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Inttoduc tion

The purpose ofthisinformationisto give you
a briefoverview of ADvantage Program
CD-PASSservices, yourmle, youremployers
role, and how CD-PASS wo rks.

The ADvantage Pogram wasdesigned to
assist people with long term care needsto
stay in theirhomes and ¢c o mmunitie s. The
CD-PASSservice offers ADvantage
Membersthe option to be employersoftheir
Personal Servic e s Assistants (PSA) or

Advanced Personal Servic e s Assistants
(APSA).

Asa Member-employed PSA, youmaybe
mvolved in a wide range ofin-home services,
mncluding support and assistance with
activitiesofdaily iving such asbathing,
dressing, grooming, shopping, and cleaning.
In addition, you may be involved in
companion type servic es like letterwrting or
providing transportation to approved
activitiesorevents. Approved ac tivitie s and
eventsare developed by the Inte disc ip inary
Team and are identified in the service plan.

Fyouworkasan APSA, yourdutiesmay
mclude routine personalcare forostomies,
cathetercare, and using lifts fo r tra nsfe rs.

Yourworkisdirect, personal and important.
Be sure to read thishandbookand yourjob
descrption to perform yourjob

appropnately.
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Summary of Roles and Re sponsibilitie s

Employee » Isqualified to provide services

» Completesanapplication

» Completesemployee forms

» Passescrnminaland registry c hecks

« Performsjob to the satisfaction of
employer

» Completestimesheets

» Asksfora Hepatitis Bvaccinationsif
wanted

Member Employer* =« Developsjob descrption

» Recruits, screens, inte rvie ws, sup e rvise s,
schedules, trains, and evaluates
employees

» Maintainsemployee records

» Dismissesemployeeswhennecessary

» Confimsand approvesemployee time
sheets

» Sendstimesheetsto Acumen

Financial » Completesapplicants backgrund
Management checks
Servic es (FMS) » Verfiesnew employeesmeet

q ua lific a tio ns
« PaysforHepatitis Bvaccinations

Acumen » Processescompleted employee forms
(Fiscal Agent) » Processestimesheets
« Iksuespaychecksto employees
» Answerquestionsfrom employeesabout
paychecks

*Youremployermay have an Authornzed Representative who a ssists
him orherin fulfiling e mplo ye rre sp o nsib ilitie s.



Creating a Respectful Workplace

Creating and maintaining a respectfulworkplace isa shared
responsibility between you and yourEmployer. A respe c tful
workplace isone in which you feelappreciated and valued.

Here are some ideasforcreating a respectfulworkplace:

» Ty to build a personalrelationship with youremployer —you
can start with something assimple asasking how hisorherday is
going and build from there

» Show you are listening when youremployertalksto youby
maintaining eye contactorresponding with questionsor
comme nts

» Avoid commentsorjokesthatcould be considered racistor
se xist

» Before acting,considerthe impactofyourwordsand actions
on others

» Underwstand yourtriggersor“hotbuttons.” Knowing whatmakes
you angry and frustrated enablesyouto manage yourreactions
and respond in a more appropriate manner

» Whenproblemsarise,addressthem in a positive and
so lution-driven manner

» Relyonfactsratherthan assumptions. Gatherrelevant facts,
especially before acting on assumptionsthatcandamage
re la tionship s

» View today’sdiffic ult situationsfrom a boaderand more
realistic perspective by considering whatthey mean in the
overallscheme ofthings

(Richman, 2007)



Expectations

Youremployerwil have specific expectationsabout working in
his’ herhome. In addition, the folbo wing isexpected:

Be sure that you fully understand yourjob responsibilities as
descnbed in the job de scmp tion.

You willparticipate in Universal Pre c autions training .

Provide advance notice f you wilnotbe able to be atworkat
the agreed-upon time. fyou are sickorunable to make it to your
employershome, itis yourre sponsibility to notify youremployer
assoonaspossble.

Do notdiscussany personalormedicalinformation about your
employer. Thisinformation isconfidentialand should notbe
disc ussed with anyone.

Do notexchange moneyorpersonalproperty (ie., bomowing,
lending, and selling anything with youremployerisnot
approprnate). Youshould notaccept giftsfrom youremployer.

Alwaysdocumentany bilsyou pay foryouremployeron a cash
record and obtainreceiptsforpaid bills, shopping, orany other
transactionsthatyoumay handle foryouremployer.

Maintain a dailyrecord ofdatesand time worked on your
time she e t.

