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Hiring and Managing Personal Assistants

Introduction
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Step 1: Determine the Support You Need
|

CI) -8 R%- 18 1%4 B 9 (, 19900/ BA ) I(- -, 18 ) THISE10- BB (:5- (84, 10* ((§7!
04/5-% % BHSSHI#/(/4%!2)4104-9-4-(5-%BIB/$5-9% (, ' 1986 9% (, !9 5) % W (12/)4(--, '8!
0'48$5$0'83(18#-15/ &&)($82;1" /)! $(.$8-R/ )AI"*$-06(,! /8#-419'&$*28-&1-4%BDAK:%!'(,! 04/:
9-%%$/(* /&I 2/ ) 1+'(8! 8/1S(. 1 * - $(18-! 04/5-%%T%-2/)4! %)00/48%H/4,$('8/4) '%!&)5H#
14Y%1$88*- VY -, i1 /)15 (14 b)-98' (1§, - O- (, - (89 5$$EB/4B/!'%6%$928) 1+ BH2/ ) 4

0* (1 /)1&" 21S(/ +!" 19 538 § 48+ 82/ ) 1+' (88 1)%:1@2/ ) I(-,! #-*019$(,$(7!! 9'5$*$8'8/9BS!
2/)419%)00/48%5//4,%'8/419/41#-+0;]

|

=)4$(718#-10-4%/(:5-(8-4-,] O* ((§7'04 5 9%BB2/ ) !' (,12/) 4" *$ %+/ 438 7- 8- 48 19 00/ B
2/)1§!, -5$§ 7 +12/ ) 1+ (88 1$-12) 4B (,!$- (SR8 1%4 B % (, 19 00/ BASH 8+
#7012/ ) I' 55/ & O'BAI2/ ) 4B 17/ *%"#$904/5-%%1-%)*8%("(! Individual Plan of Service
(IPOS or plan)!8#85(5*),-%!2/)4! %-4$596(,! %)00/48% /) A% 4 - 9% (, 19 00/ 48" 2% :
5%),-10-4%/(*15'4-B! '%%$%88-5#(/* 72B&/,$9$5'8$/(¥B/12/ ) A#] & - B- & 07 2&- (8' Wb
8'(5-B!5/&&)($82 1*$%7! %)00/48%R10--4! %)00/481

|

Q! '4-1 0'48$550'BBIS(144'(7-8-(8%! 8HB1%6)00/48%-*0:,-84&S('8S/(18HA/) THIBH-I >H#/$5-!
W ) 5#- 4A208 & B2/ ) 1+ 84" 06 1# .- I' ( individual budget!8#'8,-9$(-%!8#-1&/)(8! /919)(,$(7!
20)l # .-18/10" 219/4R/)4! %-4$5-%(,! %)00/48%:;!

|

S (8% (-, Y6l4B* $58'8-1#A 18 (210-/0% -1 2 ) #$4-1 (| +#81H#)A%I8t- 21+$+4 [ 4S;!
" #-1 &/4-] %)00/482/ )! (-, B! 8#-1&/ 4-10- [0%-12/)1&'  2I(- -,18 [ HSA:I>/(%$,-41+ #81SS(,!/9!
' (, W +1&) 5#19 00/ 82/ ) I( - -, d!

o S'(U(-IO-4%I(L/  [QIBH-1I8'%SYM+ FRN) (-, 184! /418 A--1+] 4S-4%K!

o =N (! '%%SUB-! +BHE/&E)( IO 85D & ('(10--  41%)00/48K!

o =/12/)1(--, -0+ BHO- B (' 45 4 N\1' 8% 7B, 4 WE7B-' &7 k!

o =/12/)I(--, -0 19+ )DL |, 2BSI4 ) TH# ) 881, 2/ A/ . - 4 FHK!

Q2 )1(--, ! BBB (51 (219 +1#/) B 1+--3/45'(1 /I +B# ) 84-*01/(5-1 $(I +HSBY(-!

+/ 45 4&" 211-1- (/) 7#;1M

|

@Q2/)I(--, " BBB (5 184 ) 7#/ ) 881, 2/41(--! #-*0!+BHEUSYS 17- 7!/ )8/ 91-,1/ 4
7-88$(74-%%-,B2/)! &2 +' (818/'\1$4-RJA - 18 (V] (- 1+ 4S5 41" #-1& ] 4 1%)00/48%/ )! (--,! 8-
&J4-1 0-10%-1 2/ )l +$*(--,! 8/1#$4-:0aN)! (--,! ' 1 8/ 9% 00/ 4B0- 4¢' 0%2/)!5' (1#$4-1/(-10-4:
%I(18/1+/ ASDAS(71 81,2 I'(,1 * (/8#-41'8!($7#8:UA2/ )15 (4B 18/ 10-/ 0% B+$B#!- ' 5#1/ (- !
+/ ASS(H. -42/8#-412 V41~ -421] 8- A+--S (, 1Q2/ ) W' . - 1&/4-18# ((-1+/4S-  BI$9/(-1$%!
%S5 BBLI/BH-41&'2 11-1' 1= 18 19 ;!!

|

>/(%$,-4! %-.- 415/ &1$('8$/(%Y91+/ ASVe#-,)*-%! )(8S*R/)! #.-| [(-! 8#87$-%!2/ ) 18#-1#-*0!
2)I(--, - (12) 1(--, 1B (L 175- %2 ) A+ 45-4%!-(/)T#19* -NS1$ZR)(-10-4%/(! 5'((/8!

+/ BN &I&I LT3 - - ($7" (,'5 ((/8+/88%.-(!,' 208 1+--SI" /) I1&" 2" 941+ (88!
5/(%$,-4154-'8$ -1'44 ' (7-&-(8%;10/4)-N' & 0*-Bl1%/&-10-/0*-1 | B A4 [ &!' (, 11/ 418" 1+/ 45 4
$(-NS#(7-1 9 AN-$(7V. '$*1%-1 8/14#-+01'8! ($T#BY. -42/(-] 1-(- 9$BMY&IBS&-I+ ' 2194&! +/ 4S!
(18#-1*"+  14-%684$58%)B.1-4 !/91#])4%10-/0*-15'(1+/4S; F

|
FASOIMIC(, - 28 (, 1" /)A@ * ! W& O0Y 2- 4, - YB4L- %8 1* 1/ 4% +U8F & 00°28 I- & 07 2& - (8/ 9+/ 45 A
!

