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Finding the Support You Need 

If you are reading this handout, chances are you have 

already received or soon will be receiving a support 

allocation from your county. If so, the next step is to 

begin looking for the support you need. 

While much of what you need to know will be covered in 

the following pages, not every situation can be 

addressed, so don't hesitate to contact your county social 

worker or service coordinator for help. 

Also keep in mind that while there are many common 

issues and decisions you share with others seeking 

support, everyone's circumstances are unique. This 

handbook is not intended as a substitute for obtaining the 

advice of a lawyer, tax advisor, accountant, or other 

professionals concerning the applicable laws, some of 

which are discussed in these handouts. Such laws 

include, but are not limited to, Minnesota and Federal 

Fair Labor Standards Act, Internal Revenue Service 

Regulations, and Worker's Compensation Regulations. 

The Design of This Handout 

This handout has been designed to be a "user-friendly" 

starting point for your search. Locating and arranging 

the support you need can be a challenge; finding the 

information you need should not be. 



The overall format chosen can best be described as "buffet 

style". While these handouts can be read collectively as a 

single handbook, it may be easier to think of them as a 

group of individual handouts, all of which are designed to 

give you specific information on specific topics. You may 

either read them together, or you may pick and choose 

which topics best suit your interests and needs. 

There are three important advantages this type of 

format offers: 

• It gives you flexibility. You can explore different 

options, decide if they suit your needs, then return to 

the beginning and choose again. 

• It does not force you to digest information that doesn't 

match your interests and needs. 

• It gives you control in the process. You choose what's 

important to you. You choose the kinds of support 

options that interest you. 

In the next few pages you will find an outline for each of 

the handouts. Take a few moments to scan each one and 

decide which handouts will best aid your search for 

support. 



Hiring From Provider Agencies 
This handout will discuss the following: 

• How to get started...where and how to look 

• Benefits of hiring from a provider agency 

• Questions to ask potential provider agencies 

• How to handle complaints and concerns 

Hiring Your Own Support 

This handout will discuss the following: 

• Writing a job description 

• Locating and contacting potential providers 

• Screening, interviewing, and hiring providers 

• Conducting background checks 

• Drawing up a support agreement 

Note: If you choose this handout, you may want to 

also consult the following handouts: 

Managing Your Support Provider 

Hiring an Employer-of-Record 

Hiring a Fiscal Agent 

Taxes 

Labor Laws 

Insurance 



Managing Your Support 

Provider 

This handout will discuss the following: 

• Record keeping and personnel files 

• General supervision tips 

Taxes 

This handout will discuss the following: 

• Your provider: employee or independent 

contractor? 

• Taxes for employees 

• Taxes for independent contractors 

• Employer Identification Number 

Note: If you choose this handout, you may want to 

also consult the following handouts: 

• Hiring an Employer-of-Record 

• Hiring a Fiscal Agent 

Insurance 

This handout will discuss the following: 

• Worker's Compensation Insurance 

• Liability Insurance 



Hiring a Fiscal Agent 

This handout will discuss the following: 

• What a fiscal agent does 

• Finding and working with a fiscal agent 

• A sample account with a fiscal agent 

Note: If you choose this handout, you may want to 

also consult the following handouts: 

• Taxes 

• Insurance 

• Hiring an Employer-of-Record 

Hiring an Employer-of-Record 

This handout will discuss the following: 

• What an employer-of-record does 

• Your responsibilities 

• The employer-of-record's responsibilities 

Note: If you choose this handout, you may want to 

also consult the following handouts: 

• Taxes 

• Insurance 

• Hiring a Fiscal Agent 



Labor Laws 

This handout will discuss the following: 

• Do labor laws apply to you? 

• "Companionship Services" 

• Your responsibilities 

Forms, Checklists, and Worksheets 

Included in some of the handouts you'll find useful forms, 

checklists, and worksheets. In addition to the standard 

federal and state forms related to taxes and such, you 

will find the following: 

Interview Questionnaire 

Job Description 

Sample Flyer/Advertisement 

Employment Application 

Employment Contract 

Evaluating Provider Agencies 

Telephone Screening 

Notice of Unsatisfactory Performance 

Employee Evaluation 

Special Information 

Employment Reference Worksheet 

Personal Reference Worksheet 

Reference Information Release 



• Background Check Release 

• Employee Time Sheet 

• Emergency Telephone Numbers 

Your Part in the Process 

Along with the flexibility and control you'll gain by 

arranging your own support, you will also be taking on 

the job of managing those services responsibly. That may 

mean handling such things as hiring, training, and 

supervision of employees, paying those employees, and 

dealing with tax issues. It may also mean dealing with 

potential provider agencies, asking tough questions, 

doing some research, and making informed decisions 

about which support options are right for you. 

Do not let this discourage you. 

Many of your questions will be answered in the handouts 

you choose; for those that are not, check with your county 

social worker or service coordinator for further 

resources. 
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Hiring From Provider Agencies 

Getting Started 

If you choose to hire your support from a company or an 

agency, the first step is making contact. 

Of course, many provider agencies can not only manage 

your support, but can also help identify your needs and 

assist you with record keeping and tax issues. 

If hiring from a provider agency seems right for you, first 

you must find out what is available. Asking the following 

questions may give you a place to start: 

• Who are my long time friends and social contacts? 

Might they know of some agencies? 

• What organizations have been helpful in the past? 

• Have I heard any good "word-of-mouth" advertising 

about particular agencies? 

• Do I already know someone who works at a local 

agency? 

When talking to potential provider agencies, take notes. 

List the date of your conversation, the agency's name, 

who you spoke with, their telephone number, and any 



comments that might help you make a decision later. 

Among other forms and worksheets, at the end of this 

handout you will find a checklist of questions you might 

want to ask while talking to potential providers. 

Benefits of Hiring from a Provider Agency 

• "One stop shopping". Many agencies offer a wide 

menu of supports, ranging from personal care to on-

the-job assistance. This means that instead of 

receiving support from several sources—which may 

be confusing and difficult to juggle—your support 

comes from a single place. 

• Back-up help. If your primary support person is 

unavailable due to illness or personal emergency, a 

provider agency may be better able to send you a 

substitute, so you won't find yourself worrying about 

being without support; the agency does the worrying 

for you. Also, this arrangement may work in cases 

where your primary support person is an independent 

contractor (more about independent contractors in the 

handouts Hiring Your Own Support and Taxes), but 

your back-up worker comes from a provider agency. 

• Less paperwork. Many provider agencies can take on 

the responsibility of keeping records such as personnel 

information, payroll, insurance, and taxes. Make sure 



to ask each agency about this option. (Such services may 

also be available through fiscal agents and employers-of-

record. See these handouts for further information.) 

While the above benefits may make provider agencies the 

right choice for you, keep in mind such services almost 

always cost more than you will pay if you choose to hire 

your own support. As with everything, you must weigh 

your costs against the benefits you receive in return. 

Questions to ask Potential Provider 

Agencies 

Most provider agencies are happy to give you 

information about their services, either over the phone or 

through the mail. Of course, it's always best to "shop 

around" and compare the services, philosophies, policies, 

and fees of the various agencies you are considering. 

Remember, you're the customer. Don't be afraid to ask 

questions! 

• Ask the agency to send you written information about 

their services, fees, and policies. Do they offer what 

you need? Shopping assistance? Home health care? 

Employment support? Financial management? 

• Ask about billing. How often do they bill? Are there 

finance charges or late fees? Do they have a selection 

of billing options or periods that might work better for 

you? 



Ask about schedules. Are services available at night, 

on weekends and holidays? If so, do these services 

cost more? How many employees will be assigned to 

help you? Can you choose your own support people 

from among their staff? Will the agency make 

arrangements to have "back-up" workers available? 

Ask about background checks. How do they screen 

their employees? Are references checked? Many 

agencies are required to have criminal background 

checks done on current and potential employees. 

Ask about employee training and education. What 

kind of training do they undergo? Are they licensed 

and registered, if necessary? 

Ask about supervision. How are employees 

supervised? How is performance evaluated? Can 

you direct employees youself, and to what degree? 

Ask about contact people. Who do you talk to about 

billing, scheduling, the care you are receiving, etc.? 

Ask about suspension or termination of services. If 

you must temporarily cancel or terminate 

services with the agency, how much notice do you 

need to give? Will you have the authority to 

terminate or suspend employees yourself? 

