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WISCONSIN (License # ___)
ORIENTATION

Created in accordance with the laws / 
rules / regulations of:

Wisconsin Caregiver Program Manual for Entities 
Regulated by the Division of Quality Assurance (DQA)



What is Village Caregiving?

A privately owned Personal Care Agency, 
recognized as a Foreign Limited Liability 

Company (LLC) in Wisconsin
•

• Owned/Operated by people with roots in the community
• Licensed to provide “personal services” as defined in WI
• Dedicated to providing quality care to clients and families
• Dedicated to the communities it serves
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Anti-Discrimination
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Village Caregiving does not discriminate on the basis of race, 
color, religion (creed), gender, gender expression, age, 

national origin (ancestry), disability, marital status, sexual 
orientation, or military status, in any of its activities or 

operations.  We are committed to providing an inclusive and 
welcoming environment for all.  Village Caregiving is an 

equal opportunity employer and community partner.



Wisconsin’s Caregiver Law
 Wisconsin has a unique “Caregiver Law” that provides detailed

information about how Personal Care Services (DHS 107.112) must be
provided by Personal Care Agencies (DHS 105.17)
 The law responds to the potential for physical, emotional, and financial

abuse of vulnerable citizens and is intended to protect clients in health care
settings from abuse, neglect, and misappropriation (A/N/M) of property

 Details of the Law can be found here:  
https://www.dhs.wisconsin.gov/regulations/caregivers.htm
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Village Caregiving Team
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Administrator/ 
Substitute

Registered Nurses

Caregivers



Administrative/Management Requirements
 Each Village Caregiving location employs an administrator and

identifies a substitute administrator. The administrator:
 Is responsible for the organization and daily operation of the location.
 Is available to Village Caregiving employees and clients on a 24/7 basis via a

24/7 cell phone.
 Coordinates between clients, families, RNs, and caregivers to ensure services

are delivered according to WI laws/rules/regs.
 Conducts RN/caregiver background checks, orientations/trainings, and other

required employment tasks.
 Investigates, reports on, and remedies all incidents/ grievances /complaints.
 Develops a service plan in collaboration with the RN for clients before

providing personal care services.
 Collaborates with employee/contractor RNs to supervise the provision of

personal care services.
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If you have questions about the functions of personnel employed by Village Caregiving and how 
they interrelate and communicate with each other in providing personal care services, please 

contact Village Caregiving administrator / RN.



RN Requirements
 Each Village Caregiving location employs/contracts with a registered

nurse (RN) to supervise personal care services provided. The RN will:
 Be licensed;
 Have training/experience in the provision of personal care services or in a

related program; and
 Have at least one (1) year of supervisory/administrative experience in

personal care services or in a related program.

 The RN performs the following duties:
 Assesses and evaluates the need for services in each client;
 Develops a Service Plan for each client and updates it as necessary;
 Makes referrals to other services as appropriate;
 Notifies the client’s physician or other appropriate medical personnel and

legal representative of any significant changes in the client’s health;
 Physician orders for personal care services are not required for non-Medicaid clients.

 Evaluates the competency of the personal care workers to perform the
services, and provides additional training when required.
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Personal Care Worker Requirements
 Village Caregiving personal care worker employees will be trained in the

provision of personal care services, including each skill assigned:
 Provide documentation of skills, training, and prior experience;
 Be a person that is not a legally responsible relative of the client;

 Parent of <18 child / Spouse (legal obligation to maintain support);

 Be at least 16 years old.

 Village Caregiving personal care workers must:
 Pass a caregiver background check;
 Perform tasks/services assigned by the administrator and RN supervisor;
 Report in writing to the administrator and RN supervisor;
 Promptly report any significant changes observed or reported in the client’s condition;
 Confer as required with the administrator and RN supervisor regarding client progress;
 Practice strict infection control measures as recommended by the CDC.
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Service Agreement
 Village Caregiving will present a service plan to a client before providing

personal services.
 Village Caregiving will assess a prospective client’s appropriateness to be

served, and will only accept a client if there is a reasonable expectation
that the client’s needs can be met.

