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Section 8 

PERSONNEL ISSUES 
 

This section covers recruiting, hiring, managing and firing your 

attendants. We also discuss basic labor laws.  

8.1 Recruiting 

Before recruiting, you must know what you want your attendants 

to do. You must consider the work to be performed and the 
knowledge and skills a person needs to be able to do the work. 

Review Section 6.1 for help in developing job descriptions. A 

sample job description is included at the end of this Section.  

 

Finding the right attendants takes time. It depends on your 
needs and how well you have planned. Use all the resources 

available to you. Think about whether you want to use friends or 

family members. Using people you know can make the process 

easier, but it can also be tough on your relationships.  Recruiting 
can be divided into several tasks: (1) writing job ads; (2) 

posting job ads; (3) screening interested parties; (4) 

interviewing candidates; and (5) selecting attendants.  
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We will look at each of these below. 

8.1.1 Writing Job Ads 

The job description you develop becomes the foundation for your 
job ad. To begin, you need to decide whether you want a lot of 

people to respond to your ad or only a few. The rule of thumb in 

writing job ads is less information brings more responses; 

more information gets fewer responses. 
 

You might think that it is better to have a lot of people respond 

to your ads. Yet, the more responses you get, the more people 

you have to screen, making your hiring process more involved. 

Remember, the primary purpose of a job ad is to identify people 
who are both qualified and interested in doing what you need 

done. A well-written ad can help screen out people who are not 

what you want. You want to include enough information to get 

“quality” applicants. You must be sure your ads do not 
discriminate, as discussed in Section 6.  

 

Below are some sample ads. Notice the effects of “details” in the 

ads. The first ad is the most general. In each subsequent ad, one 
word has been added to make it more specific than the 

preceding ad. Read each ad carefully to see how adding one or 

more key words makes them more specific. 

 
PERSONAL CARE WORKER 

Nonsmoker needed to work with adult with disabilities, 

assist with personal care and housekeeping. Days 

negotiable. $9 an hour; some benefits available. Call (719) 

555-5555 or send email to: myemail@writeme.com. 
 

PERSONAL CARE WORKER 

Nonsmoker needed to work with adult female with 

disabilities, assist with personal care and housekeeping. 
Days negotiable. $9 an hour; some benefits available. Call 

(719) 555-5555 or send email to: myemail@writeme.com. 

PERSONAL CARE WORKER 

PERSONAL CARE WORKER 
Nonsmoker needed to work with adult female with 

disabilities, assist with personal care, laundry and 

housekeeping. Days negotiable. $9 an hour; some benefits 

available. Call (719) 555-5555 or send email to: 

myemail@writeme.com. 
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ERSONAL CARE WORKER 

PERSONAL CARE WORKER 

Nonsmoker needed to work with adult female with severe 
disabilities, assist with personal care, laundry and 

housekeeping. Days negotiable. $9 an hour; some benefits 

available. Call (719) 123-4567 or send email to: 

myemail@cybermail.com. 
 
In the first ad, a variety of people are likely to respond. But, 

people who do not want to work with women are not likely to 

respond to the second ad. Likewise, people who do not like doing 

laundry may not respond to the third ad, and folks who feel 
uncomfortable working with people with severe disabilities are 

not likely to respond to the fourth ad. Regardless of your 

approach, you have the final decision as to what to put in your 

ads. You might want to try posting several ads with different 
information in each and see what works best for you. 

 

You should think about your privacy, safety and security as you 

create and post your job ads. You do not need to include your 
name or home address. All you need is a way for people to 

contact you. This could be by phone, email, or regular mail. If 

you want people to contact you by mail, consider renting a post 

office box. Although you will have to pay a PO Box rental fee, it 

will give you more control and maintain your privacy. You can 
arrange with a friend or disability organization to take 

applications and handle questions for you, though this can be 

confusing for applicants if not handled very carefully. Whichever 

way you choose to be contacted, protect your privacy as much 
as possible. 

8.1.2 Posting Job Ads 

The best place to post an ad is the place that gets you the best 

workers. But, where is that? That is a challenge and will require 

you to be creative. Here are some suggestions. 
 

Colleges and Universities can be good places for ads. 

Students look to gain work experience and often need income. 