£l



Z | 4S-4% ) +$*1-1 -80%/2 -1 +BHO)(, %$(2/ ) 4%, $$) ' 41), 7- 8&) Y8&-8! 8#-16-,$5'S,!
04/.$,-4! 4-b)$4-&-(8 %:3%S2/)41 % 00/ 845/ | 4 §' 8 49 A' V'PB/918#-%-U-b)$4-&-(8 %! #-1 4-:
b)$4-&-(8%B(5%),-! 8£812/)41 +/ 4S D& ) 981- I' 7- IFQ/AI* -4) '(IC($8-,! A8'8-%>$GP-(%u!
. THRINBHIASP- , 18/1+ ] 4S$(IBH#-1C($8-,1 ABB-%; !

Back-Up Plan

SU)I(--, 18 1# -1 11 BS) 010* (19 48H Y% 18R - Wbt #-(1 2/)4! +/4S-41+ $*H-1  8/1&$%et | 4S;)!
O 4-N &O0*=B#- 1/ A%-1&' 21+' (8318S " 1." 5 & (il7/18!"1+-, ,%7B74 ,)' & (B/ 49 & ¥
4-)($/(v/418's-1') 2!/418+/1/991V4N(,'8 #-1#/*$,'2 %;!Q('8%-!5" %-%RN)! +$*H' . - 194 &-! 85&-!
g10* (I' (,'9%, ! 10- 26 ('8 195+ #$*-D/ ) A+ 4S-4%94Y(-;! 38V 8-418$&-%B!)4!+/ 4S541&'2 |
1-1"1%(8,)-18" (!-&-47- (52BS( - 984 41' , '+-' 8- 4!1388#/%-! 8$&-%B!)! + $*(/8! 1-1'1*-! 8/!
O* (I"#-', ;M

|

SIS (W (%11 SHER0- W 9% ' 8 (L2 . §7111'5S:)  010*(18H'8I+ FHF . - I %-4$-%0!
/08%/(%DB/4%)00/48+#-(1 2/)4! +] 4SAI$%Y. '$¥1*1QR/ )I(-- , 19%)00/488/17-81/)8! / 91-,! /4!
7-814-',2 19/4% ] ASBN)A! 0% (! (--,%! 8/11-1 &/4-! -8'$*-,1 8#(1 B2 ) I(- -, - 0Ol+ BHS VUG 8
5'(11-1,-2-19/41'  5/)0*-1/91,'2  %6B$SI#- *0$(72/ )! ' 00%219/41-(-9$8%BI5*-'($(7 )4l#/)%-!
JA,1$7%)(, 20 1) (,12)4%$-%1 98,-. -*/0!'1 ' 5S1)0I0*(! 8#'8K--8%I2/)4! (--,%;]

|

3106$80%-10% (1$%6!8/1# .- I'*$%BI1'5S:) Ol+/ 4S-A%H/! 2/ )1 5'( 198$(H+ #-(! 2/ )Al4-T) *41+] 4S-4)
$%!'1%-(8;IR'5S:)01+/4S-4%!5'(1$(5*),-d19/4&-41+ | 4S-4%B10-/0%12/ )1$(8-4 $-+-,! 1)81,$,(/8!
#$4-BI&S*2&-81-4% BIAS-(, YW1 0-/0*-! Q4R 12/)4! 5#)A5H#B&/%b)-B18-&0*-1 /41'(/8#- 4B/&:

&) (B4 (P S (1Z # (! 1+/ 45 AB8 1% (B2 ) 15’ 8- 1BPEO-4%/(1/(! S#-1*$%SBH 8D-4:
0%/(1$%!(/81'. "$*' 1%-B5™**18# (- NBO- Db (I (, 191/ (1) (882 ) 1%K,! %/&-/(-! +#/!5' (1 9$$(19/4!
2041 +/ 4S-4:1 #811'5S:)0! +/ 4S-48#-(1&" 217/! 8/18#-11/ 88/&Y9!8- '"PBY 48+- I( - NBER.- 12/ ) |
(-] 1'5S:)0;! QU )I5((/8! &'S-1 8#-I5*%RY ) 5'(1 )%-1' (1"*2)/ 4' 1+/ 45 A+#/ % |%HBHA
S(,$(7! 8N&'S-! 8#-I5' 6.1 Y1 O | 1-1 | (18#-1%//S/)8! 9/4D/8- (8$™1'5S:)0! +/ 4S-4%3(;

| 8- A0* (\PAG B 1&/ 4-18#'(1 /(-] +/4S- A%/ 88/ (- 196 1% (8 (/ 8- 45'(! 9$¢!3! 844!
J08$/(1$%!8/1%¢# 4-1-&A47-(52 1/411'5S:)0! +/ 4S-W+ B!/ 8- Db+ #] |( - - , 18- 19 & - 1Q0- 1/ 9% O:
0/48:6 ' (210-/0* -1 5/ (84'58% B#! 04/. $,-41'7-(5 218/104/. $,-1 1' 5S:)0!%)00/48,0/41&/4-! $(9/4:
&'8%/(B!%--18#-1%-58@ /(! 04/.$,-4!'7-(5 $-%;!

3942/ ) 198 483 186§ ' 1/ ) SHEK7!+ | 4SA%BISHS(S!'L/)8ISH-10-/G-1+#/\ # .-104/.$-, 12/)! %)0:
0/48B(18#-10'%8Y,! +#812/)! *$S-! (,1,$,! (/8 1*$S-1'1/)8I8#-& ;13*%/ISB(SIL/)8! +#'8!8HS(7%!
'4-1 $&0/48'(818/12/ ); |

o Z HSSHN(-%! ,$,! 2))! *$-KIIZ 458 [+ (! 8#-$41&-%! [AI'%SI(! **2B/1+ £58-8#-&!,/ + (!9 4!
2/) ;!

o Z #8!,$,8#-2#'.-1 §!5/&&/(k!

o =/l 2/) 04-9-4% ] AS-&6}#! '4-! b)$-8! (,! 9B-'S! %/98KRUAL/! 2/)! *$S0-/0*-1 +#/!'4-1/)8:
7/ %749 ((2k!

o =/l 2 +'(8! +/ 4S-4% #]! Yott'4-12/)4) 8'%8 $(1&)%S5BY. $%I418-*-. B6$/(KUAL/! Yotd-|!
$(8-4-%8%!(/81&'88-418/12/)K!

o 3412/ )1+FK7!8 HB ' 1+ AS A+ HV SUF 21" 'S L*-! 9/41 9-+1&/(8H%\%)5#!1%!' 5/**-7-
%8),-(8_l/41/12)]  +'(8!1%/&-! +#/! +$*1- I'1*-1 8/I+/ 4S9/AR/)! 9/4ll */(7-4! 0-4%/ k!

o QOIW .-V($& ' *%BNI(—-,18/1$ (5%),-18 #'8IS(18#-1,-%54$08$HY/12/)! +$H{/8! +' %8 8$&-!
%54--($(710-/0*-1 +#/!'4-1 **-47$5041'94'$,1/912/)4! 0-8%;!

o 34-12/ )1 < 47$58/19%8 /S-k! QOb/BR/)! +$*4'(8! 8/10)8!18#' 8% 12/ ) 4' , 19198/ S B, [ (&' O:
0%2;!

o Z $*2))4! +] 4S-4-- | 18/1,4%$.-1 2/)! 0*'5-%KkIQ/B!"7//,1,4% . $(7'4-5/4,'$% - £2!$&0/48'(8;Q9!
(/8B!"7/1,1,4% . $(7'45/4,1&'2 (/8! &'88-4;!

| [ [ [ [ [ ninmny!