 Village Caregiving will provide, in writing, prior to accepting the client:
 Village Caregiving’s rules and the client’s responsibilities;
 Complaint/Grievance process, including how a client can make a complaint;
 A statement of a client’s rights;
 That the client may participate in the planning of services, including referrals

to other providers.
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Village Caregiving documents evidence of compliance with the requirements of WI law and documents 
services provided to clients.  This documentation will be maintained or be electronically accessible at the 

Village Caregiving WI office for at least seven (7) years.



Client Rights
 Village Caregiving shall provide the client or the client’s personal

representative with the written statement of client rights not more
than seven (7) days after providing services to the client. The
statement of client rights must include the following information:
 The client has the right to have the client's property treated with respect;
 The client has the right to temporarily suspend, permanently terminate,

temporarily add, or permanently add services in the service plan;
 The client has the right to file grievances regarding services furnished or

regarding the lack of respect for property by Village Caregiving and is not
subject to discrimination or reprisal for filing a grievance;

 The client has the right to be free from verbal, physical, and psychological
abuse and to be treated with dignity;

 A statement that it is not within the scope of Village Caregiving’s license to
manage the medical and health conditions of the client if a condition
becomes unstable or unpredictable;
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Client Rights
 Continued

 The charges for services provided by Village Caregiving;
 Village Caregiving’s policy for notifying the client of any increase in the cost

of services;
 The hours Village Caregiving’s office is open for business;
 That on request, Village Caregiving will make available to the client a written

list of the names and addresses of all persons having at least a 5% ownership
or controlling interest in Village Caregiving;

 The procedures for contacting Village Caregiving’s manager or designee,
while Village Caregiving’s office is open or closed;

 The procedure and telephone number to call to file a complaint with Village
Caregiving;

 That the state department does not inspect Village Caregiving as part of the
licensing process but does investigate complaints concerning personal
service agencies;

 The procedure and telephone number to call to file a complaint with the state
department along with the business hours of the state department.
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Caregiver Requirements
 At the time of hire and at least every four (4) years thereafter, background

checks are required for a “caregiver” – which means:
 A person who is, or is expected to be, an employee or contractor of Village Caregiving,

who is or is expected to be under the control of Village Caregiving, as defined by the
department by rule, and who has, or is expected to have, regular, direct contact with
clients of Village Caregiving;
 “Regular” means contact that is planned, scheduled, expected, or periodic.
 “Direct Contact” means face-to-face physical proximity to a client that affords the opportunity to

commit abuse or neglect of a client or to misappropriate the property of a client.
 Village Caregiving must obtain a caregiver background check for their employees and contractors

through the Wisconsin Department of Justice (WDOJ).
 Village Caregiving must obtain a subsequent background check at any time within that four year period

if Village Caregiving “has reason to believe new checks should be obtained.”
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Documentation will be kept confidential in personnel files for at least five (5) years.  Records of current 
employees will be maintained and accessible via a central computer file.



Caregiver Requirements

13

 To obtain a caregiver background check online:
 Complete a Background Information Disclosure (BID) DHS Form F-82064;

 BID must be kept on file for four (4) years, but is not submitted to any state agency.

 Request a caregiver (this option must be selected) background check from the WDOJ
using the Wisconsin Online Record Check System (WORCS);
 WORCS Website: https://recordcheck.doj.wi.gov

 Pay the $10 per person fee to WDOJ through WORCS;
 Village Caregiving will receive two (2) responses:

 One from the WDOJ Crime Information Division (containing Wisconsin Identification Data); and
 One from DHS/DSPS, called the “IBIS letter.”
 Village Caregiving must examine both responses for findings and make the appropriate hiring decision

in accordance with Wisconsin law.
 These results will only be available for six (6) months – save in employee files

