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Introduction

This handbook was created 16tSS workes (providers) and
consumers (recipient3jVe suggesyou review and discuss
this handbook together.

We sincerely hopthis handbookvill help youbetter
understandiowthe IHSS programworks,the responsibilities
of the consumer and homecare worlaed the many
resources available §mu.
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In-Home Supportive Servicedescription

In-Home SupporBerviceqIHSS)is a state
program administered lWdameda County IHSS
provideshomecareassistance to eligible agje
blind or individuals with disabilities

This assistance allows program
participantgo live safelyand
independentlyn their homes rather
than living in institutions or
nursing homesrhe IHSS
programsupports thivy
payinga workerto provide
domestic antbr personakare services

An IHSS Social Workeapproves the services based on the
consumed Beed.The consumethenselectsand hires a
workerto providetheservices

Whods Who?

T h eConsumeb
People whaeceivelHSS are calledrecipient,
client, employer, or consumer.

T h eHoniecare Worked
People wha@rovideassistance are called
provider, chore provider, personal assistant,
attendantemployee, homecare worker, or work

To apply for IHSS in Alameda County, call IHSS at
(510) 57718000r go to www.alamedasocialservices.org



IHSS Services

Domestic Services

A

> D> D D> D

Sweeping, vacuuming, washing and
waxingfloors

Washing kitchen counters and sinks
Cleaning the bathroom

Storing food and supplies

Taking out the garbage

Dusting and picking up

Cleaning the stove and oven
Cleaning and defrosting the refrigerator
Changing the bed

Meals
A
A
A

Menuplanning
Preparing, ooking and serving meals
Washing, drying and putting away dishes

Routine laundry
A Washing
A Mending
A lroning
A Folding and storing clothes

Grocery shopping and errands

A

Shopping and errandsre limited
to the nearest available stores or &=
other facilities constent with the

| HSS c¢ o rostihurdiond s
and cultural needs

The workelis expected tgshop without the consumer;

extra time is not given for the consumer to shop with
the worker




IHSS Services

Personal Care Services

A Dressing

Routine baths, oral hygne and grooming
Bowel and bladder care
Assistance with seladministering
oxygen

Assistance with feeding
Care and assistance with
prosthetic devices and
medications

A Routine menstrual care
A Walking and assistance with repositioning
A Rubbing of skin to pnmote circulation

> > > >

> >

Taking the consumer to medicaknd other 2
appointments !
A Provideris not paid for being at ‘WS

appointmenbr for waiting for the :
consumer to complete the appointment L]

Protective Supervision
A Only for mentally impaired personwsho meet specfi
criteria

Paramedical Services
A Such agube feedinginjections, wound care
A Only when ordered by a licensed health care
professional and administered under that
professional 6s direc

Heavy Cleaning
A Onetime only with IHSSocial Workepre-approval



IHSS Does Not Pay For

W Gasoline, mileageparkingor public transportation
costs

W Routine gardening or other outdoor work

W Pet cae (feeding, cleaning up after, or
exerising)

W Moving furniture, boxes, etc.

W Washing windows

W Household chores for visitors or
family members who are not IHSS
consumes

w Paying bills

w Care when the consumer is in thespitalor nursing
home

IHSS Social Worker Responsibilities

A Receive applications and determinendividuals
gualify for IHSS services

A Initial and yearlyassessmertiomevisit

A Approveservices andhonthlyhours br servicego
consumers

A Reassesservices and hours when requested because
change irc o n s u furetrorEng levelor living
situation

A Provide information and referrals to community
resources

To apply for InHome Supprtive Services
Call(510) 57#18000r go to
www.alamedasociakrvices.org
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Share of Cost
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Consumers whose income is greater than the SSI benefit
level may be required to paypartion of he cost otheir
IHSS services. This is called the share of.cost

The IHSS social workewill inform the consumer if they
have a share of cosfonsumers must inform their worker.

The Stag will mail a letter to the consumer and worker
after each pay period showing theare ofcostamount
t hat was deducted from t he

The consumer pays the share of eosnthly, from his/her
own morey, to the homecare worker.

If the consumer does not pay the share of, degshe may
be terminated from IHSS services. (The coustyot
responsible for ensuring that the consumeisplag share
of cost)

Advance Pay

D

D

D

Some consumers receive funds each month to pay their
homecare worker directly. This is called Advance.Pay

Consumers must be authorized for at least 20 hours of
personal care services to be consideoedHe Advance
Payprogram.

Consumers and homecare workers must subniiayooll
completed timeshee&ach month.

For more information on Advance Rapnsumers can
contact their IHSS Social Wker.

10



Appeals (Fair Hearing)

Whenever the County makes any change in
servicesthe consumereceives a Notice of

Action letter at least 10 days before the effective
date of the change.

If there isadisagreenentaboutthe change, whetherig a
change in the hours, services or termination of service, we
recommend thahe consumeimmediately:

’\
i Contact the IHSS social worker &9

discuss any concerns with them. @

U If the issue is notesolved, ontact the ™

socialworkeb s supervisor and d
with them.

U You have the right to appeal (request a fair hearing).
The appeal procedure is on the back of the Notice of
Action letter.

