Assistant Forms: 
PAS Assistant Application – to be completed and submitted for the hiring of new attendants
Federal:
IRS Form W-4- to be filled out as part of attendant application. W-4 indicates amount of withholding for income taxes. Attendant must indicate number of allowances as well as marital status and sign. Employer’s address to be filled in at bottom of W-4.
Homeland Security Form I-9 This form is kept in employer files to document that employee is eligible to work in the U.S. It may be presented during a USCIS audit. It requires copies of the identification specified in the accompanying “List of Acceptable Documents”.
HIPPA Notice of Privacy Practices - by signing this form, the assistant agrees that they understand that they are not to disclose any health or privacy information about their consumer/employer.

State:
SP 4-164 (Request for Criminal Record Check) - This form is completed by the assistant in order for JEVS to obtain their criminal history from the PA State Police. This is required for all assistants in order to be eligible to work for a consumer/employer enrolled in PAS services. 
Program:

Job Description – this is an overview of the basic duties of a Personal Care Assistant and signed by each applicant.

Notice of Discontinued Employment- This form is completed by the consumer and/or attendant when the employment agreement between the two is broken. It documents the reason for the attendant’s discharge or resignation

PAS Payroll Schedule- This form shows the deadlines for submission of timesheets and for payment of attendant for each payroll period.
Agreement between Consumer & Attendant – This is signed by both the attendant & consumer at the beginning of employment to indicate a formal employer/employee agreement. 

Equal Rights for Consumer/Employers and Personal Assistants Policy - this form is left with the assistant to explain that their consumer/employer cannot discriminate when hiring and on the job harassment should not be taking place
Statement of Agreement and Compliance – this is completed by the assistant to acknowledge that they read and understood the Equal Rights for Consumer/Employers and Personal Assistants policy.
Fraud & Abuse – Assistant completes this form to acknowledge that they will not provide any fraudulent information to JEVS in regards to the services they provide and that they understand that if they commit fraud they could be prosecuted by the Attorney General’s Office.
Direct Deposit or Total Pay Card – these are optional forms completed by the assistant if they are interested in being enrolled in Direct Deposit or Total Pay Card.

Acceptance/Declination of Hepatitis B Vaccination – this is completed by the assistant to identify if they are interested in receiving the Hepatitis Vaccine Series at no cost to them.

Application Verification – this is completed by the assistant to verify that all forms have been reviewed and signed.

