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ADDITIONAL INFORMATION 

This book is an excellent tool for anyone who hires 
personal assistants or who is thinking about hiring 
personal assistants. 

Since this book was written in 1995, there are a few 
things to consider as you begin to use this information. 

2. This book also contains information about Federal and State taxes that 
sometimes. changes. Appendix Cprovides telephone numbers for the Federal 
Internal Revenue Service and the Connecticut Department of Revenue 
Services. You can also access this information at their Web sites: 
www.&.state.ct.us and wwwi-s.gov.. 

~ 

3. The information on page 8, about Social Security D i s a b ' i  Insurance, is 
also out of date. Current information is available at 1-800-772- 1213 or 
www.SocialSecurity.gov or the Connect to Work Center 1-800-773-4636. 

1. The section entitled, "What Is Available Now-In Connecticut" under the. 
chapter, "Who Will Pay For It?" on pages 28 and 29 is out of date. Gntact the 
local Department of Socd Services office in area for more information 
about current Medicaid funding and the Personal Assistance Waiver. 
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iring a personal assistant may be one of H 
the most difiicult things you can do. 

Being an employer and hiring, training and 
directing personal assistants can be a daunting task. 

This Manual helps answer the questions: 

G3ow do I advertise? 
*Where do I advertise? . What questions should I ask prospe&*ve employees? 

.What fypes of taxes do I have to  pay as an employer? 
.How do I check rpferences? 

To order this valuable manual, complete the folowing fonn and return with a 
check for $13-50 (postage&mUing included) made payable to 
The A.3. Pappanikou Center. We are unable to accept RO's. 

NAME: 

UIDRESS: 

Please send form and check to: Personal Assistance Manual, A.J. Pappanikou Center, UCONN, 
: - 249 GIenbrook Road, U-64, Stom, CI' 06269-2064. 
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P , ersonal care attendant. Personal assistant. Whatever term you use, 
hiring one may be one of the most difficult things you can do. Being an 
employer and hiring, training and dkecting personal assistants can be a 
daunting task. 

You must begin by thinking of yourself as an employer. When you do 
that, many questions arise: How do I advertise? Where do I advertise? 
What questions should I ask prospective employees? What types of taxes 
do I have to pay as an employer? The questions often come much more 
readily than the answers. 

Those are the same questions that Cathy Ludlum asked herself and 
others as she made the decision to move to her own home. Fortunately 
for us all, Cathy agreed to write down the answers to those questions and 
more. The result is this book which is packed with useful information in a 
very readable format. 

This book is designed to be used as a resource. We believe that there is 
no sense in reinventing the wheel. So, please feel free to use the forms 
that Cathy has developed and refined as a result of her experiences as an 
employer of personal assistants. You'll find them throughout this book 
She's also included sample copies of tax forms to allow you to familiarize 
yourself with them. Actual forms are available from any Internal 
Revenue Service office. Because each state varies in its requirements, 
we've also included some Connecticut forms as examples. Your State 
Department of Revenue Services will have information and forms 
particular to your needs. 

I wish to express my deepest appreciation to Cathy for taking the time 
to put her experience into writing. I trust that you will find the informa- 
tionvery useful. 

Eileen M. Furey PhD. 
-or, Baining Partnership Project 

Funded in part by a p t  from the Administration an Developmental Disab'fities 
(#9ODD0301/02), U.S. Department of Health and Human Services. 

I 01995,1996, A.J. Pappanikou Center on Special Education and Rehabilitatioon: A 
University Affiliated Program, 249 Glenbrook Road, U-64, Stom, CT 06269, (860)48fj-5035. 
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Getting from Here to There 
Introduction 

H iring a personal assistant is probably the scariest thing you can do 
- until you've done it a few times. You're inviting a stranger into your 
home, and depending on the situation, may be giving him or her access to 
your body, your money, your possessions, your car, and intimate know- 
ledge about your personal life. 

For years, I resisted hiring any personal assistants. I was afraid they 
wouldn't be reliable, or they'd steal, or they'd hurt me. But in 1988, at the 
age of 26, I hired my first group of assistants and got a wonderful surprise. 
I found people to be ovemhelxnjngly caring and respomtble. Not only 
were they willing to come in early or stay late, but when I was sick, they 
sometimes called on their day off just to see how I was. And on Thanks- 
giving and Christmas,-some offered to leave their family celebrations for an 
hour in the afternoon to help me use the bathroom. Not every assistant 
goes all-out like this. But most people understand what an important part 
they play in my life, and in the process I become important to them as well. 