U If you request a fair heariroefore the change goes
into effect, you can ask that you continue to receive
your current hours and services until the hearing is
over.l't 1 s called fAnaid paid

U You must request a fair hearimgthin 90 daysof the
mailing date on the Notice of Action

To request a Fair Hearing,the consumer can fill out the
back of theNotice of Actiorform and send it to the address on
the form, or call 1(800) 748525. For additional help contact
your localindependentiving centers (ILC)or Disability
Rights of California.

11



Hiring an IHSS Homecare Worker

IHSS consumers are in charge of finding and selecting their
homecare workerWe suggest consumers follow Hesteps
whenhiring:

1) Searchfor potential workers

2) Conduct a telephone interviewto talk about the job

3) Conduct aFaceto-Faceinterview if the job and
worker match

4) Checkreferencedo learn abouaw o r k jebrhistery

5) Sdectone or more workers and extend an offer of
work

6) Hire 7 write upa job agreementill out enrollment
formsand workers new to IHSS attend an orientation.

Hiring Steps
1) Searchfor potential workers by talking to family or

friends forrecommendationsdvertisng through local
newspapers or websites, or by contacting the Public
Authority Registry(Seep. 28-31).

2) Conduct a telephoneinterview - Talk about the job to

12

see if the job and worker matdBy the end of the phone
interview the following items should be covered

@ - X Vv Days and timeghe worker is expected to
work

VvV What dateghe worker would begin to
s work

V The totalhours expected to work a month

VvV What tasks th worker is expected to perform

VvV fiMake or bealoissues regarding care, lifting, diet,

allergies, worker needs to have a saheduleetc.
Vv If a faceto-faceinterview is arranged, make sure

address and directions to the interview are clear.



Hiring an IHSS Homecare Worker (continued)

3) Conduct aFaceto-Faceinterview - During the interview
the worker and consumshouldgo over the same items as
the phone interviewn more detail. Workers should bring:
v Employment and personal references
V Picture identiication andwvork permit
V Signed Social Security card ),
V Any trainingcertificates N

It is illegal for consumers to ask workers questions regarding
race,ethnicity,age,children or religion.Focusinterview
guestiono n wor k er doghe phasksrequirgd t o

4) Check references Consumers should check each of the
wor ker 6s . Coasunersenayask sboilte
wor ker 6s dates of e mpqguality me
of work and what needed improvement.

5) Selecton - Consumershould selecivorkerswho can
meetthec onsumer 6s need fawr as
available when they need them

NOTE: The homecare worker must be fingerprinted
and pass dackground checlprior to being paid as an
IHSS worker. Iftheworke doesndt pass
will be responsible to pay him/her for any work done.

6) Hire i Enroll the homecare worker with IHSS, see page
14. We also recommend yameate a job agreemethiat
the consumer and worksign. The ageement should
include:

V The tasks to be done, how often they should be done
and any special instructions.
V Arrangements about pay (such as share of cost

expenses, shopping, driving, etc.) 13



Worker Enrollment with IHSS

IHSS consumersmust enrolleach new worker they hire
before the worker will receive a timesheetbe paid.
Consumers mushform IHSSPayrollof a change in workers
within 10 days Take these steps:

1) Requestan enroliment packet Consumersequest
packets by callingHSS at510-577-1900 (Seep. 45 for
detailson calling IHS$, visiting IHSS offices or writing
IHSS Payroll(address is below).

2) Theconsumeandworkermustcomplete and sigrthe
enrollment forms. Turn in the enroliment
forms atthe IHSS Orientation or send: to p

IHSS Payroll
6955 Foothill Blvd., 3 Floor
Oakland, CA 94605

3) Homecare wrkersnew to IHSSnustattend the IHSS
Orientation. The first page of the enrollment packet has
details about if and when to attend the orieaia At the
IHSS Orientation providers will:

V Watcha state mandatedvideo about IHSS
V Sign anddrn in enrollmenforms as needed
VPick up the form AReques
Take it to a Live Scan Vendor pay for andundergoa
criminal background check
1 Theworkermustnot havebeen cavicted orin jail within
the last ten years for elder abuse, chibdise or fraud.
9 Cost of the Live Scan varies. It is approximately $50.
1 The form and a list of vendors are availadéHSS offices.
v Showcounty staff the provi
government phottD andsignedsocial security card

1 The name on the Social Security card and identification
must match exactly.

14



9 If Social Security card states "Valid for work only with INS
or DHS authomzation,"providea copy ofyour work
authorization too

4) Payroll mails dirst timesheetto the workemafter
enroliment formsorientationand background chediave

been processed

Who i s the Homecare W
Once arolled with IHSSthe homecare worker has three
Aempl oyerso, each with diff
(}V‘O e 198 EXP&?’ <‘>1/o
o uthorityis
The Consumer Callfornla in Alameda Count?l N
V Selectsvorker | v PaysIHSS hours v Negotiats
V Hiresworker worked wages and
V Supervises Vv Pays employer benefits for
worker taxes workers
V Firesworker V Provides V Provides lealth
V Verifies hours Workers insurance
worked Compensation, benefits
V Signs Unemployment | enrollment for
timesheets and Disability eligible workers
V PaysShare of insuranceo VvV Provides
Cost(see p10) | those qualified trainingclasses
V Provides to eligible
employment workers
references

1t



First Days on the Job

75 What is the job? Review the tasks to be done.
g \ If helpful, write the tasks down as a chést.
Clarify what jobs are done on what days.