>/(%$,-411/8#18#-1820-1/9196)00/482/ ) I( - -, ' (, 18 1Q0- 1/ 90- Hb (12/ ) 1+' (88 4% 1Z # 8
b)' 4% % 4 10/ B (88 12/ ) K!" #-%-1b)' *$8$-82 1.'4 21,-0-( ,$(7!/( +#-8#-412/) '4-1 */[S:!
$(719/411%$: SIS, - VMU/&-/(-]  +H#I1 +$+4/ 4ST O+ 1#)A%IS!' 8- ;1@ ) I( - - , 195 &-/(-18/!
#-*012/ )1 7-811-(-9$8UD4/&IA/SS ™ IA-5)4$8HAI8#-1968'8-1=-0'48&-(8! /912)&'(!  A-4. $5%EB#'S!
0-4%/(1+$*4#' . - 1, $991-(8 1% S$*8HW(! ' 0-4%/(1 2/ ) #$4-8/15*-" (1 2/ VA% -;1Q(I18+-1%' &-1+ ' 2B
$H)! (! 0-4%I/(*15'4-BY(-! +/ 4S-4&' 2104/. $,-| %S$**Hl4- BYBH!' W) BE TS 4B (, ! (:
I8#-418'2 104/. $,-| YeGO*-A1#-*01- 19 - | § 712/ ) 1/ 404 . $ $(7'%%$%8' (584#'8D/)! (-- !
8HA/)TH#/)8! 8#-1,'2;!

|

"HS(SIL)8HH+ 12/) 19--41"1/)81%&/SS(7TBIO*2 %71 */),| &)%S5! (| %S&S*BHS(7TUIBH-4-15%!
(2 BHS(TBHSR/)! 5' (C8$: I+ BHO/41-N& 0*-BISANPA-1"+-4  7$58/1%&/S-BIAIS$Y),! &)%$5!
1/8#-4%2/ ) B2/ )! (- -,! 8/1%8'8-8#8!$(12/ )41</1!,-%54$08%/(;!

|

Z # (18 SK 7! 1/) 88 190- 1/ 9+/ 45 42/ ) 1+ (BBHS(SL /)8! # +12/)! 9--*I'L /)8~ & 0*/2$(7!
2))419'&$*21'(,194%-( , %!8/104/$,-1 2/)4! % 00/48;C(,-4! 6 -$5' $147)* & (VB2 )5 ((/ BHSH !
20)41 7)'4,$'(B! 9B/)%- YAI&$(/A5HS, 18104 . $- 12/ ) 45 4 BL) 82))! 5'(! #$4-18#- 44-* 8$.-%:!
"H- 41 411 (- OBAG 1HEK 712/ ) A9'8SD( 1 94$-(\%R/)! S(/+! 8-&V(#/+  184)%6848#2/4!

- 0-(, " 1% 188 2I' 41" #- 21&" 211- 1-%0-5% **2,- $5'8-,1 8 104/.$,$(712/ )! + B#%)0/48;U(! 8#-!
(-7 &-19%-B 10 &$21&- & 1- 4/4194$-(,18&'2 18'S-1 +/ 4SS(T 42/ ) I* %A% 48 ) VRIS (1" !
0684'(7-4BI'S$(7! $8$99$TY 42/ ) 18 |, B SSHE. |/ A#- 4% 181 </11,)8$-%:! #-! 1/88/&! *§! $98%'S!
20 )W -1 18§ ' 1/ ) 8+# 8+/ 2%1- 989 42/);] A/&-! O- [0*- 104-9-4)%$(79'&$*28&-&1-4%!
(U 94%-(,%i1BH#-4%049-41+ | 4S-A%H] '4- %84 (T-4%#-(! 8# 21'4-1 #$4- 1

|

3942/ )15/ (% - 42/ ) A( - -, %(,1+'(B%BISHS( SI'L/)8IH/+ 18)5 #12/ )15 (10' 219 48+ 1." 45) %
%-4$5-%18#@NI( --, NQOUM .- (1$(,$$)' #1), 7-B, /12/) #' .- 19 NLERIG 10" 2!, $B 4
-(8!+/ 4S-4Y85/4,$( 7'8/18#-$86SV(! ,)8$-%KIQA)! '4-1 (/8! %)i-BI'%S!/(-1/912/)4 1'"*$-9%1/4!
2))4! %)00/48%¥/4,$ ('8/4;! Q8Y%!7//,18/1%RI8!8H S§ 7! 1/) 80' 214 8 %+#- (12/) 1" 41, - . -4 O:
$(712)H0%(" (I1$(, $9)*11),7 -81%/18#82/)! 5'(1 1)$*, 1% 1" 4'(7-1 /9% ) Bk (,10' 24 8 NI 4
20)41 +] 4S-49%QQ ! /1 (/181 #. -1'(! $(.$ $)™*1 1),7-8BI'%SD/ ) 4%)00/48%I/4,$('8/ 4k/+ 12/)!
5'(! %-8UI5#(7-! 8#10'2 14'8-19/4D/ YAl+/4S-4%;!

