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Introduc tion 
 

The  p urp o se  o f this info rma tio n is to  g ive  yo u 

a  b rie f o ve rvie w o f ADva nta g e  Pro g ra m  

CD-PASS se rvic e s, yo ur ro le , yo ur e mplo ye r’ s 

ro le , a nd  ho w CD-PASS wo rks. 

 

The  ADva nta g e  Pro g ra m wa s de sig ne d  to   

a ssist pe o p le  with lo ng  te rm c a re  ne e d s to  

sta y in the ir ho me s a nd  c o mmunitie s. The   

CD-PASS se rvic e  o ffe rs ADvantag e   

Me mb e rs the  o p tio n to  b e  e mplo ye rs o f the ir 

Pe rso na l Se rvic e s Assista nts (PSA) o r  

Ad va nc e d  Pe rso na l Se rvic e s Assista nts 

(APSA). 

 

As a  Me mb e r-e mplo ye d  PSA, yo u ma y b e   

invo lve d  in a  wide  ra ng e  o f in-ho me  se rvic e s,  

inc lud ing  suppo rt a nd  a ssista nc e  with  

a c tivitie s o f d a ily living  suc h a s b a thing ,  

d re ssing , g ro o ming , sho pp ing , a nd  c le a ning . 

In a d d itio n, yo u ma y b e  invo lve d  in  

c o mpa nio n type  se rvic e s like  le tte r writing  o r 

pro vid ing  tra nspo rta tio n to  a ppro ve d   

a c tivitie s o r e ve nts. Appro ve d  a c tivitie s a nd  

e ve nts a re  d e ve lo pe d  b y the  Inte rd isc ip lina ry 

Te a m a nd  a re  id e ntifie d  in the  se rvic e  p la n. 

 

If yo u wo rk a s a n APSA, yo ur d utie s ma y  

inc lude  ro utine  pe rso na l c a re  fo r o sto mie s, 

c a the te r c a re , a nd  using  lifts fo r tra nsfe rs. 

 

Yo ur wo rk is d ire c t, pe rso na l, a nd  impo rta nt. 

 

Be  sure  to  re a d  this ha nd b o o k a nd  yo ur jo b   

d e sc rip tio n to  pe rfo rm yo ur jo b   

a p p ro p ria te ly. 
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Employe e  § Is q ua lifie d  to  p ro vid e  se rvic e s 

§ Co mple te s a n a pp lic a tio n 

§ Co mple te s e mplo ye e  fo rms  

§ Pa sse s c rimina l a nd  re g istry c he c ks 

§ Pe rfo rms jo b  to  the  sa tisfa c tio n o f  

     e mplo ye r 

§ Co mple te s time she e ts 

§ Asks fo r a  He pa titis B va c c ina tio ns if 

wa nte d  

 

Me mbe r/ Employe r* § De ve lo ps jo b  de sc rip tio n 

§ Re c ruits, sc re e ns, inte rvie ws, supe rvise s, 

sc he d ule s, tra ins, a nd  e va lua te s  

     e mplo ye e s 

§ Ma inta ins e mplo ye e  re c o rds 

§ Dismisse s e mplo ye e s whe n ne c e ssa ry 

§ Co nfirms a nd  a ppro ve s e mplo ye e  time  

she e ts 

§ Se nds time she e ts to  Ac ume n 

Fina nc ia l  

Manage me nt 

Se rvic e s (FMS) 

§ Co mple te s a pp lic a nts’  b a c kg ro und  

c he c ks 

§ Ve rifie s ne w e mplo ye e s me e t  

     q ua lific a tio ns 

§ Pa ys fo r He pa titis B va c c ina tio ns  

Ac ume n  

(Fisc a l Ag e nt) 

§ Pro c e sse s c o mple te d  e mplo ye e  fo rms 

§ Pro c e sse s time she e ts 

§ Issue s pa yc he c ks to  e mplo ye e s 

§ Answe r q ue stio ns fro m e mplo ye e s a b o ut 

p a yc he c ks 

 

* Yo ur e mplo ye r ma y ha ve  a n Autho rize d  Re pre se nta tive  who  a ssists 

him o r he r in fulfilling  e mplo ye r re spo nsib ilitie s.  

Summa ry of Role s a nd Re sponsibilitie s 
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Cre a ting  a  Re spe c tful Workpla c e  
 

Cre a ting  a nd  ma inta ining  a  re spe c tful wo rkp la c e  is a  sha re d   

re spo nsib ility b e twe e n yo u a nd  yo ur Emplo ye r. A re spe c tful  

wo rkp la c e  is o ne  in whic h yo u fe e l a ppre c ia te d  a nd  va lue d . 