\\},/‘ Clarify payment issues: HavelHSS forms and
provider orientation been comple®does the
consumer have a Share of C(ste p10)? Will the worker
be paidfor mileageto transporthe consumer?How much?

How will the job be done? The consumer will need to find
out what the worker already knows and what instructions the
worker needs. Some consumers want things done in a very
particular way Others are flexible about how things can be
done. Consumers should describe any equipment, supplies
and cleaning products available and explain how to use then

Worker dress. Workers should warclean, comfortable
clothing. Manyconsumers prefer thatorkersdo not wear a
uniform, since that may be associated with hospital
employees. Do not bring a large backpack, purse or other b
that might cause concern about possible theft.

Paramedical assistance Request traininffom a health care
professional for tasks such as monitoring or giving
medications, injections, wound and catheter care. Make a lis
of any medications, including schedule and

amount, if the worker will help with medications. %

Preparation for emergencies Post a list of 999

phone numbers for doctors, clinics, therapists, social worker:
relatives or friends to call icase ofan emergency. Discuss
how the worker should handle different emergencies.

16



Time Sheets ad Paychecks

 There are two pay periods each morfi 15"
& 16" through the last day of the month.

1 Fill out timesheetsvith black ink, write clearly Never
use white out

9 Timesheetsmust besignhed and datedoy both the worker
and the consumgunlessthe consumehas an authorized
representative.

1 The consumer signatureon the timesheetonfirms that
the worker has completed the hoarsthe timesbet.
Consumes should nosigninaccurate, incomplete or
blank timesheat

1 Do not work or claim more thatime authorized hoursy ou
will not be paid for working extra.

1 Workers should not work extra hours in any month unless
the consumer hadreadyreceivedan increase in hours

Need help with your timecard?

The InHome Supportive Services page under the Alameda
County Government Website
http://www.alamedasocialservices.org/public/services/elders
and_disabled adults/in_home_Supportive servicesaciim
link you to a PowerPoint that will help you fill out your

ti mesheet correctly. |l t 6s <c
for IHSS Proidersto GetPaid. You can al so
payroll representative for assistance at-5I@ 1877

The Homecare Worker Union, SEIU United Long Term Care
Workers has a short animated video on how to correctly fill
out your ti mesheet BmeiSheetc al |
Training Videoo a mth:;//ultdw.org/s o

17
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Time Sheets and Paychecks

Workerscannot claim hourswhen the IHSS recipient is out
of heror his home. Examples inclu@esty in a hospital or
skilled nursing facility, board and care home, in jail/prison or
travel out of state (unless travel wag-approved by the

social workey.

Workers shoulalaim only actual hours worked Claiming
more hours is caidered fraud.

Unusedhours each montth o rcérry over into the next
month.

If the worker isesmployed only part of a month(examples:
worker hired midmonth, consumer hospitalized part of the
month) the authorized hounsaybe adjusted (prerated)for

the month.See below for an examptd pro-ratinghours for

a consumer with 60 hours a month and out of home 10 days

M| TIwlTh! E | s |sunl Calculate hours per
2 3 7 5 5 7 day. EX: 60 hours/30

ohrs | 2hrs| 2hrs | 2hrs | 2hrs| 2hrs | 2hrs | days = 2 hours/day

8 9 10 11 12 13 14

(Countd a ycénsumein
2hrs| 2hrs | 2hrs| 2hrs| 2hrs | 2hrs | 2hrs | the home. EX: 20 days

15 16 17 18 19 20 21

Calculatepro-rated
2hrs| 2hrs| 2hrs| 2hrs| 2hrs| 2hrs | 2hrs (
hours. EX: 20 days x 2

e hours/day = 40 proated
2hrs | 2hrs | 2hrs | 2hrs | 2hrs | 2hrs | 2hrs | hours for a 30 day month.

29 30

2hrs| 2hrs

18



Time Sheets and Paychecks

IHSS homecare workeamployment ends immediatelyf the
consumer diesOn your timecard write the dabé their death
and the word deceased on the consumer signature line.

Timesheetsnust be turned in after the last day worked in the
pay period.Mail timesheets to:

The address on the envelapthat comes
with the timesheet.

The State of California mails paychecks
within 10 working days of receivinipe
timesheet

Direct Depositis available to IHSS homecare workers.

A With Direct Deposit, the IHSS payroll paychdsk
deposited directly into therorker checking or savings
account.

A You must work for 3 months before you qualify for
Direct Deposit.

A To enroll inDirect Depositthe worker fills out the
Direct Deposit Enrollment/Change/Cancellation Form
(SOC 829). For forms or information, call the &xut
Deposit Help Deskoll free at (866) 374066.

Replacement timesheetsan be requested froRayroll.
Wait 5 working days before reportindade paycheck

If your paycheck was lost or stolercall immediately.

IHSS Payroll: 510 577-1877
(See P. 43 for payroll hours)

19



Income TaxWithholding (Forms W-4 & W-2)

D

(W

(WL

(WL

(WX

Workers who want Federal Income Tax (FIT) withheld
from their pay must fill oua FormW-4 for each
consumer

Payroll will not process incomplete or incorrectaV
forms Check youmpaystulto make sure taxes are taken
out, or you may owe money when you fisxes.

