28#$( 7!- *%- ;!
!
Step 5: Understand Your Role As Employer 
 
3%!8#$%!&'2 !1-! 2/)4! 9$4%8!8$&-!'%!'(! -&0*/2 -4B!2/)4! 4/*-! ' (,! 4-%0/(%$1$*$8$-%!'4-! ,-%54$1-,!
&/4-! 9)**2!$(!8#$%!%-58$/(;! =/(c8!*-8!8#$%!*$%8!/9!4-%0/(%$1$*$8$-%!,$%5/)4'7-! 2/ );! `/)! +$**!#'. - !*/8%!
/9!%)00/48!8/!&'S- !%) 4- !8#- 2!#' 00- ( ;!
!

!

!
!
!
!
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Personnel Files 
!
3%!%//(! '%!2/)! #$4-!%/&-/(-B !8#-!9$*-!2/ )! #'. -! 1-- (! S--0$(7 !/(!#$&!/4!#-4!1-5/&-%!8#-!0-4:
%/((-*! 9$*-;!" #$%!9$*-!%#/)*,!$(5*),-d!

!" 8#-!</1!,-%54$08$/(!
!" 8#- !' 00*$5' 8$/ ( !
!" 8#-!1'5S74/)(,L4-9-4 -(5-!5#-5S!4-*-'%-!9 / 4&!
!" '!5/02 !/9!8#-!4-9- 4-( 5-%!
!" '!5/02 !/9!8#-!1' 5S74/)(,!5#-5S%!5/(,)58 -,!
!" '!5/02 !/9!8#-!%$7(-,! -&0*/2 &-(8! '74--& -(8!
!" 7/. - 4(&-(8! '( ,! 8'N!9/ 4&%!04/. $,-,! 12!2/ )4!O$%5'*!Q(8-4&-,$'42!
!" 8#-!+/ 4S-4c%!8$&-!%#-- 8!/4!'58$.$82!%#--8L,/ 5)&-(8'8$/(!
!" '! %)&&'42 !/9!8#-!+ / 4S-4c%!+$8##/*,$(7%!\This form will be provided by your fiscal             

intermediary and withholdings are described in this section_!
!" 7-(-4'*! + / 4S-4!$(9/4& '8$/(! $(5*),$(7!',, 4-%%B!0#/(-! ()&1-4! '(,! -&-47-(52 !5/ (8'58!

$( 9/ 4& ' 8$/ ( !!

The Role of the Fiscal Intermediary 
3%!'(! -&0*/2-4B!2/ ) !#'. -! &'( 2!4-%0/( %$1$*$8$-%;!Z #-(! 2/)! ,$4-58*2!-&0*/ 2!+ / 4S-4%!+$8#!
9) ( , %!$( !2/ ) 4!$( , $. $, ) '*! 1),7-8B!'! 9$%5'*!$(8- 4&-,$'42 !\OQ_!#'(,* -%!&'(2 !/9!8#/%-!4-%0/(%$:
1$*$8$-%!9/4!2/ );!3!9$%5'*!$(8-4&-,$'42 !$%!'(! $( ,-0-(,-(8! *-7'*! -(8 $82!8#'8!'5 8%!' %!8#- !9$%5' *!
'7-(8! /9!8#-!%-4. $5-!'7-(52 !8/!#' (,*-!9)( , %!$(!8#-!$(,$.$, ) '*!1 ),7-8%!'(,!04/ . $,-!%) 00/4:
8$.- !%-4. $5-%!8/!'%%$%8!0-/0*-! $&0*-&-(8! 8#-$4!0*'(%;!Q9!2/)! #$4-!2/ ) 4!/ + ( !+ / 4S- 4%B!2/ ) !+$**!
1-! '%%$7(-,!'! 9$%5'*!$( 8-4&-,$'42 !/4!&' 2!1- !'1*-!8/!5#//%-!'& /(7! 9$%5'*!$(8-4&-,$' 4$-%!$9!
2/ )4!%-4. $5-!'7-(5 2!5/(84'58%!+$8#!&/4-! 8#'(! /(-;! !!
!
" #-! %-4.$5-!'7-(52 !84'(%9-4%!8#-!9)(,%!$(!2/ )4!$(,$. $,)'*!1 ),7- 8!8/!8#-!9$%5'*!$(8-4&-,$'42;!
" #- !9$%5' *!$( 8- 4& - , $' 42!+ / 4S%!+$8#!2/ ) !8/ !$& 0*- & - ( 8!2/ ) 4!1) , 7- 8!' ( , !#'(,*-! 2/)4! -&0*/2 -4!
4-%0/(%$1$*$8$-%;!"#-!9$%5'*!$(8-4&-,$'42!&' 2!/99-4!/8#-4!%)00/48$. - !%-4. $5-%!8/!#-*0!2/)! ,$:
4-58*2!-&0*/ 2!+ / 4S-4%i!$(!%/&-! '4-'%B!8#-!%-4.$5-!'7-(5 2!04/. $,-%!8#$%!%)00/48;!3%S!2/)4! OQ!
/4!%)00/48%!5//4,$('8 / 4!8/!,-8-4&$(-! +#$5#!'7-(5 2!04/. $,-%!8#-%-!%)00/48!%-4.$5-%!$(!2/ )4!
'4-';! !
!
Z #-(! 2/)! ,$4-58*2!- & 0*/2!+ / 4S-4%B!8#-!9$%5'*!$(8-4&-,$'42!%-4. -%!'%!2/)4!-&0*/ 2- 4!'7-(8;!
" #-! 9$%5'*!$(8-4&-,$' 42!+$**!&'S-! 0' 2& -(8 %!8/!2/ )4!+ / 4S-4%!'( ,! '(2 !/8#-4!04/. $, -4%!+$8#!
+#/&! 2/ )! 5/(84'58!/ ( *2!+#-(! 2/ )! ' ) 8#/4$P-!$8!8/!,/! %/;!" #'8!& -'(%! 8#' 8!8#- !9$%5' *!$( 8- 4& - :
,$'42!#'(,*-%!&' ( 2!/9!8#-!*-7'*! '(,! 8-5#($5'*!-&0*/2 -4!,)8$- %!4-*'8- , !8/ !8#- !+$8##/ *, $( 7!
' ( , !0' 2& - ( 8!/ 9!8' N- %!' ( , !0' 2& - ( 8!/9!)( -&0*/2 &-(8! $(%)4'(5-; !Z #$*-!8#-!9$%5'*!$(8-4&-,$:
'42!0-49/4&%!8#-%-!, ) 8$-%!9/4!2/ ) B!2/ ) !' 4- !( / 8!7$. $( 7!) 0!2/ ) 4!4- %0/(%$1$*$8$-%!'%!-&0*/2 -4!8/!
&'S-! %)4-!8#'8!8#-%-!9)(58$/(%!'4-! #'(,*- , !04/0-4*2;!" #-4-9/4-B!8#-%-!-&0*/2-4!, ) 8$-%!'4-!
, - %54$1- , !1- */ + !%/ !8#' 8!2/ ) !5' ( !1- 88- 4!) ( , - 4%8' ( , !8#- & ;!

FJ!



!

Employer Responsibilities 
!
V& 0*/ 2- - !. %;!Q( , - 0-(,-(8! >/(84'58/4 !
Q( !8#- !0' %8B!%/ & - !0- / 0*-!#'.-!84$-,!8 / !5'**!8#-$4!+/ 4S-4%!]$(,-0 -(,-(8! 5/(84'58/4%^!8/ !'. /$,!
%/&-! /9!8#-!*-7'*! '( ,! 8'N!4-b)$4-&-(8%!/ 9!-&0*/2$(7! + / 4S-4%;!3(! $(,-0-(,-(8! 5/(8 4'58/4!5/(:
84/*%!#/+ !'(,! +#-4-! '! </1!$%!0-49/4&-,i!'(!-&0*/2 --c%!+ / 4S!$%!,$4-58-,! 12!8#-!-&0* /2 -4!\9/4!
-N'&0*-B!8#-!-&0* / 2-4!%-8%!8#-!+/ 4S!%5#-,)*-_ ;!" #- !*' + !#' %!5*- ' 4*2!- %8'1*$%#-,!8#'8!+ / 4S-4%!
8#'8!04/.$,-!%-4. $5-%!'(,!%)00/48%!8/!$(,$. $,)'* %!+$8#!,$%'1$*$8$-%!'4-! -&0*/2 --%B!( / 8!$(,-:
0-(,-(8! 5/(84'58/4%;!Q9!2/ )! 84-'8!2/ ) 4!+ / 4S- 4%!' %!$( , - 0- ( , - ( 8!5/ ( 84' 58/ 4%!8/ !' . / $, !- & 0*/ 2- 4!
4- b) $4- & - ( 8%B!2/ ) !5/ ) *, !9' 5- !%- . - 4- !0- ( ' *8$-%!94/&!8#-!Q(8-4( ' *!@- . - ( ) - !A- 4. $5- ;!
!
W-4$9$5'8$/(!/9!V&0*/2 &-(8! V*$7$1$*$82!
` / )4!+ / 4S-4!&)%8!1- !*-7'**2!'1*- !8/!+/4S!$(!8#-!C($8-,!A8'8-%;!" / !. - 4$92!8#'8!2/)4! +/4S-4!$%!'!
C($8-,!A8'8-%!>$8$P-(!/4!(/(:5$8$P-(! +#/! 5'(! *-7'**2!+ / 4S!$(!8#-! C($8-,!A8'8-%B!-'5#! + / 4S-4!
&)%8!5/&0*-8-! form I-9, Employment Eligibility Verification;!` / )4!9$%5'*!$(8-4& -,$'4 2!+$**!04/:
. $,-! 2/ )! +$8#!8#$%!9/4& ;!` / )! 5'(! '*%/!/ 18'$(!$8!12!5'**$(7!8#- !C( $8- , !A8' 8- %!Q& & $74' 8$/ ( !' ( , !
E' 8) 4' *$P' 8$/ ( !A- 4. $5- !' 8!F:Gjj:fMe:JjII! /4!,/+ (*/',!8# -!9/4& !94/&! #880dLL)%5$%;7/.L74'0#$5%L
9/4&%9--L9/4&%L$:I;#8&;!
!
A8'8-!'(,! O-,-4'*! Q(5/&-! " ' N!
Q(5/&-! 8'N- %!'4-! 0' $, !/(! + / 4S-4!$(5/&-;! Q(!&/ %8!5'%-%B!-&0*/2 -4%!'4 - !4- b) $4- , !8/ !+$8##/ *, !
$(5/&-! 8'N!94/&!0' 25#-5S%;!?/+ - .-4B!2/ )! '4-! ( / 8!4- b) $4- , !8/ !+$8##/ *, !9-,-4'*! /4!%8'8-! $(:
5/&-! 8'N!94/&!+ '7- %!/9!'! ]#/ ) %- #/ *, !- & 0*/ 2- - !̂) ( *- %%!2/ ) !#' . - !'74--,! 8/!,/! %/;!̀ /)4!
+ / 4S-4%!'4-!#/)%-#/*,!-&0*/2 --%;!V. - ( !8#/)7#! 2/)! '4-! (/8! 4-b)$4-,! 8/!+$8##/*,! $(5/ &-!
8' N- %B!, / $( 7!%/ !5' ( !04/ . $, - !' ( !$& 0/48'(8!1- (-9$8!8/!2/)4! + / 4S-4\%_;!` / ) 4!9$%5'*!$(8-4&-, $'42!
5' ( !5' *5) *' 8- !8#- !5/ 44- 58!' & / ) ( 8!8/ !+$8##/ *, B!+$8##/ *, !$8!94/ & !8#- !0' 25#- 5SB!'(,!%- (,!$8!8/!8#-!
' 004/ 04$' 8- !8' N$( 7!' ) 8#/ 4$82;!
 