Show respectforyouremployershome and personal
belongings.

No tify youremployerifyou plan to quit working forhim orher.
Give asmuchnotice aspossible, preferably atleasttwo weeks.



C onfid e ntia lity

Asyouperform yourjob, you willoften have accessto personal
imformation aboutyouremployer. You are legallyobligated to keep
that nformation confidential Unlessyouremployergives you
specific permission,do nottalkabout youremployerspersonal
mformation to anyone. Youremployerwilask you to sign a
Confidentiality Agre e me nt.

Personalinformation ncludes, butisnotlmited to:

» 'The factthatyouremployerreceivesany public assistance
» Youremployersfinancialormedicalinformation

» Anyotherinformation specific to youremployer

There may be seriousconsequencesforallpersonsinvolved if
c onfid e ntia lity is bro ke n:

» Youremployercould be embamassed, hammed, orexploited

» Youcould lose yourjob

» Youcould be excluded from future workasa Member-employed
PSA/APSA
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Abuse

Oklahoma law statesthatany person who hasreasonable cause to
believe a vulnerable adultis suffering from abuse, neglect,or
exploitation must report the situation to authorntiesassoon asthe
personisaware ofthe situation. Therefore, it is yo urre sp o nsib ility to
contactofficialsif you suspectyouremployerisbeing abused.

Reportscanbe made to the Adult Protect Services (Statewide
Abuse Hotline: 1-800-522-3511), district attomey’soffice, orthe local
police orsherff sdepartment. Reporting is the individual

re sponsibility of the person who believesthe situation to be one
whic h should be reported.

Note: o protectyourself from accusationsofabuse, you should
neverbomow money from youremployer, and you should keep
receiptsforallpurchasesyoumake onbehalfofyouremployer.

Abuse mcludes, butisnotmited to:

Abandonment—Ieaving ordeserting anolderadult orperson with
disabilities who cannotcare forherhimselfand isdependenton
youorothercaretakersforhelp

Financial exploitation — llegally using anotherperson’smoneyor
resourcesforpersonalprmfitorgain

Neglect— Failing, whetherintentionalordue to c arele ssne ss,
madequate experience, training orskil, to provide basic care or
servicesto a personasagreed to bylegal contractual orotherwise
assumed re sp o nsib ility

Physical abuse — Using excessive force orphysicalassault, such as
hitting , slapping, biting, pinc hing, orshoving a person



Psychologicalabuse — Using dergatory names, phrases, or
profanity; ndic uling, harassing, coercing, thre ate ning, orintimid a ting
a person; oranything that deniestheircivilrights orthat re sults in
emo tional mjury

Selfneglect— When a person cannotunderstand the
consequencesofhisorheractionorinaction thataffecthisorher
basic weltkbeing and maylead to self harm orendangement

Sexualabuse — Sexualcontactthatisforced, ticked, threatened, or
otherwise coerced upon anotherperson

11
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Getting Started

Often, planning ahead can prevent misunderstandings and
problems. Considerdisc ussing the following issue s with your
employerwhenyoubegin work. Coming to a mutualundestanding
ofhow certain issueswilbe handled can make life easierforboth
ofyou.

» Thlkaboutwhatto do whenyou're sickand can’tcome in to
work. Should youcallsomeone to filin foryou? How much notice
should you give yourEmployerwhen you won’tbe able to come
n?

» Thlkkabouthow muchnotice to give when you wantto take a
day off

» Thlkaboutyourschedule. Whattasksare you supposed to
complete? When and how frequently should they be
completed?

» Fyouwilbe driving yourEmployerto appointmentsoron
emands, wilyou drive yourcaroryouremployerscar? Kyou
drive yourcar, how willgasolne be paid for?

» KFyourEmployerhasan Authorized Representative, how willthat
amangement work? Wilyou need to c allthe m forinstruc tio ns?

» How willyoube trained? WilyourEmployerorfriends orfamily
demonstrate tasks? Wilyou be given a checKklist of how to
p e rform ta sks?



Getting Paid

Acumen, the HscalAgent,isin charge ofsending you paychecks.
Youcanchoose whetherto have yourpaycheckdirectly deposited
into yourbankaccountoryoucanhave yourcheckmailed to you.
Fyouchoose to use directdeposit, yourEmployerwil provide a
form foryou to complete and send to Acumen.