The state mails W2 formsto workers each year before
January 31 FormW-2 is needed for Federal and State
iIncome tax purposes. Call payroll for a replacenk@min
W-2 if not received by February 15

Many workers are eligible for Earned Income Taredit
(EITC). EITC is a federal program that may provide a tax
refund to the worker, evehthe worker did not pay any
taxes. Information about this credit is available from the
IRS or in your tax form booklet.

Questions about your taxes? Call the Internal Revenue
Service at 1800-829-1040 or go to www.irs.gov.

IHSS Payroll Department Responsibilities

O« O« O« O« O« O« O« O«

Enroll new workers

Terminate workers at cons.
Mail initial and replacement timesheets

Confirm workerds number of
Help with lost or late paychecks

Process change of address

Process Workerso6é6 Compensat
Fax to: 5168577-1819 foremployment and income
verification (at least 10 business days before needed)



Worker Benefits

Wor ker6s Compensation
Workers injured on the job or whmecome ill
due towork may qualify Call York at 1-:855 o
446-9675 to report a claim and/or to request 3

claim form. Mail completed claim forms to
IHSS Payroll attention Saundra Pearson.

State Unenployment Insurance Benefits (SUI)

Some workers are covered by unemployment insurance and
may receive benefits when they are laid off. Contact the
Employment Development Department for more information
at 1(800) 306b616.

Social Security(FICA) *

FICA is a taxdeducted from each checkhe State of
California paysanemployer matching contributioithe
FICA tax money is placed in the Social Secufityst Fund,
which provides retirement income, disability insace,
Medicare and benefits for survivor€all Social Security at
1(800)772-1213 for more information.

State Disability InsuranceBenefits (SDI) and Paid Family
Leave (PFL)*
Those unable taork due to disability, birth of a
child or need to care for a disabled family
member may qualify. For claim fornasd
information call the1(800) 480-3287 for State
Disability Insurance andl(877) 238-4373for Paid Family
Leaveor visit www.edd.ca.gov

* Child, parentand spous@domecare workerdo not have FICA,
Medicare, or SDI deducted from their payche@key can pay out of
pocket for SDI by completing the Elective SDV&@age form.Call
EDD at 1800480-3287 for more information.

21
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Worker Benefits (continued)

Health Insurance
Eligible IHSS workers can receive a health 5
plan as a job benefit. The employer pays
most of the cost of the plan and the enroll
w o r k mayfar & small percentage which is
deductedrom their pay checkWorkers are also responsible
for co-pays, when applicable. The health benefits plan cover:
the IHSS worker only. Spouses and dependents are not
covered.

Workers must submit the health benefitsenrollment form
to the Public Authority in order to be enrolled in the plan.

The Public Authority determines eligibility and enrolls IHSS
workers in a bundleMedical, Dental & Vision Plan. These
components are not offered separately.

In traditional emppyment, employers are able to verify on a
daily basis, who is working and how many hours they are
working. However the Public Authority does not know what
hours the homecare worker has worked until they receive
timesheet information once a month from g@e showing
when and how many hours a worker was paid. As a result,
initial and continuing eligibility for health insurancehiased
on hours paid, and when those hours are pajdot when

the hours were worked.

Once covered, if you are issued checkddss than 80 hours

in @ month, we send you a warning letter. If paid for less that
80 hours in each of (2) consecutive months, you will be
terminated from the health plan.

22



Filling out timesheets correctly and mailing them in
immediately after the end ofeach pay period will help
ensure that your coverage is uninterrupted.

Since you may not receive a check after you stop working,
your share of the premiufar the last 2 monthis deducted
over the first ten months of coverage. This means that, for th
first 10 months, you pay 24 dollars a month (if you have the
healthcare bundle with dental HMO) or 54 dollars a month (i
you have the healthcare bundle with the dental PR@r

ten months you will only pay 20 dollars a month for the
dental HMO healthcareundle or 45 dollars a month for the
dental PPO healthcare bundle.

1 Medical Benefits: Alameda Alliance Group
Health Plan (HMO)

1 Vision: Eye Med

9 Dental: You have a choice between Dental
Care USA HMO plan and The Delta
Dental PPO plan (which is $30 more per
month)

Call the health benefits specialists for more information or,
for an enrollment packet: (510) 5773551

Vacation & Sick Leave
There is naick leave, vacation, or holiday pay. Homecare
workers are paid only for actual hours worked.

23



Worker Represatation
SEIU T United Long Term Care Workers Union

IHSS homecare workers in Alameda County are representec
by SEIULocal 2015United Long Term Care Workers Union

m The ULTCWhnegotiats for higher wages and
! improved benefitéor workers. The union is
SEIU also involved in advocating, lobbying, and
pfeedsl  demonstrating on the behalf of homecare

workers on a local, statewide, and national
level. They provide a variety of services includaggistance
with IHSS provider enrollment forms, problems with
timesheetsand late paycheck¥hrough their union, IHSS
homecare workers have a voice about their job. You can
contact the union to get involved.

U CallSEIUat1(877) MY-ULTCW (1-877-698-5829)
or go tohttp://seiu2015.orgfor more information.

U Contact the Homecare Worker Training Center at
1 (866) 888-8213for information on training
opportunities

U The Union invites you to join them in fighting for the
rights of all who call California home. Visit
http://seiu2015.ordor more information on their Dignity
California campaign.