Many colleges provide employment services. Contact the 
college’s career center to find out if and how you can post an ad 

on campus. 

 

Friends, family, neighbors, other attendants, and area 
businesses can be good “word-of-mouth” resources. Let 
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personal contacts know you are looking for an attendant, but 

make it clear you will do the screening and hiring. 

 
Agencies that help people find jobs, such as Colorado 

Workforce Centers, can be good resources. This might 

include job service centers and vocational rehabilitation offices. 

Ask them if they have a place where you can post your ads. 
 

Medical facilities, such as hospitals and clinics, can be 

good sources. Some of the staff may be interested in finding 

extra part-time work. Ask the personnel department if you can 
post an ad. 

 

Employment agencies are an option, but using one can 

cost you or your attendant certain fees if you make a 
successful hire. You may have to sign a contract with an 

employment agency for services. Make sure you read and 

understand any documents the agency gives you before you sign 

an agreement. 

 
Local publications can be a free or low-cost resource. 

Many community groups have newsletters in which you can post 

ads. Local newspapers are usually cheaper than citywide 

newspapers, and your ad will reach people in your area. Call a 
publication that you think might be helpful and ask for the 

classified department. Be sure to place your ad in the “Help 

Wanted” section. If there is a cost, you will be charged by the 

word or line. Therefore, make your ads brief but complete 
enough to contain essential information. Some clients say that 

local newspapers are the best places to find attendants in large 

urban areas. 

 

Bulletin boards in high traffic areas are good places to 
hang posters or index cards.  This seems to be especially true 

in small towns where people are more likely to seek employment 

this way. High traffic areas might include supermarkets, drug 

stores, coffee shops, banks, laundromats, places of worship and 
community centers. 

 

Internet recruiting is another option.  This can be a quick 

and efficient way to find attendants. You can post your job ad  
on the “post classified” page on sites such as Craig’s List.   
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One important recruiting tip is to develop a list of possible 

workers. Keep a list of former attendants and people you liked 

but did not hire. They might make good back-up workers and 

might someday become your regular attendants. Talk to other 
participants in CDASS for suggestions of people who might be 

interested in picking up some additional hours. Other clients may 

also know of people who might suit you, even though they didn’t 

work out for someone else.  
 

Remember, recruiting is an on-going activity. As long as you 

are directing your attendant services, you will need to recruit 

workers, both permanent and backup. Attendants may not be 
with you forever, so stay on top of your recruiting skills and 

practices. You may have to be ready to recruit on very short 

notice.  

8.1.3 When People Respond 

After posting an ad, be ready to respond to people who contact 
you. Have the job description close at hand. Have it memorized 

if necessary. However you decide to handle recruiting, respond 

quickly to people who have contacted you about the job. Good 

workers do not wait around very long, as they will be hired by 
someone else. 

8.1.4 Screening 

Screening out people who are not appropriate or who do not 

meet your needs is very important, as it will save time and effort 

for you and everyone else. You can screen potential workers 
either by phone or in person. Whichever way you prefer, keep in 

mind that you do not have to interview or take an application 

from everyone you talk to.  

 
When you talk to interested people, ask them what kind of pay 

they are looking for and what hours they can work. This allows 

you to screen out people who either want more pay than you can 

afford or who cannot work your schedule. If the person sounds 
like she might work out, continue talking. Ask brief and 

important questions that will help you decide if she will meet 

your needs. 

 

Ask the most important questions first and avoid those that 
suggest illegal discrimination. Below are some sample questions 

you can use. 
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• Are you at least 16 years of age? 
• Do you have a Social Security card? (They must have one 

to get paid) 
• What hours are you available?  

• What days can you work? 

• Do you like and/or are you allergic to animals? (If you 

have animals)  
• Do you mind working in a smoke-free environment? (If 

smoking bothers you)   

• Do you mind working in a smoke-filled environment? 

• Are there any reasons you would not be able to travel to 
my neighborhood? 

• Do you have a valid driver's license? (If driving is a part of 

the work) 

• Do you have experience providing attendant services?  
• Do you mind assisting in bathing, toileting, and dressing? 

• There might be some heavy lifting involved in this job. Do 

you have any limitations or restrictions regarding lifting? 