A/5$'*!A-5)4$82!'(,! 6 - ,$5'4-! \OQ>3_!" ' N-%!
A/5$'*!A-5)4$82!'(,! 6 - ,$5'4-! \OQ>3_!" ' N-%!0'2 !9/4!%/5$'*!%-5) 4$82!'(,! 6 - ,$5'4-!1 - (-9$8%!8#'8!
0-/0*-! 5'(! '55-%%!+#-(! 8#-2!4-8$4-!/4!$9!8#-2 !1-5/&-! )(' 1*-!8/!+ / 4S!,)-!8/!,$%'1$*$82;!3%!8#-!
-&0*/2-4B!2/ )! &)%8!0'2 !OQ>3!8'N- %!$9!2/ )! 0'2 !5'%#!+ ' 7- %!/9!oFBjjj!/4!&/4-!8/!'! %$(7*-!
+ / 4S- 4!$( !' ( 2!8' N!2- ' 4;!OQ>3!8' N- %!' 4- !FM;f !0- 45- ( 8!/ 9!+ ' 7- %!0' $, ;!" #- !+ / 4S- 4!' ( , !- & 0*/ 2- 4!
- ' 5#!0' 2!#' *9!/ 9!8#- !8' N- %;!" #- !-&0*/2 -4!&)%8!+$8##/*,!8#-!+ / 4S-4c%!0/48$/(!'(, !%- ( , !$8!+$8#!
8#-!-&0*/2 -4%c!0/48$/( !8/!8#-!Q(8-4('*!@-.-()-!A- 4. $5- ;!` / ) 4!9$%5' *!$( 8- 4& - , $' 42!+$**!+$8##/ *, !
8#-%-!8'N- %!94/&!2/ ) 4!-&0*/2 -- %c!0'25#- 5S%!'(,!%-(,!8#-&!8 / !8#-! Q(8-4('*!@-. - ( ) -! A-4. $5-;!
!
C(-&0*/2 &-(8! " ' N!!
" #-! O-,-4'*! C(-&0* /2 &-(8! " ' N!\OC" 3_!'(,! 6 $5#$7'(! ) (-&0 */2 &-(8!8' N!'4-!)%- , !8/!5/&:
0-(%'8-! + / 4S-4%!+#/ !*/%-!8#-$4!</1%;!3(!- & 0*/2-4!$%!4-%0/(%$1*-! 9/4!0'2 $(7!)( -&0*/ 2&-(8!
8'N- %!$9!#-!/4!%#-!0' 2%!oFBjjj!$(!' ( 2!b)' 48-4!'(,!&)%8!0'2 !) ( - &0*/2 & -(8!8' N!/(!8#-!9$4%8!
oIBjjj! 0'$,! 8/!8#-!+/4S-4!$(!'! 2-'4;! ` /)4! 9$%5'*!$(8-4&-,$'42!+$**!5' *5) *' 8- !' ( , !0' 2!8#- !' 004/ :
04$'8-!)(-&0*/2 &- (8!8'N- %!94/&!8#-!9)(,%!$(!2/)4! $( , $. $, ) ' *!1) , 7- 8;!
!
Y$'1$*$82!Q(%)4'(5-!
3%!'(! -&0*/2 -4B!2/ ) !'4-! (/8! 4-b)$4-,! 8/!#' . - !*$'1$*$82!$(%)4'(5 -B!1)8!#'. $(7!$( %)4'( 5-!5'(!
04/ 8- 58!2/ ) !$( !8#4- - !+ ' 2%d 
!" Q( %) 4' ( 5- !5/ . - 4%!8#- !5/ %8%!' ( , !, ' & ' 7- !94/ & !' !*' +%) $8!$9!2/)4! + / 4S-4!/4!'(/8#-4! 0- 4%/(!$%  
 

Ff !



!

!!!!!!$( <) 4- , !$( !2/ ) 4!#/ & - !12!2/)! /4!12!'55$,-(8i!
!" Q8!+$**!0' 2!&-,$5'*! 5/ %8%!(/8! 5/.-4-,! 12!#-'*8#! $(%)4'(5-!$9!2/)!'4-!$(<)4-,! $(!2/ )4!#/ &-! 12!

'(/8#-4!0-4%/(!/4 !12!'55$,-(8i!
!" Q8!+$**!5/ . - 4!8#-!5/%8!/9!4-0*'5 $(7!2/)4!04/0-482!$9!$8!$%!,'&' 7- , !/ 4!, - %84/ 2- , !12!2/ ) 4!+ / 4S- 4!

/4!'(/8#-4!0-4%/(;  
!
>#-5S!+$8#!'(! $(%)4'(5-! '7-(8! /4!5/(%)*8!'(!'7-(8!'1/)8!8#-!5 / %8!/9!7-88$(7!*$'1$*$82!$(%)4'(5-!
'(,!+ #'8!8#-!%0-5$9$5!0/*$52!+$**!5/ . - 4;!Q9!2/)! '*4-',2 !#' .-! #/& -/+ (-4%!/4!4-(8-4%!$(%)4'(5-B!
8#'8!0/*$52!&'2!5/.-4 !%/&- !/4!'**!/9!8#-!%$8)'8$/ ( %!, - %54$1- , !' 1/ . - !/ 4!2/)4! '7- (8!&' 2!1-! '1*-!
8/!',,! 5/. - 4'7 - !8/!2/)4! 0/*$52;!` /)4! '**$-%!'(,L/4! 2/ )4!9$%5'*!$(8-4&-,$'42 !5'(! '%%$%8!2/)! +$8#!
8#$%!8'%S; 
!
Q9!8#-!+ / 4S-4!+$**!1-! , 4$.$(7!2/)4! 5'4B!2/)! +$**!(--,!8/!04/. $,-!'!5 /02 !/9!8#- !+ / 4S- 4c%!, 4$. - 4c%!
*$5-(%-!8/!2/)4! $(%)4' (5-! '7-(8;! Q9!2/ )!4-b ) $4-!8#-!+/ 4S-4!8/!)%-! #$%!/4!#-4!/+(!5' 4!8/ !4)(!!!!
-44'(,%!/4!84'(%0/48!2/)B!5#-5S!8/!%--!$9!#- !/4!%#-!#'%!8#-!4-b) $4-,!5'4!$(%)4'(5-! 5/. - 4'7-;!
!
Z / 4S-4c%!>/&0-(%'8$/(!Q(%)4'(5- !
Q9!2/ )! -&0*/ 2!'! + / 4S-4!+#/! $%!(/8! 4-*'8- ,! 8/!2/ ) !$( !2/ ) 4!#/ & - B!2/ ) !'4-! 4-%0/(%$1*-!9/ 4!0)4:
5#'%$(7!+ / 4S-4c%!5/ &0-(%'8$/(! $(%)4'(5 -! $9!8#-!+ / 4S-4!+ / 4S%!&/4-! 8#'(! fM!#/)4%!0-4!+ - -S!
9/4!&/4-! 8#'(! Ff! +-- S%!0-4!2- '4;! Q9!2/)! #' . - !8#4--!/4!&/4-! + / 4S-4%B!'**!/9!8#-!+/ 4S-4%!&)%8!
1-! 5/.-4-,! - . - ( !$9!8#-2 !+ / 4S!0'48:8$&-;!Z / 4S-4c%!5/&0-(%'8$/(! ,/-%! (/8! 5/.-4! 4-*' 8$.- %B!
+#$5#!7-(-4'**2!$(5*) ,-%!2/)4!0'4 -(8%B!5#$*,4-(B! /4!%0/)%-;!6 / 4- !,$%8'(8!4-*'8$.- %!&' 2!(--,!8/!
1-! 5/.-4-,;! Z / 4S-4c%!5/&0-(%'8$/(! &'2 !04/. $, - !0' 2& - ( 8!9/ 4!*/ %8!+ ' 7- %!' ( , !& - , $5' *!' ( , !
4-#'1$*$8'8$/(!5/%8%!$9!'! + / 4S-4!$%!$(<)4-,!, ) 4$(7!-&0* /2&-(8;! Z / 4S-4c%!5/&0-(%'8$/(! $%!7//,!
9/4!2/)! '%!'(! -&0* / 2-4!1-5')%-! $8!*$&$8%!2/)4! *$'1$*$82;!` / ) 4!9$%5' *!$( 8- 4& - , $' 42!5' ( !#- *0!2/ ) !
0)45#'%-! 4-b)$4-,! +/4S-4c%!5/&0-(%'8$/(! $(%)4'(5-;!
!
Y'1/4! Y'+ %!
Q(!',,$8$/(!8/!8#-!(/( :,$%54$&$('8$/(!4-b)$4-&-(8%!,-%54$1-,!$(!A8-0!fd!A54--(!'(,!Q ( 8-4.$-+ !
300*$5'(8%B!8#-4-!'4-! /8#-4!%8' 8- !' ( , !9- , - 4' *!*' 1/ 4!*'+ %!8#'8!'00*2!8/!-&0*/ 2&-(8;!A $(5-!2 /)4!
+ / 4S-4%!&)%8!1-!'8!*- '%8!FGB!8#-! 4-%84$58$/(%!/(! -&0* /2 $(7!&$( / 4%!'4-!(/8!,$%5)%%-,!$(!8#$%!
1//S;! R/8#!%8'8-!'(,! 9- , - 4' *!*' + !4- b) $4- !8#' 8!+ / 4S- 4%!1- !0'$,! '! &$($&)&! + ' 7-;! D-(-4'**2 B!
+ / 4S-4%!8#'8!+ / 4S!/.-4!gj!#/)4 %!0-4!+--S !'4-!-(8$8*-,!8/!5/ & 0- ( %' 8$/ ( !' 8!/ ( - !' ( , !' !#' *9!
8$&-%!8#-$4!4-7)*'4! 4'8-;!?/+ - . - 4B!2/ ) 4!+ / 4S- 4%!& ' 2!1- !- N- & 08!94/ & !/ . - 48$& - !0' 2i!' %S!2/ ) 4!
%)00/48%!5//4,$('8/4! /4!' **2!8/ !#- *0!2/ ) !+$8#!2/ ) 4!%5#- , ) *- !8/ !- ( %)4-!8#'8!+/ 4S-4%!,/ (c8!+/ 4S!
8/ / !& ) 5#;!
!
V&0*/2 &-(8! 374--& -(8%!
" / !'. /$,!'(2 !&$%)(, - 4%8'(,$(7%B!2/ )!& ) %8!#'.-! ' ( !- & 0*/ 2& - ( 8!' 74- - & - ( 8!+$8#!- ' 5#!+ / 4S- 4!
2/)!#$4-;!Q(!8#-!-&0* /2 &-(8!'74 - - & - ( 8B!$( 5*) , - !' **!8' %S%!' ( , !, ) 8$- %!8#'8!2/)4!+/4S-4!+ $**!0-4:
9/4&!'(,! 8#-!4'8-!/9!0' 2!'(,! /8#- 4!1-(-9$8%!/9!-&0*/2 &-(8;! " #-! + ' 7-%!8#'8!2/ )! 5'( !0'2 !&' 2!
1-! %-8!/)8! $(!2/ )4!$(, $. $,)'*! 1),7 - 8;!̀ / ) !& ' 2!( / 8!1- !' 1*- !8/ !%- 8!2/ ) 4!/ + ( !4' 8- ;!
!
6 / %8!-&0*/ 2&-(8! '44'(7-&-(8%! '4 -! '8:+ $**B!+#$5#!&-'(%! 8#'8!2/)! 5' ( !9$4- !2/ ) 4!+ / 4S- 4!/ 4!2/ ) 4!
+ / 4S-4!5'(! b)$8!'8! ' ( 2!8$&-;!̀ /)! 5' ( !4- b) - %8B!1) 8!( / 8!*- 7' **2!4- b) $4-B!8#'8!2/)4! + / 4S-4!7$.-%!
2/)! /(-! /4!8+ /! + - -S%!(/8$5-!$9!#-! /4!%#-!,-5$,-%! 8/!*-'.-;!
!
R/ 8#!/ 9!2/ ) !%#/ ) *, !%$7( !' ( , !, ' 8- !8+ / !5/ 0$- %!/ 9!8#- !' 74- - & - ( 8!%/!8#'8!2/)! -'5 #!#' .-! '! 5/02 ;!!
3!%'&0*-! '74--&-(8 !$%!04/. $,-,! /(! 0' 7-! JM;!!
!

Fg! 



!

" #$%!'74--&-(8! %#/)*,! 5/. - 4!8#- !9/ **/ +$( 7!$8- & %d!
!" =)8$-%d!)%-!8#-!</1!, - %54$08$/ ( !/ 4!' !*$%8!
!" Z / 4S!%5#-,)*-d!$(5*),-!2 /)4!0/*$52!9/4!(/ 8!%#/ +$( 7!) 0!' ( , !' 44$. $( 7!*' 8- !' %!+ - **!' %!

, ' 2%!/ 99B!#/ *$, ' 2%!' ( , !. ' 5' 8$/ ( !
!" Z #'8!2/)4! + / 4S-4!(- -,%!8/!,/! 8/!4-%0-58!2/)4! 04$. '5 2!
!" H' 2!' ( , !1- ( - 9$8%!
!" Z #-8#-4!8#-!0-4%/(!5'(! )%-!2/)4! 0-4%/ ( ' *!$8- & %!$( 5*) , $( 7!2/ ) 4!0#/ ( - !' ( , !2/ ) 4!9/ / , !
!" @)*-%!4-7'4,$(7! %&/S$(7B!-'8$(7! 2/ )4!9// , B!'*5/#/*! ) %- B!%+- ' 4$( 7!' ( , !' 88$8) , - %!