24
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HomecareWorker Respmsibilities

l

Complete and turn in enrollment fornagtend
theIHSS Qientation submit fingerprints and
pay for a criminal background che(&ee p.
14 for details)

Followt h e ¢ o rdiseatioreregarding
work schedule and task completion.

1 Provide reliable, safe, quality services.

1 Perform services that are approved H$ 6. IHSS Notice

of Action letter mailed to the consumer explains the
services.

Show up on timegr inform the consuman advancef
you will be late for work.

Keep a recoradf hours scheduled and hours worleath
day.

Submita completedsignediimesheeto IHSS payroll
after hours and tasks are completed.

Notify payroll within 10 daysof changgnwor ker 6 s
personal informatiomr i f t he wor ker 6
worker ends

Inform the IHSS Social Workeaf significant changes in
the consumer 6s condition.

Report suspected abuseanflHSS consumer to Adult
Protective ServiceiSee p41l).

Respect the confidentialityf consumer¢See p40).
Respect diversity, age and disability differences between
people.

25



Consumer Respasibilities

AFind, hire, train, supervise and terminate your homecare
worker(s).

Alnform IHSS of any a change in homecarmrkers within
10 calendadays.

AFill out andturn in anenroliment packet to IHSS Payroll
when hiringnew worker(s)See p. 14 for details)

AMake a work schedule for your worker(s)

A Inform worke(s) d IHSS approved tasks
how to do them, anduthorizedchours
available.

AKeep a record each day of hours scheduled
and hours worked

AProvide safe and healthy working condisdior the worker.

ARequest an IHS reassessment of hourgib u 6 r e
functioning levelor living situation changes.

ABe available to meet yearly with your Social Worker to
complete a rassessment for services.

Almmediately nformyour IHSS social workeof any change
in your case such asoyr address, phone number, number
of people living in your homeor if you are hospitalized.

ADo not discriminate on the basis of race, religion, gender,
age or disability when hiring

ASign the timeshedor all hours worked g
APay sharef-cost if applicable.
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The Public Authority for IHSS

The Public Authority(PA) works to make the IHSS program
in Alameda County work better for consumers and workers.
We are a separate agency from the CountySiggram.

The PA provideshe following:

For Consumers
x Help finding a homecare worker. Call our Registry and

we will link you to prescreeneavorkers(see page&
31)

Workshops, discussion groups, guides, factsheets, an
other tools to help you nawate and advocate within the
IHSS system, effectively manage your homecare
worker and maintain your independence.

A voice in the IHSS system. You are invited to
participate and learn more by attending our consumer
majority advisory board meetingseepage32) Check
out or website for ideas, inspiration, and opportunities
for advocacywww.acpadihss.org

For HomecareWorkers Public Authority
U Registry of homecare 510-57/-3552

workers gee page8-31)
Freeskills training and education (see page3

Medical insurance enrollment (medical,dentaland
vision) (see page?

Enhancing personal assistant
services to gpport

independent living since 199:
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Public Authority Registry

The Public Authorityoperates &egistrythat connects
consumers and workers.

The Registry:

)l

28

Provides IHSS consumerareferrallist of prescreened
homecare workerthat match their needs and
preferencesLists can be mailed or sent bynwil.

Educates homecare workers listed on the nggist

Screes and nterviews all
IHSShomecare workers on the
Registry

RN

Checlsreferences oéll IHSS
homecare workers on the Registry

Ensurs that homecare workers on thedistry have
passed a criminal background check.

Provides assistancand trainngto consumers and
homecare worket

Offers interpretation services foonsumersvho need
registry services in their language.



Hiring a Registry Worker

Consumes call the Registry at (518)/7-1980to get a list of
available horacare workers from the Registijfhe Consumer
then calls the provider to see if the worker is available.
Althoughthe Registry has reviewed the work@mployment
backgroun and checked references strongly recommend
thatconsumersnterview the workeand speak with their
references

IMPORTANT NOTE: The consumer is
responsible for hiringenrolling,training,
supervising and firing (if necessaiye
worker thatthey selecto provide services.

Urgent Response Program

In the fall of 2015, The Urgent Response Program will begin
a staggered roll out, starting with Oakland, Berkeley, Albany
& Emeryville. Consumers with an urgent, unexpected need
for personal care (such as bathing, dressing, toileting, feedin
or criticd domestic services (such as cooking) that cannot
wait until their regular IHSS Care Provider is availabbmn
request that a worker be dispatched to their location. All hou
provided by Urgent Response come directly from the
reci pi ent 0s rizedd 8She pay pericgl ara the h
recipient and Urgent Response provider must complete an
enrollment packet and timesheets.

TheUrgent Response Progragaets underwapccordingto
the following schedule:

Oakland, Berkeley, Albany & EmeryvilleAugust12, 2015
Hayward, Castro Valley, San Lorenzo & San Learidro

November 2015
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Fremont, Newark & Union City February 2016
Dublin, Pleasanton & Livermorie April 2016

Providers interested in being an Urgent Responder must be
| i sted on t he P u«ddRedgstryAbor hor
more information, please call the Provider Registry at 510
577-5694.

Urgent Response is availalftiem 8:00 am until midnight
7 days a week, includingplidays.