State of Wisconsin Department of Justice - DLES/Crime Information Bureau
17 W. Main Street, Madison, WI 53703
Email:  cibcriminalhistory@doj.state.wi.us
Phone:  (608) 266-7314

https://www.dhs.wisconsin.gov/library/F-82064.htm


Background Information Disclosure
BID F-82064
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https://www.dhs.wisconsin.gov/library/F-82064.htm


Background Information Disclosure
BID F-82064
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https://www.dhs.wisconsin.gov/library/F-82064.htm


Background Information Disclosure
BID F-82064
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https://www.dhs.wisconsin.gov/library/F-82064.htm


BID Instructions
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Caregiver Requirements
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 A complete caregiver background check consists of three (3) documents:
 A completed BID DHS Form F-82064; either
 A response from the WDOJ of either:

 A “No record found” response; or
 A criminal record transcript; and

 A “Response to Caregiver Background Check” letter from DHS that reports the person’s
status, including administrative finding or licensing restrictions.

 Other documentation must be obtained by Village Caregiving as required to
complete the caregiver background check when applicable (such as when a
caregiver has lived outside of Wisconsin):
 Arrest/Conviction disposition information from local clerks of courts or tribal courts;
 Other state’s or U.S. jurisdiction’s conviction records;
 Military discharge papers.



Caregiver Requirements
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 A “clean” BID is one with no convictions or findings by a governmental agency of client
A/N/M or child neglect or abuse that require a Rehabilitation Review or license
limitations that prevent a person from working in a position that requires a license.

 Persons with a “clean” BID may be allowed to work for up to 60 days, under supervision
(periodic direct observation), pending receipt of the WDOJ criminal record search
results, DHS letter, etc.

 Caregivers < 18 are not subject to the full caregiver background check requirement if
their BID does not indicate any offense that would make them ineligible. When
turning 18, the normal process must be completed.

 For other convictions disclosed on the BID, Village Caregiving may determine if the
conviction is substantially related to the duties of the job. Village Caregiving may
refuse to hire an applicant because of a conviction that is substantially related to the
circumstances of a particular job, but Village Caregiving is not required to bar the
person from employment.



Caregiver Requirements
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 Village Caregiving must make a good faith effort to obtain out-of-state conviction
records from any state or other U.S. jurisdiction for caregivers who resided
outside of Wisconsin at any time during the three (3) years preceding the search.
 This means following the process established in the other state to obtain complete

background check information - document attempts to obtain this information.

 Village Caregiving must obtain a copy of the military discharge papers (DD-214)
from a caregiver who was discharged from the military within the three (3) years
preceding the search, and must obtain additional information when a discharge
is other than “honorable” (see 4.2.0 and 4.2.1.1).

 The BID DHS Form F-82064 must remain with Village Caregiving on file and
readily available for inspection for a minimum of four (4) years.



Caregiver Requirements
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 Village Caregiving caregivers are not required to complete BID forms every four
(4) years if Village Caregiving has a written self-disclosure policy AND if
caregivers are reminded of that policy annually. This includes:
 Ensure all caregivers complete a BID form at the time of hire;
 Complete a caregiver background check (WDOJ and DHS/DSPS information) at the time

of hire and every four (4) years thereafter;
 Develop a written self-disclosure policy that notifies caregivers that they must disclose,

in writing, any changes to the information included on the BID form, including:
 Convictions of any crimes;
 Substantiated findings of abuse, neglect, or misappropriation (A/N/M);
 Current investigations related to A/N/M;
 Professional credential restrictions, limitations, or revocations;
 Program licensure limitations, revocations, or denials;
 Discharge from any branch of the U.S. Armed Forces, including any reserve component;
 Residency outside the state of Wisconsin;
 Rehabilitation Review requests.



Caregiver Requirements
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 Village Caregiving caregivers are not required to complete BID forms every four
(4) years if Village Caregiving has a written self-disclosure policy AND if
caregivers are reminded of that policy annually. This includes (continued)
 Remind all caregivers of the requirements of the written self-disclosure policy on

an annual basis. DQA recommends that this annual reminder be given via
written notification to every caregiver. It may be helpful to include in the
annual reminder the penalties for failure to self-disclose.