!
` / )4!+ / 4S-4!&)%8!'*%/ !%$7(!'! 6 -,$5'$,! H4/. $,-4!374--&-(8! +$8#!8#- !%- 4. $5- !' 7- ( 52;!" #- !
6 -,$5'$,! H4/. $,-4!374--&-(8! ' %%)4-%!8#'8!2/ )4!+ / 4S-4!&--8 %!8#- !6 - , $5' $, !4- b) $4- & - ( 8%;!
` / )4!9$%5'*!$(8-4&-,$'42!5'(! #- *0!2/)! & ' S-!%)4-!8#'8!1/8#!8#- !- & 0*/ 2& - ( 8!' 74- - & - ( 8!' ( , !
6 -,$5'$,! H4/. $,-4!374--&-(8! '4-! 5/&0*- 8-,! '(,! 5'(! S--0! 5/ 0$-%!/9!8#- %- !' 74- - & - ( 8%;!3!
%'&0*-! -&0*/2&-(8! '74--&-(8! $%!04/ . $, - , !$( !8#$%!1/ / S;!
!
Using a Provider Agency 
!
Q(%8-',!/9!#$4$(7!+/4 S-4%!, $4- 58*2B!2/ ) !5' ( !5/ ( 84' 58!+$8#!' !04/.$,-4!'7-(52 !8/!&' ('7 - !2/ )4!
%)00/48;!6' ( 2!'7 -(5 $-%!/99-4!'!. ' 4$-82!/9!%)00/48%B!4'(7$(7! 94/& !0-4%/('*! 5'4-! 8/!</1!5/'5#:
$(7!/4!#/)%-S--0$(7! '58$.$8$-%;!" #-! &'$(! ',. '(8'7- !/ 9!#$4$( 7!8#4/ ) 7#!' !04/ . $, - 4!' 7- ( 52!$%!8#' 8!
8#-!'7-(52 !$%!4-%0/( %$1*-! 9/4!%-(,$(7! '! 1' 5S:)0!+ / 4S-4!$9!2/)4 !4-7)*'4! + / 4S-4!$%!)( '. '$*'1*-;!
" #$%!9' 58/ 4!& ' 2!1- !$& 0/ 48' ( 8!$9!2/ ) !( - - , !2/ ) 4!+ / 4S- 4!8/ !#- *0!2/ ) !7- 8!/ ) 8!/ 9!1- , !/ 4!, 4- %%- , !9/ 4!
+ / 4S;!V. - ( !$9!2/ ) !#$4- !2/ ) 4!/ + ( !+ / 4S-4%B!2/)! 5'(! 5/(84'58!+$8#!'(!'7-(52 !8/!04/. $,-!1'5S:)0!
%)00/48!+#-(! 2/ )! (- -,! $8;!
!
Z #- ( !2/ ) !#$4- !' ( !' 7- ( 52!8/ !04/ . $, - !+ / 4S- 4%B!8#-!'7-(52 B!'%!8#-! -&0*/2 - 4B!#' %!8#- !4- %0/ ( %$:
1$*$82!/9!#$4$(7!'(,! & ' ('7$(7! + / 4S- 4%!' ( , !#' ( , *- %!' **!/ 9!8#- !- & 0*/2-4!,)8$-%;!" #$%!'44'(7-:
& - ( 8!& - ' ( %!8#' 8!2/ ) !, / !( / 8!#' . - !8/ !, - ' *!+$8#!8#- !0' 0- 4+ / 4S!' ( , !, - 8'$*%!/9!#$4$(7!'(,!-&0*/2:
$(7!'! + / 4S-4;!Q8!'*%/!&-'(%! 8#'8!2/ ) !& ' 2!( / 8!#' . - !' !5#/ $5- !/ 9!+#/! 2/)4! + / 4S-4%!'4 -B!'(,! 2/ )!
& ' 2!( / 8!1- !' 1*- !8/ !, $%5$0*$( - !/ 4!9$4- !2/ ) 4!+ / 4S- 4%!,$4-58*2i!8#-!' 7-(52! +$**!,/! 8#$%;!` / )! %#/)*,B!
#/+ - . -4!#' . - !8#-! /0 8$/(!/9!)%$( 7!, $99- 4- ( 8!+ / 4S- 4%!$9!8#- !+ / 4S- 4!8#- 2!%- ( , !, / - %!( / 8!& - - 8!2/ ) 4!
(--,%;!
!
Z #-(! 5/(%$,-4$(7!)%-!/9!'! 04/. $,-4!' 7-(5 2B!5/(8'58!%-. - 4'*!04/%0-58$.- !'7- (5$-%!8/ !*-'4(!
#/+ !8#-2!/0-4'8 -!'( ,!#/+ !&)5#!8#- 2!5/ %8;!?$4$(7!2/)4! + / 4S-4%!8#4/)7#!'! 04/. $, -4!' 7-(52 !+$**!
*$S- *2!1- !& / 4- !- N0- ( %$. - !8#' ( !#$4$(7!2/ )4!+ / 4S-4!,$4-58*2!'(,! 8#- !+ / 4S- 4!& ' 2!1- !0' $, !*- %%;!
A/&-! /9!8#-!5/%8!7/- %!8/+ ' 4,!',&$($%84'8$. -! 9--%!$(5*),$(7!+ / 4S-4c%!5/&0-(%'8$/(! ' ( ,! *$'1$*:
$82!$(%)4'(5-;! Q8!&' 2!'*%/!7/! 8/!0'2 !9/ 4!#- '*8#!$(%)4'(5-! /4!/8#- 4!1-(-9$8%!9/4!2/)4! +/4S-4%;!!
!
Z #- ( !2/ ) !5/ ( 8' 58!' 7- ( 5$- %B!& ' S- !%)4-!2/)!'%S!'1/)8!8#-$4!0/*$5$-%B!04/5-,)4-%! '(, !5/%8%;!
> ' ( !2/ ) !5#/ / %- !2/ ) 4!+ / 4S- 4%k!!? / + !, / !2/ ) !& ' S- !' !5/ & 0*' $( 8!' 1/ ) 8!' !+ / 4S- 4k!Z #' 8!5' ( !2/ ) !
,/! +#-(! '! + / 4S-4!$%!(/8! + / 4S$(7!/)8k!
!
Q9!2/)!#$4-!'!04/ . $,-4!'7-(52 !8/!04/. $,-! 2/ )4!%)00/48!'(,! #' .-! '! 04/1*-&! 8#' 8!8#- !' 7- ( 52!+$**!
(/8! %/*.-B!5/(8'58! 2/ )4!%)00/48%!5//4,$('8 /4!9/4!'%%$%8'(5-;!
!
!
!
!
!

FM!



!

Agency with Choice 
!
37-(52 !+$8#!>#/$5-! $%!'! 820-! /9!04/. $,-4!' 7-(52 !8#' 8!%) 00/ 48%!2/ ) !8/ !- 99- 58$. - *2!#$4- !' ( , !& ' ( :
'7-! %)00/48!+ / 4S-4%!2/ )4%-*9;!
!
Q(!8#-!37-(52 !+$8#!> #/$5-!& /,-*B! 2/)! '( ,! 8#-!'7-(52 !%#'4-! 8#-! - & 0*/ 2- 4!, ) 8$- %;!" #- !' 7- ( 52!
#' ( , *- %!& ' ( 2!/ 9!8#- !*- 7' *!' ( , !8- 5#( $5' *!- & 0*/2 -4!,)8$-%;!R)8!2/)! '4-! 8#-!&'('7$(7! -&:
0*/2-4;!` /)! 4-54)$8B!#$4-B!%)0-4.$%-B!'(,B!$9!(-5-%%' 42!9$4-B!2/)4! /+ (! + / 4S-4\%_;!" #-! '7-(52 !
5'(! 04/. $,-! 2/)! +$8#!'%!&)5# !%)00/48!'%!2/)! 4-b)-%8!+$8#!8#-%-!8'%S%i!9/4!-N'&0*-B !8#-!
'7-(52 !5'(! #- *0!2/)! 4-54)$8!'(,! $(8-4.$-+ !0/8-( 8$'*!+ / 4S-4%;!?/ + - . - 4B!8#-!'7-(5 2!5' ((/8!$(:
8-49-4-!+$8#!2/)4! ')8 #/ 4$82!'%!8#-!&'('7$ ( 7!-&0*/2 -4;!` / )! ' ( , !8#-!'7-(52 !- ( 8-4!$(8/ !'! 8#4--:
0' 482!' 74- - & - ( 8!+$8#!- ' 5#!%) 00/ 48!+ / 4S-4!8#'8!,-%54$1- %!8#- !, ) 8$- %!' ( , !4-%0/(%$1$*$8$-%!/9!
-'5#! 0'482;!
!
" #- !37- ( 52!+$8#!>#/ $5- c%!, ) 8$- %!$(5*),-! 0'2 $(7!2/)4! + / 4S-4%B!+$8##/*,$(7!$(5/ &-! '(,!/8#-4!
8'N- %!9/4!2/)4! + / 4S-4%B!&'S$(7!0'2&-(8!,$4-58*2!8/!'004/04$'8-! 7/.-4 (&-(8! '7 -(5 2B!'(,! 04/:
.$,$(7!-&0*/ 2--! 1-( - 9$8%!%)5#!'%!#-'*8#!$( %)4'(5-; !
!

` / ) !5' ( !5#/ / %- !' ( 2!+ / 4S- 4!8#' 8!& --8%!8#-! 04/. $,-4!4-b)$4-&- ( 8%;!` / ) !' 4- !94- - !8/ !#$4- !- *$7$1*- !
94$-(,%!/4!9'&$*2!&- &1-4%!/4!5'(! 4-54)$8!+ / 4S-4%!8#4/)7#!+ / 4, !/9!&/)8#B!',.-48$%-&-(8%!/4!
/8#-4!&-'(%;! ` / )! 5' ((/8! #$4-!2/)4!*- 7'*!7 ) '4,$'(!/4 !'! 4-*'8$.-!+#/! #'%!*-7'*! 4-%0/( %$1$*$82!9/4!
2/ ) !\%) 5#!' %!2/ ) 4!%0/ ) %- _;!` / ) !%- 8!8#- !8- 4& %!'(,! 5/(,$8$/(%!/ 9!-&0*/2 &-(8B!,-8-4 & $(-!8#-!
#/)4%!'(,!</1!,)8$-%B!'(,! ')8#/4$P-!0' 2& -(8! 12!8#-!'7 -(5 2!8/!8#-!+ / 4S-4!12!%$7($(7!8$&-:
%#--8%;!
!
Step 6: Train and Manage Your Worker 
!
Z #- ( !2/ ) !#$4- !' !+ / 4S- 4B!2/ ) !& ) %8!$&&-, $'8-*2!-%8'1*$%#!8#'8!2/)! '4-! 8#-!1/%%;!" #-! b)$5S-%8!
'(,! &/%8!-99-58$.-! +'2 !8/!,/! %/!$%!8/!8'*S!+$8#!8#-!+ / 4S-4!$(!'! 5*-'4B!4-%0-589)*!'(,! 04/9-%:
%$/('*!&'((-4;! ` / )! %#/)*,! 4-%0-589)**2!,$4- 58!2/)4! + / 4S-4%c!'58$. $8$-%B!4'8#-4!8#'(!'%S$(7!8#-&!
9/4!9'. / 4%!/4!&'S$(7! ,-&'(,%;! " #$%!&'(( -4!+$**!- %8' 1*$%#!2/ ) !' %!8#- !- & 0*/ 2- 4!' ( , !$%!& / 4- !
*$S-*2!8/!*-',!8/!'!% ) 55-%%9)*!4-*' 8$/ ( %#$0!1- 8+ - - ( !2/ ) !' ( , !2/ ) 4!+ / 4S- 4;!
!
3%!8#-!-&0*/2 -4B!2/ ) !#'. -! 8#-!4$7#8!8/ !#' .-! 8'%S%!,/(-! $(!8#-!+'2! 2/)! + ' (8!8#-&! ,/ (-;! ` / )!
'*%/!&)%8!',,4-%%! '(2! $%%)-%!/4!04/1*-& %!8#'8!5/&-! )0;! Z #- ( !2/)! #$4-!'! + / 4S-4B!%-8!)0! 8#-!
+ / 4S-4c%!%5#-,)*-! ' ( , !8-**!#$&!/4!#-4!8#-!$&0/48'(5-!/9 !%#/ +$( 7!) 0!' %!%5#- , ) *- , !' ( , !' 44$. $( 7!
/(! 8$&-;!=-%54$1-!#/+ !$8!+$**!'99-58!2/ )4!, ' 2!$9!2/)4! + / 4S-4!$%!*'8-! /4!,/-%! (/8! %#/+ !)0;! Y-8!8#-!
+ / 4S-4!S(/ + !+#'8!8/!,/! $9!#-! /4!%#-!$%!%$5S!/4!5'(c8!&'S-!$8!1-5')%-! /9!1',! +-'8#-4; !` / )! '*%/!
%#/)*,! ,$%5)%%!+#'8!8#-!+ / 4S-4!%#/ ) *, !, / !' ( , !+#/ & !8#- !+ / 4S- 4!%#/)*,! 5/(8'58! $9!2/)! #'. -! '(!
- & - 47- ( 52;!
!
R-! %-(%$8$.-! 8/!$%%)-%!4-*'8-,! 8/!5)*8)4-!/4!4-*$7$/(;!` /)4! + / 4S-4!&'2 !5/&-!94/&!'!,$9 9-4-(8!
1'5S74/)(,B! 5)*8)4-B!/4!4-*$7$/(!/4!%$& 0*2!#' . - !, $99- 4- ( 8!. ' *) - %!/ 4!04-9-4-(5-%;!R-$(7!,$99-4-(8!
, / - %!( / 8!& - ' ( !8#' 8!- $8#-4!/9!2/)! '4-! +4/( 7;!Z #$*-!2/)! (--,! 8/!1-! %-(%$8$.-!8/!2/ )4!+ / 4S-4c%!
,$99-4-(5-%B!2/)! #' .-! 8#-!4$7#8!8/ !#' . - !8' %S%!, / ( - !8#- !+ ' 2!2/ ) !+ ' ( 8!8#- & !, / ( - ;!!
!
!
!