Ask about hiring employees for private work. Is it 

allowed? What, if any, policies apply to your 

situation? 

Ask about insurance. Is the provider agency insured 

against liability and/or malpractice? 

Ask about bonding. If the agency's employees are not 



insured, are they bonded? Much like liability and 

malpractice insurance, bonding is designed to 

protect agencies against claims filed in cases of 

accident or criminal accusations. 

Example: Suppose you believe an employee has 

stolen an antique from your home, which you later 

prove in court. An employee bond would pay for 

whatever settlement the court orders. Be aware, 

however, that bonding only provides this 

protection if the theft is proven in court, and that 

the amount of protection is limited by the size of the 

bond. So, if the stolen antique was worth $6,000 

and the bond protection is only $5,000, that is how 

much you would receive in compensation. (You can 

get more information about bonding either from 

your insurance agent, or you can check the yellow 

pages under "Bonds — Surety and Fidelity".) 

• Lastly, inform the agency about any of your special 

needs. Can they address those needs? If so, how will 

they be handled? Example: You have pets that might 

need daily attention. Can the agency handle that? 

Once you've settled on a provider agency and have 

drawn up a letter of agreement with them, make sure 

you have in writing a list of the services the agency will 

be performing. Not only will this help prevent confusion 

in the future, but if for any reason you need to suspend or 

terminate their support, you can refer to this list to 



ensure you've cancelled all the services. 

Once the agency begins providing support you may be 

asked to sign vouchers that confirm employees' work 

hours and/or the tasks they've completed. Before signing 

any voucher, review it thoroughly and keep a copy for 

your records, as vouchers can be used to double-check 

bills and statements. 

What to do if you Have Complaints or 

Concerns 

Before you enter into a relationship with a provider 

agency, ask about their complaint process. Most 

agencies are required to have procedures in place to 

investigate and resolve complaints. Understanding how 

and to whom to address your concerns may save you 

from future frustration. 

If you have a complaint, your first step should be to 

inform the agency. Give them a chance to resolve the 

problem. More often than not, they will work hard to 

address your concerns and find a solution. 

If, however, you've informed the agency of a concern and 

are dissatisfied with their response, you may contact one 

of the following three organizations for help: 



State Office of Ombudsman for Mental Health and 
Mental Retardation 
121 7th Place East 
Suite 420 
Metro Square Building 
St. Paul, MN 55101-2117 
Phone (651) 296-3848 or 800-657-3506 

Minnesota Office of Health Facility Complaints 
393 North Dunlap 
PO Box 64970 
St. Paul, MN 55164 
Phone (651) 643-2520 or 800-369-7994 

Minnesota Department of Human Services 
Community Supports for Minnesotans with Disabilities 
444 Lafayette Road North 
St. Paul, MN 55155-3857 
Phone (651) 296-6117 or 800-627-3529 



Evaluating Provider Agencies 
A Sample Checklist 

When you call the agency, is the phone answered promptly and politely? 

Are your questions about services and costs readily/competently answered? 

When listening to your concerns do the agency's staff appear attentive /interested? 

Are you satisfied the agency's billing system? 

What training /education do the agency's personnel undergo? 

How does the agency handle employee substitution in times of absence? 

How are the agency's employees supervised/evaluated? How much input would you 
have in this process? 

How are the agency's employees screened? What kind background checks and 
interviews are conducted? 
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Hiring Your Own Support 

A Word About the Minnesota Human 

Rights Act 

As we discuss the details of hiring your own support, if it's 

important you keep in mind how the Minnesota Human 

Rights Act applies to your search. 

The Minnesota Human Rights Act, enacted to prohibit 

illegal discrimination by any and all employers in the 

state, makes it illegal to treat potential employees or hired 

employees differently because of their race, color, creed, 

religion, national origin, sex, marital status, disability, 

age, sexual orientation, or because they may have 

received, or are receiving, any form of public assistance. 

You cannot use any of the above characteristics as factors 

in making your hiring decision unless they are a "bonafide 

occupational qualification". For example, it is permissible 

to choose a female applicant over a male applicant 

because you are female and you will need help bathing or 

using the toilet. Aside from these kinds of considerations, 

you must make your hiring decision based solely on the 

applicant's qualifications and their ability to perform the 

job's tasks. 



There are other exceptions to the Minnesota Human 
Rights Act. Most importantly, persons considered 
"domestic workers" are not covered under this act. Under 
the law, domestic workers are defined as "employees who 
are employed exclusively in the care of the family home 
and in serving members of the family". 

Note: For more information about the Minnesota 
Human Rights Act and discrimination, contact the 
Minnesota Department of Human Rights at 
(651) 296-5663 or (651) 296-1283 TTY. ! 

Writing a Job Description 

When hiring your own support, one ingredient is essential 
to getting the employer-employee relationship off to the 
right start: Clear expectations. 

Before you hire someone they should understand what is 
expected of them. Discuss all aspects of the job, from 
work hours/to salary, to daily tasks, and everything in 
between. The better they understand your expectations, 
the better they can serve you and the fewer 
misunderstandings you will have in the future. 

Thus, a job description is a brief overview of your 
expectations of the person you hire. A job description can 
also be used as a: 



• Guide when interviewing. 

• A checklist of duties to be performed. 

• A tool to evaluate job performance. 

You'll find a job description worksheet at the end of this 

handout, but below are some basics that should be 

included in any job description: 

• The general role the person will play. How will they 

be helping you? 

• The necessary qualifications. 

• Specific daily tasks they will have to complete. 

• Schedules and hours. 

Searching for Support 

You can find potential support providers from many 

areas: government agencies, private individuals, 

provider agencies, or a combination of several of these. 

It can be a challenging decision. 

The money in your budget is yours to spend, but making 

choices on how to spend it can be difficult. You probably 

have a lot of questions, among them, Where do I go? 

Who can offer the support I need? Those are good 

questions. Here are some others that might help: 



• Who are my long-time friends and social contacts? 

Might they be interested in helping me, or might they 

know of someone? 

• Am I a member of a church that might offer the kind 

of help I need? 

• What organizations or people have helped me in the 

past? 

• Have I heard any good "word-of-mouth" advertising 

about any particular individual? 

Asking these questions might uncover sources of help 

you weren't aware of, and by contacting friends, 

neighbors, social groups, or church members you are 

already dealing with people you know and trust. Think 

about the kind of people from whom you'd be 

comfortable receiving support. 

Advertising for a Provider 

You can advertise in many different ways: newspapers, 

newsletters, flyers, etc. Regardless of how you 

advertise, a successful ad or flyer must be: 

• Clear. Be Clear about the kind of support you need. 

• Concise. Be Concise in your wording. Short and to-

the-point. 

• Specific. Be Specific about what the person will be 

expected to do for you. 



Advertising Do's and Don'ts: 

• Do read other ads for ideas. Which do you like? Why? 

Which ones do you think would be most successful? 

• Do include the basics of the job: Hours, duties, name 

of the position, how to reach you. 

• Do include your personal preferences. Do you want 

an experienced worker? A non-smoker? A female 

versus a male? 

• Do understand advertising rates if you are using a 

newspaper. Do they charge by word or by ad size? 

How many times will it run, and when? 

• Do be positive when describing the job. Doing so 

tends to attract positive, upbeat people. A good 

question to ask when reviewing your ad is, Would I be 

interested in answering this ad? 

• Don't list your full name, address, and phone number. 

Doing so may open you up for crank phone calls or 

unwanted visits. 

• Don't overload the ad with information. Keeping in 

mind that it must be clear, concise and specific, your ad 

should be an overview. Save the "nuts and bolts" 

details for an interview. 



You can find a sample flyer/advertisement at the end of 

this handout. 

Where to Advertise 

• Local newspapers. 

• Newsletters. Community, church, local 

organizations, support groups. 

• Job service offices, employment, and temporary 

agencies. 

• Bulletin boards. Grocery stores, apartment buildings, 

churches, libraries, YMCA/YWCA, clinics. 

• Area vocational schools and colleges. (Many have a 

student employment office that may be helpful). 

Also, most local newspapers have a "Work Wanted" 

column in their classified sections, which you should 

check frequently. The provider you may looking for may 

be looking for you. 

Screening Applicants 

Once you have found interested applicants, you'll want 

to screen them. This process comes in two steps: the 

telephone interview and the personal interview. As you 

receive responses, you may want to start a folder for 

each applicant, into which you put their application, 

release forms, your notes, etc. 