 Require caregivers to disclose any changes to the information they included
on the BID form, in writing, to their immediate supervisor as soon as
possible, but no later than the person’s next working day.



Caregiver Requirements
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 Village Caregiving caregivers are required to notify Village Caregiving as soon as
possible, but not later than the person’s next working day, when any of the
following occurs:
 The person has been convicted of a crime;
 The person has been or is being investigated for any act, offense, or omission,

including A/N/M;
 The person has a substantiated finding of A/N/M;
 The person has been denied a license of had their license restricted or

otherwise limited.
 Subject to sanction for failing to complete a BID, knowingly giving/omitting false

information, or failing to report information about a conviction or finding.



Caregiver Requirements
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 Please Note:
 Village Caregiving must maintain and make readily available all background check

documents to applicants and the DQA (these records are public documents).
 If employment is interrupted, a new BID must be completed.
 Village Caregiving will check all caregiver background check documents against the

“Offenses List” before making hiring decisions.
 In cases where a background check has been conducted within the previous four (4)

years, entities are required to share background check results with other entities upon
request. Remember: the caregiver must complete a new BID form for a new employer.
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Caregiver Requirements
 Village Caregiving is required to query the Wisconsin 

Misconduct Registry at:  https://wi.tmuniverse.com to 
verify employment eligibility.
 The registry does not track criminal convictions.
 You can call the Registry at (888) 401-0465.
 Village Caregiving will check the online list of monthly 

additions of any new findings for currently employed or 
recently hired staff at the Caregivers Recently Placed on 
the Wisconsin Caregiver Misconduct Registry webpage at:  
https://www.dhs.wisconsin.gov/caregiver/misconduct-
bymonth.htm.

 Employees/Contractors must notify Village Caregiving as 
soon as possible, but no later than the person’s next working 
day when they have been convicted of any crime or have been 
or are being investigated by any governmental agency for any 
at or offense.
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https://wi.tmuniverse.com/
https://www.dhs.wisconsin.gov/caregiver/misconduct-bymonth.htm


Caregiver Requirements
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Caregiver Requirements
 All caregivers with a criminal conviction on the “Offenses List,” a finding 

of misconduct entered on the Wisconsin Caregiver Misconduct Registry, 
or a finding of child abuse or neglect by another governmental agency 
may request a Rehabilitation Review, an opportunity to provide clear 
evidence that a repeat of the conduct that led to their conviction is not 
likely and that clients will remain safe under their care.

 Village Caregiving will provide applicants information on this process 
upon request.

 It is the applicant’s responsibility to complete the form, provide 
attachments, and submit them to the DHS Office of Legal Counsel and 
Rehabilitation Review Panel.
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Caregiver Requirements
 Prior to providing services for a client, caregivers may be asked to

submit to and complete:
 Substance abuse screening
 Tuberculosis (TB) screening
 Affirmation of no presence/signs/symptoms of communicable diseases or

infected skin lesions
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Documentation will be kept confidential personnel files for at least seven (7) years.  Records of current 
employees will be maintained on the agency’s premises and accessible via a central computer file.
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Personal Care Services
 “Personal Care Services” are medically oriented activities related to 

assisting a recipient with activities of daily living necessary to maintain 
the recipient in his/her place of residence in the community:
 Assistance with bathing;
 Assistance with getting in/out of bed;
 Teeth, mouth, denture, and hair care/
 Assistance with mobility and ambulation including use of walker, cane, or 

crutches;
 Changing the bed, laundering bed linens and personal clothing;
 Skin care excluding wound care;
 Care of eyeglasses and hearing aids;
 Assistance with dressing and undressing
 Toileting, including use and care of bedpan, urinal, commode, or toilet;
 Light cleaning in essential areas of the home used during personal care service 

activities;
 Meal preparation, food purchasing, and meal serving;
 Simple transfers including bed to chair or wheelchair and reverse; and
 Accompanying the recipient to obtain medical diagnosis and treatment.
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These Personal Care Services are part of the specific job duties of a Caregiver, once the Caregiver has 
successfully demonstrated competency in each skill.