!
!
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!

Train Your Worker 
 
Z #$*- !2/ ) !' 4- !84' $( $( 7!2/ ) 4!+ / 4S- 4B!, - %54$1- !8#- !8' %S%!$( !, - 8' $*!1/ 8#!. - 41' **2!' ( , !$( !!
+4$8$(7;!>/(%$,-4! 54-' 8$(7!/(-! /4!&/4-! *$%8%!/9!%0-5$9$5!</1!8'%S%;!Z 4$8-!/)8! -'5#! 8'%S!14$-9*2!$(!
8#-!/4,-4!8#'8!8#-!8'%S%!'4-! 8/!1-! ,/(-;! Q(5*),-! ,-8'$*%!%)5#!'%!+#-4-! 8#-!8'%S!$%!0- 49/4&-,!
' ( , !' ( 2!%) 00*$- %!( - - , - , ;!D/ !8#4/ ) 7#!8#- !*$%8!+$8#!2/ ) 4!+ / 4S- 4!' ( , !7$. - !#$& !/ 4!#- 4!' !5/ 02;!
h--0! '(/8#-4! 5/0 2!+#-4-! 8#-!+ / 4S- 4!+$**!1- !+ / 4S$( 7;!` / ) !5' ( !0) 8!8#-!*$%8%!'+ ' 2!'( ,! 8'S-!
8#- & !/ ) 8!/ ( *2!+#- ( !( - - , - , "!!
!
C%-!8#-!5#-5S*$%8!8/!,$%5)%%!2/)4! - N0-58' 8$/(%!$(!,-8'$*i! ,-%54$1-!#/+ !2/)! + ' (8!8'%S%!0-4:
9/4&-,! '(,! &'S-! 5*-'4! 8#'8!2/)4! ,$%'1$*$82!&'2 !4-b)$4-!8#'8!8'%S%!1- !, / ( - !$( !' !%0- 5$9$5!+ ' 2;!Q9!
0/%%$1*-B!$8!&'2 !1-! #- *09)*!8/!%#/+!'! (- + !+ / 4S-4!#/+!8'%S%!'4-!8/!1-! 0-49/4&-,;! H*' ( !/(!
84'$($(7!2/)4! + / 4S-4!/. -4!%-. - 4'*!,' 2%;!= / !(/8!-N0-58!#$&!/4!#- 4!8/!4-&-&1-4!8#-!</1!8'%S%!
'98-4!7/$(7! 8#4/)7#!8#-&! +$8#!2/ )! <)%8!/(5-;!Q8!+$**!8'S-!8$&- !9/4!2/)! 8/!- N0*'$(!#/ + !2/ )! + ' (8!
8#$(7%!,/(-! '(,! 9/4!2/)4! + / 4S-4!8/!7-8!5/ &9/48'1*- !, / $( 7!8#$( 7%!8#- !+ ' 2!2/ ) !+ ' ( 8!8#- & !, / ( - ;!!
!
Q(!',,$8$/(! 8/!84'$($(7!2/)4! + / 4S-4!/(! 8#-!%0-5$9$5!</1!,)8$-%B!2/ )4!+ / 4S-4!&)%8!1-! 84'$(-,! $(!
) ( $. - 4%' *!04- 5' ) 8$/ ( %B!9$4%8!' $, !' ( , !>H@;!3%S!2/)4! %)00/48%!5// 4,$('8/4 !'1/)8! ,$99-4-( 8!0/%%$:
1$*$8$-%!9/4!84'$($(7;!
 
" 4) %8!Q%%) - %!
" #- !4- *' 8$/ ( %#$0!1- 8+ - - ( !2/ ) !' ( , !2/ ) 4!+ / 4S- 4!$%!0-4%/('*! $(!('8)4 - ;!` / ) !& ) %8!, - 5$, - !
+#- 8#- 4!2/ ) !+ ' ( 8!8/ !#' . - !' !0) 4- *2!04/9-%%$/('*!4-*'8$/(%#$0!/4!'! 4-*'8$/(%#$0!8#'8!$%!1/8#!!!!
04/9-%%$/('*!'(,! %/5$'*;! =/ !( / 8!*- 8!2/ ) 4!94$- ( , %#$0!+$8#!2/ )4!+/ 4S-4!$(8-49-4-! +$8#!2/ )4!04/9-%:
%$/('*!4-*'8$/(%#$0;!!
!
` / )! '4-! $(. $8$(7!2/)4! + / 4S-4!$(8/!2/)4! #/& -B!+#-4-! #-! /4!%#-! & $7#8!#'. -! '55-%%!8/ !2/)4! 0/%:
%-%%$/(%B!&/(-2 !'( , !&-,$ 5'8$/(%;!"#-4-! '4-!'!()& 1-4!/9!04-5')8$/(%!2/ ) !5' ( !8' S- !8/ !%' 9- :
7) ' 4, !2/ ) 4!1- */ ( 7$( 7%;!" #- !9$4%8!04-5')8$/(! $%!8/!%54--(!+ / 4S-4%!8#/4/)7#*2d!0-49/4&! 1'5S:
74/)(,! 5#-5S%!'(,! 5#-5S!+$8#!4-9-4-(5-%!8/!,- 8-4&$(-!$9!'00*$5'(8%!'4-!84)%8+/48#2;!
 
? ' ( , *$( 7!6 / ( - 2!
Q9!2/)! (--,! #- *0!#'( ,*$(7!&/(-2 B!$8c%!1-88- 4!8/!7-8!8#'8!#-*0!94/& !%/&-/(-! /8#-4!8#'( !2/)4!
+ / 4S-4B!%)5#!'%!'! 9'&$*2!&-& 1- 4!/ 4!' !84) %8- , !94$- ( , ;!? ' . $( 7!2/)4! + / 4S-4!#'(,*-! 2/ )4!&/(-2 !
5'(! 5')%-! 04/1*-&%!9/4!1/8#!/9!2/);! `/)! 4$%S!#'. $( 7!& / ( - 2!%8/ *- ( !' ( , !2/ ) 4!+ / 4S-4!4$%S%!1-:
$(7!'55)%-,! /9!8#-98;!!
!
Q9!2/ ) !%/ & - 8$& - %!( - - , !8/ !#' . - !2/ ) 4!+ / 4S- 4!#'(,*-! &/(- 2B!)%-! 8#-!9/**/+$(7!7)$,-* $(-%d!!

!" 3. / $, !*- 88$( 7!2/ ) 4!+ / 4S- 4!+4$8- !5#-5S%!/4!+$8#,4' + !&/(- 2!9/4!2/);!
!" E- . - 4!*- 8!2/ ) 4!+ / 4S- 4!)%-!2/ )4!54-,$8!5'4, ;!
!" Q9!2/)! '%S!2/)4! + / 4S-4!8/!8'S-! & / (-2 !94/&!2/)4! + ' **-8!/4!0)4%-!8/ !&'S-!'!0)45#'%-!9 / 4!

2/)B! '* + ' 2%!/1%-4. - !#$&!/4!#- 4B!4- 5/ 4, !8#- !' & / ) ( 8!8' S- ( !$( !' !( / 8- !' ( , !%$7( !8#- !4- 5- $08!
+#-(! 8#-!+ / 4S-4!4-8)4(%!+$8#!8#- !0) 45#' %- !'(,! 5#'(7-;!

!
Q9!2/)!'%S! 2/)4! + / 4S-4!8/!+4$8-!5#-5S%B!,/5)& -(8! +#-(B!+#2B!'( ,! 8#-!'&/)(8! /9!-'5# !5#-5S;!
h- - 0!' !+4$88- ( !4- 5/ 4, !8#' 8!2/ ) !1/8#!%$7(;!6 ' S-!%)4-!8#'8!2/)4! + / 4S-4!#'%!'! %$7(-,! ,/5)&-(8!
-N0*'$($(7!+#2!5#-5S%!'4-!+4$88-(!8/!#$&!/4!#-4B!$(!5'%-! %/&-/(-! b)-%8$/(%!$8!*'8-4;!

Fe!



!

!
>/&&)($5'8$/( !
" #-! 9$4%8!%8-0!$(!%)55-%%9)*!5/&& ) ( $5' 8$/ ( !+$8#!2/ ) 4!+ / 4S- 4!$%!8/ !- %8' 1*$%#!2/ ) 4!' ) 8#/ 4$82!' %!
-&0*/2 -4!94/&!8#-!1-7$(($(7;!" #$%!')8#/4$82!&-'(%!8#'8!$9!2/ )! ' 4- !( / 8!#' 002!+$8#!%/ & - 8#$( 7B!!
2/)! #'.-! 8#-!4- %0/(%$1$*$82!8/!5#'(7-! /4!9$N!$8;!A$&$*'4*2B!$9!2/ ) !8#$( S!8#' 8!2/ ) 4!+ / 4S- 4!$%!) ( :
#'002 !+$8#!%/&-8#$( 7B!$8!$%!2/ )4!4-%0/(%$1$*$82!8/!',,4-%%!8#-!%$8)'8$/ (! '(,! +/4S!+$8#!#$&!/4!
#-4!8/!%/*.-! 8#-!04/1*- &;!
!
" - **!2/)4! + / 4S-4!+#- ( !#-! /4!%#- !, / - %!%/ & - 8#$( 7!+ - **!' ( , !$, - ( 8$92!' ( 2!04/ 1*- & %!+#- ( !8#- 2!
'4-! %&'**!%/!8#'8!8#-2!, / !( / 8!74/ + ;!R- !%0- 5$9$5!+#-(! 7$. $(7! 9- -,1'5S;! ]D4-'8! </1^!, /-%!(/8!
#'. - !&)5#! &-'($ (7; !Q(%8-',B!,-%54$1-!#/ + !2/ )! 4-'**2!*$S-,!8#-!+ ' 2!'! 8'%S!+ ' %!,/( - ;!!
!
@- & - & 1- 4!8#' 8!2/ ) !#' . - !8#- !4$7#8!8/ !,$4-58!#/+ !2/)4! + / 4S-4!04/. $,- %!2/ ) !+$8#!%) 00/ 48;!Q9!2/ ) 4!
+ / 4S-4!,/-%! %/&-8#$(7! 8#-!+4/(7! + ' 2B!- N0*'$(!#/+ !8#-!8' %S!+'%!0-49/4&-,!$(5/44-58*2!'(,!
7$.- !%0-5$9$5!$(%84)58$/(%!'1/)8!+ #'8!(--, %!8/ !1- !, / ( - !, $99- 4- ( 8*2;!Z #- ( !7$. $( 7!9- - , 1' 5S!8/ !
5/44-58!8#-!+ ' 2!2/)4! + / 4S-4!,/-%! %/ & - 8#$( 7B!%0- ' S!5' *& *2;!R- !5*-'4B!4-%0-589)*!'(, !#/(-%8;!Q9!
2/)! (--,! 8/!- N04-%%!(-7'8$. -! 9--*$(7%B!54$8$5$P-!2/)4! + / 4S-4c%!1- #'. $/4!'(,! ( / 8!2/)4! + / 4S-4;!
=/! (/8! 1-! &-'(! /4!4),-;! C%-!-2 -! 5/(8 '58!'(,! *$%8- ( !8/ !2/ ) 4!+ / 4S- 4c%!5/(5-4(%;! Z / 4S!8/7-8#-4!
8/!9$(,!'! %/*)8$/(!8#'8!%'8$%9$-%!1/8#!/9!2/ )B!1)8!4-&-&1-4! 8#'8!2/ ) !#' . - !' !4$7#8!8/ !#' . - !2/ ) 4!
%)00/48!04/. $,- , !$(!8#- !+ ' 2!8#' 8!2/ ) !+ ' ( 8;!