The Telephone Interview 

Some of the responses you receive from ads will come via 

the phone, so you should be prepared to "pre-interview" 

the applicant when they call. This conversation will not 

only help you decide if the person has the necessary skills 

and qualifications, but will also help you decide if you're 

comfortable with them. While you shouldn't necessarily 

make a final hiring decision based on a telephone 

conversation, do not ignore your "gut reactions'' either. 

Here are some tips for conducting a telephone interview: 

• Take notes you can reference when making your 

decision. Make sure you get the applicant's name and 

telephone number. 

• Be friendly and pleasant. 

• Be honest and realistic in describing job duties, 

salary, and schedules. 

• If the job may require lifting or other physical activity, 

ask if this would present a problem for them. 

• Ask about previous experience. If yes, what kind? 

• Without giving your address, generally describe where 

you live. Ask if commuting presents a problem. 

• Ask if they are available for the hours and days you 

need them. 

• Discuss any special equipment with which they may 

need to be familiar. Have they used that type? 

• Ask open-ended questions to draw out the applicant; 



this will help you get an idea whether their 

experiences and attitudes would suit your needs. 

Example: Instead of asking, "Did you like your last 

job?", ask "What about your last job did you like and 

dislike?" 

• Near the end of the conversation, ask the applicant if 

they have any questions about the job. Answer them 

the best you can. 

After each phone interview, thank the applicant for their 

interest and tell them you're still interviewing for the 

position. Give them an idea of when you expect to hire 

someone. 

Once you've finished all your phone interviews, review 

your notes and start thinking about which of the 

applicants you'd like to interview in person. When 

making this decision consider the following: 

• Qualifications and experience. 

• Availability. 

• Ability to carry out the tasks they'll be assigned. 

• And, equally important, how you felt about the 

applicant. What was your "gut reaction" to them? 

Did you like their answers? Their attitude? Do you 

think you would enjoy spending time with this person? 

Remember: Trust your feelings. However, be 

careful those feelings do not tend to discriminate 

against the applicant. 



Once you've settled on a number of applicants you'd like 

to meet face-to-face, call each one and arrange an 

interview. You may want to consider having a friend join 

you for the interview; a second opinion can be helpful. 

The Personal Interview 

Make sure you're prepared for the interview. Be ready 

with a blank application, a job description, and 

background/reference check release forms. You will find 

copies/samples of these at the end of this handout. 

When the applicant arrives, greet them pleasantly and do 

what you can to make them feel comfortable. Ask them to 

fill out the application and the reference/background 

information release forms, which give you authority to 

perform several kinds of checks later. (More on this in 

the coming sections.) 

While they are doing this, review their resume if they 

have one. Once they've completed the application, 

review it while the applicant looks over the job 

description. 

After reading their application, discuss the job 

description, specific duties they'll be asked to perform, 

and your expectations of them. Encourage the applicant 

to ask questions, but remember that you are conducting 

the interview; be sure to get all the information you need 



to make a decision. 

Here are some other issues and questions to cover during 

the personal interview: 

• Rate of pay and how often you will pay them 

• Scheduling — hours and days you need them to work 

• Attendance and punctuality 

• How much notice they'll need to give in case of 

sickness, bad weather, etc. 

• Are they currently working? Where? For how long? 

• Why did they leave their last job? 

• What did (or do) they like and dislike about their last 

(or current) job? 

• If there are gaps between jobs, Why? 

• Are they looking for temporary or permanent work? 

• Why are they interested in this kind of work? 

• Why did they answer your ad instead of others they 

may have seen? 

The kinds and number of questions you can ask are nearly 

unlimited, but as important as the answers you get are 

your impressions of the person. It's often difficult to 

judge a potential employee by your "feeling" about them, 

but it's important nonetheless. Here are some tips to help 

you do that: 

• Does the applicant answer questions completely? 



• Do they maintain good eye contact? 

• Do they consistently hesitate or stumble with their 

answers? 

• Do they ask questions? If so, do they seem interested 

in all aspects of the job, or just the pay and the hours 

they must work? 

• Are they paying attention? 

• Did they arrive on time and prepared for the 

interview? 

• Imagine spending time with the applicant. Would they 

be pleasant to be around? Would you be comfortable 

receiving support from them? 

You can take either "mental" notes or written notes 

about these impressions, but be sure to include them in 

your decision process. Of course, some applicants may be 

nervous about the interview, which can give you a false 

feeling about them, so make sure you consider not only 

your impressions, but the answers they gave as well. 

Doing so will help you get a well-rounded picture of each 

applicant. 

Also remember that an applicant's attitude is as 

important as their experience level and technical 

knowledge. If they have limited experience, but a 

positive attitude, an eagerness to learn, and the ability to 

perform the basics of the job, they may be the perfect 

choice. Remember: Skills can be learned; a great attitude 

cannot. 



As with the telephone interviews, after each personal 

interview, thank the applicant for their interest, let them 

know you'll be making a decision soon and that you'll be 

contacting them with your decision. 

Once you've finished all the face-to-face interviews, go 

through the same process you used to narrow the field 

after the telephone interviews. Consider each 

applicant's experience level, their application, the 

answers they gave during the interview, their availability 

to work the hours and days you need, your impressions of 

them, and their general attitude. Again, ask the 

following questions: 

• Can they perform the tasks I need done? 

• Are they available when I need them? 

• Do they have a solid work history? 

• Was I satisfied with their answers? Why? Why not? 

• How was their attitude? Were they positive? 

Eager? Willing to learn? 

• Did I feel comfortable with them? 

After you've chosen the most promising applicant(s), you 

are ready to conduct background checks. 

Background Checks 

Performing these checks is simpler than it may sound and 

they are a valuable tool in the decision process. 



Background checks fall into four categories: personal/ 

employment, driving, and criminal. 

Personal/Employment Reference Checks 

Personal/employment reference checks are designed to 

gauge the applicant's personal character and work 

history. These checks can be done over the phone or by 

mail. 

If you choose to do them by mail, include a list of 

questions (a sample questionnaire and reference check 

worksheet can be found at the end of this handout), a 

copy of the signed reference/background information 

release form, and a self-addressed stamped envelope. 

Checking references by phone is quicker and it may also 

give you a better feeling for the "tone" of an answer. For 

example, if your mailed questionaire asks "Did this 

employee perform all the tasks required of them?", you 

may get a simple "yes" answer. But if you ask the same 

question over the phone, you may get a very positive 

"Yes!" or a very hesitant "Yes...". Both are the same 

answer, but each tells you something more than you 

would get from a written answer. 

When checking references over the phone, be sure to 

identify yourself and the reason you're calling. Keep 

track of who you spoke with, when you spoke with them, 



the answers they gave, and your personal impressions. 

Some employers (and acquaintances) will not discuss an 

applicant or their background without having received a 

copy of a signed reference/background information 

release form. Make sure you ask about this at the start of 

the conversation. 

Here are some questions to ask when checking personal 

references: 

• How long have you known this person? In what 

relationship? 

• What are his/her best qualities? 

• How do they get along with others? 

• How would you describe their overall attitude? 

• How do you feel they would perform in this type of 

job? 

• Are there any problems or concerns I should know 

about? 

Employment reference checks help you judge what kind 

of employee the applicant has been in the past. The 

following questions will help you do that: 

• What position did the applicant hold? 

• What were his/her duties and responsibilities? 

• How did they get along with others? 

• How would you describe their overall performance? 



• How would you describe their overall attitude? 

• Were they trustworthy? Honest? 

• Would you hire them again? 

• Were they punctual? 

• How often were they absent? 

Once you've collected all the personal/employment 

information you need, place your notes in the applicant's 

folder for future reference. 

Driving Record 

If the position will require driving, you should check their 

driving record. You can get a copy of this either by mail 

or by going directly to the Department of Transportation. 

You will need to provide them with the applicant's full 

name, their date of birth, their driver's license number, 

and a copy of the reference /background information 

release form. If you're requesting a driving record by 

mail, be sure to include your address and daytime phone 

number. 

There is a small fee for obtaining a copy of someone's 

driving record, but that fee can change from year to year, 

so call the Department of Transportation, Motor Vehicle 

Division for the current amount and to whom you should 

make the check payable. (See below for address) 

The driving record you receive will show the person's last 



five years of driving history, including what, if any, 
moving violations they've received, including Driving 
Under the Influence (DUI) charges. It may also offer 
information about vehicle accidents. 