 

Have every person you are seriously considering complete an 
employment application. Some people seem great in a 

conversation, letter or e-mail message, but you need more 

specific information from and about them before setting up an 

interview. Your application should be designed to get information 
you need for making employment decisions. You need to use the 

Accent application included in the Employee Start-Up Packet, but 

you can also use an additional application that you design. The 

application gives you another chance to screen a potential 
worker. It also gives you a written record of the person’s 

experience, interests, qualifications and references. What you 

discover in an application can give you a different perspective 

about the person. 

 
 

 

 

8.1.5 Interviewing 

Once you have reviewed the application, if the person seems to 

be to your liking, set up an interview. Take time to plan your 

interview. Interviews should be face-to-face meetings. 

Remember, the interview is when you and the applicant see if 

the situation will work for both of you. 
 

Do not hire anyone without interviewing them first. 
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Before your first interview, decide where and how it will happen. 

If you do not want strangers coming into your home, consider a 

public place, such as a restaurant, library, local college or the 
offices of a disability organization, if the organization agrees. If 

you hold an interview at your home, you may consider to have a 

friend or family member there also. Most importantly, 

hold the interviews when you are well rested and when 
and where you are least likely to be interrupted. Be 

sure your interviews comply with nondiscrimination 

requirements.  

 
There are many ways to interview. The process involves giving 

and receiving information on both sides. Have in mind at least 

some of the questions you will ask. Use questions that will help 

identify the applicant’s knowledge, skills, abilities and character. 
Once you have an idea of the questions you want to ask, you 

may want to write them down. 

 

When you start the interview, try to put the person at ease. You 

are more likely to get a true sense of what that person is like if 
he or she is comfortable. Start with questions that are more 

general like, “What did you like about your last job? Then, move 

to more sensitive questions later in the interview like, “What do 

you think will be your biggest challenge working with a person 
with a disability?”   

 

During the interview:  

• Describe the job requirements in detail 
• Ask work-related questions that need more than a 

“Yes” or “No” answer. 

• Tell the person what you expect in an attendant 

• Tell the person about the work schedule 

• Give the person a copy of the job description  
• Explain your disability as well as you can 

• Be frank and clear about duties that might make a 

person uncomfortable 

• Notice not only what the person says, but also how 
he says it 

• Let the person ask lots of questions, and give honest 

answers 

• Give the person general information about wages, 
benefits and the workings of CDASS and Accent 
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Following are some other useful interview questions you can 

use:  

• What did you like most about your last job? 
• What did you like least about your last job? 

• Why did you leave your last job? 

• Why are you interested in this job, and what makes 

you a good candidate? 
• Tell me about a past job where you had to make a 

tough decision. What were the circumstances? How 

did it turn out? 

• Tell me about a past job where you made a big 
mistake. What were the circumstances? What did 

you do about it?  How did it finally turn out? 

 

As you near the end of the interview, ask the person if she is 
interested in the job. If the person seems like someone you 

would likely hire, ask her for references. Do not make your 

decision right then, but tell the person you will call her after you 

have checked references. Generally you will want to interview 

more than one person before making your decision. This is an 
important decision, and you want to have as many choices as 

you can. Keep notes on your thoughts and feelings about the 

people and their answers to your questions. This will help you to 

avoid getting confused about details. Use your notes to help you 
compare the good and bad points of the people you have 

interviewed. Give yourself time to think about who is most likely 

to meet your needs. 

8.1.6 Checking References 

During the interview, get work references. After the interview, 
decide if you would like to hire the person. If so, check his 

references. References can give you important information that 

you could not get any other way, such as whether the person is 

difficult to work with, his work ethic and his character. 
 

Who are good references? They are usually people who know 

your applicant as an attendant. They know the person’s work 

performance and habits. If your applicant has no prior attendant 
experience, then other good references are previous employers, 

teachers and former co-workers. Try to avoid family members or 

friends as references. They will not know about the applicant’s 

work habits and they are likely to tell you only the good things. 
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When talking to a reference, explain the work the person will be 

doing. Tell the reference you will keep all information confidential 

so he will feel comfortable enough to give you honest and 
accurate information. Take notes so you do not get confused 

about who said what about which person.   

 

Here are some questions you should ask references: 

• How long have you known her? 

• What are his strengths and limitations? 