Precautions You Can Take to Protect Your Assets and Yourself 
"#-! 9/ **/+ $(7!'4-! /8#- 4!04-5')8$/( %!2/ )! '( ,! 2/ )4!' **$-%!5'(! 8'S- d!

!" >/(%$,-4! #'. $(7!2/)4 !1-(-9$8%!0'2 &-( 8%!/ 4!0'2 5#-5S%!,-0/%$8- , !,$4-58*2!$(8/!'!
1'(S! '55/)(8;! Q9!2/)! )%-!'! 4-04-%-(8'8$. -! 0'2 --! 9/4!2/)4! AAQ!/4!AA=Q!1-(-9$8%B!,/!
(/8! &'S-! 2/)4! + / 4S-4!2/)4! 4-04-%-(8'8$. -! 0'2 --;!

!" Y/ 5S!) 0!/ 4!0) 8!' + ' 2!0- 4%/ ( '*!0'0-4%!$(!'! 9$*$(7!5'1$(-8B!%'9-82!,-0/%$8!1/N!/4!' !
%' 9- ;!

!" H$5S!)0! '(,! 7/! 8#4/)7#!8#-!&' $*!2/)4%-*9!/4!'%S!%/&-/(-! / 8#- 4!8#' ( !2/ ) 4!+ / 4S- 4!8/ !
,/! %/;!>/(%$,-4! )%$(7!'! 0/%8!/99$5-!1/ N!8/!&'S-!%)4-! 8#'8!2/)4! + / 4S-4%!,/! (/8! #' .-! !!!!!!
'55-%%!8/!2/)4! &'$*;!

!" = / !( / 8!7$.- !+ / 4S-4%!2/ )4!3" 6 !5'4,%!'(,! HQE!()&1-4%;!
!" @-. $- + !2/ )4!1'(S! ' ( , !54-,$8!5'4,! %8'8-&-(8%!-. -42!&/(8#B!'( , !'8!*-'%8!/(5-! '! 2-'4! !!!!

4-b)-%8!'!54-,$8!4-0/48!94/&!/(-!/9! 8#-!8#4--!&'</4! 54-,$8!1)4-' )%d!!
Vb)$9'N!\Gjj_! MJM:KJGMi!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!! !!!!!
VN0-4$'(!\GGG_!fIe:f egJ!/4!!
" 4' ( %) ( $/ ( !\Gj j _!KGj :eJGI !/ 4!!
/(*$(-! '8!annualcreditreport.com;!!!!!

!!!!!!!` /)!5'(!/18 ' $(!/ (-! 94--!54-,$8!4-0/48!94/&!-'5#! /9!8#-%-!5/ &0'($-%! -.-4 2!2- '4; !
!" h- - 0!84' 5S!/ 9!2/ ) 4!& - , $5' 8$/(!/4!'%S!2/ )4!/(-! /9!2/)4! '**$-%!8/!,/! %/;!
!" = / !( / 8!*-(,!2 / )4!+/4 S-4!2/)4!04/0-482!9/4!#$%!/4!#-4!/+ (! 0-4%/('*! )%-;!
!" R-!%)4-!8/!7-8!2/ )4!S- 2!1'5S! +#-(! '! +/4S-4!b)$8%!/4!$%!9$4-,B!'(,!5/(%$,-4!5#'(7$(7!

2/)4! */5S%;!
!" >#- 5S!8#- !0#/ ( - !1$**!- ' 5#!& / ( 8#!9/ 4!) ( ' ) 8#/ 4$P-,!5'**%;!>/(%$, - 4!1*/ 5S$( 7!- N0- ( :

%$.- !5'**%!\%)5#!'%!Ijj:E)&1-4%!/4! */ ( 7!, $%8' ( 5- _!94/ & !2/ ) 4!0#/ ( - ;!
!" E- . - 4!',,! 8#-!+ / 4S- 4c%!('&-! 8/!%'. $(7%B!5#-5S$(7B!5#'47-! '55 / )(8%!/4!'(2 !/8#-4!!!

,/5)&-(8%;!

FG!



!

Performance Reviews 
(Letting Your Worker Know How He or She is Doing on the Job) 
    
Z #-(!2 /)!#$4-!'!+ / 4S-4B!%-8!)0!'!0*'(! 8/!4- . $- + !#/ + !2/)4! + / 4S-4!$%!,/$(7;! " #$%!4-. $-+ !+$**!
7$.- !2/ )! '(,! 2/)4! + / 4S-4!'(! /00/48)($82!8/!,$%5)%%!#/+!8'%S%!'4-!,/(-! $(!,-8'$*!'(,! ',,4-%%!
'(2 !/(7/$( 7!$%%)-%;!R2!%-88$(7!$8!)0! $(!', . '(5-B! 8#-!+ / 4S-4!+$**!S(/+ !8#'8!$8!$%!(/8! 0)($%#&-(8;!
38!8#- !4- . $- +B!8' *S!' 1/ ) 8!84' $( $( 7!8#' 8!& ' 2!1- !( - - , - , ;!3%S!2/ )4!%)00/48%!5//4,$('8/4! '1/)8!
8#- !84' $( $( 7!' . ' $*' 1*- !$( !2/ ) 4!' 4- ' ;!" #$%!4- . $- + !, / - %!( / 8!4- 0*' 5- !/ ( 7/ $( 7!9- - , 1' 5S;!!!
!
O$4$(7!'! Z / 4S-4!
E/1/,2 !*$S-%!8/!9$4-!'!+ / 4S-4B!1)8!2/)!&' 2!9$(,!2/)4%-*9!$(!'!%$8) ' 8$/ ( !+#- 4- !2/ ) 4!/ ( *2!5#/ $5- !
$%!8/!*-8!/(-! /9!2/ )4!+/4S-4%!7/;! !
!
" #- !1- %8!+ ' 2!8/ !' . / $, !#' . $( 7!8/ !9$4-!'! + / 4S-4!$%!8/!1-7$(! ,-'*$( 7!+$8#!'(! $%%)-!+#-( !$8!9$4%8!
'4$%-%;!A-8!'%$,-!8$&-!8/!%$8!, / + ( !$( !' !b) $- 8!0*' 5- !' ( , !& ' S- !%) 4- !2/ ) 4!+ / 4S- 4!) ( , - 4%8' ( , %!
#/+ !%-4$/)%!8#-!04/1 *-&! $%!'(,! #/+ !$8!'99- 58%!2/ )! '(,! 2/)4! '5 8$. $8$-%;!=-%54$1-!8#-!04/1*-&!
' ( , !8#- !%/ *) 8$/ ( !2/ ) !+ ' ( 8;!R- !/ 0- ( !8/ !2/ ) 4!+ / 4S- 4c%!$, - ' %!' 1/ ) 8!#/ + !8/ !%/ *. - !8#- !04/ 1*- & B!
1)8!4-&-&1-4! 8#'8!2/)! &'S-! 8#- !9$( ' *!, - 5$%$/ ( !' 1/ ) 8!#/ + !2/ ) 4!+ / 4S-4!,/-%!8#-!</1!,)8$-%;!
!
" #-4-! &'2 !1-! 8$&-%!+#-(! 2/)! (- -,! 8/!9$4- !'! + / 4S-4!$&&-,$'8 -*2!9/4!4-'%/(%!%)5#!'%!8#-98B!
8#4- ' 8- ( $( 7!/ 4!' 1) %$. - !1- #' . $/ 4B!/ 4!8#- !) %- !/ 9!, 4) 7%!/ 4!' *5/ #/ *;!Q9!2/ ) !( - -,!8/! 9$4-!+/4S-4B!'%S!
/ ( - !/ 9!2/ ) 4!' **$- %!8/ !1- !+$8#!2/ ) !, ) 4$( 7!8#- !' 58) ' *!9$4$(7;!` / )4!' **2!+$**!04/. $,-! 2/)! +$8#!%)00/48!
' ( , !- ( %) 4- !8#' 8!8#- !+ / 4S- 4!, / - %!( / 8!' 55) %- !2/ ) !/ 9!%'2$( 7!/4!,/$(7! 8#$(7%!8#' 8!2/ ) !, $, !( / 8!%' 2!
/ 4!, / ;!
!
Q9!2/)! %)%0-58!2/)4! +/4S-4!%8/*-!%/&-8#$(7!94/&!2/)B!' %S!#$&!/4!#-4!%/!8#'8!2/ )! 7-8!#$%!/4!#-4!
%$,-!/9!8#-!%8/42;!Q9!2/)! '4-! 5- 48' $( !' 1/ ) 8!8#- !8#- 98!/ 4!$9!2/ ) 4!+ / 4S-4!-(7'7-%!$(!'1)%$ . - !1-#' . :
$/ 4!8/ + ' 4, !2/ ) B!5' **!8#- !0/ *$5- ;!31) %$. - !1- #' . $/ 4!$( 5*) , - %!8/ ) 5#$( 7!2/ ) !$( ' 004/ 04$' 8- *2B!#$88$( 7!
2/ ) B!( - 7*- 58$( 7!2/ ) 4!( - - , %B!5' **$( 7!2/ ) !( ' & - %B!2- **$( 7!' 8!2/ ) !/ 4!,/$(7! /8#-4!8#$(7%!8#'8!&'S-!
2/)!)(5/&9/48'1* -;!Q9!2/ )!'4-!'9 4'$,!8#'8!8#-!0-4%/('*!'%%$%8'(8!+$**!#'4&! 2/)B!*-8!8#-!0/*$5-!
S( / + ;!Q( !' , , $8$/ ( B!5' **!2/)4! %)00/48%!5//4, $( ' 8/ 4!' ( , !2/ ) 4!' **$- %;!
!
A/&-! 0-/0*-! *-8!0-882!8#-98%!7/! /(! 1- 5') %-!8#-2!'4-! '94'$,! /9!*/ %$(7!8#-$4!+ / 4S-4%!' (,! (/8! 1-:
$(7!'1*-! 8/!9$(,!4-0*' 5-&-(8%;!=$99$5) *82!$( !9$( , $( 7!' !+ / 4S- 4!$%!( / 8!' !. ' *$, !4- ' %/ ( !9/ 4!%8' 2$( 7!$( !
'(! '1)%$.-! %$8)'8$/(;! Q(%8-',B!842!8/!#' .-! - (/)7#! 4-7)*'4! -&0* / 2- - %B!& ' ( 2!0- / 0*- !$( !2/ ) 4!
1'5S)0!0*'(B!'(,!94$- (,%!2/ )!5'(!5'** !%/ !8#'8!8#-!*/%%!/9!/(-! +/4S-4!+$**!(/8! 5')%-! 2/)4! -(8$4-!
%)00/48!%2%8-&!8/!9'**!'0'48;! @-&-&1-4!8#'8!2 /)!5'(!'%S! 2/ )4!'**$-%B!9'&$*2B!94$-(,%!'(,!%)0:
0/48%!5//4,$('8/4! 9/4!'%%$%8'(5-;!!
!

FI !



!

Sample Job Descriptions/Advertisements 
!
!

A'& 0*-!pF!
H' 48:8$& - !9- & ' *- !' %%$%8' ( 8d!9/ 4!' 58$. - !2/ ) ( 7!+ / & ' ( !+$8#!' !, $%' 1$*$82;!3%%$%8' ( 5- !+$8#!74/ / & $( 7B!#/ ) %- +/ 4S!
' ( , !' 55- %%$( 7!8#- !5/ & & ) ( $82;!O*- N$1*- !#/ ) 4%;!> ' **!MMM:FFFF;!
!
!
!

A'& 0*-!pJ!