Some things to consider when reviewing a driving 
record are, 

• Is the applicants driver's license current? 
• Has their license ever been revoked or suspended? 

If so, why? 
• Does it appear they have had an unusually large 

number of accidents? 

Remember, you need to feel comfortable with the 
applicant's driving skills and background. 

To obtain a copy of a driving record, contact: 

Minnesota Department of Transportation 
Motor Vehicle Division 
Transportation Building, Room 108 
395 John Ireland Blvd. 
St. Paul, MN 55155 
Phone (651) 296-6911 
TTY (651) 297-2100 



Criminal Background Checks 

The Bureau of Criminal Apprehension will perform a 
criminal background check for a small fee. You will 
need to provide them the applicant's name, (last, first, 
middle initial), their date of birth, and a copy of their 
signed reference/background information release form. 
(Note: the release form must include the applicant's 
signature or the background check will not be 
performed.) 

For more information about criminal background 
checks: 

Bureau of Criminal Apprehension 
1246 University Avenue 
St. Paul, MN 55104. 
Phone: (651) 642-0610 

Making the Final Hiring Decision 

So far you've located potential support, conducted your 
interviews, and checked each applicant's background. 
Now what? How do you decide which applicant best 
suits your needs? Who do you hire? 

Here are some steps that might make that process 
easier. For each of the applicants, do the following: 

• Review their application. Are they qualified? Do 



they have the necessary experience? Are there any 

unexplained gaps in their work history? 

• Re-read the notes you took about the applicant. How 

did you feel about them? Were they attentive? 

Positive? Knowledgeable? Eager? What was your 

"gut feeling" about them? 

• Review your notes about their employment 

references. What did the applicant's past employers 

say about them? Were they trustworthy? 

Competent? Did they get along with others? 

• Review your notes about their personal references. 

How long has the person known the applicant? 

Overall, how did that person describe the applicant's 

attitude? What are the applicant's best qualities? 

• Look over their background checks and driving record. 

Does anything concern you here? 

Hopefully, after reviewing all your information and 

considering the above questions, you'll feel ready to make 

a decision. However, if none of the applicants suit you, 

don't settle for the "best of the bunch". Keep looking 

until you find the one that's right for you. 

Something else to keep in mind: Depending on your 

needs, you may want to consider hiring more than one 

person. Perhaps you can hire one person to work during 

the day and another at night. Or have two people work 

every other day or every other weekend. Consider 

several combinations of schedules until you've got one 



that gives you the help you need when you need it, and 

gives your support people enough flexibility. 

So let's assume you have decided to hire one or two of 

the applicants you've interviewed. Contact them and 

offer them the job. Discuss their starting wage, how 

often they will be paid, their schedule, and when you 

would like them to start. 

The person may need some time to consider your offer; if 

so, tactfully set a date by which you'll need their answer. 

If, on the other hand, the person accepts your offer 

immediately, welcome them aboard and confirm their 

first day of work, at which time you'll review their duties 

and responsibilities. You may want them to sign off on 

these. (More on this and support agreements in the next 

section). 

Once you've hired your provider(s), you should call the 

other applicants to let them know you've made a 

decision. Thank them for their interest. Ask if you can 

keep their names on file for future reference or for back­

up support. 

Most applicants will accept your decision without 

question, but some may want to know why they were not 

chosen. The best answer is the simplest and most truthful 

one: Tell the applicant that while you were impressed 

with their experience and qualifications, the person you 



hired seemed better suited to your overall needs. You are 

not obligated to explain any further. 

Support Agreements 

A support agreement outlines the "ground rules" 

between you and your provider. Generally, a support 

agreement should cover the following: (Note: Those 

items marked by a " • " are required by law so be sure to 

include them in any signed agreement.) 

• The date on which the agreement was entered into. 

• The date on which services are to begin. 

• The rate of pay per unit of time, or by whatever 

method you and the employee agree upon, so that they 

can easily compute their wages. 

• The number of hours that will make up a "regular 

day's work". 

• Whether additional work hours will be considered 

overtime; if so, the overtime pay rate must be 

specified. 

• A statement about any "conditions of employment". 

These are conditions which, if not met by the 

employee, may cause them to be terminated or have 

pay deducted from their salary. Usually such 

conditions are job tasks the employee must 

perform. By laying out these "conditions of 

employment" in the support agreement, the employee 

understands up front the consequences of not 



performing tasks you consider essential. 

• Job duties (attach the job description) 

• Work days 

• Special training, if required 

• Notification of absences and tardiness 

• Termination and resignation 

Both of you should sign and date two copies of the 

agreement. Each of you will keep a copy. 

Should you have any legal questions about this type of 

agreement or the consequences of writing one, you 

should contact an attorney who specializes in federal and 

state labor laws. 

Verification of Employment Eligibility 

Since it is illegal to hire or continue to employ persons not 

authorized to work in the United States, the law requires 

you to verify your provider's employment eligibility with 

the federal government. You do this by completing a 

Federal Form 1-9, Employment Eligibility Verification 

Form . (You will find a copy of this form at the end of this 

handout.) 

There are four exceptions to the above requirement. An 

1-9 form does not have to be completed for the following: 

• Persons hired before November 7, 1986, who are 



continuing their employment and have a reasonable 

expectation of employment at all times. 

• Persons you employ for casual domestic work in a 

private home on a sporadic, irregular, or intermittent 

basis. 

• Persons who are independent contractors (more on 

independent contractors in the handout entitled 

Taxes.) 

• Persons who provide labor to you who are employed 

by a contractor providing contract services. 

If any of these conditions apply to your worker, you need 

not verify their eligibility to work in the United States. 

For all others you must file an I-9 form. 

Additional I-9 forms can be obtained from the local 

Immigration and Naturalization Service office or branch. 

For this number, consult your phone book. 

A Word About Bonding 

Bonding is a form of insurance carried for protection 

against claims filed in cases of accident or criminal 

accusations. Some independent contractors choose to 

"bond" themselves for this very reason, so you may wish 

to ask potential providers if they are in fact bonded. 

This is how bonding works: You believe an employee has 



stolen an antique from your home, which you later prove 

in court. The employee's bond would pay for whatever 

settlement the court orders. Be aware, however, that 

bonding only provides this protection if the theft is 

proven in court, and that the amount of protection is 

limited by the size of the bond the employee carries. So, if 

the stolen antique was worth $6,000 and the employee's 

bond protection is only $5,000, that is all you would 

receive in compensation. 

You can get more information about bonding either from 

your insurance agent, or you can check the yellow pages 

under "Bonds — Surety and Fidelity" 



Job Description 
For each of the following categories, write a brief description of tasks your employee will 
be expected to perform. 

Bathing/Assistance in bathroom 

Dressing 

Recreation/ Leisure 

Mobility 

Correspondence / mail 

Shopping 



Job Description (con-t) 
For each of the following categories, write a brief description of tasks your employee will 
be expected to perform. 

Transportation 

Housekeeping 

Laundry 

Meal preparation 

Exercise / rehabilitation 

Other 



Sample Flyer/Advertisement 

Looking for someone to provide in-home 
help for an elderly woman.... 

Job Description: 

• Part-time. Tuesday - Thursday, 9:00 am - noon 
• Run errands, light housekeeping, yard work 

• Occasional weekends 

Salary: 

• $145.00 per week 

Benefits: 

• Meals 
• Car allowance 

• Flexible hours 

Position Requirements: 

• Reliable, trustworthy 
• Non-smoker 

• Clean driving record 
• Position begins Decemeber 2nd. 

Qualifications: 

• Experience working with seniors 
• Excellent references 

• No criminal or abuse record 

If interested, please call (123) 555-6789 after 3:00 pm 



Telephone Screening Form 

Date 

Caller's Name 

Caller's Phone # (Day/Evening) 

What kind of experience does caller have? 

Can caller provide employment and personal references? 

Does caller have a Social Security # 

Does the caller have a Driver's License? A reliable vehicle? 

How long has caller lived in area? 

Why is caller interested in this kind of work? 

Is caller willing to undergo background checks? 

What is caller's work availability? When start work? What schedule? 

Does caller have any special experience and training? 

Notes: 



Employment Application 

Name (first, middle, last) 

Address. 