The other thing that kept me from hiring my own assistants was my 
fear of recruiting, interviewing, and trabhg them. I had read the Personal 
Care Att&nf Manual published by the Center for Independent Living of 
Greater Bridgeport (1983 - now out of print), and had some idea how to run 
an ad. But the many steps involved in hiting people left me so over- 
whelmed that I didn't know where to start. Now that I have developed a 
good system, however, it isn't such a big deal. 

This manual is designed to help you set up your own system. It is filled 
with ideas, examples, and sample forms. Some, like the Telephone 
keening Rap and the Job Description, you will need to adapt to your own 
situation. But others, like the Employment Application and Interview 
Form, can be copied and used the way they are. There are also photocopies 
of some of the government fonns you will need to use, but these change 
slightly each year, so you will need to obtain originals from the IRS or from 
the state revenue or labor department. 

When you finish reading this manual, you may still feel uncertain about 
hiring your own assistants. But you will have a l l  the tools you need. The 
only thing you will lack is experience, and there's only one way to get that! 



W w h a t '  Is a Personal Assistant? 

A personal assistant provides the support necessary 'for someone 
with a disability to live in the community. The person with a disability 
nxmits, interviews, hies, trainsI and when necessary fires his or her own 
assistants. Quality of services is guaranteed because there is no outside 
person making the decisions. The employer is right there to supervise the 
assistant, and can at any time adjust the way the service is being delivered. 

Traditionally, personal 
assistance services tended to 
include hands-on activities, 
such as bathing, dressing, 
using the b a h m ,  and 
transferring between bed 
and wheelchair or 
wheelchair and car. Other 
typical forms of assistance 
involved cleaning the home, 
shopping, and driving the 
person with a disability 
where he or she needed to 
go* 

More recently, personal 
assistance has come to mean 
any support a person needs 

to maintain his or her independence. This can include caring for childrenI 
using a checkbook, or translating speech which might be difficult to under- 
stand. A person who is blind or has a learning disability may require the 
services of a reader. Someone who is deaf may need a sign language 
interpreter. A person with a cognitive disability who has good physical 
function may need verbal coaching to accomplish the tasks of the day 

For many people, personal assistance means the difference between 
living in the community and existing in an institution. If you are 
considering ways to live more effectively in your community, why not try 
hiring a personal assistant? 



. .  HOW Do I Get One? 

he process of hiring a personal assistant may seem overwhelming at T 
first, but it helps to break it down into manageable steps. 

The key is not to let fear of the &own keep you from moving ahead. 
There are many good, reliable people out there, and you are embarking on 
a search for them. If you make a mistake and hire someone who is not 
trustworthy or does not treat you with respect, let him or her go as soon as 
possible and hire someone else. Of course, you need to treat your people well, 
but always r e e r  that you deserve to be treated well also. 

You are offering people more than a flm'ble, interesting part-time job; 
you are offering them the opportunity to get to h o w  you and to see the 
world through your eyes, and many consider that to be a great gift. 

I Deciding What You Need 

The first thing you need to do is figure out how much assistance you 
need and how you want to structure it. Support arrangements are a matter 
of individual preference, and you must design yours to suit not only your 
needs but your lifestyle. 

Here are a few questions you need to answer before you begin. 

Do you want a live-in assistant, part-time assistants, or a 
combination of both? 

What do you want the assistant to do, and how many hours do you 
need? Per day? Per week? 

How do you want to structure your support schedule? 
How many assistants do you need (including alternates)? 
Do you prefer male or female assistants? Does gender matter to 
you? 
Do you want someone within a certain age range? 
Do you ptefer an assistant who has worked before with people who 
have disabilities, or do you prefer someone with little or no 
experience? 

What personal qualities you are looking for in an assistant? 



Racing an Ad 

Once you have decided what you are looking for, it is time to advertise. 
Senerally there are four ways to advertise your position: through 
zewspapers, bulletin boards, employment databases, and word-of-mouth. 
Zach method has its pros and cons, and requires its own approach. 

I have found newspapers and word-of-mouth advertising to be so 
5ffective that I no longer use bulletin boards or databases, but people's 
qeriences vary. Try different things and see what works for you. 

Some ads and flyers of various types appear on the following pages. 

Newspapers 

Newspaper ads must be concise, but you can get a lot of information into 
a short ad. Your ad should include gender preference, duties, and whether 
xperience is required. 