U(5-12/ ) 1# .- 1" 184 ) T#8' 1/ ) 88#-%-(- ,%!(,! 04-9-4-(5-%B2/)! '4-1 4-', 218/1+ 458"l </1!
-%54$08$/Q/4VSH! +/ 4S-4+#&) 2 ) +$1,$4-58*R&0*/ 2;!
|

Job description
|

31 </11,-%54$08$/6%!,-%654$08$/(1984- 120- 1/ 9% 00/ 82/ ) I( - - , :1Q81&)%8!$(5%),-1 8'$*061%)5H#!
'%18#-18'%SUBIA%B(,!  4'8-1/910" 2;IR-1 90-5$9$%4/18#'8D-/0*- 1$(8-4-%8- B(18#-I</1H $*#' . - |
5t A$-' ' 1/) 881411, ) 8 %l

|

Al &-1/ 981§ 9 &' 8 (18 82/)10) 8% 18- 14 11,-%54$08$/GY81 %/1$(12/)4! 0 (i! 81 0*( ,-:
OBAL- %8 190- 1/ 9% 4 B 0 (, 19h00/ 4962/ ) I(—-,! ‘() +'@B!'( )15 BF,/*4A&/)(8/4
0&1-4UQWHNAY% W -11--(10)8  I$(18#-10%(18/104/. $,-18#-&;! 3962/ ) 4% 00/ BAS/ | 4 %' 8 4/ 4
2)41 [8H#-41*$-YB/1#- *0D)! -8 -48$(- 10" 214'8-11'%-,! / (19)(,$(7;!

|

" 41411, - OGADE (15 (11- 198 BI/A/(TBID B1%#/)* 1$(5%),-1 411, ) B R (, 14/ ) Bk (, 14 81!

/90" 2" #- 4 1&" 211- 1/ 8- 404/, $,-4b) *$TESS/(%i'%SD/ )419%)00/48%!5//4,$('8I4\+#'818#-%-I

b)*$9$5'8$/(9812 11- IA'R0*-1 </11,-%54$08%/(%4L §59 , -, 1/ (10' 7-1Jj ;!

|

31</11,-06548088/(1+/4S%H--8I19BN , - , 1/ (10 7- 1JF;139612/ ) 4% 00/ 48%I5//4,$('8/41/42] Jal!
M1



Her$-0018/1#-*012)! + 458-1'1</11,-%54$08%$/("1#-1 &/4-1 2/ ) 4-. =% I' 1/)8I 8#-12 :8 ' 218 %S%H:
%= 15184 14 11 18- 14 11, - 95408%/(BI8H&/A-1*$S-*28#-1'00*95'( 8%!9/418#-1</18#&.--812 | )4!
(--, W39BY/ (- 1/ A& [ 4 1/912/ YAI**$-0/B[1- *0D/ )! + 458-B#-!, - VBAS08SIAI7S - 18#-&!" ,4'988/!
4-.$+1'98-4R/)! #' .- 10)8I$B/7-8#-4;]

|

" #-1 (-N 8%8-0598/!54-'8-1 'l 41! '00*$5'8$/(;1" /)! 5'(1 )%-18#1'0 0*$5'8$/(B(5%), -, 1/ (10" 7- 1IF I
|54 (7-1$818/1&--81 21)41(--%;! [ )AI</1'00*$5'8$/(1%#/)* I# ' . - 'l 0*'5-1 9/ABE-I* 00*$5'(8B/!
S#t- 5IDH- I/ A%- 1#' % ND- 45 (5-) $(I8#! '4$/)%! ,)8$-%5/. - 4 1 §12/) 44 1!, - 964D (!' (, !
960'5-! 8/1*$%6G1 H$% ;!

|

Step 2: Look For and Find Workers
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Step 3: Meet and Interview Applicants
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Step 4: Hire Your Workers

Reference Checks
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SV +#-(0' +] 4S-4%M8! +/ 4S$(TYBK!

!

QOIPHSA-I04/ . $,-4I'7-(52 18/104/. $,-1 2/ )AI%H00/48L'(,! #' -1 '| 04/1*-&! 8 88 I' 7- ( 521+ B
(/8! %/* -B5/(8'58! 2/ )419%)00/4898/4,$('8 /419/41%%$%8'(5-;]

|

M



Agency with Choice

!

37-(52 !+ B#b#/$5-! B0 8D-!/9104/. $,-4!" 7-(52 '8 8% 00/ 842/ ) '8 |- B 58 - 2148 ' (, 1&" (:
'7-! %)00/48+/ 4S4%2/ )4%-*9;!

I

Q(B#-137-(52 1+ B> #/$5-1& /,-*Bl 2/)! () 8#-I'7-(52 104'4-1 8-1-& 0¥ 2-4,) S W" #- ' 7- (52
B (2 %&' (21 981 7' (, 18 5H( B A- & 0¥2-41,)8$-9%;1R8I2/)! '4-! 8#-1&'(T$(7! -&:
0%/2-4;1" /)| 4-54)$SBH-BY)0-4.$%-B!'(,BIYO5-%%' 429$4-BN4! [+ (1 +/ 4S-2\%":#-1'7-(52 |
5'(1 04/. $,-12/)! +B#!'%!&)5# 196)00/489612/)! 4-b)-%84 BH#BE-Y%18'%6S%il0/41-180*-B 18#-!
'7-(52 15'(! #-*0R/)! 4-54)$8! $(8-4$-+10/8-( 8™/ 4S-49R +- .- ABH-'T-(5 215" ((/8!$(:
8-49-4-+ BHP/)A! )8 #/ 4$8%IBH-1&' (TS (71-80%/2 -4;1 [ )" (, 18#-17-(52 - (8-4$(B " 8#4--:
0' 42 74 - &- (8+BH-' 5#19% 00/ B+/ 4S4I8H#'81-%54%- UG- 1, ) B % (, 14-%0/(%$1EH4HD!
5#1 0'482)

|

" H-137- (5214 BH> # B O, ) 8 %S(5%),-! 02 $(712/)4! +/ 4S-A%BBHH* $(7I1$(F & '(,[/8#-4)
8'N- %!9/2)4! +/ 4S-86B1&'S$(710'2&-(8!,$4-58*B/'004/04$'8-1 7/.-4 (&-(8! '7 -(5 2B(,! 04/:
$,$(71-8&0% 2-- 1-( - 9$8%BRYYolH-"8H# § %)4'(5-; |

V1) IS (I5H# %) (21+] 45 A8F 8& --8%B#! 04/. $,-414-D)$4-&- (8%:Y/ ) I' 4 19k - 18 14 I- FH~ |
94$-(,%!/419'&$AR- &1-4%1/45'(! 4-54)$8!/ 4S-49BHA/)TH#!+/ 4 1/91&/)8H#B!",.-48$%- &-(8%/4!
[8#-41&-'(%;! " /)15 ((8! #B-12/)A1%- 717 ) 4,5 (4 1l 4-*8F.-1+#/| #%!*- T 4-90/( %$1$1988
2/ ) NOD SHI' %2/ ) 490/ ) % 1" 1) 1% 88t 18 & I(,! 5/(,$8%$/(%Y 9-8&0*/2 &-(8B!,-8-4 & $(-! 8#-!
#I)A%Y'(,1</11,)8$-%BI'(,! )8#H/ASP-10' 28 -(8! 1218#-I'7 ~(5 218/18#-1+/ 4S-4121%$7 (F(!8$&-:
Vott--8%;!