• How does she handle stress? 

• Do you think he is honest? 
• Would you trust him to have keys to your house and 

car? 

• Would you trust her to have access to your bank 

account? 
• Do you think she is reliable? 

• How well does he get along with others? 

• Do you think she would be good at this type of work?  

 

 
If the reference is a former employer, ask the following 

questions. 

• How long did he work for you? 

• Was she dependable? 
• Was he on time for work? 

• Was she able to work independently? 

• How often was he absent without notice? 

• How did she deal with handling money on the job? 
• What was it like to supervise him? 

• Can she handle doing a wide range of tasks? 

• Why did he leave the job? 

• Would you rehire her? If not, why not? 

 
You may not get many answers from references. Some people 

do not want to say anything bad about another person. If a 

reference does not give you much information, be thankful for 

what you do get, and move on. You cannot know why a 
reference gives you little information or if the lack of information 

means something bad. Remember, reference checks are just a 

way to get information you can use to decide about hiring 

someone.   
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8.2 Hiring Guidelines 

Now you get to choose the person you want from the people you 

interviewed.  Refer to Section 7.2.2 for setting wages. In making 

your choice, think about these questions: 

• What important skills and experience does each 
person have? 

• What is your feeling about each person, based on the 

interview and reference checks? 

• What useful information did you get from each 

person’s references? 
• What useful information did you get from Accent’s 

background checks on each person? See the section 

below on background checks. 

• How would it feel working with each of the people 
you interviewed? 

 

Some qualities are hard to assess in people. Think about how 

comfortable you would feel giving directions or corrections to 
each candidate. This is very important if you are going to hire a 

friend or relative. How will you feel spending a lot of time with 

the person? You might develop a close friendship with a worker, 

but it is not necessary. The lifestyle of an attendant may bother 
you, but will it have anything to do with the quality of her work? 

Remember that safety, reliability and quality work are the most 

important features for an attendant to have.    

 
CDASS has only a few requirements of attendants. They must be 

16 years old and legally able to work in the U.S. Accent must 

perform a criminal background check and a board of nursing 

background check on all workers, and the person must pass both 

checks to be employable. You must follow all state and federal 
laws and regulations regarding hiring attendants.    

 

8.2.1 Criminal Background Check  

Before offering the person the job, you must contact Accent so 

that we can perform a criminal background check. The 

prospective employee will need to fill out the Request for Arrest 

Information form for Accent to run the check. The check tells us 
the person’s criminal history in Colorado. 
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Since Accent is the employer of record, we reserve the right not 

to hire a person if he or she has been convicted on certain 

charges. Accent will provide you with a list of “Criminal Offences 
Prohibiting Employment” that lists the charges that will cause us 

to refuse to hire a person. If the prospective attendant has such 

convictions on his or her record, we will notify you that we 

cannot hire the person. We will send you a copy of the 
background check report and advise you of your appeal rights. 

 

You can appeal our decision not to hire a prospective attendant 

based on the criminal background check. To do so, you and/or 
your prospective employee must provide a copy of the 

disposition, which is the final document from the court, on the 

change to prove the charge was either dropped or reduced to a 

lesser charge. 
  

Your prospective attendant may have a criminal background that 

will keep Accent from hiring him or her, but that might cause 

you concerns. If the person has a criminal history, we will send 

you a copy of the background check report. If you still choose to 
hire the person, you will need to return the report to Accent 

having signed the statement at the bottom of the report saying 

you are aware of the history and want to hire the person 

anyway. 
 

8.2.2  Board of Nursing Background Check 
Before offering the person the job, you must contact Accent so 
that we can perform a Board of Nursing background check. The 

prospective employee will need to fill out the Licensure and 

Certification disclosure form for Accent to run the check. The 

check tells us if the person has their license or certification 
suspended or revoked as a health professional by the Colorado 

Board of Nursing. If the check reveals that their license or 

certification has been suspended or revoked, denied, or if they 

represent themselves as a licensed medical professional when 
employed as an attendant, by state law, we will not be able to 

hire the person as an attendant under CDASS.  