If your community has a free weekly paper that goes to everyone in town 
(usually listing tag sales, rooms for rent, and lost pets), try this first. An ad 
will probably cost less than $20.00, and you will find people in search of 
offbeat opportunities. As a second choice, try your town's weekly 
subscription paper. The ad won't be much more expensive, and you'll still get 
folks from your own area. 

If you want to reach a much wider audience, to find a livein assistant for 
example, try the nearest daily paper. I have typically run my ad Friday 
through Sunday, since I wanted to reach a lot of people and Sunday is the 
most popular day to advertise. Ads in the daily paper can work well, but 
keep in mind that the cost for thtee days may be as much as $100.00, and even 
a oneday ad often costs $60.00. Also, you may have many more calls from 
unlikely candidates. 

Bulletin Boards 

Butletin boards allow you to write a more detailed description of your 
position. Because you are not limited by the number of words, you can 
include information on location, hours, perks (i.e., travel), and preferences. 

At first, you will need to experiment in your local area to see what bulletin 
boards produce the most applicants. I have found college bulletin boards to 
be quite effective, while those in churches, libraries, hospitals, and 
supermarkets each p d u c e d  one applicant at most. 



Employment Databases 

There are many computerized databases where employers can advertise 
ivailable positions. Two- and four-year colleges have them, and the state 
Iepariment of Labor typically has a huge one. 

Getting registered as an employer can often be done over the phone or 
)y filling out a form. There is no cost, and your listing will be there until 
p u  cancel it or the database is updated. In that case, someone will usually 
:all you to ask if you still want to be listed. 

The trouble with databases is that the response can be unpredictable. 
Applicants may call when you aren't in need of anyone, or may (in the case 
3f the statewide database) live too far away. Some people have reported 
good luck, however, and it never hurts to try. 

My favorite way to find employees is by word-of-mouth. Usually, this 
happens when one of my present employees recommends one of her 
Friends, relatives, classmates, or co-workers. Referrals have aIso come from 
my friends, neighbors, co-workers, or from a dozen other sources. 

A local community college can be a great resource, at first through 
bulletin boards and database entries, but later through word-of-mouth. If 
you hire a student, he or she may refer other students. Or, if the college has 
a program to train students to work in the disability field, you may be able 
to offer people some needed experience. A growing number of community 
colleges allow qualified individuals with disabilities to supervise interns. 
The term "quaIi£ied" may mean different things in &rent places, but at 
our local college it means the supervisor has at least a Bachelor's Degree. 

People who come by word-of-mouth have somewhat of an advantage 
because they already have the recommendation of someone you know. 
Checking people's references is still important, but it's always nice to think, 
"So-and-so lanows her and likes her, and thinks she'd be a reliable 
employee." 

Telephone Screening 

Once you've placed your ad, chances are that you will be inundated 
with phone calls. When I am running an ad, I alert all my friends and let 
my answering machine screen al l  my calls for about three days. I usually 
get about 20 responses a day, and couldn't get anything done if I tried to 
answer them all. 



FEMALE ASSISTANT WANTED 
FREE ROOM + WEEKLY STIPEND 

Share large 3-bedroom unit 
and provide personal support for a young, 

active Middletown woman with a disability 

Duties include assistance with bathing and 
dressing, housework, light office tasks. 

Time for study, etc. available in between. 

Flexible hours, no experience necessary. 
Ideal for college student or part-time employee 

seeking extra income and good housing. 

On busline, close to 
community college, shopping, Route 415. 

No smoking or furry pets. 
Call Cathy at 234-5678. 

Not interested yourseIf, but know someone who might be? 
Please remove this ad and give i t  to her. 

I u I I I I I I - D I I I I I I I I  I . I L I I I I I I I I I . I U I I . I I I  T- 
Live-in Assistant: Call Cathy 234-5678 I five-in Assistant: Call Cathy 234-5678 

-.-----------------A------------------ 
Live-in Assistant; Call Cathy 234-5678 1 Live-in Assistant: Call Cathy 234-5678 

------------------+------------------ 
Live-in Assistant: Call Cathy 234-5678 1 Live-in Assistant: Call Cathy 234-5678 

I 



SAMPLE ADS 

FEMALE PERSONAL CARE 
ATTENDANT for disabled woman - 
Mornings - Mondays, Tuesdays, 
Wednesdays, Thursdays; 
7:00 a h .  - 9:30 a.m., $8.00/hour. 
Call 345-6789. 

Part-time help wanted: 
Adult with disability needs PCA weekday 
mornings. 

Call 456-7890. 