Phone # 

Vehicle Make & Year 
(if driving required) 

Education 

High School 

College / University 

Major /Degree 

Social Security # 

Driver's License #_ 

Vehicle License # 
(if driving required) 

Date Graduated 

Dates Attended 

Other Courses/ 
Education 

Employment (most recent job first) 

Employer 

Supervisor-

Dates Employed 

Employer. 

Supervisor 

Dates Employed. 

Employer-

Supervisor 

Dates Employed. 

Position-

Employer Phone # 

Reason for Leaving. 

Position-

Employer Phone # 

Reason for Leaving. 

Position-

Employer Phone # 

Reason for Leaving 



Emploment Application (con't) 

What days and hours are you available to work?_ 

Are you available on short notice? For extra hours? 

List any additional skills/experience you have that may be applicable to this position: 

Have you been charged with any traffic violations? If yes, please explain:. 

Have you ever been convicted of a crime? If yes, please explain: 

References (please provide two employment and two personal references 

E m p l o y m e n t 

N a m e Employer/Position, 

Address Phone # 

N a m e Employer/Position, 

Address Phone # 

P e r s o n a l 

N a m e Relationship 

Address Phone # 

N a m e Relationship 

Address Phone # 

I declare all information provided is true and accurate 

Applicant signature Da te 



Interview Questionnaire 

What kind of work are you doing now? How long have you been there? Why are you 
looking for a new position? 

What did you/do you like about your last/current job? Dislike? 

If gaps between jobs, Why? 

Are you looking for temporary or permanent work? 

What interests you about this kind of work? 

What are/were your duties in your last job? Describe your experiences in caring for 
people with disabilities. 



Interview Questionnaire (con't) 

How would your last /current employer describe you as an employee? 

What would you say are your strongest/weakest qualities as an employee? 

Let the applicant know about any special duties the job requires. Would these present a 
problem for you? 

Do you have a reliable source of transportation? 

Do you have any questions? 

Notes: 



Reference Information Release 

Applicant's Name: 

Potential Employer: Position: 

Former Employer: 

I, , authorize to 

release the following information to so they may 

further evaluate my qualifications for the above-mentioned position. 

The information I authorize you to share is (authorization valid only for those 

categories that are initialed): 

Category: Former Employee's Initials: 

Job Performance 

Attendance/Punctuality 

Attitude 

Job Knowledge 

Reliability 

Trustworthiness 

Employment Dates 

Reason for Leaving Previous Employer 

Signature of Applicant (Former Employee). 

Signature of Witness: 

Date: 



Applicant's Name: 

Reference Name: _ Phone #: 

Relationship to Applicant: 

How long have you known this person? 

Do you feel this person is well-suited to providing support and/or assistance? 

What are this person's strongest/weakest qualities? 

How would you describe this person's general attitude? 

Why do you believe this person is interested in this kind of work? 

Do you consider this person reliable/trustworthy? 

Is there anything else I should take into consideration about this person? 

Notes: 

J 



Employment Reference Worksheet 

Applicant's Name: 

Employer: Phone Number: 

Supervisor's Name/Title: 

What was the applicant's position? Primary duties? 

How long did the applicant work for your organization? 

What were the applicant's strongest/weakest points? 

Please grade the applicant's following attributes: 

Superior Poor 
Job Knowledge: 
Reliability: 
Trustworthiness: 
Attitude: 
Attendence/Punctuality 

What special training did this applicant undergo while with your organization? 

Why did the applicant leave your employment?_ 

If you had the chance, would you re-hire this applicant? 



Background Check Release 

Applicant's Name: 

Potential Employer: Position: 

I, , authorize to 

conduct a comprehensive background check, which may include a criminal and 

motor vehicle record review. I authorize any agency or person contacted in pursuit of 

this background check to release any and all information requested. Furthermore, I 

will hold no person or agency liable for the release of this information, or for its use 

in conducting the above-mentioned background check. If hired by the above-

mentioned "Potential Employer", I agree that periodic background checks can be 

conducted during my term of employment as deemed necessary by my employer. 

The above authorization and its implications shall end when I leave the employment 

of the above mentioned "Potential Employer". 

A photocopy of this authorization form shall be as effective and binding as the 

original. 

Applicant's Full Name: . 

Signature of Applicant: Date: 

Applicant's Social Security #: Date of Birth: 

Driver's License Number: State Issued by: 

Signature of Potential Employer: Date: 

Phone #: 



Employee Contract (Sample) 

This agreeement, made this day of between 
(hereafter referred to as "employer", and , hereafter referred to 

as "employee, is intended to clarify specific working conditions, terms of 
employment, and guidelines that will govern employer and employee behavior and 
responsibilities. 

Term of Employment The employee is hereby employed as a 
and shall work at the employer's residence or such other places as may be directed by 
the employer, starting on , 19 . 

Duties: Employee shall perform the duties outlined in the attached job description 
and shall perform such other work that may agreed upon between the employer and 
employee. 

Days/Hours of Employment: The employee shall work the following schedule: 

Mondays to Fridays to 
Tuesdays to Saturdays to 
Wednesdays to Sundays to 
Thursdays to Total hours per week: 

The above schedule may be amended as necessary by mutual agreement between 
employer and employee. 

Compensation: As compensation for services rendered, employee shall receive from 
employer a salary of $ __per as gross wages, which shall be 
paid (frequency). Payment of wages will be made days after the 
close of the pay period. Employer or employer's agent will withhold and remit to 
appropriate federal, state, local agencies required taxes and deductions, including 
Worker's Compensation. A W-2 statement for the previous calendar year will be 
supplied to the employee no later than January 31. 

Employee Benefits: There shall be no sick pay, holiday pay, vacation pay, or other 
employee benefits. Employee will not work and will not be paid on the following 
holidays: 

The employee may take weeks of unpaid vacation during one year of 
employment. Vacation dates will be set by mutual agreeement between the employer 
and employee. 

Absences/Tardiness: In the event the employee is unable to work at a scheduled time 
due to illness or other legitimate reason, employee shall give employer 
hours advance notice. In case of an emergency or tardiness, employee shall notify 
employer as soon as possible. 

Confidentiality: Employee agrees that all matters regarding employer or matters 



Employee Contract (Sample) (con't) 

discussed with employer are confidential and employee shall not disclose said matters 
to other persons without authorization from employer. 

Performance Reviews and Pay Increases: Performance reviews will be given once 
each A merit pay increase may follow a performance review, but such 
increases are not guaranteed. Merit increases will not be given if the employee's 
performance is unsatisfatory. 

Vehicle use: The employer agrees to "use mileage" of per mile when employee is 
asked to use their personal vehicle to perform job duties as directed by employer. The 
employee agrees to keep an accurate record of mileage incurred. The employee agrees 
to abide by all traffic and driving-related laws of the State of Minnesota, including 
proper use of seat belts at all time. The employee will provide adequate insurance on 
his/her own vehicle. If employer supplies vehicle, employer will provide adequate 
auto insurance for vehicle to be used; furthermore, employer will provide proof of 
such insurance on both vehicle and employee. The employee's travel from home to 
work and back again or to other assignments not related to work for employer shall 
not be reimbursed. 

Meals: The employer will • will not • pay for employee's on-the-job meals during 
work assignments. 

Work Rules: Grounds for dismissal will include: verbal or physical abuse; alcohol or 
drug use on the job; reporting to work intoxicated or under the influence of illegal 
substances; and or more instances of tardiness in a month. On-the-job activities 
prohibited include: smoking in house or car; personal phone calls (except in the case 
of emergencies); visitors during the work period; the giving or taking of gifts, money, 
or other exchanges. 

Training Requirements: If required, employee shall attend and successfully complete 
training/education courses as listed in attachment. To be effective, this attachment 
must be signed by both employer and employee. 

Agreement Changes: Changes of any kind to this agreement shall be effective only if 
submitted in writing and agreed to by both employer and employee. 

Termination: Employer may terminate this agreement if employee habitually 
neglects his/her duties as documented in this agreement or if employee's actions 
present a threat to the health /welfare of employer. Such termination will be given in 
writing to employee. This agreement may be terminated by either party by giving two 
week's written notice. 

We agree to the terms of this agreement: 

Employee Date Witness 

Employer Date 







Managing 
Your Support 

Provider 

This handout has been developed for Minnesota's 
Self-Determination Project — a Robert Wood 

Johnson Foundation Initiative in partnership with 
the Minnesota Department of Human Services and 

Blue Earth, Dakota, and Olmsted Counties. 