A--S $(7!0--4! %)00/48!9/ 4!2/ )(7! & ' (! +$8#!,$%'1$*$82;!Z / 4S-4!+$**!#-*0!'55-%%!5/&& )($82!%-4.$5-%!'(,! '58$.$:
8$- %!' ( , !04/ . $, - !%) 00/ 48;!VN5- **- ( 8!/ 00/ 48) ( $82!9/ 4!%/ & - / ( - !+#/ !+ ' ( 8%!8/ !%#' 4- !#$%!- N0- 4$- ( 5- !+$8#!, $%' 1$*:
$82;!oFj !0- 4!#/ ) 4;!> ' ( !+ / 4S!' 4/ ) ( , !2/ ) 4!%5#- , ) *- ;!> ' **!MMM:FFFF;!
!
!

A'& 0*-!pf!
O-& ' *-!0-4%/('*! 5'4-! '88- ( , ' ( 8!9/ 4!+ / & ' ( !+$8#!' !, $%' 1$*$82a 6/(B! Z - ,B!O4$B!A'8B!e:Idfj! ';& ;!!oG;Mj!0-4!
#/ ) 4;!Z $**!84' $( ;!> ' **!MMM:FFFF;!
!

!
!

A'& 0*-!pg!

Y/ / S$( 7!9/ 4!4- %0/ ( %$1*- !$( , $. $, ) ' *!8/ !' 55/ & 0' ( 2!' !2/ ) ( 7!& ' ( !+$8#!' !, $%' 1$*$82!8/ !. ' 4$/ ) %!5/ & & ) ( $82!' 58$. $:
8$- %!F!8/ !J!8$& - %!' !& / ( 8#;!!

!" 6 ) %8!#' . - !4- *$' 1*- !84' ( %0/ 48' 8$/ ( !

!" 6 ) %8!1- !$( 8- 4- %8- , !$( !#' . $( 7!9) ( !

!" 6 ) %8!- ( </ 2!7/ $( 7!8/ !5/ & & ) ( $82!9- %8$. ' *%B!& / . $- %B!. $, - / !' 45' , - %B!8#- !& ' **B!& ) %- ) & !' ( , !/ 8#- 4!*/ 5' *!#/ 8!
%0/ 8%!

!" 6 ) %8!1- !FG!/ 4!/ *, - 4!

!" @- 9- 4- ( 5- %!' ( , !1' 5S74/ ) ( , !5#- 5S!4- b) $4- , !
H' 2!$%!oI ;j j !0- 4!#/ ) 4;!" / !%- 8) 0!' ( !$( 8- 4. $- +B!5' **!MMM:FFFF;!
!
!
!

A'& 0*-!pM!

A- - S$( 7!$( , $. $, ) ' *!8/ !#- *0!2/ ) ( 7!+ / & ' ( !+$8#!, $%' 1$*$82!8/ !#- *0!7- 8!' 55- %%!' ( , !5/ / 4, $( ' 8- !
5/ & & ) ( $82!0' 48$5$0' 8$/ ( !$(5*),$(7!84'(%0/48'8$/(!8/!'(,! 94/&! '0 0/$(8&-(8%B!4-54-'8$/(! !!
'58$.$8$-%!'(,! -&0*/ 2&-(8;! 3%%$%8!+ / &'(! 8/!('. $7'8-!%-4. $5-%!'(,!%)00/48%!$(5*),$( 7!!!
%-4.$5-!'44' 2B!5/(%)&-4! 4$7#8%B!' ( , !74$- . ' ( 5- !04/ 5- , ) 4- %;!O*- N$1*- !? / ) 4%!' ( , !D/ / , !H' 2;!
>'**!MMM:FFFF;!!

!

!!

Jj !



!

Job Description Worksheet 
 

Z 4$8-!'! 14$-9!,-%54$08$/(! /9!8'%S%!2/ )4!+ / 4S-4!+$**!1- !- N0- 58- , !8/ !0-49/4&;!C%-!/(*2 !8#-!
5'8-7/4$-%!8#'8!2/)! ( - - , !' ( , !$7( / 4- !8#- !4- %8;!
!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
@-54-'8$/(LY-$%)4-LVN- 45$%-!
!!
!!!!!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
> / & & ) ( $82!H' 48$5$0' 8$/ ( !\%) 5#!'%!#-*0!9$(, $(7!'(,!'55-%%$(7!' 58$.$8$-%!$(!8#-!5/&& )($82!
8#'8!$(8-4-%8!2/ )_!
!
!
!
?-*0! +$8#!D-88$(7!D/ . - 4(&-(8 !R-(-9$8%!\%)5#! '%!%-4.$5-%!'(,! %)00/48%B!A/5$'*!A-5)4$82!
1-(-9$8%!/4!4-#'1$*$8'8$/(! %-4.$5-%_!
!!!!!
!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
?/)%-#/*,! " ' %S%!\#/)%-S--0$ (7B!%#/00$(7B!*')(,42 B!&-'*! 04-0' 4'8$/(_!
!
!
!
" 4'(%0/48'8$/(! \8/!& - ,$5'*! '00/ $(8&-(8%B!74/5-42!%#/00$(7!/4!5/&&)($82 !'58$.$8$-%_!
!
!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
V&0*/2 &-(8!A)00 /48!\%) 5#!' %!</ 1!5/ ' 5#$( 7_!
!
!
!
H--4!A)00/48!!
!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
!
H-4%/('*! >'4-! \%)5#!'%!,4-%%$(7B!1'8#$(7B!84'(%9-44$(7B!-'8$(7_!
!
!
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
U8#- 4!
!
!
?/)4%LA5#-,)*-!
!
!
!
H' 2!@' 8- !

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
!

JF!



!

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

JJ!

! Sample Interview Questions 
 

General Questions 
!" Z #2!' 4- !2/ ) !$( 8- 4- %8- , !$( !8#$%!S$( , !/ 9!+ / 4Sk!
!" Z #' 8!S$(,!/ 9!%0-5$'*!84'$( $(7! ,/ !2/)! #' .-k!
!" >'( !2/)! , 4$.-k! > '(! 2/ )! /0 -4'8-! & 2!.'(k! !Z / )*,! 2/) !1-! +$**$(7!8/ !,4$.-! & - !+#-(! Q!( --,! 8/ !7/ !!!!

%/ & -+#- 4- k!=/ !2/)! #'.-! 5'4!$(%)4'(5-k !
!" 34-!8#-4-! ' (2 !04/1*-& %!+$8#!8#-! ,'2 %!/4!#/) 4%!8#' 8!Q!(--, !2/)! 8/! + /4Sk!
!" >'( !2/)! + /4S!/(! + --S -( ,%!/4!#/*$,' 2%k!
!" ?/+ !& )5 #!+$**!2/)! (- -,! 8/! 1- !0'$,k !34- !2/)! +$**$(7!8/ !+/4S!9/4!olll l lk!
!" Z / ) *, !2/)! '74-- !8/! '! 84$'*!0-4$/,! 9/4!84'$($(7 !'( ,! 8/! %--!$9!+ -! 7- 8!'*/( 7k!
!" >'( !2/)! 8-**!& - !'1/)8! 2/ )4%- *9k!
!" =/! 2/)! #' .-! -N0-4$-(5-! ,/$(7! '( 2!/9!8#- %- !8' %S%k!
!" Z #- 4-!-*%- !#'. -! 2/)! +/4S-,k!
!" =/! 2/)! #' .-! 4-*$'1*-!84'(%0/ 48'8$/(k !
!" ?/+ !*/ (7! ,/! 2/)! 0*' (! 8/! %8'2 !/(! 8#-! </1k!Z $**!2/ )! 04/. $,-! 8+/! + --S%!(/8$5- !1- 9/4- !b)$88$(7k !
!" Z #2!, $, !2/)! *-'.-! 2/ ) 4!*'%8!</1k!
!" Z #' 8!,$, !\/4! ,/_ !2/) !*$S-!'(,! , $%*$S-! ' 1/)8 !2/) 4!*'%8!\/4!5)44-(8_!</1k!
!" Q9!8#- 4- !'4- !7'0%!1-8+--(! </1%B!+#2k!
!" 34-!2/)! 5)44-(8*2!+/4S$(7k! !Z #-4-k !? /+! */(7! #' .-! 2/) !+/4S-,! 8#- 4- k!
!" 34-!2/)! *//S $(7!9/4!8- &0/4'4 2!/4!0- 4&'(-(8 !+/4Sk!
!" Z #2!, $, !2/)! '(% +-4!& 2!', !$(%8-',! / 9!/8#-4%!2/ )! & '2 !#'.-! %--(k !

Specific Questions 
" #-! 9/**/+ $(7! b)- %8$/( %!' 4- !4-*' 8-, !8/! b)'*$8$-%!%0- 5$9$5!8/! 0- 4%/(%; !" #- %-! b) -%8$/ (%!'4-! $& 0/48'(8! 1-:
5' )%-! $8!$%!/ 98-( !8#-! %& '**!,' 2:8/:,' 2!,-8 ' $*%!8#'8!5'( !& ' S-!/4!14-'S !'(! '44'(7- & -(8 ;!C%- !8#-& !'%!!!!!!!
-N' & 0*-%!8/ !,- .-*/0! 2/)4! /+ (! b)- %8$/(%!%0-5$9$5!8/ !2/)4! *$9- B!(--, %!/4!04-9- 4- (5 - %;!
!" =/ !2/)! & $(, !1-$(7! ' 4/)(,! %/& -/(- !+#/! %&/S-%!/4!, 4$(S%k!
!" Z $**!$8!1/ 8#-4!2/)! 8/!+/ 4S!'4/)(, !' !5*) 88-4-,! #/) %-k!
!" 34-!2/)! ' **-47$5!8/! %& / S-! /4!0- 8%k!

Sensitive Questions!
V& 0*/2-4%!'4-! (/8! '**/ + -,! 8/!& ' S-!#$4$(7!,-5$%$/(%!/( !8#- !1'%$%!/ 9!( / (:</1:4-*'8-,! 9' 58/4%!%)5#!'%!!!!!!!
4- *$7$/ ( B!4' 5- B!5/ */ 4B!( ' 8$/ ( ' *!/ 4$7$( B!' 7- B!%- NB!#- $7#8B!+ - $7#8B!& ' 4$8' *!%8' 8) %B!/ 4!, $%' 1$*$82;!" #- 4- 9/ 4- B!2/ ) !
( --,! 8/ !1- !5' 4-9)*!'1/ ) 8!#/+ !2/)! ' %S!5-48'$(! b)-%8$/(%; !" #-! 9/**/+$(7! b)-%8$/( %!'4- !-N'& 0*- %!/ 9!!!!!!
b)-%8$/(%!8#'8!2/ )! 5'(! '%S!' (, !8#- !4-'%/(! +#2!2/)! %#/)*,! ' %S!8#- !b)-%8$/(!8#' 8!+' 2;!

Question Reason You Need to Ask the Questions in a Specific Way 

34-!2/)! FG!2-'4%!/ 9!' 7-! /4!/*, -4k!!!!!!!!!!` /) !5'(! /(* 2!'%S!' 1/)8 !'7 -! 8/! ,- 8-4& $(- !$9!%/ & -/(- !$%!/ 9!*-7'*! '7 -; !

?' .-! 2/ )! -.-4! 1--(! 5/(.$58-,! / 9!'!
54$& -k! Z #'8k!Z #-4-k !Z #- (k !

` / ) !5'(( /8!& ' S-!'(! $(b)$42!$(8/ !'44-%8%!8#' 8!, $,! ( / 8!4-%) *8!$(!5/(.$5:
8$/ ( B!1) 8!2/ ) !5' ( !' %S!+#- 8#- 4!8#- 4- !' 4- !' ( 2!9- */ ( 2!5#' 47- %!0- ( , $( 7!
'7'$(%8!8#-! 0-4%/(; !

Q%!8#-4-! '(2 8#$(7!$(!8#-! </1!,- %54$0:
8$/ (! 8#' 8!2/ )! 5'( c8!/4!+ /(c8!,/k!

` / ) !5' ( c8!' %S!$9!8#- !0- 4%/ ( !#' %!' !, $%' 1$*$82;!" #$%!1' ( !& - ' ( %!8#' 8!2/ ) !
5'((/ 8!' %S!$9!%/& -/(-! 4-5-$.-%!%)00/48!%-4.$5-%!/4!8'S- %!& - ,$5' :
8$/(! 9/4!'! 0#2%$5'*! /4!& -(8'*! 5/(,$ 8$/(; !

Z / ) *, !2/)! -. -4!(--,! 8/! 14$(7!%/ &-:
/(-!8 /! + /4Sk!

` /) !5'(c8!'%S!$9!%/& -/ (-! $%!&'44$-,! /4!#' %!5#$*,4-(B!1)8!8#$%!b)-%:
8$/(! $%!,$4-58*2!4-*'8-,! 8/! </1!0-49/4& '(5- ;!



!