 

He re  a re  so me  ide a s fo r c re a ting  a  re spe c tful wo rkp la c e : 

 

§ Try to  b uild  a  p e rso na l re la tio nship  with yo ur e mp lo ye r  – yo u 

c a n sta rt with so me thing  a s simp le  a s a sking  ho w his o r he r d a y is 

g o ing  a nd  b uild  fro m the re  
 

§ Sho w yo u a re  liste ning  whe n yo ur e mp lo ye r ta lks to  yo u b y 

ma inta ining  e ye  c o nta c t o r re spo nd ing  with q ue stio ns o r  

     c o mme nts 
 

§ Avo id  c o mme nts o r jo ke s tha t c o uld  b e  c o nside re d  ra c ist o r  

     se xist 
 

§ Be fo re  a c ting , c o nsid e r the  impa c t o f yo ur wo rd s a nd  a c tio ns 

o n o the rs 
 

§ Und e rsta nd  yo ur trig g e rs o r “ho t b utto ns.”  Kno wing  wha t ma ke s 

yo u a ng ry a nd  frustra te d  e na b le s yo u to  ma na g e  yo ur re a c tio ns 

a nd  re spo nd  in a  mo re  a ppro pria te  ma nne r 
 

§ Whe n pro b le ms a rise , a d d re ss the m in a  po sitive  a nd   

     so lutio n-drive n ma nne r 
 

§ Re ly o n fa c ts ra the r tha n a ssumptio ns. Ga the r re le va nt fa c ts,  

     e spe c ia lly b e fo re  a c ting  o n a ssumptio ns tha t c a n d a ma g e   

     re la tio nships 
 

§ Vie w to d a y’ s d iffic ult situa tio ns fro m a  b ro a d e r a nd  mo re   

     re a listic  pe rspe c tive  b y c o nsid e ring  wha t the y me a n in the   

     o ve ra ll sc he me  o f thing s 

 

(Ric hma n, 2007) 
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Expe c ta tions 
 

Yo ur e mplo ye r will ha ve  spe c ific  e xpe c ta tio ns a b o ut wo rking  in 

his/ he r ho me . In a d d itio n, the  fo llo wing  is e xpe c te d : 

 

§ Be  sure  tha t yo u fully und e rsta nd  yo ur jo b  re spo nsib ilitie s a s  

    d e sc rib e d  in the  jo b  d e sc rip tio n. 
 

§ Yo u will pa rtic ipa te  in Unive rsa l Pre c a utio ns tra ining . 
 

§ Pro vid e  a d va nc e  no tic e  if yo u will no t b e  a b le  to  b e  a t wo rk a t 

the  a g re e d -up o n time . If yo u a re  sic k o r una b le  to  ma ke  it to  yo ur 

e mplo ye r’ s ho me , it is yo ur re spo nsib ility to  no tify yo ur e mplo ye r 

a s so o n a s po ssib le . 
 

§ Do  no t d isc uss a ny pe rso na l o r me d ic a l info rma tio n a b o ut yo ur 

e mplo ye r. This info rma tio n is c o nfide ntia l a nd  sho uld  no t b e   

     d isc usse d  with a nyo ne . 
 

§ Do  no t e xc ha ng e  mo ne y o r pe rso na l pro pe rty (i.e ., b o rro wing , 

le nd ing , a nd  se lling  a nything  with yo ur e mp lo ye r is no t  

    a ppro pria te ). Yo u sho uld  no t a c c e p t g ifts fro m yo ur e mplo ye r. 
 

§ Alwa ys d o c ume nt a ny b ills yo u pa y fo r yo ur e mplo ye r o n a  c a sh 

re c o rd  a nd  o b ta in re c e ip ts fo r pa id  b ills, sho pp ing , o r a ny o the r 

tra nsa c tio ns tha t yo u ma y ha nd le  fo r yo ur e mplo ye r. 
 

§ Ma inta in a  d a ily re c o rd  o f d a te s a nd  time  wo rke d  o n yo ur  

     time she e t. 
 

§ Sho w re spe c t fo r yo ur e mplo ye r’ s ho me  a nd  pe rso na l  

     b e lo ng ing s. 
 

§ No tify yo ur e mp lo ye r if yo u p la n to  q uit wo rking  fo r him o r he r. 