Competency Based Curriculum
Village Caregiving’s training meets the definition of 
“competency based curriculum,” and is designed to 
provide the skills needed to perform certain tasks and 
activities.  The curriculum has goals, objectives, and an 
evaluation system to demonstrate
competency in training areas.

Village Caregiving’s training
has  been developed and will
be conducted by an RN
or documented specialist.
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Competency Based Curriculum
Village Caregiving partners with In the Know, a nationally 
recognized training specialist, with support from Village 
Caregiving RNs, to train employees and provide updates 

on important issues.  If you would like additional training 
on specific skills, conditions, or situations, please ask.  

These resources are available to you at all times.
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Abuse/Neglect/Misappropriation
Village Caregiving takes “Caregiver Misconduct,” meaning
abuse/neglect/misappropriation (A/N/M) very seriously and
accepts the responsibility to keep vulnerable elders safe. It is
Village Caregiving policy to call 911 and/or the proper authorities
immediately in situations where immediate danger is present.
A/N/M and Incident Reporting training is provided using online
courses provided by In the Know, with support from Village
Caregiving staff. Also, A/N/M is defined by Wis. Admin. Code § DHS
13.03(1)(a), (b), 13.03(14)(a), (b), and 13.03(12).
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Medications
Village Caregiving direct care staff MAY

 Remind a client when to take medications and observe to
ensure that the client takes the medication as directed;

 Hand the client’s medication to the client.
 If the client is unable to open the medication, DCS may open the unit dose

or medication organizer, remove the medication from a medication
organizer, and close the medication organizer for the client.
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Medications
Facilitating the self-administration of medication
SHALL NOT include

 Instilling eye, ear, or nasal drops;
 Mixing, compounding, converting, or calculating medication

doses;
 The preparation of syringes for injection or the administration of

medications by an injectable route;
 Administration of medications through intermittent positive

pressure breathing machines or a nebulizer;
 Administration of medications by way of a tube inserted in a

cavity of the body;
 Administration of parenteral preparations;
 Administration of irrigations or debriding agents used in the

treatment of a skin condition; or
 Administration of rectal, urethral, or vaginal preparations.
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Standard Precautions / Infection Control / OSHA
The Occupational Safety and Health Act of 1970 (OSH Act) was passed to 

prevent workers from being killed or harmed at work.  Occupational Safety & 
Health Administration (OSHA) training helps to broaden knowledge on the 
recognition, avoidance, and prevention of safety and health hazards in the 
workplace.  OSHA also offers training and educational materials that help 
businesses train workers and comply with the OSH Act. The law requires 
employers to provide employees with working conditions that are free of 

known dangers.  OSHA applies to workers while in a client’s home.  
Epidemiology, modes of transmission and prevention if infections, and the 
need for routine use of current infection control measures as recommended 
by the U.S. CDC training is provided using online courses provided by In the 

Know, with support from a Village  Caregiving RN.
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Health and Safety / Emergency Response
Often, clients deviate from routines and normal behavior when they are
having health issues. Although caregivers do not diagnose or treat health
issues, caregivers may recognize health issues and contact health care
providers before issues become worse. Your caregiver role is key.
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Think of yourself as a canary in a coal mine.
Miners would place canaries in underground
mines to make sure the air supply was safe. As
long as the canary kept singing, the miners
knew their air supply was safe. Caregivers are
like those canaries in the homes of clients.

Health and Safety and Emergency
Response training is provided using
online courses provided by In the Know,
with support from a Village Caregiving RN.
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HIPAA
The Health Insurance Portability & Accountability Act (HIPAA) provides
federal protections for Protected Health Information (PHI) held by
covered entities and gives patients an array of rights with respect to that
information. At the same time, HIPAA is balanced so that it permits the
disclosure of PHI needed for patient care and other important purposes.