Managing Your Support, 
Provider 

As this may be the first time you've been an "employer", 

here are some guidelines for getting started. 

Personnel Files 

As soon as you hire someone, start a file on them that 

includes: 

• Their application and resume 

• A copy of the support agreement 

• Their job description 

• A copy of their references 

• A copy of any background checks conducted 

• Employment Eligibility Verification (Form I-9) 

• The employee's completed W-4 Form 

• The employee's time sheets 

• A summary of the employee's withholdings 

• General employee information (address, phone, etc.) 

Of course, if you've hired an employer-of-record (more 

on this in the handout entitled Employer-of-Record) to 

handle your payroll and tax concerns, you can either let 

them maintain the above documentation, or have them 

give you copies on a regular basis. Whatever you choose, 

it is a good practice to keep complete records for yourself. 



General Supervision Tips 

• Give clear work direction. Don't assume someone 

knows what you want. Encourage them to ask 

questions. Demonstrate tasks if necessary. 

• Explain any technical language or terms you may use. 

• Ensure they know what to do in case of emergencies 

and explain what kind of emergencies they may 

encounter. 

• Be patient. This is a new experience for them. Try 

to put yourself in their shoes. 

• Praise good performance and initiative. Not only does 

it make them feel good, but it encourages continued 

good performance. Also, praise tends to 

counterbalance those times when you may have to 

correct them. 

• Be consistent. Of course, it's your right to change 

your mind, but the more consistent you are in your 

decisions and requests, the better they can meet your 

needs. 

• Lead by example. Treat the employee the way you 

want to be treated. 

• Share information. Let them know what you expect, 

and give them the information they need to do their 

job. 

• Remember: You're the boss. Be patient, fair and 

pleasant, but always remember you're in charge. 



Employee Time Sheet 
Employee's Name: 

Week Starting: 

Day Hours 

Week Ending: 

Minus Lunch/ 

Off Time 

Total Hours 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

Totals for Week: 

to 

to 

to 

to 

to 

to 

to 

hours worked x $ 

Deductions: 

FICA 

FUTA 

SUTA 

Federal Income Tax 

State Income Tax 

per hour = total wages of $ 

For Pay Period Year-to-Date 

Total Check Amount (after deductions) Date Check Issued. 

Check Number 



Special Information Form (Employee) 

Name: 

Address: 

City / State / Zip: 

Telephone: 

Social Security Number: 

Blood Type: 

Allergies: 

Additional Medical Information: 

Contact in Case of Emergency: 

Name; 

Address: 

City/State/Zip: 

Home Phone: Work Phone: 

Employment Information: 

Date Started Work: 

Date Ended Work: 

Reason For Leaving: 



Special Information Form (Employer) 

Name: 

Address: 

City / State / Zip: 

Telephone: 

Social Security Number: 

Medicare Number: 

Health Plan/Insurance ID#: 

Blood Type: 

Allergies: 

Additional Medical Information: 

Contact in Case of Emergency: 

Name: 

Address: 

City /State/ Zip: 

Home Phone: Work Phone: 

Employer: 

County Social Worker/ 
Service Coordinator: 

Phone Number: 



Emergency Telephone_Numbers 

For police, fire, medical emergencies.... 911 

The address of this house is: 

Major cross streets near this address are: 

The phone number is: 

Name Phone # 

Pharmacy: 

Poison Control: 

Doctor: 

Spouse: 

Family at Home: 

Family at Work: 

Neighbor: 

Friend: 

Clergy: 

Back-up Provider: 

County Social Worker/ 

Service Coordinator: 



Employre Performance Evaluation 

Date of Review: 

Employee Name:. 

Follows Work Schedule 

Reports to Work on Time 

No Excessive Absences 

Gives Prior Notice for Absences 

Comments: 

Performance: 

Performs Duties Satisfactorily 

Follows Instructions 

Needs Minimal Supervision 

Job Knowledge 

Comments: 

Trustworthy 

Open to Suggestion 

Communicates Well 

Willing to Learn 

Positive Attitude 

Comments: 



Notice of Unsatisfactory Performance 

Date: 

To: 

From: 

Subject: Unsatisfactory Performance 

As we discussed in our meeting on regarding your recent poor 
performance and/or behavior on the job, below are listed the items/issues that 
require improvement and the steps you will take to make those improvements: 

Issue 

Steps toward improvement 

Issue 

Steps toward improvement 

Issue 

Steps toward improvement 

Issue 

Steps toward improvement 

Issue 

Steps toward improvement 

Be aware, you are a valuable employee. It is hoped that by addressing the above issues 
your performance will improve and no further corrective measures will be necessary. 

Employer Signature 

Employee Signature 



Taxes 

This handout has been developed for Minnesota's 
Self-Determination Project — a Robert Wood 

Johnson Foundation Initiative in partnership with 
the Minnesota Department of Human Services and 

Blue Earth, Dakota, and Olmsted Counties. 



If you've hired someone yourself instead of having a 

provider agency do so, you will need to know what 

responsibilities, if any, you have regarding taxes. The 

following sections will discuss those issues. 

Note: The information in the following sections only 

address tax guidelines as they relate to the employment 

of household/domestic workers. For information about 

any other types of employees contact the Internal 

Revenue Service. 

Note: Tax guidelines, labor law information, and 

insurance requirements often change from year-to-year. 

To ensure you are following the appropriate guidelines, 

you may wish to consult a tax advisor, an accountant, 

the Internal Revenue Service, or the Minnesota 

Department of Economic Security. 

What is an Employee? 

The first step in understanding your tax responsibilities is 

to decide whether the IRS considers your support person 

an employee or an independent contractor. 

The Internal Revenue Service considers many factors in 

determining the tax status of your provider. Consider the 



descriptions listed below; if more than a few of them 

apply to your support person, they are likely considered 

an employee rather than an independent contractor. (Tax 

issues for independent contractors are covered in the next 

section.) 

Employees.... 

• are told when, where, and how to work 

• are trained to perform tasks/services in a particular 

manner. 

• perform the services that are key to the overall success 

of the business. 

• render their services personally. 

• have a continuing relationship with the business. 

• have hours that are set by someone else. 

• are required to work or be available full-time. 

• work on the premises of a business, or on a route, 

or at a location designated by the business. 

• perform services in the order or sequence set by the 

business. 

• submit reports to the business. 

• are paid by the hour, week, or month. 

• are provided tools, material, or equipment to 

perform their job. 

• have no significant investment in the business. 

• normally work for only one business at a time. 



• don't offer their services to the general public. 

• can be fired by the business. 

• have the right to resign without liability. 

Again, if several or more of the above factors apply to 

your provider, they are probably considered an employee, 

and you should handle your tax responsibilities 

accordingly. (More on this in the coming sections.) 

Note: If you have further questions about a support 

person's status, you can either consult an attorney, or 

request a determination from the IRS by filing a Form 

SS-8 Determination of Employee Work Status for 

Purposes of Federal Employment Taxes and Income 

Tax Withholding. You can obtain a copy of this form 

from your local IRS branch. 

Taxes for Employees 

If your supporter is considered an employee, there are 

three factors that will determine what, if any, taxes you 

need to pay on them: 

• The worker's relationship to you. Are they your 

spouse, parent, or child? 

• How much you have paid them. 

• Their age. 



The following tables will help you decide how these 

factors apply to your situation and whether you need to 

withhold certain employment taxes—and, if so, what 

kind and how much. 

Note: If you are required to withhold and report 

employment taxes, you may want to consider using 

what is called a "fiscal agent". This person can 

perform (and in some counties, is required to perform) 

these duties for you. If you wish to use a fiscal 

agent, see the handout entitled Fiscal Agents. 

Employment Taxes — The Four Types 

1) Income Tax 

Income taxes are paid on just that: employee income. 

Ordinarily, employers are required to do income tax 

withholding. However, you are not required to withhold 

federal or state income tax from wages of a "household 

employee" unless you have agreed before hand to do so. 

A household employee is defined as someone you pay to 

perform household work. Such employees might be: 

babysitters, nannies, health aides, private nurses, maids, 

caretakers, yard workers, miscellaneous domestic 

workers. 



Note: Publication 15 from the Internal Revenue 

Service, Circular E Employers Tax Guide, includes 

information regarding withholding and payment of 

taxes. You may wish to consult this guide. For help in 

obtaining this or other IRS documents, consult your 

phone book to find the nearest IRS office or branch. 