Name   

City State Zip Phone Number 

Are you a US Citizen         Yes____ No____ 
If no, give Alien Registration Card or Work Permit 
Number 

Highest Education Level Completed 
Certifications, Licenses, CPR 
Other Training/skills: 

Work History 

Name and Address of Company From To Reason for  
Leaving Name of Supervisor 

  Mo Yr Mo Yr 
    

          
  Describe the work you did: 
  
Telephone Number 
  

Name and Address of Company From To Reason for  
Leaving Name of Supervisor 

  Mo Yr Mo Yr 
    

          
  Describe the work you did: 
  
Telephone Number 
  

Name and Address of Company From To Reason for  
Leaving Name of Supervisor 

  Mo Yr Mo Yr     
          
  Describe the work you did:   
  
 Telephone Number 
  

Address   

Sample Application for Employment 

Days/Hours Available 
 

Beginning Time Available 
 

Ending Time Available 
 

Hours 
 

Monday       
Tuesday       
Wednesday       
Thursday       
Friday       
Saturday       
Sunday       
Total Hours   
 
Signature  of Applicant  ____________________________________    Date_________________________ 
 

Jf !
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Reference & Background Check Release Form 
 

300*$5'( 8c%!E' & -dllll llll llllll lllllll l llllH/8-(8 $'*!V& 0*/2- 4dllllll lllllll llllll llllll!
!
QB!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!B!') 8#/4$P-! & 2!0/8-(8 $'*!- & 0*/ 2-4!/4!'( 2!0-4%/(! ') 8#/4$P-,!12!
#$&!/4!#- 4!8/!5/( 8'58!& 2!9/4& -4!- & 0*/2- 4%!'( ,! 8#-! 0- 4%/ ( ' *!4- 9- 4- ( 5- %!8#' 8!Q!#' . - !7$. - ( !+$8#!4- 7' 4, !8/ !
& 2!</1!0-49/4& ' (5 -! ' (,! 5#'4'5 8- 4;!Q9!8#$%!0/ %$8$/(!4-b)$4-%!-$8#-4!8#'8!Q!,4$.-! & 2!-& 0*/2-4c%!.-#$5*-! /4!
,4$.-! & 2!-& 0*/ 2-4!$(!& 2!. -#$5*-B!Q!'74--! 8/! %#/ + !& 2!-& 0*/2-4!04//9!/ 9!5)44-(8!$(%) 4' (5 - !/(! & 2!.-# $:
5*- !' ( , !04// 9!/ 9!' !. ' *$, !, 4$. - 4c%!*$5- ( %- ;!Q!' *%/ !' 74-- !8/ !5/ / 0- 4' 8- !+$8#!& 2!- & 0*/ 2- 4!$( !/ 18' $( $( 7!' !5/ 02!
/9!& 2!, 4$.$(7!4-5/4, B!+$8#!8#- !)(,-4%8'(,$(7 !8#' 8!& 2!- & 0*/2-4!+$**!0' 2! ' ( 2!( -5 -%%'4 2!5/%8%;!Q!)(,-4:
%8'(,! 8#'8!& 2! - & 0*/2-4!& ' 2! 5#- 5S!0)1*$5!5/)48!4-5/4, %!9/4! 5' %-%B! 5$. $*!/ 4! 54$& $('*B! *$%8- ,! )(,-4! & 2!
(' & - ;!
!

A$7('8)4-! / 9!300*$5' (8d!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!l l l !!! =' 8- dll llll lllllll lllllll lllll llll!
A/5$'*!A-5)4$82!E)& 1- 4dllll! !!!!!!!!!!!!!!!l llll llll ll! !!!!!!!l !!= ' 8- !/ 9!R$48#dl l l l l l l l l l l l l l l l l l l l l l l !
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A$7( ' 8) 4- !/ 9!H/ 8- ( 8$' *!V& 0*/ 2- 4d!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!= ' 8- d!l l l l l l l l l l l l l l l l l l l l l l l l l l l l !
H4-.$/)%!E'& - !C%-,d!lllll llllll lllllll llllll lllllll lllll lllllll !
Q!')8 #/4$P-! 8#-! 0/8-( 8$'*!- & 0*/2-4!/4!'! 0-4%/( !') 8#/4$P-,!12!8#-! 0/8- (8$'*! - & 0*/2-4!8/! 5/(8 ' 58!8#-! !!!
9/**/+ $(7! 4-9-4-(5 - %!'( ,! ') 8#/4$P-!8#- !9/ **/+$(7! 4-9-4-(5 - %!8/! 4-*-'%- !$(9/4& ' 8$/(! 8/! & 2!0/8-( 8$'*! !!!
-& 0*/2-4!/4!#$%!/4!#-4!4-04-%-(8'8$.-!8/! - . '*)'8-! & 2!b) '*$9$5' 8$/(%!9/ 4!8#-! '1/ .-: & -( 8$/(-,! 0/ %$8$/(; !
References \0*-'%-! 04/.$,- !8+ / !- & 0*/2& -( 8!'(,! 8+ /! 0-4%/('*! 4-9-4- (5 -%_!
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E'& -! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!llll llll V& 0*/2-4!L!H/%$8$/( !ll llllll lllllll lllll lllllll lll !
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Prototype 
Employment Agreement 

!
! " #$%&'( &)" *+,&'#- *' . %&-( +&) / - . 0$#%&- /$&1*- . $%&2 3$/$&%1$. '4' .&'(4"/5-#'"(&56%#&)$&'(7
%$/#$+8&9" &5 - 0$&#3$&- : /$$5 $( #&.*$-/$/& 4"/&#3$&1-/#'.'1-(#,& 3'%&"/&3$/&(-5$&-(+&#3$&$57
1*" ; $$<%&( - 5 $&%3" 6*+&) $&6%$+&#3/" 6: 3" 6#&#3$&+" . 65 $( #8&
&
" #$%!'74--&-(8! $%!& ',-! /(! =>( %$/#&+- #$?&1- 8+- - ( !=>(%$/#&(-5 $&"4&1-/# '.'1-(#& +'/$.#*;&$57
1*";'(:&#3$&2"/0$/ ?&\]-&0*/2 -4^_!'(,! &=>(%$/#&(-5$& "4&$51*";$$ ?&\]-&0*/2 --^_!8/!,-%54$1-!
8#-!%)00/48%!8#'8!8#-!-&0*/2 --! +$**!04/. $,-! 8/!8#-!-&0*/2-4! '( ,! 8#-!8-4&%!'(,! 5/(, $8$/(%!/9!
- & 0*/ 2& - ( 8;!
!

Article I 
Employee Responsibilities 

!
F;! =)4$(7!8#-!8-4&!/9!8#$%!374--&-(8B! Q!%#'**!04/. $,-! %)00/48!8/ !&2!-&0*/ 2-4!12!0-49/4& :

$(7!8#-!,)8$-%!/)8*$(- , !$(!8#$%!'74--&-(8! ' (,! ' ( 2!' 88' 5#& - ( 8%!8/ !$8;!
!
J;! Q!'74--! 8/!'%%$%8!&2!-&0*/2 -4!$(!&'$( 8'$($(7! 8#-!,/5)&-(8'8$/ (! '(,! 4-5/4,%!4-b)$4- ,!

12!& 2!-&0*/ 2-4!/4!8#-!%-4.$5-!'7-(5 2;!Q!' 74--! 8/!5/&0*-8-! '**!(-5-%%'42!0'0-4 + /4S!8/!
%-5)4-!&'(,'8/42 !0' 24/**!,-,)58$/(%! 94/&!&2!0' 2;!3**!4-5/4,%!Q!&'2 !#' . - !/4!'%%$%8!$( !
&'$(8'$($(7!'4-!8#-!04/0-482 !/9!& 2!-&0*/ 2-4;!Q!+$**!S--0! 8#-%-!4- 5/4,%!5/(9$,-(8$'*B!4- :
*- ' %- !8#- & !/ ( *2!+$8#!8#- !5/ ( %-(8! /9!&2! - & 0*/2-4B!'(,! 4-8)4(!8#-&! 8/!& 2!- & 0*/ 2- 4!$9!
&2!-&0*/ 2&-(8! -(, %;!Q(!',,$ 8$/(B!Q!+$**!5/ &0*-8-! $**(-%%!'(,! $( 5$,-(8!4-0/48%!+#-( !(-5:
-%%'42!'%!4-b)$4-,! /4!4-b)-%8-,! 12!8#- !%- 4. $5- !' 7- ( 52!/ 4!& 2!- & 0*/ 2- 4;!

 
f ; [Optional Provision: I shall immediately notify @'( %$/#&#3$&( - 5 $&- ( +&. " ( #- . #&'( 4" /7

5-#'"(&"4&#3$&."(#-.#&1$/%"(&.3" %$(&);&#3$&$51*";$/&@4"/&$A-51 *$,&'#&5-;& )$&-(&
- **; B if my employer experiences a medical emergency or illness. I will also notify 
('(%$/#&(-5$&"4&."(#-.#&1$/%"( ) before taking my employer to the physician, ex-
cept in case of an emergency.] 
!

g;! Q!'74--! 8/!0'48$5$0'8-!$(!'(2 !&--8$(7%!$9!4-b)-%8-,!8/!,/!%/!1 2!&2!-&0*/ 2-4;!

M;! Q!'74--! 8/!'1$,-! 12!'* *!/9!& 2!- & 0*/ 2- 4c%!4) *- %!' ( , !4- 7) *'8$/(%!\, -%54$1-,!1-*/+ _!4-:
7'4,$(7! &2!-&0*/ 2& -(8! ,)8$-%!8/!8#-!-&0 */2 -4!'(,!Q!'5S(/ + *- ,7-!4-5-$08!/9!8#-!9/*:
*/+ $(7! 4)*-%!'(,! 4- 7) *'8$/(%!
';! 388'5#&-(8!3!8/!8#$%!374--&-(8B!+#$5#!/ ) 8*$( - %!8#- !%) 00/ 48%!8#' 8!Q!+$**!04/. $,-!8/!

&2!-&0*/ 2-4;!
c;!!=C5 1*" ; $/&%3" 6*+&'( %$/#&/6*$%&3$&" /&%3$&5 - ; &3- D$&@%6.3&-%&/6*$%&/$:-/+'(:&

13"($& 6%-:$&"/&smoking&'( &3'%&" /&3$/&3" 5 $B?8&  
, ;&&=>(%$/#&/$1"/#'(:&-(+&+".65$(#-#'"(& /$E6'/$5$ ( #%&4" /&D$/ '4; '( : &3" 6/%&

2"/0$+ ?8&
&
K;! Q!) ( , - 4%8' ( , !8#' 8!8#$%!$%!' ( !- & 0*/2 & - (8!'8!+$**!4-*'8$/(%#$0B!+#$5#!5'(! 1- !8- 4& $( ' 8- , !12!& - !/ 4!12!& 2!- & :

0*/ 2- 4!' 8!' ( 2!8$& - ;!? / +- . - 4B!& 2!- & 0*/ 2- 4!5' ( ( / 8!8- 4& $( ' 8- !& 2!- & 0*/ 2& - ( 8!/ ( !8#- !1' %$%!/ 9!& 2!4' 5- B!
4-*$7$/(B!%-NB!,$%'1$*$82!/4!/8#-4!04/8-58-,! %8'8)%!)( ,-4! 9- ,-4'*! /4!6$5#$7'(! *'+ ;!!Q(!',,$8$/(B!Q!'74- -! 8/!
7$.-!='( %$/#&( 65 ) $/&" 4&+- ; %?&, ' 2%!+4$88- ( !( / 8$5- !8/ !& 2!- & 0*/ 2- 4!$9!Q!8- 4& $( ' 8- !& 2!- & 0*/ 2& - ( 8;&
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e;! Q!) ( , - 4%8' ( , !' ( , !' 5S( / +*- , 7- !8#' 8!& 2!- & 0*/ 2- 4!$%!& 2!%/ *- !- & 0*/ 2- 4!' ( , !8#' 8!Q!' & !( / 8!' ( !- & 0*/ 2- - !/ 9!
8#- !' 7- ( 52!8#' 8!' ) 8#/ 4$P- %!8#- !%) 00/ 48%!Q!04/ . $, - B!/ 4!8#- !9$%5' *!$( 8- 4& - , $' 42B!+#$5#!$%!8#- !9$( ' ( 5$' *!' , & $( :
$%84' 8/ 4!/ 9!8#- !9) ( , %!) %- , !8/ !0' 2!& - ;!

!
G;! Q!' 74- - !8/ !( / 8!8/ !%) - !8#- !9$%5' *!$( 8- 4& - , $' 42!9/ 4!$8%!4/ *- !' %!8#- !9$( ' ( 5$' *!' , & $( $%84' 8/ 4!/ 9!& 2!9) ( , %!' ( , !8#- !