|

Step 6: Train and Manage Your Worker
|

Z # (12)) WS 1+ 45 B2/ ) 1&) %BI&&-, $8-*21-%68'1*$Y@HS! 2/)! '4-1 8#-11/%%" #-! )$5S-%8!
(] &/%BLI9-58%! +'2 18/1,/l %/1$98Y18*Sh B#BH#-I+/ 4S-A$(! 5+-'4B14-%0-589)1!! 049-%:
%$/(HI& (-4 1) WI)*! 4-%0-589)*B4 582/)4! +/ 4S-4%68% BHOBIA'SH-418H (I'VB$(7!8#-&!
/40", | AWM &'SH(T! -&'(Y;! " HSUBI(( -Al+FH OB L'PHI2 ) I' UGE-1- 807 2-4' (, 198/ 4 !
*$S-HB/1%" 18/1% ) 55-%%9)*14-8 (PI1- 8- - (12/) ' (,12/) 4+] &5 4)

|

3968#-1-80%/2 -4BY/ ) . -1 S#-USTHINH -1 8'%SY(-! $(8#-1+'21 2/)! +' (818#-&!,/ (! /)]
*06/18&)%8Y,,4-%%! (2! $%6%)-9104/1%-8& YB#'85/&-1 YO;! Z #- (12/)! #$4-1 +/ 4S-4Bb-8)0! 8#-!
+/ AS-ACYeBH-)*-! ' (, 18- HS&IAH-418H#-1$&0/A8'(5-1/9 198 +§ 7)) O UOBH- ) x I (, ! MB% 7!
/(! 8$&-:E-%54$1#/+ 1$8!$+09-580/ )41, ' 2$D)4! +/ 4S-A$UH8-1/41,/-%! (/8! Yott+1)0;! Y-8B#-!
+/ 4S-48(/ +1+#8I8/1,/1 $G-1 /41%#-15%!%$5S!/415'(C8!&'SHER)%-1 /911", +-'8#-4; I' [ )1 *%p/!
Uottl)*,! $Y5) %Wt B! 8H-1+ | AS-AVE )% 1, [ 1" (, \+#/ & 18 1+] 45 A%#1)*,1 5/(8'58! $P/)! #. -1'(!
- &- &7~ (52))

|

R-1%-(%$8$8/1$%%Yoll-*8-,! 8/15)*8)4-Y414-*$7$/( /)4l +/ 4S-A8'2 15/&-194/&1' $9 94-(8!
1'5S74/)(,B! 5)*8)4-BMI4-*$7$/(4 108 0214 .- 1, $B 4 (8." * - W 404-9-4-(5-%;IR-$(7!,$99-4-(8!
1 - (1 8&-" (18 8- BE-A12/)! 41 +4( T;1Z #$-RN) (-, 8/11-! %-(%$8$8N2/ )Al+/ 4S-4c%!
$99-4-(5-%RN)! # -1 S#-14BHEG # .- 18 VA, / (- 18- 1+ 212/ ) 1+ (88 &),/ (-:!!

|

FK



Train Your Worker

Z#S12/)!' 4181 K712 ) 4+] 4S5 B, - 964H- 18- 18 VAR !, - 8 F1/ 8. - 41 #21' (, 1§ !
+88S(73V(%$,-4! 54- 8B(7N-! /41&/4-! *$%BH60-5$98F118' % SIUZ ! 458-M)8! -'5#! 8'%S14$-9*14(!
8#-1/4,-418#'818#-18'%6%4-! 8/11-1 /(-;! QBEY,-! ,-8'$*%%)5#!% !+ #-4-1 8#-18'% SO+ 49/4&-,!
(L, (219008 W(--, -, ;ID/ 8 ) THIS- "RB+ B2/ ) A+/ 45 A" (,\7$- 1HR ! A#- 4' 15/ 02!
h--0! '(/8#-4! 5/0 2\+#-4-1 8#-+/ AS 4w R1-1+/ 4K 7;!" /) 15 (!0) 8B#-1*$%8H0! 2!'( ,! 8'S-!
8-&!/)8/ (2+#(Y(--,-,™

|

C%-B#-I5#-5S*$988, $%5) %) 4! - ND-58' 8%/(Y8(,-8'$*il ,-%54$1-H/+ 12/)! +' (8!8'UBYQ-4:
9/4&- '(,] &'S-! 5*'418#8R/)4! $%'1$HR'2 14-b)$4- 18488 OAL- |, / (- 1§ 190- 5EEI+' 2:1@
0/%0%S1*ER'2 11-! #- *09)"8/1%H/+1'! (- +1+/ 4S-AI1#/+18'%S%!'48/11-1 0-49/4&-,:1 H* (1/(!
8A'S(S(7RNA! +/ 4S-4h -A1%- - 41" 2%k [ 1(/81-NO-58IH#S& YAl 41814-&-&1-418#-1</118'%S%!
'08-417/$(7! 8HA/ TH#I8H-&! +BHD/ )1 <)%8!/B-;1Q8! $*18'S-18$&19/4D/)! 8/1- NO*$(1#/ +12/ )1 +' (8!
SHS(TUI-! () O/ARNA! +] 4S-48/17-8I5/ &O/48'1% |, | § 718G TAGE- 1+ 212/ ) 1+' (88 &1,/ (-
|

Q(,,$8%/(! 8/184'S($(T2/)4! +/ 4S41/(! 8#-190-5$9$5I11,)8$-%B )4!+/ 4S-48)%81-! 84%-,! $(!

) ($- D404 5 )% (9BIRE' $ (, 1>H@!3982/)4! %)00/48%!/ 4$('8/4 I'1/)8! ,$99-4¢ 8D/%%$:
1$+$8$-9619/4184'$($(7:!

"4 9808 - %

"H4 Y G (WDIL-8-- (12) 1 (,12) A+ 45 AB%4%/(H $((8)4 - 1) 1&) 9B, - 5$ - !

- 8- 42/ ) 1+ (88 W .- I' 10) 4 *21049-YB6$/(*14-+8$/(YoHSBU' 4-*8$/(YoHSBH SIBIAYSH!II!
04/9-%%$/(*(,!  %/5%;! =/ 1(/ 8% 82/ ) A (, YD+ BHD/ )41+ 4S-4$(8-491-! + B#HD/ )4104/9-%:
%o$/(**14-+'8%/(%#$0; !

|

)AL $( BS(TRNA! +/ 4S-A8(8/12))A! #/& -BH #-4-1 #-1 [41%H & FHBY' . -1 '55-%6%8 12/)4! 0/%:
%-%%$/(BEL2 I'( , 1&-$ 5'8$/(%;!"#-4-1'4-11()&  1-41/9104-5)8%/(%!2/ )15 (18 S 18 1%9 :
7)) 412/)A1-H (7% TH" #- |BIBDA-5")8$/(! $9BY1%54--(1+/ 4S-6BH#/4/)T#*2dD-4948&! 1'5S:
740)(,! S#H-5S%(,! SH-5SI+ BH#H-9-4-(5-%18/1,- 8-4&$(-1$9"00*$BY%!'4-184)%8#8#;!