Village Caregiving, as a covered entity
under HIPAA, provides this training to
caregivers regarding the responsibilities
related to securing and protecting PHI.
HIPAA training is provided using the WV
Medicaid Module and/or using online
course provided by In the Know, with
support from a Village Caregiving RN.
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HIPAA
In addition to HIPAA and other laws/rules/regulations, Village
Caregiving policy states that client PHI (including pictures) may not be
posted on social media, even if the client gives permission. This is
important to protect the company, yourself, and your client.
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NEVER POST ABOUT CLIENTS
Read posts back to yourself before posting to be sure
you are not posting PHI

ONLY USE SECURE MESSAGING
Use passcodes and other security measure on your
devices to protect PHI

DON’T MIX WORK AND YOUR PERSONAL LIFE
Be careful not to cross a line with private discussions



Direct Care Ethics and Client Safety
Direct care ethics means more than simply memorizing a list 

of duties and responsibilities.  Acting ethically means 
assuming responsibility for the physical and emotional well-

being for all clients, being respectful, acting with integrity and 
responsibility, and advocating for the best interests of the 

client at all times.  Direct care ethics training is provided using 
online courses provided by In the Know, with support from a 

Village Caregiving RN.
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Standard of Conduct
• Village Caregiving employees must conduct themselves in a

responsible, professional, and ethical manner at all times.
Village Caregiving employees are expected to be honest and
respectful with other employees, clients, and Village Caregiving
staff members, be on time and prepared for shifts, and turn in
hours worked / care notes / expenses in a truthful, accurate, and
timely manner.

• Village Caregiving’s reputation is earned by the quality of its
services. Our dedication to quality sets us apart from others.

• Taking pride in our communities and improving the lives of our
clients, who are also our neighbors and friends, matters most.
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Standard of Conduct
• If an employee violates this Standard, Village

Caregiving staff will communicate that violation
verbally, in writing, or via digital communication
(phone, text, etc), a record of which may be kept in the
employee’s personnel file. Violations may result in
discipline or termination of employment.

• If you absolutely must miss a shift or call off, please be
sure to let Village Caregiving staff know – call, text,
email – something! – please give plenty of notice so
your shift can be filled and services provided.
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Complaint Investigations
• Village Caregiving shall investigate a complaint made

by a client, the client's family, or the client's personal
representative regarding:
• Service that is or fails to be furnished; and
• Lack of respect for the client's property by anyone

furnishing services on behalf of Village Caregiving.

• Village Caregiving shall document the complaint and
the resolution of the complaint.
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Dress Code
Village Caregiving requires employees
to dress in appropriate, responsible,
professional clothing, taking into
consideration the services being
provided. For example, scrubs are
acceptable, especially in situations
where movement should not be
restricted. Dress of any kind that may
result in increased risk of accident is
not allowed. For example, sandals are
not allowed. Also, be sure to consider
hair, nails, etc.
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Personal Protective Equipment (PPE)
Village Caregiving provides PPE such as gloves, masks, gowns, face
shields, sanitizer, etc, at its offices. Please let Village Caregiving staff
members know if you need PPE, if you are running out of supplies, etc.
You will be given PPE for free. Remember to stay safe!
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Name Tags
Village Caregiving may require
employees to wear name tags which
should be visible at all times. This is
important because Village Caregiving
employees may work in a variety of
settings, such as client homes,
nursing homes, assisted living
facilities, hospitals, or other places in
the community. It is important that
employees are clearly identified as
Village Caregiving employees to avoid
confusion. Your name tag may
contain your job title or NPI #.
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Benefits

As an Applicable Large Employer (ALE) under the Patient
Protection and Affordable Care Act (ACA), Village Caregiving
may offer health insurance benefits to full-time, eligible
employees. At your time of hire or during an open
enrollment period, you may be offered information and
participation in the Village Caregiving group health
insurance plan, along with your our of pocket obligations. If
you accept this offering, you will be asked to complete several
documents. If you decline this offering, you will be asked to
sign a Waiver of Medical Coverage for that year.
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Insurance
Village Caregiving carries professional and general liability 

insurance which covers all Village Caregiving employees 
acting within their scope of employment.  Our clients and 

their families place great trust in us, and with that trust 
comes great responsibility.
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Transportation
Village Caregiving requires a valid driver’s license, registration,
automobile insurance, and a safe driving record in order to
transport a client.

