HIRING IN-HOME HELP
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HOMECARE JOB DESCRIPTION CONTRACT
To clarify the duties and responsibilities of both parties, a job description or contract is helpful and is needed if you are hiring a private caregiver. It is essential to have a formalized agreement if there is a dispute about salary, hours of work, tasks, etc. A contract/job description can always be revised or updated as needed. The more specific you can be in a contract, the less chance there is for confusion or disagreement. IF the job involves technical skills such as lifting into the bathtub or giving medications, the worker should be trained and experienced in those skills. If you are looking for a live-in, it may be best to hire someone on a part-time basis first to see how he or she work out before you let them move in. The key to maintaining a good relationship with your employee is flexibility. Especially when hiring a live-in, think of their need for respite and a break from constant care. Incorporate into your contract hours, evenings or days off for the live-in, but also be flexible when needed.

SAMPLE CONTRACT

Employment Contract Between:

Employer _____________________________ and Employee _____________________

Salary: _________________ per hour        Fringe Benefits _______________________

Terms of Payment:       When________________       How ______________________

Hours of Work from _______________ to _______________ on _________________





CHANGES IN SCHEDULED HOURS ARE NEGOTIABLE

Employee’s Social Security Number: ________________________________________

DUTIES TO BE PERFORMED

	Household Tasks:
	Personal Care Tasks

	· Dust and vacuum once a week

· Mop kitchen floor once a week

· Change sheets once a week

· Do food shopping once a week

· Cook lunch days present

· Wash dishes after each meal
	· Assist with bath and shampoo once a week

· Assist with physical exercises

· Transport monthly to doctor’s appointment

· Provide some socializing, conversation


NON-ACCEPTABLE BEHAVIOR
Smoking at work

Using foul language

Evidence of intoxication

Coming to work late

TERMINATION
Each party will give two weeks notice before terminating this contract. For a live-in, you may want to make this a month’s notice. Reasons for termination without notice: Theft, failure to carry out duties, evidence of non-acceptable behavior, endangering employer’s health or safety. For work, which is unsatisfactory, the employee will be given two warnings. If work continues to be unsatisfactory, a termination date will be set.

Signed: ___________________________  



Employer

Date: _____________________________

Address: __________________________

Phone: ____________________________

Signed: ___________________________  



Employee

Date: _____________________________

Address: __________________________

Phone: __________________________
INTERVIEWING
For the applicants who seem most appropriate for the job, set up a specific date and time for an interview. Invite a friend or family member whose judgment you respect to sit in on the interview. This can prove invaluable in terms of moral support and insight into sorting out information obtained during the interview.

For the interview:

1. Have a sample contract ready for applicant to read

2. Record name, addresses and telephone number of applicant

Suggested list of questions follows. You may also develop your own checklist to meet your particular needs.
1. Where have you worked before? What kinds of tasks did you perform?

2. Have you ever provided care for a person similar to what this job requires?

3. How do you feel about caring for an elderly person?

4. Do you have any emotional or physical problems that might hinder you in the job?

5. How do you feel about cooking and eating what someone else wants?

6. How do you handle persons who are angry or violent?

7. Why are you choosing to do this kind of work?

8. What makes you uncomfortable or angry?

9. Is there anything in the job description, which you would not do?

10. What commitment to staying on this job are you willing to make?

11. Please give me two work-related and one personal reference. Note: Never hire someone without checking references!

Interview checklist: Assessing the potential employee
1. Was the person on time for the interview?

2. Did the applicant and I agree on the terms and conditions of the contract?

3. Do I need to modify my contract before employing this person? How?

4. Did I get at least two references that I can call to verify?

5. Did I say when I would notify the applicant of his/her acceptance or non-acceptance?

6. Do I have the name and telephone number of the applicant?

7. Did I fell comfortable or at ease with the applicant?

8. Did I note any mannerisms that made me uncomfortable? (Dress, speech, behavior)

This checklist is to be used during the interview and should be completed immediately because this is an important decision and your personal reaction is vital to a successful match. Discuss your impressions with the family member or friend present during the interview.

Questions to ask Reference:
1. How long have you known the applicant? Dates? In what relationship?

2. What was his/her position

3. Can you tell me more about his/her responsibilities?

4. How did the person get along with you and senior adults?

5. What were your impressions of him/her as a worker?

6. Did he/she initiate or wait to be told what to do?

7. Was the person reliable/dependable?

8. What were the applicant’s strengths? Weaknesses?

9. Did you find him/her trustworthy and honest?

10. Were you aware of any problems with drugs or alcohol?

11. Is he/she still working for you? If not, would you rehire?

Describe your job situation and ask reference whether or not the applicant is appropriate for the position.

KEEPING YOUR WORKER
Communication between employer and employee is important. People appreciate being told when doing a good job. It is also helpful to tell people about irritating factors. The small annoyances often cause problems when not discussed. A good work environment will generally bring the best performance from an employee. Open communication is a necessary component in providing a good work environment.

The following tips (suggestions/recommendations) should be considered in keeping communication open:

1. Give praise for a job well done. People like to be appreciated

2. Be fair and kind

3. Respect your employee’s privacy

4. Be sincere. Don’t say something you don’t mean – it might backfire later

5. Be sure your employee understands what you expect. Give clear directions. Write them down

6. When a worker does not know how to do a task requested, either you or a family member or a friend should demonstrate what is desired. Have your worker demonstrate back to your satisfaction

7. Don’t let small irritations build up until an angry confrontation occurs

8. Permit ample time for discussion to resolve problems

9. Treat your employee as you would like to be treated

FINANCIAL AND LEGAL CONSIDERATIONS
If you hire someone to work in your home, you must follow certain procedures in order to comply with the regulations of the Internal Revenue Service (IRS) and the Immigration and Naturalization Service (INS). You must first obtain an employer identification number (EIN) by filing IRS from SS-4. When you become an employer, you have certain obligations. These concern federal unemployment insurance, a yearly IRS form W2 completed by you and given to your employee and possible state and local income tax withholding duties.

If the household worker is sent to you by an agency or contractor to whom you make payments, then the agency or contractor (no you) is considered the worker’s employer.

Your local tax office or your lawyer or accountant can tell you more about the tax regulations in your area.
Below is a checklist covering a number of specifics:
1. Discuss with your homeowner insurance agent your liability coverage as it applies to someone in your employ

2. You have drawn up a contract agreement – detailing rate of pay, days and hours of employment. Also clarify any fringe benefits – for example, bus fare.

3. Get IRS forms and publications about social security withholding requirements. Call 800.772.1213

4. Set up a form for record of payments to employee (See sample below).

5. When you file your own 1040 tax return, determine if payments to your employee qualify as a medical deduction on your return.

6. Be aware of possible legal and financial pitfalls of paying in cash instead of by check. Use receipt forms or other proof of payments to worker. (Generic receipt books are available where stationary supplies are sold).

7. Keep a record of any serious problems you have with your worker, in case of dispute later.

	Name of worker
	Dates of Work Covered
	Date of Payment
	Amount Paid
	Deductions*
	Check Number

	Jane Doe


	2/12/04-2/24/04
	2/30/04
	$400.00
	$40.00
	#203


*Check with local IRS for current Social Security deduction rates.

Eldercare Consultants in the The Health Library & Resource Center have information on home care resources in Santa Clara County and beyond, and can answer questions on the level of care needed and available options. Please call us at (650) 940-7210. Our hours are Monday–Friday, 8:00 a.m. to 4:30 p.m.

El Camino Hospital

Health Library & Resource Center

2500 Grant Road

Mountain View, CA  94039

(650) 940-7210
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