2 (,%716/ (-2

Q! (! #-*OW'( *$(7'&/(-2 B$SSCYBS 4B/17-8I8# 8H-*0194K 196/&-/(-!  [8#-418# (12))4!
+/ 4S-4Bb)5#1%!"! O'&$*28&-& 1-4/ 4" 18) 98 , 198 (, ;12" . § 71241 +/ AS-44'(*-! 2/)A&J(-2 !
5'(! 5)%-! 04/1*-&Y%10/41/8#1/912/):! ") AB6SE. §71&/ (- 2198 = (V' (, 12/ ) A+ 4SA4$% %!
$(7!55)%-,! /9!8#-98}!

|

Q)% &- 8- --, 181 . -12/)A+] 45 AH(*-! &I(- 2B)% ! S#-19/%/+$(717)$,-* $(-%d!
o 3./$!% G712/ )A+/ 45 A+ 4B 5455941+ BH#.4' +1&I(-  219/4R)):!
e E-.-4%82/)4+] 45 4)%-12/ )4154- $85'4, ;!
o Q) '%SDN)4! +/ 4SA8/18'S-1&/ (-2 194/812/)4! +' **-81410)4%-8 1&'S-1'0)45#%-19 / 4!
2N)BI'* +' 2941 %-4. - HS&YAH- BA 5/ 4 181-1' &/) (88 S (1! I(/ 8" (, 19F(18- 14 5- D8
+#-(1 8-+ 4S-44-8)4(%+ BHEE- 10) B# % I'(,| 5#(7-]!
|
QOIP'%S! 2/)4! +/ 4S-A8/1+ £8-15#-5S%B!, )& ~(8! +#-(B!+#2B( | 8#-'&/)(8! [9!-'5# I5#-5S;!
h-- 0 1+48B (14 5/ 4 18 82/ ) 11/8#1%S$7(B ' S-1%)4-B#82N)A! +/ 4S-M%! %$7(5! ,/5)&-(8!
-NO*$($(71+ #215#-5S%!'4-1+ 4588-(18/1#$&MH#-ABS(15'%-! %/&-/(-!  b)-%8$/(%$8!8-4

Fell



Precautions You Can Take to Protect Your Assets and Yourself
"#-1 g #/+ $(714-! [8#- ADA5)8S/( %R/ )'( ! 2/ )4 **$-95)(! 8'S-d!
o >/(%S$,-4'#'. $(712))4 11-(-938%'2 &-( 86h 40'2 5#-5S5%+0/%%8 , |,$4-58*(8/!'!
1'(S! '55/)(8;! QaN! )%-!"! 404-%-(8'8% -! 0'2 --! 9/42/)4! AAQU!AA=Q1-(-9$8%p!
(/8! &'S-! 2))4! +/ 4S-42/)4! 4-04-%-(8'8%-! 0'2 --;!
e Y/ 59)0!/40) 8" +' 210- 24 ( "*10'0-4%!'$(!"! 9$*$(7!5'1$8B!%'928-0/%$8!1/N/4!" |
%9 ;!
o H$530!'(,! 7/' 8#4AN)T#!8#-1&' $'2)4%-*9l41'%SPo/&-/(-! | 8t A8 (12/)A+] 45 48!

J1 %1/(%S$,-41 )%S$[!"! 0/%8199$5H/ N8/I&'S-19%)4-1 8#8DN)Al +/ 4S-4%1 (/8! # .-1 1!

'55-%%8/12/)4! &'$*;!
o =/1(/87$-1+/4S-491)413" 6 15'4,%"(,! HQE()&1-4%;!
e @-.%$+12/)411(S! " (, '54-,$85'4,! %8'8-&-(8%!. -42!&/(8#B!'( , '8!*-'%8Y(5-! "1 2-'41
4-b)-%8!"154-,$814-0/48194/&!/(-1/9! 8#-18#4--1&'</41 54- $81)4-" )%
Vb)$9'N\Gjj_! MM:KIGMI! T Hm m
VND-4$'(N\GGG_!fe:f egJ!/all
"4 (% ($(N\G ] _IKG :eJQ 4l

IINE NIS'(18 " $( (-] 94--154- $84-0/48D4/&1-'5#] [918#-%-5/ &O'($-%! -.-4 212-'4;

e h--0'8159/92)4&-, % 8$/(V41'%SR/ YAl (-! [912/)4! **$-UB/1, /1 %/;!

o =/ 1(/8%(12 |)41+/4 S-412)4104/0-48219/AHSUAIH-41/+ (1 0-4%/(*! )%-;!

e R-190)4-18/17-812/ )4IS 211'5S! +#-(1 | +/4S-410)$8%H $988-,BI'(,15/(%$,-4!5# (7$(7!
2/)41 */5S%;!

o ># 598 10# (- 11$1-' 5H&/ (819 4) (') 8H A$P-,15%+%;1>/(%S$ 41Y 55§ 7!- ND- (:
%%.15"**061\06)5#'%ljj: E)&1-4%1/41 4 (7!, 98 (5 19¥ &12/ ) A0#/ (- !

e E-.-4'! 8#W1/4S4AWR-! 8/1%'. §7%EB#-5SSTBEHAT-1'55 1 )(8%I41'(2 /8#-4111
/5)&-(8%;!

>/&&)($5'8%/( !

" #-1 9SANB-0B(1%6)55%%9)BI&& ) (5 & (1+BH2/ ) 4+/ 4S5 APG 1- 9B 1'B#12/ ) 4" ) 8 4R %
~&0*/2 -4194/&18#-11-T$(($(7;!" #SYYSHIA$E2&-'(%!8#'81$ID/ ) ' 4 I(/ 8# 002+ BH% & - 8% 7B
21! #.-1 8#-14 %0/(%$1$ABABH (7-] /419NIBASEKS ' PBSDY ) 181% I8 82/ ) 4+] 45 ABH) (:
#002 1+ BH#Y6/&-8#% TBSHYR! )414-%60/(%$EBB/!', 4-%0%!8#-1%$BS/ (1'(,! +/4S!+BH#$&YA!
#-418/19%/* -1 8#-104/1* &;!

|

"RRD)AL + [ AS-AYH- (V- AV, [ - b & - SIE TIH- M (1S - (SR (2104 1% & Ubt#- (184 2!
'4-1 %&'*Do/18#'8B#-2), | I(/ 874 +;IR- 199- 58BI+#-(1 7$%7!'9 -,1'5S;! |D4-'8! </17] /%! (/8!