YourEmployer(orhisorherAuthorized Re presentative) must
approve and sign yourtimesheet. You wilbe paid twice a month,
exceptforyourfirst paycheck, which wilnot amve untiltwo and a
halfweeksafteryoubegin working.

Please note itisimportantto accurately report the time you work. Ik
isillegalto request pay fortime you did not work.

Acumen providesa paymwllschedule, so that you and your
Employerknow when to send yourtimesheet. Youcan mailyour
timesheet, but faxing it ensuresthatyou are paid on time.
Acumen’sfaxnumberis 1-877-567-5602. Acopyofthe payrwl
schedule and a job aid explaining how to complete a timesheet
follow.

Fyouhave questionsaboutyourpaychecks,callAcumen tollfree
at1-877-299-4568.
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Acumen TimesheetJob Aid

-

Employee's Social Security Number Here ]

I 3785305445 Oxlahoma Timesheet

If Consumer’s or D]] :

. Employee’s name is too | merowe o
long to fit on line, just
fill in as much as

Consumer/Employer's Medicaid ID Here

possible.

u - refeliyed conslsteant with tha
Individmgl 1108aT 100 I nnderstand Chat Hedicald is toe Eayer of last resort.
ﬁ:ul'.-'.'e% anature Late .CIT.E'_?IF." CrREpIeFENCaTIveE ..’15: Ature watre

L]

MONTH, DAY, YEAR
SERVI{T - S— L E— I i SERVICE
In the "Service" column, write in APSA or .

PSA depending on services provided. 5,#
j,—l . i o e AM
- - ; o Qi
[ NS Qan
I A - LN - 2 Lo L1 D FH

L. Fillin the circles for AM or PN. M.ﬁ_g:[j'

|| Do notuse check marks or "X"s. o

4 = |

Use the payroll schedule to find out when to send timesheets to
Acumen. Contact Acumen at 1-877-299-4568 if you need a copy of
the payroll schedule. You can also obtain the schedule on
Acumen’s website: www.acumenfiscalagent.com.

To submit timesheets, either:
Fax to Acumen at 877-567-5602

or
Mail to Acumen, 4542 E. Inverness Ave., Ste. 210, Mesa, AZ 85206
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Acumen Timesheet Sample
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PAYROLL SCHEDULE

Any timesheets received by Acumen after the Payroll Schedule due date

will be paid on the next pay date. Make sure to get verification from the fax

machine that your fax was successfully sent.

FAXING THE TIMESHEET WILL HELP ENSURE IT GETS TO OUR OFFICES
BY THE DUE DATE.

Fax: 877-567-5602

If you should have any questions or concerns, contact our Customer Call
Center 877-299-4568.

JULY

07-15-2007

7-16-2007

(7-25-2007

Wednesday

07-31-2007

08-01-2007

(8-10-2007

Friday

AUGUST

08-15-2007

(08-16-2007

(18-24-2007

Friday

08-31-2007

(9-04-2007

(9-10-2007

Monday

SEPTEMBER

09-15-2007

09-17-2007

(9-25-2007

Tuesday

09-30-2007

10-01-2007

10-10-2007

Wednesday

OCTOBER

10-15-2007

10-16-2007

10-25-2007

Thursday

10-31-2007

NOVEMBER

L1-15-2007

11-01-2007

11-16-2007

11-09-2007

Friday

1 1-26-2007

Mon dﬁy

1 1-30-2007

12-03-2007

12-10-2007

Monday

DECEMBER

12-15-2007

12-17-2087

12-26-2007

Wednesday

12-31-2007

01-02-2008

01-10-2008

Thursday

JANUARY

(41-15-2008

(1-16-2008

(11-25-2008

Friday

(01-31-2008

02-01-2008

(02-11-2008

Monday

FEBRUARY

02-15-2008

02-19-2008

(2-25-200%

Monday

02-29-2008

03-03-2008

(03-10-2008

Monday

MARCH

03-15-2008

03-17-2008

(03-25-200%

Tuesday

03-31-2008

(4-01-2008

04-10-2008

Thursday

APRIL

(04-15-2008

04-16-2008

(14-25-2008

Friday

(4-30-2008

05-01-2008

(15-09-2008

Friday

MAY

05-15-2008

(5-16-2008

(15-27-2008

Tuesday

(15-31-2008

(36-02-2008

{6-10-2008

Tuesday

JUNE

(06-15-2008

(6-16-2008

(6-23-2008

Wednesday

(}-30-2{108

07-01-2008

(07-10-2008

Thursday

>

OK LTGA May 07
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