It is not appropriate for a caregiver to “borrow” a client’s car for
personal purposes.

If a caregiver is asked to offer transportation
to a client for approved activities, that
caregiver will be reimbursed for mileage
at the current IRS rate. Please discuss trans-
portation with the administrator before trans-
porting a client.
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Transportation
Realize that auto insurance follows
the automobile. If you are in an
accident, your auto insurance is the
primary insurer.

Village Caregiving has hired/non-
owned auto insurance, but that
insurance is only a secondary
insurer.

Put simply, you are responsible for
driving safely and obeying all traffic
laws/rules/regulations. If you are
not confident in this, do not
transport clients.
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Payroll
 Village Caregiving pays all employees via direct deposit. You will need to

have a bank account or pay card that accepts direct deposit transactions.
When you are hired, Village Caregiving will collect your banking
information: bank name, routing #, and account #. This allows Village
Caregiving to make debits and credits to your account.
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Payroll
 If your banking information, mailing address, or tax status changes

throughout the year, please notify Village Caregiving as soon as possible
so that we can update your employee profile.

 Village Caregiving uses Heartland as its payroll service. You will receive
an email from Heartland explaining how to create an account.

 This account will allow you to access your pay stubs, W-2, and other
payroll related documents without asking Village Caregiving for them.
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Payroll

 Village Caregiving personal care staff are W-2 employees, which means
all required tax withholdings, including federal, state, and local taxes
will be withheld from paychecks.

 Village Caregiving covers employees with workers’ compensation and
unemployment benefits.

 Village Caregiving follows all applicable Fair Labor Standards Act
laws/rules/regulations related to minimum wage, overtime, etc.
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Workers’ Compensation
 Village Caregiving policy: employees must report workplace accidents,

incidents, and injuries immediately, before the end of the shift.

 Village Caregiving policy: injured employees may be offered “restricted”
or “light duty” tasks, to accommodate an injury or restriction/limitation
ordered by an employee’s health care provider. Employees must be
willing to operate under these modified roles to remain employed by
Village Caregiving.
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Time Sheets / Billing
 Village Caregiving will provide time sheets where staff will

keep track of their time spent with clients, expenses,
comments, notes, etc.

 For some private payment members, Village Caregiving will
generate invoices which will clearly document how many
hours each caregiver worked and which days were worked,
including expenses.

 It is not appropriate to accept gifts, money, and/or
valuables from a member without disclosure to Village
Caregiving.
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Emergencies
 Remember, in case of an emergency, dial 911.
 Next, use all reasonable means to contact the

client’s designated emergency contact or the
people requested by the member.

 Next, contact Village Caregiving staff.
 Remain with the client’s until

the emergency situation has
been resolved in a safe,
reasonable manner.
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Remember to take care of yourself
and your basic needs. Being a
caregiver is hard work!

You are always allowed to take a
break to use the restroom, have a
quick bite to eat, collect yourself
after stressful situations, etc.

Do not neglect self care!
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Collaboration
Some clients have other health care providers and people in
their homes at the same time as Village Caregiving caregivers.

Please be courteous and respectful – quality care requires collaboration
with others and a person-centered plan.

Your roles and responsibilities in a client’s home will be clearly defined. If
you have a question, please ask Village Caregiving staff.

Your roles are very important, as you are likely to be present in a client’s
home more often than others in terms of hours per day.

Our members trust you to protect and care for them – value that trust.
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Thank you for your attention!

Questions?

These training materials are not all-inclusive of the training provided by Village Caregiving.  
Also included and relevant are discussions with Village Caregiving RNs, managers, and 

other training materials.
69
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