 

8.2.3 The Job Offer 

When you decide to hire an attendant, you can: 

• Hire her on a trial basis (for example, for three 

months) 

• Hire him as a back-up worker 
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• Hire her as a permanent worker 

 

Refer to Section 6.1.3 for hiring family members 
 

When you decide to make a job offer to an attendant, be sure 

you address the following: 

• Essential elements in the job description 
• Terms of employment  

• Your guidelines for attendants  

• The role of Accent 

• Pay and benefits  
• Starting date and time and work schedule 

• Phone numbers for the attendant and you in case of 

a change in plans or an emergency 

 

8.2.4 Hiring Your Attendant 

When you hire a new attendant, be sure to get the following 

information from the attendant:  

• Full legal name 

• Address 
• Important phone numbers 

• Social Security Number   

• Date of Birth (attendants must be at least 16 years 

old) 
• Any plans that could get in the way of the 

attendant’s work 

• Emergency contact: name, phone number and 

address 

 

8.2.5 Contacting Accent 

Be sure you give key information about your new attendant to 

Accent before he starts work. Accent will send you an employee 

packet for your potential employee to complete. Accent will need 
this to get your attendant on the payroll.  

 

Be aware that your attendant will not be paid until he is 

on the payroll. Furthermore, Accent will not pay an 

attendant for hours worked before he is put on the 
payroll. If you do start an employee before Accent approves her 

and gives you the “Okay”, you are responsible by law for paying 

the attendant for the hours worked.  



 

CDASS: Personnel Issues  Page 8-13 
 

8.2.6 The Hiring Agreement 

In CDASS, you must have a Hiring Agreement on file with Accent 

between you and your attendant. The Hiring Agreement form is 
available from Accent. Services your attendant will provide must 

be in the categories of Personal Care, Homemaker and/or Health 

Maintenance Activities. You and your attendant should discuss 

the various conditions before completing the Hiring Agreement. 
Later on, you can use the agreement to help you evaluate the 

attendant’s work. It can also help to resolve differences between 

you and the attendant about the working conditions. See 

Appendix 8-2 for a sample of the Hiring Agreement. 

 

8.3 Firing an Attendant 

Most people do not like having to fire someone. However, that 
perfect person you thought you hired may not work out. People 

change and situations change. If you find at some point your 

attendant is not meeting your needs, you may have to fire that 

person. Keeping a hiring agreement up to date and keeping a 

regular schedule for reviewing your attendant’s job performance 
can help you decide if you should fire an attendant.  

8.3.1 Grounds for Firing  

The reasons to fire someone will vary. Here are some of the 

most common reasons: 

□ The attendant’s work is not good enough 

□ The attendant does not learn fast enough to meet your 

changing needs 

□ The attendant is late or fails to show up too many times 

□ The attendant’s personal habits bother you 
□ The attendant does not pay attention to your instructions 

□ The attendant often argues with you   

□ You do not feel safe or comfortable with the attendant, 

even after working with her for several weeks 
□ The attendant has a schedule that is not flexible enough 

for you 

□ The attendant violates your employment conditions, 

seriously or often 

8.3.2 Grounds for Immediate Firing  

Some actions by an attendant are grounds for firing him 

immediately. You should state them clearly in your guidelines for 

attendants. These grounds include: 
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� Arriving to work under the influence of drugs or alcohol  

� Drinking on the job 
� Using drugs on the job  

� Stealing from you 

� Abusing you in any way (beware of types of abuse; 

physical or sexual abuse is a crime) 

8.3.3 Firing Workers 

Weigh all options before you fire an attendant. It might be better 

to try to work things out with an attendant first. Trying to hire a 

new one will take time and effort and there is no guarantee your 

new attendant will be a better worker. How you decide to handle 
this difficult task will depend upon your personality, your 

attendant’s personality, and the situation. But if firing is your 

decision, consider the following: 

 
� How should you tell the attendant you are firing her?  

Firing an attendant can be difficult, and how you choose to 

tell your attendant depends on the situation.  If you feel 

comfortable with the situation, you may tell the attendant 
in person.  However, there are other options if you do not 

feel safe with a face to face approach.  You may have a 

third person tell the attendant he is fired, or let the 

attendant know by telephone. Remember, it is important 
to be respectful when firing an attendant, but your safety 

comes first.   

 

� What reasons should you give the attendant for firing him? 