2) Social Security and Medicare (FICA) Taxes 

Social Security and Medicare (FICA) Taxes set aside 

living and medical expense monies for employees to use 

when they retire, generally at age 65. 

Do you need to pay FICA taxes? 

If you... 

Pay cash wages of $1,100 

or more during the tax year 

1998 to any one household 

employee... 

...Then you must.. 

withhold and pay 

Social Security and 

Medicare taxes (FICA) 

Do not count wages paid to: 

• Your spouse 

• Your child under age 21 

• Your parent (see below) 

• Any employee under age 18 

during the tax year. 

Note: FICA taxes are 

15.3% of wages paid 

Your employee's share 

is 7.65%. Your share 

is a matching 7.65%. 



FICA taxes must be paid on a parent who is employed 

by a child for domestic services if: 

• The parent cares for a child who is under 18 and 

living with a son or daughter. 

• The parent's child requires adult supervision for at 

least four continuous weeks in a calendar year due 

to a mental or physical handicap. 

• The parent's son or daughter is a widow/widower, 

divorced, or married to a person who, because of 

physical or mental condition, cannot care for the 

parent's child during such a period. 

3) Federal Unemployment Tax (FUTA) 

The Federal Unemployment Tax (FUTA) compensates 

workers who lose their jobs. 

Do you need to pay FUTA taxes? 

If you... 

Pay/paid total cash wages of 

$1,000 or more in any calendar 

quarter during the tax year to all 

of your household employees... -

...Then you must... 

...Pay federal 

unemployment taxes 

(FUTA). 

Do not count wages paid to: 

• Your spouse 

• Your child under age 21 

• Your Parent 

Note: FUTA taxes are 

0.8% of cash wages. 

Wages over $7,000 per 

year per employee are 

not taxed. You may 

also owe SUTA taxes. 



4) Minnesota Unemployment Tax (SUTA) 

The State Unemployment Tax (SUTA) compensates 

workers who lose their jobs. You may or may not be 

required to pay SUTA taxes and do income withholding. 

To determine if you must pay SUTA, consult either 

Publication 15 from the Internal Revenue Service, 

Circular E Employers Tax Guide or an accountant or tax 

attorney. 

Note: Publications and further help on this and other 

issues can be obtained by contacting the IRS. Consult 

your phone book to find the nearest IRS office or 

branch. 

Taxes for Independent Contractors 

An independent contractor is responsible for filing his or 

her own Social Security and Medicare payments, and for 

reporting his or her income as a self-employed worker. 

They are also responsible for arranging their own 

worker's compensation coverage. 

At the end of the year you will likely need to provide them 

with federal Form 1099-MISC Miscellaneous Income, 

which reports how much you have paid them. You are 

also required to file a copy of this form with the Internal 

Revenue Service. 



Note: Deciding if your provider is considered an 

independent contractor is also important when 

considering Worker's Compensation and minimum 

wage issues. For more information on these issues, 

consult the handouts entitled Insurance and Labor 

Laws. 

Note: Since there are various factors to consider when 

deciding if a provider is an employee or an independent 

contractor, you may wish to consult either an attorney 

or an account on this issue. 

Employer Identification Number 

As an employer, you may use an Employer Identification 

Number (EIN) to report taxes and to generate tax 

statements for employees. An EIN is simple to get and 

will help streamline your dealings with the IRS and other 

government agencies with whom you may deal. 

You obtain an Employer Identification Number from the 

State by submitting a completed form SS-4 Application 

for Employer Identification Number. You will find a copy 

of this form at the end of this handout. 
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Insurance 

The two types of insurance that concern you as a potential 

employer are Worker's Compensation Insurance and 

Liability Insurance. Both are designed to protect you and 

your support person in case of injury, disease or property 

damage. 

Worker's Compensation Insurance 

Worker's Compensation Insurance provides 

compensation to worker's with work related injuries or 

diseases. Compensation may include replacement of lost 

wages and payment of medical and rehabilitation costs. 

To be eligible for Worker's Compensation Insurance, a 

worker's injury or disease must arise from, and in the 

course and scope of, employment. 

Note: Failure to provide necessary Worker's 

Compensation coverage may lead to penalties of up to 

$1,000 per employee per week of non-compliance. If a 

work injury does occur to an employee of an uninsured 

employer, the Special Compensation Fund will seek to 

collect from that employer reimbursement of all monies 

paid out on each claim, including additional penalty 

fees. The Special Compensation Fund also has the 

authority to put a lien on contracts, payments, 

lottery winnings and state tax refunds. 



Note: A work-related injury or disease is defined as a 

physical condition that is caused, made worse, 

precipitated, or accelerated by the work or the work 

environment. 

Note: Injuries can occur either at work, or outside of 

work if the employee has been sent on assignment by 

his/her supervisor and the injury occurs either in transit 

or at the outside work site. 

Worker's Compensation coverage is not required for 

some types of employees. Below is a list of employees for 

whom Worker's Compensation Insurance coverage is not 

required. Be aware, this list does not necessarily cover all 

circumstances. For a complete list of guidelines, contact 

either a tax attorney or an accountant. 

The following employees do not need to be covered by 

Worker's Compensation Insurance: 

• Your spouse, parent, and/or child (including 

stepchildren), regardless of age. 

• Independent contractors. 

• Some workers employed as household employees in, 

for, or about a private residence. For details on this 

particular exclusion, consult either a tax attorney or 

an accountant. 



Note: For Worker's Compensation purposes, a 

household worker is defined as one who performs 

domestic, repair, grounds, or maintenance tasks in, for, 

or about a private home or household. 

The cost of Worker's Compensation Insurance is based on 

the type of work the employee is doing and the amount of 

the employer's annual payroll. It can be purchased 

through any licensed insurance agent (in the yellow 

pages under "Insurance"). If you have trouble getting 

insured, your insurance agent may tell you about the 

"assigned risk pool", which is available to all employers. 

A final word about Worker's Compensation Insurance: 

Though its cost may seem steep, it is only a fraction of 

what you would pay in penalties should an uninsured 

employee or yours be injured. Going without it is not 

worth the risk. 

Liability Insurance 

While you, as an employer, are not legally required to 

carry liability insurance, you may wish to consider doing 

so. Liability insurance protects you in three ways: 

• It protects you from costs and damages from a 

lawsuit should someone be injured in your home, 

either by you or by accident 



• It protects you from having to pay medical costs 

should you be injured in your home, either by 

someone else or by accident 

• It protects you from having to pay replacement costs 

should your property be damaged by someone. 

Check with your insurance agent or consult an agent 

about the cost of coverage and for details about what 

situations such a policy covers. Depending on what, if 

any, homeowners or renters insurance you already 

carry, you may be covered in some cases. If not, your 

agent may be able to attach a rider to your policy to 

increase and/or change your coverage. 

As with Worker's Compensation Insurance, Liability 

Insurance is a small price to pay to be protected in case 

of lawsuits, injury, and/or property damage 
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Hiring a Fiscal Agent 

To many of us, the idea of withholding, depositing, and 

reporting employment taxes seems complicated and time-

consuming. If this is the case with you, you may wish to 

hire a fiscal agent to handle all your tax-related issues. 

A fiscal agent can manage all your payroll functions 

including paycheck distribution and withholding and 

reporting employment taxes and miscellaneous employee 

deductions. However, keep in mind that even if you 

contract these services from a fiscal agent, you will still be 

considered the official employer of your employees, and 

will be held responsible for the appropriate handling of 

these issues. 

Specifically, a fiscal agent can perform the following 

functions: 

• Issue paychecks with the necessary pay stubs 

indicating earnings and withholding. 

• Withhold and deposit the necessary federal and state 

employment taxes (Income, FICA, FUTA, SUTA). 

• File federal and state quarterly and/or annual reports. 

• Complete and distribute W-2 forms for each employee 

and a W-4 transmittal at the end of the tax year. 

• Provide, in some cases, direct deposit options to 

employees. 



Finding and Arranging for a Fiscal Agent 

There are several ways to find a fiscal agent. 

First, ask for recommendations from friends or 

colleagues; perhaps they have used or know of a fiscal 

agent in the local area. 

Second, look in your phone book's yellow pages under 

"Payroll Services", "Accounting", "Bookkeeping", or 

"Taxes" Some agencies provide these services state-wide 

or even nationally, so chances are you will be able to find 

several from which to choose. 