Outside of regular business hours Urgent Response request
are dispatchely a thirdparty contractor. For more
information about the Urgent Response Program, please cal
the Public Authority Consumer Registry at 8807-1980

Enhanced Services

Registry Coordinatorsanassist IHSS consumetshire,

train and retain qualitydmecare providersEnhanced
Services includ@hone coaching, coaching letters, office
visits or home visitsvith consumers who neexdlditional
support hiring and supervising a homecare provider.
Registry Coordinators assistth interviewing prepective
caregivers, educate both consumers and providers on
expectations, roles/responsibilities, authorized tasks and limi
of the IHSS program. Resources are provided to assist
consumers and providawith managing their working
relationship. Consumers newHSS are educated in their
role as supervisor and what is expected of them. Consume
may request a home visit by calling the Registry or Registry
Coordinators may recommend a home visit for consumers
who display a pattern of difficulty retaining anénaging a
caregiver.
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Workers: Need a Job?

If you want to work asraIlHSS homeare workerpeing
listed onthe Registry may help you connect with consumers
looking for a newworker.

Once you are accepteato theRegistry,your name may be
referred tdHSS consumerdt is then the responsibility of the
consumer to call, interview, select, hire, pay and supervise tt
worker. The Registry does netheduleor conduct interviews
for consumersexcept under extraordinary circumstances.

Want to join the Registry?

Call the Registry worker information line 810-577-5694
Youodl | f i ndhowtoapply tonlzetisted on the n
registry.
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Public Authority Advisory Board

Do you want your voice heard on IHSS matters?

Attend Rublic Authority Advisory Boardmeetings!
Theboard makes recommendations to IHSS and the County
Board of Supervisors on issues relating to the IHSS Progran

Join other consumers homecare workers and agency
representatives at our monthly board meeting

All meetings ar@pen to the publidc We welcome your
participation.

WHEN: 1% Thursday of the month
(ExceptAugust)

TIME: 1:307 4:00 PM*

WHERE: Big Sur Meeting Room
Adult & Aging Services
6955 Foothill Blvd., 8 Floor, Oakland, CA

CALL: 510577-3552 forinformation

WEBSITE: www.acpadihss.org

*Meetings dates and times subject to change
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€ \HSS £y
c7\\'\ PFP/€
N 1,

Training & Education %

. . — Pubﬁ/}ﬂ
The Public Authority offersraining ey gt ot U
Navigating IHSS & the Public Authority in Alomeda Counly
Registry

U "IHSS BASIC® workshop
i RegistryEssentials for Bgistry applicants
General Skills Training for Workers
U CPR & First Aid Caring for yaurself whilecaringfor
others, Body Mechanics and Transfers, All about
Diabetes, Eating for your Health and more!
U HomecaréNorkerCertificationClass
U Advanced Certification Class
Education andInformation for Consumers
U A Consumer Guanddowk t o | HS S
U Workshops and discussion groups are offered
throughout the year including some that are over the

phone!
U Training Materials are also available on
our website!www.ac-padihss.org
E E Sign up for the online newsletter, wht
— informative videos, accessair Handbook,
il Caring for Yourself While Caring for Others

all of ourFact $ieetsand moré
U Inthe lobby of Adult & Aging Serviceat
6955 Foothill Blvd., 8 Floor, Oakland
English isndt yWeiprovidetamslated | a
handoutsand interpretation servicesraanyworkshops
To receive a registration form for ou trainings and/or to
sign up for the training mailing list:
U write to: Public AuthorityTraining
6955 Foothill Blvd. 3" Floor
Oakland, CA 94602409
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Helpful Tips and Hints

For Consumers: =
1 Createajobagreememtased on the <co

34

)l
)l

of Action letter from the IHSS social worker

Be respetful of the worker and appreciate the/ork.
Take care not to share confidentigormation with
your worker(unless absolutely necessary).

1 When yourhomecaravorker shops
___i.-ﬁ_;—.... alone, make a clear shopping list and

write down the amourtdf $ you give
them. Ask for a receipt and any
change when the worker returns.
It is best to give atleastbwwe e k s 6, when t | Cc e
possibleif you plan to letyour workergo.
Just because homecare workers on the Registry list
have passed our requiremgiibes not necessarily
mean that they will pass your requiremeritss
important for you to interview each provider and make
your choice based on your needs. The Registry is not
responsible for any failed employemployee
relationships that may occthrough a Registry referral
The Registry needs to know if you have problems with
any worker that you meet through our referral. Worker:
who are listed on the Registry are expected to follow
certain rules. If they do not, we may remove them fron
our listing. When we learn of problems between IHSS
recipients and homecare workers, we will first ask you
to address the issue with the worker. We will then
follow up with the worker




For Homecare Workers:
9 The consumer is your boss. Follow his/her directions

unless the requests avatside of IHSS approved tasks
or could bedangerous.

Do not bring friends or family members to work with
you unless previously agreed upon with the consumer.
When assisting a person with vision, memory or mente
disability, always ptithings back in their place so the
consumer can find them again.

If possible,give at leasttwave e k s Oif youoptan c e
to leave your job.

Transportation Tips:

)l
)l

)l

Workers driving consumers should have a valid
driverds | icense.

The vehicle that the workelrives should be insured
with liability and collision coverage.