If you have been giving plenty of corrective feedback and 
doing regular evaluations, the attendant should know what 

the problems are. He should also know what you have said 

are grounds for firing. In some cases, something can 

happen or some very serious problem can come up that 
you have not addressed in your guidelines or evaluations. 

In most cases, give the attendant some idea of why you 

are firing him, but you do not have to go into great detail.  

Keep in mind that Colorado is an At-Will state and an 
explanation is not required by law. 

 

� How will the attendant react? It is best to have a neighbor, 

friend, relative or other person in the room with you and 

your attendant when you fire him, to provide you more 
safety.  
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� How much notice should you give your attendant? Be fair, 

but remember if you give the attendant advance notice, 
you can risk problems with his or her work and behavior 

for the remainder of his employment. Sometimes 

immediate firing is the best approach to ensure your 

safety. 
 

� Who will provide your support once you fire the attendant? 

Before you fire your attendant, have at least one backup 

attendant ready to step in right away. 
 

� Are you safe and secure? If the attendant you fired had 

access to the keys to your residence or car, get them 

changed.   
 

Once you fire an attendant, contact Accent immediately. 

Accent needs to make changes to the attendant’s work 

file and to your records. By law, Accent must deliver the 

attendant’s final paycheck within 24 hours of the firing.   
 

 

 

 

 

 

 



 

 

Section 8 Quiz  

PERSONNEL ISSUES 
 

Answer these questions using multiple-choice. 
 

1. Which of the following is not a part of your recruiting of attendants 

under CDASS?  

A. Writing and posting job ads 

B. Screening interested parties 
C. Interviewing candidates 
D. Conducting criminal background checks  

 

2. When screening potential workers, which one of the following 
questions could suggest illegal discrimination?  

A. Are you at least 16 years of age? 
B. Do you have a Social Security number? 
C. What hours are you available to work? 

D. What religion are you? 
 

3. In CDASS, you must have a Hiring Agreement between you and 

your attendant. Once you and your attendant have agreed upon the 

terms of employment, which of the following items would not be 

included in the agreement?  

A. Wages and benefits (if any) 

B. Whether or not the attendant is interested in workers’ 
compensation 

C. Services the attendant will provide 
D. Work schedules 

E. Behavior the attendant should have on the job 
 

4. In CDASS, you may have to fire an attendant.  Which of the 

following would not be common reasons for firing? 

A. The attendant’s work is not good enough. 
B. The attendant often argues with you.  
C. The attendant’s lifestyle is different from yours. 
D. The attendant has a schedule that is not flexible enough 

for you. 

 

 

 
 

 

 

 



 

 

5. Which of the following would not be part of the information you get 

from checking work references on possible attendants? 

A. The attendant’s experience with similar work 
B. The attendant’s ability to get along with people 
C. The attendant’s criminal background 

D. The attendant’s reliability and honesty  
 
 

 



 

 

Section 8 Quiz:  Answer Key 

PERSONNEL ISSUES 
 

 
1. Which of the following is not a part of your recruiting of attendants 

under CDASS? D 

 

2. When screening potential workers, which one of the following 

questions could suggest illegal discrimination?  D 

 
3. In CDASS, you must have a Hiring Agreement between you and 

your attendant. Once you and your attendant have agreed upon the 

terms of employment, which of the following items would not be 

included in the agreement? B 

 

4. In CDASS, you may have to fire an attendant.  Which of the 
following would not be common reasons for firing? C 

 

5. Which of the following would not be part of the information you get 
from checking work references on possible attendants?  C

 



 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 





 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX 8-1 
SAMPLE JOB DESCRIPTION 



 



 

 

SAMPLE JOB DESCRIPTION — PERSONAL ATTENDANT 
 

DUTIES:  

The person in this position will assist with activities of daily living. The 
employer is a 25 year-old man who has a physical disability, lives in 

his own apartment and uses a wheelchair. Specific activities include 

assistance with bathing, dressing, personal hygiene, toileting 

(includes bowel and bladder care), eating, transferring to and from 
the wheelchair, taking medications and range of motion exercises. 

The position also involves meal preparation, housekeeping, shopping, 

laundry and other household chores. The position requires a valid 

Colorado driver’s license, as the attendant will drive the employer’s 
adapted van occasionally. 