' 7- ( 52!8#' 8!' ) 8#/ 4$P- %!& 2!%) 00/ 48%!9/ 4!$8%!4/ *- !$( !' , & $( $%8- 4$( 7!& 2!0*' ( !' ( , !9) ( , $( 7;!
!
I;! Q!'74--!8/!8#-!9/**/+$(7!5/&0-(%'8$ /(! 9/4!8#-!%-4.$5-%!Q!%#'**!0- 49/4&d!$=>(%$/#&3"6/*;&

2-:$ ?!'(!#/)4;! =>(%$/#&%1$.'4'.&'(4"/5 -#'"(& -)"6#& -(;& )$($4'#%&#3$&$51 *";$$& %3-**&
/$.$'D$&-(+& +$%./') $&)$($4' #%&#3- #&2 '**&) $&$A. *6+$+?8!!

!
!

Article II 
Employer Responsibilities 

!
QB!='(%$/#&(-5$& "4&C51*";$/ ?!\]V&0*/2 -4^_!'74--!8/!8#-!9/**/+ $(7d!
!
F;!!!!!!! Q!+$**!04/ . $, - !& 2!9$%5'*!$(8-4&-,$'42!+$8#!8#-! (-5-%%'42!,/5)& - (8'8$/(!8/!'%%)4-!8$&-:

5/&0-(%'8$/(! /9!&2!-&0*/2 --;!
!
J;!! Q!+$**!5/&0-(%'8-! & 2!-&0* / 2- - !$( !8#- !9/ **/ +$( 7!& ' ( ( - 4d!o!=>(%$/#&3"6/%&2-:$?&' ( !

#/ ) 4;!=>(%$/#&%1$.'4'.&'(4"/5-#'"( &-)" 6#&-(;& )$( $4'#%&#3$&$5 1*" ; $$&%3- **&/$. $'D$&
-(+& +$%./')$&)$($4'#%&#3-#&2'**&)$&$A.*6+$+8?&H'2 4/**!+$**!1-! #'(,* - , !12!& 2!9$%5' *!$( :
8-4&-,$'42&=>(%$/#&( - 5$&"4&4'%.-*&'(#$/5$+'-/; ?,&+#$5#!+$**!+$8##/ *, !' **!( - 5- %%' 42!8' NB!
) ( - & 0*/ 2& - ( 8!' ( , !/ 8#- 4!+$8##/ *, $( 7%!94/ & !8#-!-&0*/2 --c%!0' 25#-5S%;!

!
f ;!! Q!+$**!' %%) 4- !& 2!- & 0*/ 2- - !4-5-$. -%!'0 04/04$'8-!84'$($(7;!
!
g;! Q!+$**!- . '*)'8-! 8#-!0-49/4&'(5-! /9!&2!- & 0*/ 2- - !' ( , !04/ . $, - !' 004/04$'8-!9--,1'5S! 8/!

'%%)4-!8#'8!Q!'&! 4-5- $.$(7!b)'*$82!%)00/48%;!
!
l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l !
V&0*/2 --!A$7('8 )4- ! ! ! !!!!!!!!!!!!!!!='8-!
!
l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l l !
V&0*/2 -4!A$7('8)4- [f ]! ! ! !!!!!!!!!!!!!!!='8-!
!
!
!
!
!
_________________________!
f !

A/ & - !$( , $. $, ) ' *%!& ' 2!#' . - !' !7) ' 4, $' ( !/ 4!5#/ %- ( !*- 7' *!4- 04- %- ( 8' 8$. - ;!Q9!8#- !- & 0*/ 2- 4!#' %!' !7) ' 4, $' ( !/ 4!' !5#/ :
%- ( !*- 7' *!4- 04- %- ( 8' 8$. - B!' !0*' 5- !%#/ ) *, !1- !$( %- 48- , !9/ 4!8#' 8!0- 4%/ ( !8/ !%$7( !' ( , !8#- !' 004/ 04$' 8- !, / 5) & - ( 8' 8$/ ( !
. - 4$92$( 7!8#' 8!0- 4%/ ( c%!' ) 8#/ 4$82!%#/ ) *, !1- !' 88' 5#- , !8/ !8#' 8!' 74- - & - ( 8;
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Glossary – Words Used in this Booklet and What they Mean 
 

Agency with Choice 3(! '7-(52 !8#'8!%#'4-%!-&0*/2 -4!,)8$-%!+$8#!2/)B! '**/ +$(7! 2/ )! 8/!4-54)$8B!
#$4- !' ( , !& ' ( ' 7- !+ / 4S- 4%!
!
Allies!Q(,$. $,)'*%! +# /! 2/)! 5#//%-! 8/ !#-*0!2/ )! ,- . - */0! '(,! $&0*-&-(8! '44'(7-&-( 8%!8#'8!
%)00/48!%-*9:,-8-4&$('8$/(!
!
Arrangements that support self-determination 6 - 8#/,%!9/4!2/ )! 8/!4-'*$P-!8#-!. ' *) -%!/9!
%-*9:,-8-4&$('8$/(!
!
Choice Voucher System 3!%2%8-&!/9!&- 8#/,%!9/4!2/)!8 / !,$4-58!2/ )4!$(,$.$,)'*!1 ) , 7-8!'(,!
,$4-58*2!-&0*/ 2!+ / 4S-4%!
!
Fiscal Intermediary 3(! $(,-0-(,-(8! '7- (52!8#'8!04/5-%%!' ( , !&'('7-%! 8#-!9)(,%!$( !2/)4!$(:
,$. $,)'*!1), 7-8B!&'S- %!0'2&-(8%!8/!04/. $,-4%!/9!%-4.$5-%!'%!' ) 8#/4$P-,B!'(,! 04/. $,-%!2/)!
+$8#!%)00/48!'(,! '%%$%8'(5-!'%!(--,-,!
!
Individual Budget " #-! 9)(,$(7! ')8#/4$P-, !8/!04/. $,-! 8#-! %-4. $5-%!'(,!%)00/48%!$(!2/)4!Q(,$:
. $, ) ' *!H*' ( !
!
Individual Plan of Services and Supports " #-!0*'(!/9!%-4.$5-%!'(,!%)00 /48%!8#'8!+$**!1-!'):
8#/ 4$P- , !' ( , !0' $, !9/ 4!12!2/ ) 4!%- 4. $5- !' 7- ( 52;!
!
Medicaid!3!7/. -4(&-(8! 04/74'&! 8#'8!04/. $,-%!9) ( , $( 7!9/ 4!%- 4. $5- %!' ( , !%) 00/ 48%!
!
Person-Centered Planning " #-! + ' 2!8#'8!2/)! 5/&-! 8/7-8#-4!+$8#!2/ ) 4!' **$- %!' ( , !%) 00/ 48!5/ :
/4,$('8/4! 8/!,-8-4&$( - !+#'8!%-4. $5-%!'(,! %)00/ 48%!2/ ) !' ( , !#/ + !2/ ) !+$**!)%-!'44'(7 -&-(8%!
8#'8!%)00/48!%-*9:,-8-4&$('8$/(!
!
Qualified Provider 3!0-4%/(! /4!'7-(5 2!2/)! 5#/ / %- !8/ !04/ . $, - !2/ ) 4!%- 4. $5- %!' ( , !%) 00/ 48!' ( , !
+#/! &--8%!8#-!6 - ,$5' $,!'(,! 2/)4! %-4. $5-! '7-(52 c%!04/.$,-4! 4-b)$4-&-(8%!
!
Self-Determination " #-! 1-*$-9!'(,! .'*)-! 8#'8!2/)! #' . - !8#- !94- - , / & !8/ !, - 9$( - !2/ ) 4!*$9- !& ' S- !
&-'($(79)*! 5#/$5-%!4-7'4,$(7! 2/)4 !*$9- !'( ,! #'. -! 8#-!5#'(5-! 8/!,$4-58!8#-!%-4.$5-%!' (,! %)0:
0/48%!2/)! (--, !8/!0)4%)-!8#'8!*$9-!
!
Service Agency 3!8- 4&!)%-,! 9/4!8#-!'7- (52!8#'8!')8#/4$P- %!2/ ) 4!Q( , $. $, ) ' *!H*' ( !/ 9!A- 4. $5- %!
'(,! A)00/48%!'(,! 2/ )4!Q( , $. $, ) ' *!R) , 7- 8;!!O/ 4!& '(2 !0'48$5$0'(8%B!8#-$4!%-4.$5-!'7-(5 2!$%!8#-$4!
> / & & ) ( $82!6 - ( 8' *!? - ' *8#!A-4. $5-!H4/74' & !\>6 ? AH_!
!
Supports Coordinator 3!0-4%/(!+#/! + / 4S%!9/4!2/)4! %-4. $5-!' 7-(52 !'(,! + / 4S%!+$8#!2/)!8/!
,-. -*/0! '(! $(,$ . $,)'* !H*'(! /9!A-4. $5-%!' ( , !Q(,$. $, ) ' *!R) , 7- 8!8#' 8!' 4- !' ) 8#/ 4$P- , !12!8#- !
'7-(52;! " #-! A)00/48%!>//4,$('8/4! '*%/!04/. $,-%!/8#-4!'%%$%8'( 5-! ' ( , !%) 00/ 48!8/ !2/ ) !
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Resources to Help You 
 
PIHP/CMHSPs 
 
! " / !9$(,!8#-!%-4.$5-!'7 - ( 52!$( !2/ ) 4!' 4- ' d!

>/(8'58! 8#-!6 $5#$7'( !3%%/5$'8$/(! /9!>/&&)($82 !6 -(8'*! ?- '*8#!R/'4 ,%!!!!!!!!!!!!!!!!!!!!
http://www.macmhb.org / 4!\MFe_!f eg:KGgGB!/4!
!
W$%$8!8#-!=-0'48&-(8! /9!>/&& ) ( $82!? - ' *8#!+ - 1!%$8- !' 8!http://www.michigan.gov/
mdch/0,1607,7-132-2941_4868---,00.html!

!
Centers for Independent Living(CILs) 
 

O$( , !' !>QY!( - ' 4!2/ ) !' 8!http://www.michigan.gov/mcsc/0,1607,7-137-
6118_22503_23185-62985--,00.html /4!5'**!=$%'1$*$82!E-8+ /4S!/9!6 $5#$7'(!'8!\MFe_!
ffI:jMfI;!

!
Local Arc Chapters 
 

W$%$8!" #-! 345!6 $5#$7' ( !Z - 1!%$8- !' 8!!www.arcmi.org /4!5'**!\Gjj_!JIJ:eGMF!8/!9$(,!' !
*/5'*! 5#'08-4!(-'4! 2/ );!

!
Organizations for people with Mental Illness 
 

O$( , !' !E36 Q!5#' 08- 4!$( !2/ ) 4!' 4- ' B!12!. $%$8$( 7!8#- !E36 Q!Z - 1!%$8- !' 8!www.nami.org /4!
12!5'**$(7!8#-!6 $5#$7'(! /99$5-!'8!!\Gjj_! ff F:gJKg;!
!

Books and Training Materials 
!
Caregivers and Personal AssistantsB!12!3*94-,!=-74'99B!A'4'8/7'! 355-%%!H)1*$5'8$/(%!" #$4,!
V,$8$/(!\JjjJ_;!
!
Pathways to Leadership: Personal Assistant Training Manu'*B!12!V*$P'1-8#!T'(S%B!Z ' 2( -!
A8'8-!C($.-4%$82B!=- .-*/0&-(8'*! =$%'1$*$8$-%!Q(%8$8) 8- !\Jj j J_;!
!
Personal Assistance Services: Creative Management and MisdemeanorsB!12!6 ' 4$*2( !
?'&&/(,B! E-+ !6 / 1$*$82!6 ' 7' P$( - B!0' 7- !FG!\T) ( - !FI I I _;!
!
Personal Assistance Services GuideB!Q(8-4'7-(52 !U)84-'5# !" 4'$($(7 !Q($8$'8$.-!' (,! 8#-!C8'#!
3%%$%8$.-!" - 5#(/*/72!H4/74'&!
!
A Step-by-Step Guide to Training and Managing Personal AssistantsB!12!D' 42!@;!C*$5( 2B!3& 2!
3,*-4B!A'4'! h-((-, 2B!6 $5#'-* !T/ ( - %B!@- %- ' 45#!' ( , !" 4' $( $( 7!>-(8-4! /(! Q(,-0-(,-( 8!Y$.$(7B!
C($.-4%$82!/9!h'(%'%; !
!
!
!
!
!
!
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