Tip List and Precautions for Consumer-Employers who are Living Independently 

(To be reviewed with Consumer-Employers at Initial Assessments and at all Reassessment Visits)
Usually, when someone comes to your home as a visitor, it is a social situation with a known person, and you generally stay together in one or two rooms.  When you hire a Personal Assistant (PA) to help you with your personal care, the circumstances are different.  Your PA will arrive with criminal background checked, and ready to assist you with the basic duties of the job. However, the assistance you receive will probably involve the PA locating and using supplies in several or most rooms in your home, perhaps shopping and handling your money, and possibly having a key to your door.  
In having a PA come into your home, you are assuming certain responsibilities.  This may be a new situation for you and it is prudent and wise to think ahead.  Therefore, JEVS has compiled the following information to help you have a more positive and comfortable experience with your PA.  We recommend that you read the list in its entirety, and that you implement suggestions that are feasible for you.  The Do and Do Not lists are intended to start you thinking about precautions you may want to take, in an effort to keep your person and your belongings safe.
DO:

1. Ask your PA to show you identification, when you first meet.

2. Be sure to get the full name and phone number of every PA you interview and employ.  It is also important to get a second number (emergency contact number) for the PA’s you employ.

3. Ask PA’s about their past work experience and criminal history during your interview.

4. Remember that while JEVS referred a PA to you, it is your choice whether or not you want to hire that person.

5. Feel free to conduct your own reference checks on PA’s you are considering hiring.

6. Review your service plan with your PA, and explain your needs and requirements.
7. Write down and explain your particular needs, schedules, preferences, and requests as a reminder for your PA.
8. Share your personal emergency contact information with your PA.

9. Keep your social security number and bank account numbers private.

10. Contact your bank and credit card companies to find out how to change your PIN number, in advance of needing to do so.  This information may be useful.
11. If you give your PA cash to run an errand, give close to the amount that you anticipate will be needed.  Excess money may lead to discrepancies in the amount of change due to you.

12. If your PA goes to the store for you, to make a purchase, always ask for the change and a receipt.
13. Lock up your valuables.  A small safe can be purchased at stores such as K-Mart or Wal-Mart.  Private closets or rooms may be locked as well.
14. If you must give your PIN number to your PA, change it immediately after it is used.

15. Shred any documents no longer needed which contain your social security, bank account, or credit card numbers.

16. Review your time sheet for accuracy, before you sign it.

17. Instruct your PA to draw lines through the dates on the time sheet for days not worked.

18. Contact your Resource Coordinator if you are going into the hospital, go out of town, move, or change your phone number.

19. Change your locks, if your PA did not return your house key, and is no longer working with you.

If you ever feel pressured by your PA in a way which you don’t think is appropriate, or if you just feel uncomfortable with your PA for whatever reason, please call your Service Coordinator or Resource Coordinator to report it or to discuss the issue with them.  We will be happy to help you.

DO NOT:

1. Do not lend money to your PA.
2. Do not lend your car or car keys to your PA.

3. Do not give your PA the keys to your house/locked closets or cabinets where valuables are kept.

4. Do not lend your PA any items which you want returned to you.

5. Do not give your PA your credit card or credit card account numbers.

6. Do not give your PA access to personal information such as your Social Security number or bank account numbers.

7. Do not give your PIN number (or your ATM Card) to your PA.

8. Do not leave your checkbook or extra checks in plain sight or in a place accessible to your PA.

9. Do not give your PA excess cash, when he/she is shopping for you.
10. Do not leave medications, alcohol, valuables (jewelry or other items with cash or sentimental value) in plain view.

11. Do not allow your PA to bring children to work.

12. Do not allow your PA to bring friends or relatives when working with you.

13. Do not share your medications with your PA, even if he/she claims pain. Instead, instruct him/her to see a doctor.

14. Do not permit your PA to sleep on the job.
15. Do not permit your PA to make personal calls while working.

16. Do not permit your PA to use your telephone for personal phone calls.

17. Do not allow your PCA to have access to your Cellular Phone.

18. Do not pre-complete time sheets.

19. Do not sign time sheets which are not completed.

20. Do not feel compelled to offer your PA meals or snacks, while he/she is working. 

21. Do not be entirely trusting with PAs who are newly hired by you.  Remember that there are some dishonest people in the world, some of whom choose to work in the helping professions. 

These examples are important for your consideration and for the security of your belongings.  If you do not follow these recommendations, JEVS assumes no liability for any issues which may arise, concerning your person, your home, or your belongings.

I have read these “Do” and “Do Not” lists and understand that these suggestions are provided by JEVS to help ensure my safety and the safety of my identity and belongings.  

_____________________________________________ 

__________

Consumer-Employer’s Signature




Date

“Tip List for Consumers” Verification of Receipt
I have read and understand the attached information regarding the Tip List and Precautions for Consumer-Employer. I understand that these are tips which are intended to provide me with ideas for keeping my person and surroundings safe. 

__________________________



_______________

Consumer/Employer Signature




Date
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