While services do vary, setting up an account with a fiscal 

agent is simple. Different agents may ask for different 

information, but you should be prepared with the 

following details: 

• Your Employer Identification Number 

• Your employees' W-4 forms 

• Your federal and state tax deposit coupon books 

• The number of hours each employee works 

• Each employee's rate of pay 

• Any additional deductions your employees wish to 

have taken from their paychecks 

Generally, you will be asked to provide adequate funds 

for each payroll outlay, including taxes. From this 



amount your fiscal agent will make the necessary 

employment withholdings and deposits and file the 

necessary reports, including W-2 forms. 

Below is an example of what you may be charged for the 

services of a fiscal agent. Please remember fees and 

rates vary from agency to agency and from year to year, 

so be sure to get accurate and timely estimates before 

entering into an agreement with a fiscal agent. 

Set up payroll account $4.50 (one time charge) 

New employee set up charge $10.00 (for each new 

employee) 

First 10 checks issued $1.50 each 

Next five checks issued $1.00 each 

Remaining checks issued $.85 each 

Example: Using the above sample rates, you set up an 

account with your fiscal agent for three new employees 

who are paid twice per month. Your cost for the first 

month of fiscal services would be: 

Set up payroll account $4.50 (one time charge) 

New employee set up charge $3.00 ($1.00 x 3 empl.) 

Paycheck issuance charge $9.00 ($1.50 per check x 

2 checks per month x 3 

employees) 

Total monthly service charge $16.50 



Of course, charges for following months would be less 

because there would be no account set-up charges and 

no new employee set-up charges. 

Screening a fiscal agent is a lot like screening potential 

employees, but your primary concern should be the 

agent's fees, their experience level, and the range of 

services they provide. Look for someone who 

understands your situation, has the necessary 

experience, and whose fees are within your budget. 

Once you have found the fiscal agent that is right for 

you,they will need to submit, in writing, an application 

and authorization to the Director of the Internal 

Revenue Service Center (in Minnesota: IRS Center, 

Kansas City, MO, 64999). This application and 

authorization is an important step. It notifies the IRS 

that your fiscal agent is authorized and required to act in 

your behalf in fiscal and tax matters, and it should be 

accompanied by federal Form 2678 Employer 

Appointment of Agent Once this application is 

approved by the IRS Service Center Director, a letter of 

authorization will be sent to your agent. Authorization 

is effective the date the letter is postmarked. 

Before the agent starts working with you, you may wish 

to outline with them in writing, their fees, the functions 

they will perform, and what information you will need 



to provide them. Remember, the job your fiscal agent 

will be performing is important; it is equally important 

that you share a clear understanding of the relationship. 
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Hiring an Employer-of-Record 

An employer-of-record is a person or agency that handles 

some employer-related duties for you and those you hire 

to provide your support. Though an employer-of-record 

technically employs your provider(s), you still locate, hire, 

train, and supervise your support people. 

If you choose to hire an employer-of-record, 

responsibilities may be divided as follows: 

Your Responsibilities: 

• Determine tasks, hours, and wages. 

• Find and select support people. 

• Notify the employer-of-record of hirings and 

terminations. 

• Complete the paperwork necessary to retain an 

employer-of-record (to be provided by the employer-

of-record). 

• Train and supervise your support person. 

• Submit to the employer-of-record time 

sheets for your support person. 

• Pay, or arrange payment to, the agency acting as the 

employer-of-record for their services, including any 

additional fees necessary to handle tax and insurance. 



Employer-of-Record's Responsibilities: 

• Provide information about the process and paperwork 

necessary to maintain your business relationship with 

them. 

• Conduct background checks. 

• Complete necessary tax and insurance paperwork (I-9 

forms, W-4 forms, etc.) 

• Issue paychecks based on submitted time records. 

• Withhold and deposit income taxes. 

• Handle FICA, FUTA, SUTA, Worker's Compensation 

and Liability insurance. 

• Provide W-2 forms and complete reports required by 

state and federal law. 

Remember, while hiring an employer-of-record may be 

the right option for you, such services do cost money. As 

with everything, weigh the benefit you'll receive from 

having an employer-of-record against the limitations of 

your budget, and make an informed decision. 

If you want more information about employers-of-record 

or wish to discuss the pros and cons of hiring one, see 

either your county social worker or service coordinator. 
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Labor Laws 

First, as you are reading this handout, keep in mind that 

labor laws and regulations change frequently. While this 

handout will give you some basic labor law information, 

not all situations and circumstances can be covered. 

Since violating labor law does carry serious penalties, you 

may wish to consult an accountant and/or a tax attorney. 

Federal and State labor laws oversee issues like minimum 

wage, payment of overtime wages, and employment of 

minors. As labor law regulations are designed to apply to 

most employers and employees, chances are you will be 

required to follow them. To determine whether labor law 

regulations do in fact apply to you, ask yourself the 

following questions about your support person(s): 

• Do you, or will you, pay the employee over $1,000 

in the calendar year; or 

• Does that employee work for one or more employers 

for more than eight total hours in any work week? 

If you answered "Yes'' to either of these questions, you as 

an employer must comply with federal and state and labor 

laws. Among other things, these laws require payment of 

minimum wage rates and overtime wage rates to 

employees. 



There is another exception to labor law coverage, 

however: companionship services. 

Companionship Services 

Companionship services are services which offer 

fellowship, care, and protection for a person of advanced 

age or physical or mental handicap that cannot care for 

him or her self. 

These services may include household work such as meal 

preparation, bed making, laundry, and other similar 

tasks. However, if these types of tasks make up 20% or 

less of the total weekly work hours, they do not fall under 

the category of companionship services. Example: if a 

provider is scheduled to work 10 hours per week, tasks 

performed as household work must take two hours or less 

(20% of the total 10 hours) to be considered 

companionship services. 

Keep in mind that rules applying to Companionship 

Services do not include any work performed for persons 

of advanced age or physical or mental handicap by 

trained personnel such as a registered or practical nurse. 

If the above exceptions apply to a person providing 

companionship services for you, you are not bound by 

federal labor laws regarding the minimum wage and 

overtime requirements outlined in the next section. 



Your Responsibilities Under Labor Laws 

Under federal and state labor laws employers are 

required to follow certain guidelines. Be aware, the 

following list of guidelines do not necessarily cover all 

circumstances. To obtain a comprehensive list, contact 

either a tax attorney or an accountant. 

• High school students and youths under the age of 18 

may not work past 11:00 pm prior to a school day and 

may not start work before 5:00 am on a school day. 

• A minor under the age of 16 may not work past 9:00 

pm and may not start work before 7:00 am. 

• Employees of large companies must be paid a 

minimum wage of $5.15 per hour. 

• Employees of small companies must be paid a 

minimum wage of $4.90 per hour. 

• Overtime pay: In any work week, an employee must 

be paid 1.5 times their hourly wage for each hour 

worked over 40 hours. Example: Your employee is 

paid $6.00 per hour. This week they work 42 hours. 

You must pay them 40 hours at $6.00 per hour, plus 2 

hours at $9.00 per hour ($6.00 x 1.5). 

• There is no federal requirement to pay overtime for 

time worked on weekends or holidays, or if more than 

the usual number of hours are worked on a single day. 

• There is no federal requirement to pay employees for 

holidays or vacation days. 



• Live-in employees do not have to be paid overtime 

wages, but they must be paid at least minimum wage 

for all hours worked, unless they are considered a 

companionship service worker, in which case the 

rules covering minimum wage and work hours do 

not apply. 

Determining the actual hours worked by a live-in 

support person will take cooperation between the two of 

you, but generally you can exclude their sleeping time, 

meal time, and other periods when they are not 

performing duties and are free to pursue personal 

interests, either inside or outside the home. The 

agreement you reach with your support person 

regarding work hours versus free hours should be 

mutual. 

To be considered "off-work" time, free periods (aside 

from meal and sleep time) must be long enough for the 

support person to make efficient use of it. If meal and 

sleep times are interrupted by duties they must perform, 

the interruption must be counted as work time. 

Once you and your worker have agreed on these details, 

you should outline them in writing and keep a record to 

which you both can refer. Doing this may prevent 

misunderstandings in the future. 

Also keep in mind that the best laid plans don't always 



work flawlessly. Be willing to openly discuss scheduling 

issues (or anything else, for that matter), that don't seem 

to be working as they should. . 