 

EDUCATION AND EXPERIENCE: 
Nothing specific is required, though some experience providing 

attendant services in the home of a person with a disability is helpful.  

 

SALARY RANGE:   

$9.50 to $11.50 an hour depending upon experience. 
 

BENEFITS: 
Health insurance and worker’s compensation are available. 

 

HOURS:  

2 hours a day in the early morning, typically 6:00 to 8:00, and some 
weekend hours.  

OTHER REQUIREMENTS: 

The person selected should be prompt, reliable, and able to work 

independently and have good personal hygiene. The person selected 
must submit to a criminal background check. 
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Sample Hiring Agreement 
 

Chris agrees to provide attendant support to Kelly on the 

following terms. 

A. Wages 

1. Chris will begin work at $9.50 an hour. 

2. After 3 months of satisfactory work, Chris will receive a $1.00/hr 

raise. 

3. Kelly and Chris will discuss further wage increases every 6 
months. 

B. Benefits 

4. Health – Health Insurance is available through the ISO.  

5. Days off – Chris can have days off if he gives Kelly a week’s 

advance notice before taking off.  (CDASS is unable to pay wages 
for days off) 

C. Services  

Chris will perform the following services 

6. Get Kelly up and out of bed. 

7. Give Kelly a shower or bath, based on Kelly’s preference that day. 
8. Assist Kelly with grooming and dressing. 

9. Prepare Kelly’s breakfast and lunch for Kelly to have later. 

10. Wash dishes every other visit. 

11. Perform other light housekeeping as requested by Kelly. 

12. Assist Kelly with toileting as necessary. 
13. Assist Kelly with medications as necessary. 

14. Check Kelly’s skin condition, as requested by Kelly. 

D. Work schedule 

15. Chris will work for Kelly Monday through Thursday from 6:00 a.m. 

until 8:30 a.m. beginning on November 4. 
16. Chris will work Saturday and Sunday mornings, 7:30 to 10:00, 

every other weekend, beginning on November 2. 

17. If Kelly needs to make a change in the schedule, she and Chris 

will discuss the change at least 24 hours in advance. 

E. Dependability 

18. Chris will be ready to work at the agreed time. 

19. If Chris needs to be absent for any reason, he will give Kelly a 
minimum of 48 hours notice for Kelly to make other 

arrangements.  
 



 

 

20. Late for work 
• If Chris is more than 15 minutes late, Kelly will call to check 

on Chris. 

• If Chris is frequently late, Kelly can dismiss Chris. 
21. Failure to show for work 

• If Chris fails to show up once without notice, any wage 

increase can be postponed. 

• If Chris fails to show up more than twice without notice, 
Kelly will dismiss Chris. 

F. Taking Responsibility 

22. Chris will be observant, motivated, self-starting and pay attention 

to details. 

23. Chris will not leave work unfinished or for someone else to do. 

G. Working Independently 

24. Kelly will trust Chris to do the work unsupervised after the first 
month.  This means Kelly does not want to have to be with Chris 

every minute. 

25. Although Kelly enjoys visiting, job responsibilities take priority. 

H. Health – Sanitation – Hygiene 

26. Kelly’s good health begins with cleanliness. 
• Chris will wash his hands with soap before handling kitchen 

items and preparing food and after using the toilet (includes 

assisting Kelly). 

• Chris will inspect dishes and utensils when loading and 
unloading dishwasher. 

27. Chris will not smoke in Kelly’s apartment. 

I. Privacy 

28. What Chris sees and hears while working a shift is considered 

confidential, and Chris will treat it as such. 
29. Chris will be considerate of Kelly’s personal items and business. 

30. Chris is welcome to fix and eat breakfast with Kelly and use 

Kelly’s food if Chris chooses to do so.  

31. If Chris takes anything of Kelly’s without permission, Kelly will 

dismiss Chris. 

J. Evaluation 

32. Kelly and Chris will evaluate Chris’ work at the end of each week 
during the first month. 

33. Kelly and Chris will evaluate Chris’ work once every 3 months 

after the first month. 
 

I understand and agree to work as an attendant on the above terms. 
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Attendant Name         Date    

  

I agree to employ this person as an attendant on the above terms. 
 

Participant Name        Date            

                  

 