Part-Tie Assistant: 
FEMALE ASSISTANT to assist active 
young woman with disability with 
grooming, housework, getting around. 
Interesting, flexible work. Will train. 
Cathy 2343678. 

b 

Live-In Assistant: 
Free room and stipend to assist active 
young woman with disability. Must be 
female, energetic, flexible. Will train. 
Cathy 234-5678. 



The first people I call back are the people who live in my own town. 
Although you will probably find some excellent people who live 20-40 
minutes away and are willing to come that far, it is helpful to have people 
who can pop over quickly and aren't as affected by the weather. 

When I call people back, I save time by asking them three questions: 

Where do you live? (an hour away is too far). 

Do you have your own car and is it reliable? (people who say they can 
get a ride with friends usually don't make it; people who ride the bus 
may or may not make it, depending how motivated they are) 

I weigh about 80 pounds, and you need to be able to roll me over in 
bed. Keep in mind that I cannot assist you at all. Can you do this? (It 
is illegal to ask people if they have back problems or other health 
issues. But you can ask people if they are able to perform specific tasks, 
such as lifting a certain number of pounds. ?link of the hardest thing 
you will ask someone to do, and ask them about it) 

If people pass these three 
tests, I go on to tell them a 
little about myself, what 
they would be expected to 
do, scheduling, rate of pay, 
and so on. As an example, 
my typical "rap" appears on 
the following page. 

I 
A percentage of your callers will have a problem with some part of the job: 

the hours are too long, too short, too early, or too late; the pay is too low; they 
want or don't want taxes withheld when you are doing the opposite. Many 
people think that if you have a disability., the state will pay for any amount of 
support you want at any rate you set. If you explain that you have limited 
funds, or that you need to get up at 6:00 am. so you can get to work by 9:00, 
they may bend or they may hang up. If they hang up, you wouldn't have 
enjoyed working with them anyway. 

Some callers may say they want to work under the table because they are 
afraid of losing disability or unemployment benefits. If someone works a 
huge number of hours this could become an issue, but most of my assistants 
work between two and ten hours a week. In the case of Social SeCUfity 
Disability Insurance (SSDI), a person may earn up to $500 a month before 
benefits are affected. Recipients of Supplemental Security Income (SSI) are 
able to earn $70 a month with no effect on and after that they will 
lose one dollar for every two dollars earned. The unemployment office 
actually requires people to look for work; although reporting earned income 



CATHY'S TELEPHONE SCREENING RAP 

Hi. My name is Cathy. I'm returning your call about the ad I ran in the Remi& for a 
female assistant. 

Before we start, there are several questions I need to ask you. 
Where do you live? 
Do you have a reliable means of transportation? 
I weigh about 80 pounds, and the most strenuous requirement of this job is 
that you be able to roll me over in bed. Keep in mind that I cannot assist you 
at all. Could you do this? 

qshe answersfk.omably: 

Great, then let me tell you a little about myself. I'm [ ] years old, and live in my own 
home in [town]. I run my own business, and am involved in lots of other things. I have 
a disability, so I need someone to help me with bathing and dressing, using the bath- 
room, getting in and out of my wheelchair, and doing other personal things. You might 
also be assisting me to keep my house neat and driving me to meetings and social 
events. I have my own van with a lift. Have you ever driven a van or other big vehicle? 

I pay $7.00 an hour and withhold taxes as required by law. 
qshe says that's not much money, I say it's more than McDonaIcls 
Ifshe asks not to have taxes taken out, I say I can't do that . 
If she is on bene$ts or unemploymazt, I say it shouldn't affect that 

The hours are very flexible. This isn't a job you'd want to live on, but it works well in 
combination with school or another job. I need people mornings, afternoons, evenings, 
and sometimes overnight. Shifts vary in length from 2 hours, to 5 hours, all the way up 
to a couple of days if we go on trip. I hire a lot of people so I can arrange schedules 
which work with people's individual situations. 

Does this sound like something you'd want to pursue? 

gyes: 

Tell me a little about yourself, and then we'll set up an interview. . . . 
When you come for the interview, I'd Iike you to bring your drivers' license, three 
professional references, and two personal ones. Please call if anything should come up 
and you can't make it. 



will reduce the amount of a person's weekly check, he or she can gain extra 
weeks of benefits by working. 

Whatever you do, don't let a caller talk you into increasing the hours or 
raising the rate. Once you've developed a system that works, you need to be 
committed to it and not let people change it on you. If you consistently get 
the same comment about the pay or the hours, you may need to reconsider, 
but always stay true to yourself. You h o w  what you need and what you can 
afford, and there are many good people willing to work peculiar hours for 
not a lot of money. 