IHSS does not pay for your traportation and does not
mandate thatonsumers tpay. However it is
reasonable to ask your consumer to pay for gas or
mileage. If the consumer agrees:

1 Set a acbar rate. For example pay at
the IRS rate (57.5 per mile; 2015)

1 Only request mileage for work
related tasks, such as shopping or
going to a doct ol
not request that a consumer pay for
you to get to and from work.
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More Helpful Tips and Hints

For Consumers and Workers: =

1 Itis recommended that you do not loan or borrow
money from the consumer or the worker.

9 Clear, open and honest communication is important.
Ask guestionsn order to avoid any misunderstandings.

1 The Registry can providenited help with conflict
resolutionwe can help you figure out what you can say
to your worker if problems arise

1 If you complainwith the Registryabout a worker the
Reqgistry referred to you, we will ask you to address the
issue with the worker. Compldgare not anonymous.
We reserve the right to refuse to serve any worker or

consumer if they do not follow Registry rules.

Communication: Five Steps to REALY Listening

91 Give the person your undivided Attention: Focus all of
your attention on the other@®n. Use your nonverbal
communication to send the message that you are read
to listeni makeeye contact, lean slightly forward, and
nod your head occasionally.

1 BenonjudgmentalPassing judgement on the person
will probably drive him away. Also, remembaevhen
you make | ight of someon
he is unimportant, you are also making a judgement.

T Focus on the personods fe
Some individuals will be able to describe their
problems, but will not easily identify hothey feel
about what is happening to them. You will need to
| i sten carefully for the
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1 Allow silence for reflection: Before you speak, allow
the person some time to
Slowly count to three before you respofiften, he
will be the one to break the silence.

1 Use restatement to clarify messages: Restatement
means that you put what the person has said into your
own words and repeat them back to her. This will allow
the person to clarify and expand her thoughts.

Accident Preventionand Health & Safety

Prevent Accidents & Injuries
1 The Right Tool for the JobT use mops, carts with
wheels for carrying heavy objects, stepstools, transfer
chairs, shower chairs anais, etc. when doing
homecare work.
1 Use Good Body Mechanic$ avoid back and other
injuries by correctly using and positioning your body.
o Dondét Iift anything vya
Dond6ét twist when | ifti
o Bend your knees)ot your back
o Bring the weight close to your body
Preventfall - keep walkways clear of clutter, loose
rugs, spilled watemnd electricatords.
Getacopyof fACaring for yoursel
o t h eon thedpublications page of our websitesww.ac
padihss.orgor sign up for the IHSS Basics class and get our
Health and Safety training, as well as, a hard copy of the
training guide.To receive a registration form for our
trainings and/or to sign up for the training mailing list:
U write to: Public Authority Training
6955 Foothill Blvd., 8 Floor

Oakland, CA 94602409 -


http://www.ac-pa4ihss.org/
http://www.ac-pa4ihss.org/

Accident Preventionand Health & Safety

Prevent Accidents& Injuries

UseUniversal Precautions Universal Precautions are
guidelines you can follow to prevent the spread of
infection, including influenza and other airborne 9’
diseases. It simply means using precautions

when handling blood and otheodly fluids of

ALL persons regardI ess
whether or not the person is infected with a specific
communicable disease.

A~

I Wash hands frequentlywith soap and running water.
Wash when arriving or leaving work, before handling
food, after usg/cleaning the bathroom or assisting with
personal care.

—

Wear glovesif you may have contact with blood or
other body fluids.

—

Use mild bleach solution(ten parts water to one part
bleach) to clean up blood or other body fluidse
alternate cleanemshen the consumer has chemical
sensitivities

-_—)

Washed soiled laundry in a washer set on HOT, and dn
them in a dryer at HIGH heat.

38



Accident Preventionand Health & Safety

Universal Precautions(continued)

I Avoid handling sharp objectsthat might have come in
contact with blood or body fluids. Useavy plastic
containers for storing needles and other sharp objects.
Get a Hepatitis B Vaccinei call your primary care
physician orc a | -I-1 & 2t a frek vaocohe clinic in
your area.

-_—)

Emergency Preparedness

x Discussa plan for handling emergencies

x Keep a | ist ofonsand s L
emergency phone numbers

x Prepare an emergency kit

On the Job Injuries

If you are hurt on the jglseek emergency medical attentibn
needed.

Thenmake areportby calling

York at 1:855446-9675 to report a claim and/or
to request a claim form. Mail completed claim
forms to IHSS Payroll attention Sadra
PearsonYou should also call the IHSS Payroll
Unit at (510) 5771877 to inform staff of your injury.
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Legal Matters to Think About

Privacy and Confidentiality

Homecare workers should not discuss the naidestity or
health information or personal business of the consumers fo
whom they workwith anyone Most of this information is
illegal to share under HIPP&nd confidentialityaws.

Any problems or concerns abagnsumers should be
brought to the attention of tis®cial worker, the Registry that
connected them tihe onsumer, or Adult Protective Services
(APS)when necessary.

Legal and Financial Affairs
Unless the worker is a relative or a close friend,
it is recommended thahe workeMNOT be

i nvolved in the consut
/© affairs, such as power of attorney, a will, a living
will, or a loan. Only information needed in case of an
emergencyhould be shared

3

Driving and Auto Insurance
Workers driving on the job must have a valid and current
driverds | icense. Wor ker s
auto insurance. | f a ,make k e
sure it is in good working coiitebn and that
the worker is covered under the insurance.