#. -18)5# &($ (7;1Q(%8-',BLUSASL-# +12/ )l 4-++21%$S- B#-1+" 2' 8'%St" %Y( -:I!

|

@ &-&1-A48F 82/ ) ¥ .- 18- 1A7#3G | $4-58%/+ 1241 +/ AS-404. $- %2/ ) 1+ B9 00/ B!@Q2/ ) 4
+/ AS-4)-%! %/&-SHET! S#-1+ A(7! +' 2B- NO*§IH/+ 18#-18 %SHY10-49/4&-1$(5/44-58+21'(,!

7$- 1960-5$9$5!5(%4YoBE)8!+ #'8I(--, %8 11-1 /(- $B 4 (821Z #- (17$%7!9-, 1' 598 !
5/44-588#-1+" 212/)4! +/ 4S-4)-%! 9% & - 8§ 7BY0- ' I5' & *2;IR- 15~'4B14-%60-589)(! 1#/(-%8;1Q9!
2! (-1 8/1- NDA-%%!7'8$. - O-*§7%EBASBSPA)A! +/ 4S-AcHi#. $/4Y,! (/ 8R/)4! +/ 4S-4;!
=1 (/81 1-1 &-'(! /414),-;! C%-+2-15/(8'581'(,! *$8 (18 12/ ) 4k A4S 4e45/(5-4(%:;! Z | 45B/7-8#-4!
8/19$(,1! %/*)8$/(BH' 3% SSYORMBA/912/ )BI1)8!4-&-&1-4! S#8D/ ) ¢ .- I 14FH#EG ¥ .-12/) 4
96)00/4804/. $,-, 1$(18#- 1+ 218# 82/ ) 1+ (§!

Fa



Performance Reviews
(Letting Your Worker Know How He or She is Doing on the Job)

Z #-(12 )H$4-1'"+ | 45-4B1%-8)0I0* (I 8/14 . $ + ¢ +12))4! +/ ASAISUIB(7;! " #S0ML. $+ I+ B!
7$-12/)1'(L 2/)4! +/ 4S-4(! /00/48)($828/!,$%5)%%H#B' %S /(-] $(1,-8'$(! ,,4-%%!
"2 UTIS( T'$%%)-9RP1%-88$(B80! $(!, .'(5-B! 8#-1+/ 4S-4+ BIS(/+ 18#'SBHUIS! 0)($Y6#E&-(8;!
388+ 14 .$+B8*9' 1/) 881 §% 78 8&' 211-1(- -, -, 13962/ )41%)00/489%1/4,$('8/4! '1/)8!
G-I EE7) . E 1K1 ) A 4 I HIA S+, /- ([ 840* 51 (7/ 719 -, 1' BSIN

|

O$4$(71Z | 4S-4

E/1/,2 1*$S-0618/19$44Y 4S-4BI1)@NI&  219%(,12)4%-*OI$(I%$8EE ( 1+#- 4 12/ ) 4/ (254 - |
SOBII*-BI(- /9121 YAI+/AS-A%T/:] |

|

"H#-11-08+1 2181 /S K718 1B +/ 4S-4898Y11-78(!,-*B( 7+ BH(! $%%)H#A-( 1$81$4%8!
'4$%-%;1A-81'%$,-18$&-18/1%$81( 1§ ' 1b) $80* 5-1' (,1&' S 194 12/)A+/ S 4)(,- 88 (, %
#I+ 1%-4$/)98#-1041 *-&! $U{!!  #/+ 1$899 58921 )!I'(,! 2/)4!'5 8$B$-Y5t%54$1-B#-1041*-&!
V(18190 @ (12/ ) 1+ (8IR-1/0- (18 12/ ) A+ 45 A4S - 96 1/ ) 8#/ +18 196 * - 18+ 104 1% & B
1)814-&-&1-4! 8#8D/[)! &'S-! 8- 19" 4, - 594 (' 1/) 8#/ +12/ ) 4+] 4S-41 |-%!8#-1</11,)8$-%:!

[

"#-4-1&'2 11-1 88&-%8t#-(! 2/)! (- -,! 8/19%4" +/ 4S41$&&-,$'8 -*219/41-'%/ (%! %) 5#!%!8#-98B!
848 (%714 1)%-11-# . $B/ A8-1)%1/ 9, H TW 4' 5/ # %1Q2/ ) I( - -,18/! 9$4+4/4S-4BI'%S!
[(-1192/) 4 »$ %8 11- 1+ 82/ ) 1, ) 45 718 I' 5§ ' 19$4S(7;1 )A! *2+$*04/. $,-1 2/)! +B#Y6)00/48!
"(L1-(D418E 88141454, -/ 8 55) %12/ )1 9%'2% 71/41,/$(7! 8#$(798t 82/ ) !, $!(/ 8% 2!
14,1

[

Q! %)%0-5)4! +/4S-41%8/*-Y/&-8#$(7194/&!2)B!" %Si$&YAIH#-41%/81#'82/ )| 7-81HSUA!#-A4!
%$,-1918#-1%8/42Q9N)! '4-1 5-B §!' 1/) 88+ 18- B/ 492/ ) 4+/ 45-41-(T'T-%'$("1)%$ . - 11-#' . :
$48 +' 412/ ) BS M8 10/ 5-;131) Ub- 11-# . $4%59, - %8 ) 5#§ 712/ ) I§' 004 045 8 2BHE 7!
2/ )B(-7~58 712/ ) A(--, Y85 *§ 712/ ) (' &-UB2-*§7!' 82/ )1/ 4,/$(7! /8#-4184#$(T%BHB! &'S-]
2NN (5/&9/48'1* -1Q®/)1'4-1'"9 4'$,18#818#!10-4%/("*1'%%$%8'8% $*#'4&! 2/)B! *-8B#-10/*$5-!
S/ +;1Q" ,, BB (B5 *2/)4! %)00/48%l/4, ' 84" (,!12/) 4" *$ %l

[

A/&-! 0-/0*-! *-8D-82!8#-98%N /(! 1-5") %-B#-2'4-1 '94'$,!1 /91 %P(RB#-$4/ 4S-4%,! (/8! 1-:
$(711*-! 8/19%(,4-0* 5-&-(8%:;! =35) *RIF 1%, §7!' 1+/ 45 ABH/ 8' 1. B 14" 9% (19 498 2% 7'§ !
(1 "1)%$.-! %$BS/(;! Q(%8-',BBRISNH -! - (/)T#! 4-T)*41-&0* [ 2--9B&' (210-/ 0% 1§12/ )4
1'5S)010%(BI'(,194$- (,%!2/ )I5'(15"** 104 18£'8! 8#-1¥/%90Y/(-! +/4S-41+$*{/8! 5')%-! 2/)4! -(8$4-!
%)00/48%268-&8/!9*1'0'48;! @-&-&1-4!18#'8!2 /)!5'(I'%S! 2/ )4!"**$-%B!9'&BPO4$-(,%.!%)0:
0/48%@//4,$('8/4! 9/41%%$%8'(5-;!