As you talk with the person, ask yourself, "Is this someone I would get 
along with?" If so, schedule him or her for an interview. Give clear 
directions to your meeting site, and mention anything you will want the 
applicant to bring, such as references, a driver's license, or a police back- 
ground check. Sometimes applicants become tense when I ask them for 
references because they think I want the references in writing. I stress that, 
although written references are welcome, all I really need are the names and 
phone numbers of people who can tell me about them. Be sure to keep the 
person's name and phone number in case you need to change the time. 

Interview 

When I first started hiring personal assistants, I was appalled at how 
many people didn't show up for the interview and didn't call to cancel. One 
day I scheduled four interviews in a row and no one came or called. I was 
angry; I was hurt. I wondered what I was doing wrong, and whether I 
should start oafling to remind people about our appointment 

As time went on, I noticed that consistently about half of the people didn't 
show up. This fact, although discouraging, .has actually become useful in 
several ways. First, if someone can't make it to an interview, he or she won't 
be reliabIe in coming to work either. Second, much of the frustration caused 
by people not showing up comes from setting aside a block of time and then 
just waiting for them. Don't just sit there! Read, sew, tallc on the phone - in 
other words, use the .time productively. If the applicant comes, stop what 
you're doing and meet with him or her; but if not, you haven't lost any time. 
Third, the people who do come have already shown a certain level of 
commitment, and you may hire most of them. 

The interview is an opportunity for you and your potential employee to 
get to know each other. Give the person a job description if you have one, 
and see if he or she seems comfortabIe with the duties. (See an exampIe of a 
job description, application form and interview form on the following pages.) 

If you care to, explain a little about your disability. This shows the 
applicant that it's okay to mention it and to ask you questions. Discuss 



c 
PERSONAL ASSISTANT 

Job Description 

General duties: Assist person with a disability with activities of daily living. 

Supervised by: Person with a disability. 

Persons supervised: None. 

Qualifications: Willingness to perform personal and household tasks for person 
with a disability. Willingness to learn. Dependability, flexibility, 
sensitivity. 

Duties: .Transfer between wheelchair and bed 
.Assist with bed pan 
.Hygiene, including washing hair and bathing 
.Dressing 
.Driving for work, errands, and recreation 
Washing breathing equipment 

.Vacuuming 
Dusting 

.Paperwork (typing, filing) 
Cleaning bathroom well once a week, and a quick clean-up 

(toilet, tub, and sink) each day 
.Other activities as time allows 



Yes 

APPLICATION FOR EMPLOYMENT 

Social Security Number 

Have you ever been convicted of a felony? 

Do you smoke? Yes 

How will you get to work? Own car Public transportation 

If you have your own transportation, is it reliable? Yes 

Do you have a driver's license? 

If yes, give operator's number 



Supervisor and phone # Dates worked 

Reason for leaving 

Supervisor and phone # Dates worked 

Reason for leaving 

I 

Supervisor and phone # Dates worked 

Reason for leaving 

May I contact your present employer? Yes No 

List two character references and phone f s 

THE FOLLOWING INFORMATION WOULD BE HELPFUL 

Are you a US citizen? Yes No 

If not, do you have an Alien Registration Card or Work Permit? Yes No 

If yes8 give registration # 

1 hearby aftest that the iffformation contained herein is true. 

Sigrtature Date. - 



INTERVIEW FORM 

Name of Applicant 

Discuss Job Description 
Discuss disability 

Why do you want this job? 

Tell me about your previous jobs and about your present job 

Other responsibilities 

Interests 

Plans and goals 

Pay (Amount per hour, withholding of Social Security & Medicare, paid weekly or bi- 
weekly, on what day) 

Work hours (Days, nights, weekdays, weekends) 

Will you. . . 
Substitute? 

Ask if there are any questions or concerns 
Sign Reference Release 

Drive? Travel? Overnight? Type? 



anything you want the person to be aware of. For example, if you have 
chemical sensitivities, describe what this means and what you want him or 
her to do because of i t  My interview process includes telling the applicant 
that although I am rarely sick, my lungs are so weak that a cold can be life- 
threatening. I ask her to call in sick if she thinks she is contagious, and I 
warn her that if she must work with a cold, she will need to wear a mask. 