G ive  a s muc h no tic e  a s po ssib le , p re fe ra b ly a t le a st two  we e ks. 
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Confide ntia lity 
 

As yo u p e rfo rm yo ur jo b , yo u will o fte n ha ve  a c c e ss to  p e rso na l 

info rma tio n a b o ut yo ur e mplo ye r. Yo u a re  le g a lly o b lig a te d  to  ke e p  

tha t info rma tio n c o nfid e ntia l. Unle ss yo ur e mplo ye r g ive s yo u  

spe c ific  pe rmissio n, d o  no t ta lk a b o ut yo ur e mplo ye r’ s pe rso na l 

info rma tio n to  a nyo ne . Yo ur e mplo ye r will a sk yo u to  sig n a   

Co nfid e ntia lity Ag re e me nt. 

 

Pe rso na l info rma tio n inc lud e s, b ut is no t limite d  to : 

 

§ The  fa c t tha t yo ur e mplo ye r re c e ive s a ny pub lic  a ssista nc e  
 

§ Yo ur e mplo ye r’ s fina nc ia l o r me d ic a l info rma tio n 
 

§ Any o the r info rma tio n spe c ific  to  yo ur e mplo ye r 

 

The re  ma y b e  se rio us c o nse q ue nc e s fo r a ll pe rso ns invo lve d  if 

c o nfid e ntia lity is b ro ke n: 

 

§ Yo ur e mplo ye r c o uld  b e  e mb a rra sse d , ha rme d , o r e xp lo ite d  
 

§ Yo u c o uld  lo se  yo ur jo b  
 

§ Yo u c o uld  b e  e xc lude d  fro m future  wo rk a s a  Me mb e r-e mplo ye d  

PSA/ APSA  
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Abuse  
 

Okla ho ma  la w sta te s tha t a ny pe rso n who  ha s re a so na b le  c a use  to  

b e lie ve  a  vulne ra b le  a d ult is suffe ring  fro m a b use , ne g le c t, o r  

e xp lo ita tio n must re po rt the  situa tio n to  a utho ritie s a s so o n a s the  

pe rso n is a wa re  o f the  situa tio n. The re fo re , it is yo ur re spo nsib ility to  

c o nta c t o ffic ia ls if yo u suspe c t yo ur e mplo ye r is b e ing  a b use d . 

 

Re po rts c a n b e  ma d e  to  the  Ad ult Pro te c t Se rvic e s (Sta te wid e  

Ab use  Ho tline : 1-800-522-3511), d istric t a tto rne y’ s o ffic e , o r the  lo c a l 

po lic e  o r she riff’ s d e pa rtme nt. Re po rting  is the  ind ivid ua l  

re spo nsib ility o f the  pe rso n who  b e lie ve s the  situa tio n to  b e  o ne  

whic h sho uld  b e  re po rte d . 

 

Note : To  pro te c t yo urse lf fro m a c c usa tio ns o f a b use , yo u sho uld  

ne ve r b o rro w mo ne y fro m yo ur e mplo ye r, a nd  yo u sho uld  ke e p   

re c e ip ts fo r a ll purc ha se s yo u ma ke  o n b e ha lf o f yo ur e mplo ye r. 

 

 

Ab use  inc lud e s, b ut is no t limite d  to : 
 

Abandonme nt – Le a ving  o r d e se rting  a n o ld e r a d ult o r pe rso n with 

d isa b ilitie s who  c a nno t c a re  fo r he r/ himse lf a nd  is d e pe nd e nt o n 

yo u o r o the r c a re ta ke rs fo r he lp  
 

Financ ia l e xploitation – Ille g a lly using  a no the r pe rso n’ s mo ne y o r 

re so urc e s fo r pe rso na l p ro fit o r g a in 
 

Ne g le c t – Fa iling , whe the r inte ntio na l o r due  to  c a re le ssne ss, 

ina d e q ua te  e xpe rie nc e , tra ining  o r skill, to  p ro vid e  b a sic  c a re  o r 

se rvic e s to  a  pe rso n a s a g re e d  to  b y le g a l, c o ntra c tua l, o r o the rwise  

a ssume d  re spo nsib ility 
 

Physic a l a buse  – Using  e xc e ssive  fo rc e  o r physic a l a ssa ult, suc h a s 

hitting , sla pp ing , b iting , p inc hing , o r sho ving  a  pe rso n 
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Psyc holog ic a l a buse  – Using  de ro g a to ry na me s, phra se s, o r 

p ro fa nity; rid ic uling , ha ra ssing , c o e rc ing , thre a te ning , o r intimid a ting  

a  pe rso n; o r a nything  tha t d e nie s the ir c ivil rig hts o r tha t re sults in 

e mo tio na l injury 
 

Se lf- ne g le c t – Whe n a  pe rso n c a nno t unde rsta nd  the   

c o nse q ue nc e s o f his o r he r a c tio n o r ina c tio n tha t a ffe c t his o r he r 

b a sic  we ll-b e ing  a nd  ma y le a d  to  se lf ha rm o r e nd a ng e rme nt 
 

