SUMMIT INDEPENDENT LIVING
JOB DESCRIPTION


JOB TITLE:				Self Directed Personal Assistant
WAGE RANGE: 			$13.10 per hr. for personal care and social waiver hrs.
    			$11.50 for waiver homemaking and respite hours
LOCATION: 				Member’s home
IMMEDIATE SUPERVISOR: 	Member or Personal Representative


SUMMARY:  Works in private residence to provide personal care that is medically necessary in order for members who are functionally limited in performing activities of daily living so they remain independent in their home and community.
 

[bookmark: _GoBack]RESPONSIBILITIES AND JOB DUTIES:
1. Provide direct care to individuals, following a plan of care that has been authorized by the Mountain Pacific Quality Health that may include:
a) Activities of daily living such as bathing, dressing, hygiene, toileting, transfers, mobility, and exercising. 
b) Meal preparation that includes meal planning, shopping, storing, preparing and serving food.
c) Household tasks related to maintaining the member’s health and safety in the home.
d) Escort services for members who require personal assistance during trips to obtain Medicaid reimbursed medical care or shop for items essential to the member’s health care and nutritional needs.
e) Assist with health maintenance tasks as authorized by the member's Health Care Professional.
2. Maintain required documentation
a) Time cards – Hours are broken down into 15 minute increments
          EX: 15 minutes= .25 hours, 30 minutes= .50 hours, 45 minutes= .75 hours
b) Current address, phone number, or contact information


EMPLOYMENT PAPERWORK REQUIREMENTS
These documents will be filed in the Missoula Summit office as the permanent record of employees:

Personal data information sheet, falsifying information is cause for immediate termination.
Form W-4 Employee’s Withholding Allowance Certificate (bottom portion filled out and signed)
I-9 Employment Eligibility Verification form. Employers are required to have all employees fill out an I-9 form within three (3) days of hire. 
Employees fill out Section 1. Send copy of driver’s license, Social Security card, or other listed documentation so Summit can complete the other sections.

Summit’s Drug Free Workplace Statement.
Statement acknowledging you have received and reviewed the Summit Safety Policy and PCA manual.

Direct Deposit form (optional) with attached voided check.  Prepaid cards must have print out of account number, no hand written ones will accepted.

ESS Portal Consent (optional)

Original timecards (completed in full and signed by employee and member)
An attendant cannot be paid if they are on the Inspector General of Investigation and the member will be responsible in paying privately if attendant is on there.

EMPLOYMENT PROVISIONS

Both Summit and the member share responsibility as your employer. Summit is the employer of record and serves as the fiscal agent on behalf of the member. The member does the day to day supervision of services.

Hours are not guaranteed. By nature of the personal assistance program, the condition and needs of your member may result in varying hours.

No overtime will be paid unless prior authorized by Summit.

Original timecards are required, NO faxes will be accepted. Timecards are due by Wednesday following the pay period by 2 pm.  Late timecards will be processed the following pay period.

Checks are mailed on Thursday and direct deposit is done Friday mornings. Any checks that are mailed and not received will not be replaced until the following pay period.

The employee is responsible for letting Summit know your correct mailing address and Summit is not responsible for delivery errors made by the U.S. Postal Service.

In the event that an employee is laid off, or fired, final wages will be paid during the next regularly scheduled pay period after receipt of a properly completed timecard.

All information is to be kept confidential. Confidential information is not to be discussed by anyone other than authorized personnel.

Safety policy and procedures must be followed at all times.

Employees must follow the policies and procedures outlined in the Personal Assistant Manual. 

 Health Insurance:Health insurance is available after 59 days of employment for attendant’s consistently working 30-or-more hours per week.  Cost is just $40 per month for the employee (more for adding family members to the plan). The Montana Department of Health and Human Services pays the rest of the premium.  Health insurance is provided through Associated Employers and includes medical coverage. It is a 70/30 plan with a $1000 yearly deductible and $30 office visit co-pay.