It is helpful to ask the person about previous jobs and life experiences. 
In discussing past jobs, ask what he or she liked or didn't like about each 
one. This will give you a sense of who the person is. It is also important to 
ask about goals and expectations for the fume. If the applicant will be 
leaving in a year to attend graduate school, you need to know so you can 
plan ahead. 

I Explain in detail what the job involves, the how, and when and how 

Checking References 

Always, ALWAYS check people's references! It doesn't matter that the 
person interviewed better than anyone you've ever seen. It doesn't matter 
that you Liked him or her, and think you'd get along great together. It 
doesn't even matter if you are already acquainted with the person through 
a friend or through school. You can't make a sound decision without input 
horn other people who have known the applicant longer. 

I always ask applicants for five references, three professional and two 
personal, because there are always one or two that aren't usable. For 
example, the supervisor may be away on vacation, or the company may 
have closed. If the applicant has been out of the workforce for awhile, ask 
if he or she has done any babysitting, taken any classes, or served on any 
comsnittees. If a parent was willing to trust this person with a child, that is 
a good recommendation Likewise, aprofessor or committee chair can tell 



you whether the person had good attendance and completed tasks properly 
and on time. You may also want to run a police check (see A p p d i x  D ). 

Some companies require a written release before t e h g  you anything 
about an employee. (The following pages contain sample Reference Release 
Forms.) Others have a policy not to give out any information except for the 
dates the employee worked there. This is another reason to q e s t  more 
references than you think you mally need. Usually if an applicant gives you 
three companies to callI one will have such a policy and two won't. If they all 
refuse to give you information, however- call the applicant, explain the 
situation, and ask for more ~ferences. 

When checking a reference, briefly verify what the applicant told you 
about dates of employment and job title. Determine if his or her job 
performance was satisfactory. If the applicant no longer works thereI ask 
about eligibility to rehire. Then incorporate some pestions which will tell 
you what you specifically want to know. For example, I look for three 
qualities in a personal assistant I want someone who is responsibleI listens 
and follows directions well, and is easy to get along with. Here is how this 
plays out in my typical reference check. 

C: "Hello, is this Mr. Adams?" 
A: "Yes." 
C: "Angela Gilbert has applied to work for me part-time as a personal 

assistant" and she gave me your name as a reference. Do you have a 
few minutes to answer some questions?" 

A. "Yes, if it won't take too long." 
C: ""It won't. How long have you known Angela?'" 
A: "She worked here for six years." 
C: ""And you were her supervisor. Is that correct?" 
A: "Yes." 
C: '"She worked primarily as a customer service representative?" 
A: "That's right" 
C: "How was her attendance? Was she t h m  when she was 

supposed to be?" 
A: 'Yes, I believe so." 
C: ""And on time?" 
A: "Yes." 
C: '"If she was unable to come, did she call?" 
A: "Yes, although 1 don't recall that she was out very often." 
C: "How was her job performance?" 
A: ""She did a good job." 
C: "Did she listen and follow directions well?" 
A: "Yes." 
C: "Did she get along well with the other people there?" 
A: 'Yes. She's cheerful and outgoing. . . got along with everyone." 
C: "Would she be eligible for rehire?" 



A: "Yes. She left to go back to school, but we would certainly 
welcome her back." 

C: "The position I am considering Angela for is a very responsible one. 
It sounds as though you think she would be trustworthy." 

A: "Yes, I'd recommend her highly." 
C: "Thank you for your time." 

Some applicants may refuse to let you talk to their present employer, 
fearing that they will lose the other job. This is probably okay, as long as 
they provide you with other references. When talking to present 
employers, it is always helpful to stress that the hours are at night or on 
weekends, and that this job will in no way interfere with the other position. 

Successful reference checking is mainly a question of balancing the 
information you obtain. Weigh employment references (incIuding 
babysitting and classes) more heavily than personal references. Naturally, 
the applicant's brother and best friend will have only good things to say, 
but some-es you can tell something about people by the company they 
keep- 

If you get one bad reference and three good ones, try to determine 
which source has more credibility. An employer could have a personal 
grudge against a former employee. Or the employee may have been fired 
for opposing an unjust situation at the worksite, and this would actually 
end up being a positive recommendation- 

Once you have spoken to all the references and weighed them against 
one another, it's time to make a decision. Ultimately, you will have to trust 
your gut, and the accuracy of your gut will improve over time. 

Even thou* all the references look good and you think you'll like the 
person, you never know until the last minute whether he or she will end up 
working for you. You may call to offer the job, only to have the person say 
"I found sometlung else," or "I've been thinking it over, and I'm no longer 
interested." