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Section 3 

WORKING WITH ACCENT  
 

 

In CDASS, all clients/authorized representatives must work with 

Accent Intermediary Services, LLC. Accent is the organization 
with whom the State of Colorado contracts with to provide the 

personnel and financial administration for all CDASS clients. 

Accent serves as the employer of record for all of your CDASS 

attendants.  
 

After receiving approval from your case manager and confirming 

your start date, you will need to work with Accent to make sure 

you and your attendants are enrolled in Accent’s personnel and 
accounting systems. See Section 2 for details on enrollment 

process.  Accent’s telephone number is 1-866-890-1604. 

3.1 Required Paperwork     

As you are completing the CDASS training, Accent will provide 

you with packets containing the necessary forms for you and the 
attendants you plan to hire. The packets contain checklists so 

that you will know which forms you or your attendants need to 

complete and return to Accent. The checklists will also tell you 

what forms of identification your attendants must provide. 
 

As the “supervisor”, you will need to fill out a “Participant 

Agreement” and a “Starting a New Employee” form. There may 

be other forms, depending upon your situation.  
 

The attendants you hope to hire will need to fill out a variety of 

forms. These may change from time to time, but they will 

include the following. 

□ Application for Employment. Each attendant completes and 

signs.  

□ Public Request for Arrest Information. Each attendant 

completes and signs.  

□ Licensure and Certification Disclosure form. Each attendant 

completes and signs. 

□ Employment Agreement.  Each attendant completes and 

signs. CDASS participant signs.  

 

In CDASS, all 

participants/ 

authorized 
represent-

tatives must 

work with 

Accent 
Intermediary 
Services, LLC. 
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□ W-4. Each attendant completes and signs. 

□ I-9. Each attendant completes and signs Section 1. CDASS 

participant/authorized representative completes and signs 

section 2. 

    

Please be aware that Accent will not pay your attendants nor 

provide them with coverage for Workers’ Compensation until 
Accent reviews and approves all required forms and information. 

Accent will notify you when the attendant is approved and can 

officially begin work.   

3.2   “Sharing” Attendants 

 

In CDASS, you may have a chance to hire an attendant who is 
already working for another CDASS client. If this happens, the 

attendant may not need to fill out all the New Employee forms, 

depending upon when the attendant was hired and under what 

conditions. This can save some time and effort.  

 
For example, an attendant who was hired last month will not 

need to undergo a criminal background check or Board of 

Nursing background check. The attendant will not need to 

provide additional copies of identification. An attendant who was 
hired a year ago will have to complete most of the New 

Employee process.  

 

You do need to complete an Employee Agreement with any 
attendant you hire. You are going to be a new supervisor for the 

attendant, and you will have different work requirements for him 

or her. As with the hiring of any attendant, you must wait until 

Accent notifies you before this attendant can begin work. 
 

The checklists from Accent will tell you which forms a current 

attendant does need to complete. If you are not sure, ask 

Accent.  

 
Completing the Accent employment paperwork can be 

complicated and confusing. Accent staff members are available 

to answer your questions.   
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3.3 On-going relationship with Accent 
 

As long as you are receiving CDASS, you will have an on-going 

relationship with Accent. You will send Accent paperwork on new 

attendants you want to hire. You will submit your employees’ 
time to Accent twice a month so that your employees can be 

paid. You will receive monthly client statements from Accent 

showing how you are using your allocation. You may consult with 

Accent if you are having problems with your attendants or if you 

have any discrepancies with your monthly client statements. 
Throughout your connection with Accent, you will have a 

Customer Service Representative available to help process your 

paperwork and answer your questions. Feel free to contact 

Accent if you need help understanding this process. 
 

Several places in this manual we’ve talked about the importance 

of completing forms and otherwise managing paperwork. This is 

especially true in regards to reporting your employees’ time to 
Accent. The different ways allowable to you regarding submitting 

attendants’ time will be provided to you with the Supervisor’s 

Packet.   

 

 
� Signing Blank Time Sheets: Neither you nor 

your employees should sign blank time sheets. 

Doing so invites errors at least and dishonesty 

at worst. Be sure you and your employee sign 
the time sheets only after they are completed 

and ready to be submitted. 

 

� Time Sheet Deadlines:  It is critical that you 
send in time sheets by the deadlines.  They 

are the 1st and 16th of each month by 

midnight, regardless of the day of the week or 

of holidays. If you submit time sheets late, 
they will be processed with the next payroll. 

This will result in your employees being paid 

two weeks later than normal. Accent will 

provide you with blank time sheets, and we 

will tell you if the deadlines change. The time 
sheets will have instructions and the deadlines 

printed on them.  

  



  

CDASS: Working with Accent Page 3-4 
 

� Dark Ink: Please use dark blue or black ink 

on your paperwork, especially time sheets. 

Other colors do not come through clearly on 
faxes. If we cannot read a document, we 

cannot process it. If we cannot read a time 

sheet, we cannot pay it.  

 
 

• Responsibility for Attendants’ Time: You, not your 

employees, are responsible for making sure his or her time is 

reported correctly and on time. You may not physically be 
able to undertake the process, but it is your responsibility to 

make sure it is handled properly. 

 

Contacting Accent About Time Sheet Problems:  If you 
know you will be reporting time late because of a mechanical 

problem, an emergency or other circumstances beyond your 

control, contact Accent and your case manager as soon as 

possible. That means call or email the Accent office no later than 

the day after the deadline date to explain the problem. We may 
be able to arrange to get the time processed. The longer the 

delay, the less likely we will be able to pay your employees on 

time. 

 
Keeping Time Sheet Records:  Keep records of time in case a 

problem arises. For example, if you re faxing timesheets print a 

transmission report from your fax machine that shows the fax 

was successfully transmitted.  This report also tells you how 
many pages were sent.  These records help Accent in correcting 

payroll problems should they occur.

 



 

 

 

 
 

 

 

 

 
 

 

 

 
 

 

 

 
 

 



 

 

 

 
Section 3 Quiz:  

WORKING WITH ACCENT 
 

 

Answer questions 1 and 2 using multiple choice.   

 

1. Which of the following is not a requirement when sharing attendants? 

 A.  You need to complete an Employee Agreement 
 B.  An attendant who was hired four weeks ago must complete a  

      background check 

 C.  You must wait for an approval from Accent before attendant  

      starts work          
 D.  Depending on conditions, the attendant may not need to fill out 

      all paperwork 

 

2. When can your attendant begin work? 
  A.  After receiving approval from your case manager 

  B.  While waiting for results of background check 

  C.  After Accent notifies you with an approval 

  D.  After attendant notifies you of date they can start 
 

 

 

 



 

 

Section 3 Quiz:  Answer Key 

 WORKING WITH ACCENT 
 

 

1. Which of the following is not a requirement when sharing attendants? 
B 

 

2. When can your attendant begin work?  C 

 

 
 

 

 

 

 
 
 
 
 
 

 

 