Se xual abuse  – Se xua l c o nta c t tha t is fo rc e d , tric ke d , thre a te ne d , o r 

o the rwise  c o e rc e d  upo n a no the r pe rso n 

 Abuse  • ADvantage  CD-PASS Employe e  Handbook •     11 



Ge tting  Sta rte d 
 

Ofte n, p la nning  a he a d  c a n pre ve nt misund e rsta nd ing s a nd   

p ro b le ms. Co nsid e r d isc ussing  the  fo llo wing  issue s with yo ur  

e mplo ye r whe n yo u b e g in wo rk. Co ming  to  a  mutua l und e rsta nd ing  

o f ho w c e rta in issue s will b e  ha nd le d  c a n ma ke  life  e a sie r fo r b o th 

o f yo u. 

 

§ Ta lk a b o ut wha t to  d o  whe n yo u’ re  sic k a nd  c a n’ t c o me  in to  

wo rk. Sho uld  yo u c a ll so me o ne  to  fill in fo r yo u?  Ho w muc h no tic e  

sho uld  yo u g ive  yo ur Emplo ye r whe n yo u wo n’ t b e  a b le  to  c o me  

in?  
 

§ Ta lk a b o ut ho w muc h no tic e  to  g ive  whe n yo u wa nt to  ta ke  a  

d a y o ff 
 

§ Ta lk a b o ut yo ur sc he d ule . Wha t ta sks a re  yo u suppo se d  to   

     c o mple te ?  Whe n a nd  ho w fre q ue ntly sho uld  the y b e   

     c o mple te d?   
 

§ If yo u will b e  d riving  yo ur Emp lo ye r to  a p p o intme nts o r o n  

     e rra nd s, will yo u d rive  yo ur c a r o r yo ur e mp lo ye r’ s c a r?  If yo u    

     d rive  yo ur c a r, ho w will g a so line  b e  p a id  fo r?  
 

§ If yo ur Emp lo ye r ha s a n Autho rize d  Re p re se nta tive , ho w will tha t 

a rra ng e me nt wo rk?  Will yo u ne e d  to  c a ll the m fo r instruc tio ns?   
 

§ Ho w will yo u b e  tra ine d ?  Will yo ur Emplo ye r o r frie nd s o r fa mily 

d e mo nstra te  ta sks?  Will yo u b e  g ive n a  c he c klist o f ho w to   

     p e rfo rm ta sks?  
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Ge tting  Pa id 
 

Ac ume n, the  Fisc a l Ag e nt, is in c ha rg e  o f se nd ing  yo u pa yc he c ks. 

Yo u c a n c ho o se  whe the r to  ha ve  yo ur pa yc he c k d ire c tly d e po site d  

into  yo ur b a nk a c c o unt o r yo u c a n ha ve  yo ur c he c k ma ile d  to  yo u. 

If yo u c ho o se  to  use  d ire c t d e po sit, yo ur Emplo ye r will p ro vid e  a  

fo rm fo r yo u to  c o mp le te  a nd  se nd  to  Ac ume n. 

 

Yo ur Emplo ye r (o r his o r he r Autho rize d  Re pre se nta tive ) must  

a ppro ve  a nd  sig n yo ur time she e t. Yo u will b e  pa id  twic e  a  mo nth, 

e xc e p t fo r yo ur first pa yc he c k, whic h will no t a rrive  until two  a nd  a  

ha lf we e ks a fte r yo u b e g in wo rking . 

 

Ple a se  no te  it is impo rta nt to  a c c ura te ly re p o rt the  time  yo u wo rk. It 

is ille g a l to  re q ue st p a y fo r time  yo u d id  no t wo rk. 

 

Ac ume n pro vid e s a  pa yro ll sc he d ule , so  tha t yo u a nd  yo ur  

Emplo ye r kno w whe n to  se nd  yo ur time she e t. Yo u c a n ma il yo ur 

time she e t, b ut fa xing  it e nsure s tha t yo u a re  pa id  o n time .  

Ac ume n’ s fa x numb e r is 1-877-567-5602. A c o py o f the  pa yro ll 

sc he d ule  a nd  a  jo b  a id  e xp la ining  ho w to  c o mple te  a  time she e t 

fo llo w.  

 

If yo u ha ve  q ue stio ns a b o ut yo ur pa yc he c ks, c a ll Ac ume n to ll fre e  

a t 1-877-299-4568. 
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Ac ume n Time she e t Job Aid 



Ac ume n Time she e t Sa mple  
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