Remember, IHSS does not cover
transportation expenses like gasleage or parking The
consumer and worker should work out in advamoe the
consumewill pay for such costg provided
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Abuse

Abusing a child, dependent adult or elderly person is a crime
As a homecare worker you aexjuired to report the
suspected abusd# any person for whom you provide care.

Criminal abusef elderly and dependent adults includes:

A Financial misuse or theft

A Physical or sexual mistreatmer] To Report Abuse

A Assault or battery CALL

A Neglect or sekheglect 1-866-Call-APS

A Intimidation [1-866-225-5277]

A Cruel punishment Xy

A Abandonment 24 hours a day

A Social isolation 7 days a week

A Unreasonable physical resitnt

A Any treatment causing physical or mental pain or
suffering

A Prolonged deprivation of food, water or medical
treatment

Abuseof children includes physical injury, neglect, cruel or
excessive punishment, sexual misuse, assault and
exploitdion.

Homecare | Mandated Reporting
Workers Homecare workers araandated
MUST reportes of elder/disabled abusef
REPORT you observe or suspect an IHSS
A;(BUySE consumer 5 being_abused, you are
All reports are r(_aquw_ed by law to inform/report the
confidential. situation immedhtely to Adult
Protective ServicesFailure to report

suspected abuse a misdemeanor.
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Fraud

Welfare frauds a crime against the most vulnerable in our
society.Some examples ofeifare fiaud include:

—_—)

To Report Welfare Fraud
u Call 1-888991-84770r 5166155300

U Submit ananonymou®nline form at

Splitting thelHSS pagheckbetween homecare worker
and consumer

Falsifying timesheetésigning timesheets for more
hours than worked)

Paying or requesting more than the IHSS hourly rate
Dishonesty abducompletion of job duties
Use of IHSS hours for unauthorized tasks

Reporting hours worked while consumer is hospitalizec
or in rehabilitation.

Reporting hours worked by someone other than the
authorized provider.

www.alamedasocialservices.org

U Orwrite to:
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Imp ortant Phone Numbers

Adult & Aging Services (including IHSS)
Main number and IHSS Consumer (Client) Information
(510) 5771900

Apply for IHSS or check status of an IHSS application
510-577-1800

IHSS Payroll Informati on A
(510) 5771877 | g ﬁ ‘
Adult Protective Services Y

(866) 2255277 or 1866-CallAPS v
The Public Authority

The Public Authority for IHSS in Alameda County
(510) 5773552

Health BenefitsEligibility for homecare workers
(510)577-3551

Registry

(510) 5771980 consumer assistance line

510) 5775694homecare worker information line
Training

(510) 5773554

Other Important Numbers
Union (ULTCW 6434)
(888 373-3018

Labor Commission (disputes with consumer as employer)
(510) 6223273

Adult and Aging Information and Assistance
(800) 5162020
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Free Factsheets

Need more information?The following fact sheets are
available in English, Chines@@ Spanish at the IHSS offices,
6955 Foothill Blvd., 8 Floor, Oakland, CA and on the Public
Authority for IHSS websitewww.acpadihss.org

X Applying for IHSS

X Sample Job Agreement

Share of Cost

Interviewing for Homecare Work

Phone interviewCheat Sheet

IHSS homecare Worker Enrollment
Paycheckexplanation

Consumer 8HomecareNo r k easmoidsibilRies
Wor ker sé C8engliensati on
Employee Benefits SDI, DI and PFL

Effective Communication

Negotiating Solutions to Workplace Problems

Protection from Infectious Diseases

X X X X X X X X X X X X

Body Mechanics and Safe Transfers
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Questions? How to contact IHSS

CALL
Workers call Payroll at 516577-1877. ,\A
&I

Consumersfind IHSS Information at
(510) 57%1900.

Consumers apply for IHSSat 516577-1800.

Automated phone system hours

Monday to Friday, 7:00 AM 7:00 PM
VISIT IHSS offices at:

Eastmont Town Center
6955 Foothill Blvd. 3™ Floor
Oakland, CA 94605

Monday through Friday
8:30 AM t05:00 PM

Payroll Hours: Monday through Friday,
9:007 11:30 AM or 1:00' 4:00 PM.

INTERNET
https://alamedasocialservices.org
Selecgi bEl'i ty Pr ogr|gEs
the side menu, or search keywords:
Alameda, IHSS, interactive.

Internet hours: Monday to Friday from
7:00 AMT 7:00 PM.

STILL CANOT reach anyone?
Write a letter to the address abmrevisit us in person.
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FrequentWORKER Questiong € ¢ a | 5773870

1 How many hours am | authorized to work this
month?

When was my paycheck mailed?

To request a duplicate timesheet

To request verification of employment or incon
To Request a duplicate V¥
To Request a new W form
To changeyour address

FrequentCONSUMER Questiongall 510-577-1900
U What is the status of my case?

UWhat 6s my stsflay? e of <co

U What are my monthly authorized hofrs

U What is the date of my next assessment?

UWhati s my s o c mameé and\pband&kneimbers

=2 =222

HAVE TO LEAVE A MESSAGE?
Be sure to leave youull name, IHSS I.D. numbeyour
phone number and a description of the prollancluding
pay periods.
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