[

Flu



Sample Job Descriptions/Advertisements
!
!
A'& 0*-IpF!
H B8R-19& *!' %BH8 (819 4' 58-12/) (7'+/ &' (1+8H' 1, $b 1582139868 (5 1+BH74 | & TBH ) % +/ 45
"(, 1 55 986 78+ 15/ & &) (B0 NL* 1# ) B> *IMWMFFFF;!
|

!
!

A& 0*-IpJ!
A--S $(710--41 %)00/489 42/ )(7! &' (! +$8HEYLS*BAZ | 45-41+ $*¥-*01'55-%%5/&& )($82%-4.$5-%! '58$.%:
B (,104.$-1900/ BIVNG-* (8/ 00/ 4 (FR!9 A% &-/ (- 1+#/ 1+' (848 198" 4 B4 ND- 45 (5~ 1+ B, $6 18
$2;10F) 10- 4#/ ) 41>" (1+/ 43 4) (, 12/ ) A%6#-, ) * ;1>" MMWFFFF;!
!

!
A'& 0*-Ipfl

O-&' *10-4%/(*! 5'4-1'88 (,' (89 4+/ &' (1+B#' |, $b1$*88 6/(B! Z - BIOABA'8BE:Idfj! ;& ;!0G;M]0-4!
#) 417 $481 §:1>' MMWFFFF;!
!

|
!
A'& 0*Ipg!

Y/ 1 S§7'9 44 00/ (%81 1§, $$)' 181" 55/ & 0" (2 12/) (71&" (1+B#' |, Bo 18RI 1" 48) U6/ & &) (' 58S
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Job Description Worksheet
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Sample Interview Questions

General Questions
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Specific Questions

"1 G+ §71D)- OB/(% 4 14-% 8, Ial b) *SEYH0- 5EI8! 0- DA% " #- %! b) 968 (%141 £.0/48(8! 1-
5' )% ! BBAY 98 18- 908 1) 2.8 8' $*@#'8!5'( &' S-1/4114-'S1'(! '44'(7- &-(8;!C%I8-& 'dplliNN
N' &O0%-%8 1- -*/0! 2/)4! /+ (! b)- %/(%%05%'8'2/)4' *SB(-,  %l04-9 4 (5 - %t

o =12 &% 1171 A %-I(- \+H! B&IS-Y%/A! B(SH

eSS S0 B A BAHAASAO (o VS @l O VB

o 34-12))! ' **-4798! 98/ S!/410- k!

Sensitive Questions!

V& 0*/2-49%4-! (/8! "**/ +-1 8/1&" S-1#34H,-5$%S/(%\ 81 1'% 9(/ (:</1:4-*'8-,! 9 584%%)5#!10%4!!
4% (B4 5 B5/ ¥ B(" B (' *!/sz 7- B% NBH#- F#B+- FHBS' 4B 198 § 9B/ 4, S 1R,!"#-4 9 4 B2/ )|
(--,! 811-15 4-9*1'1/ ) 8#/+ 12/)! ' 9&I5-485(! b)-%&(%0; 1" #-! I**/+$(7! b)-%8P( %U- I-N'& 0% o/ QNI

[EERRRRRAII] lm-l%q%qo(ﬂllﬁﬁﬁa/ll) é(]l”(?ﬁlllqnl Illaéllllf){(glllhﬁ%'g{” f?ﬁ%)nrun/ﬁﬁfmm 0/qﬁﬁlqﬁfﬂﬁ-hlI%’HIIIIIIIHIIIIII||||IIIII|||| TTLLLEETTTLn

Question Reason You Need to Ask the Questions in a Specific Way
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Sample Application for Employment

Name
Address
City State Zip Phone Number
. If no, give Alien Registration Card or Work Permit
Are you a US Citizen Yes No 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

Telephone Number

Describe the work you did:

Name and Address of Company

From To

Reason for
Leaving

Name of Supervisor

Mo | Yr | Mo | Yr

Telephone Number

Describe the work you did:

Name and Address of Company

From To

Reason for
Leaving

Name of Supervisor

Mo | Yr | Mo | Yr

Telephone Number

Describe the work you did:

Days/Hours Available

Beginning Time Available

Ending Time Available

Hours

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total Hours

Signature of Applicant

Date

Jf il




Reference & Background Check Release Form
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Prototype
Employment Agreement
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Glossary — Words Used in this Booklet and What they Mean

Agency with Choice 3(! '7-(52 18#8!%#4-%I&0*/2 -41,)8$-%% B#P/)B!"**/ +§7! 2/ )1 8/14-54)$8B!
BB (1& (1 T- 1+ 4S D
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96)00/48%-*9:,-8-4&$('8$/(!
|

Arrangements that support self-determination 6 - 8#/,%!9/42/ )! 8/14-*$P-18#-1.' % -%Y9!
%-*9:,-8-4&$('8%/(!
|

Choice Voucher System 3!%2468-&!/9!8&- 8#/,%!9/4!2)!8 / 1,$4-58!2)41$(,$$,)"*!11 ), 7-8!"(,!
,$4-58*R&0*/ 21+/ 4S4%!
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Resources to Help You
PIHP/CMHSPs
! " 19$(,18#-1%-4$5-17 - (521%12/)4' 4" d
|http://www.macmhb.org [ A\MFe_If eg:KGgGRI!

W$°/<$8!!:-0'48&-(8! [9'>/&& ) (R!?-'"8t+- 1198 ' 8http://www.michigan.gov/
mdch/0,1607,7-132-2941_4868---,00.html!
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Centers for Independent Living(CILs)
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Local Arc Chapters
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Organizations for people with Mental lliness
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Books and Training Materials
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Personal Assistance Services: Creative Management and MisdemeanorsB12!6 ' 482( !
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A Step-by-Step Guide to Training and Managing Personal AssistantsB12!D' 2!@!C*$( 2B3 & 2!
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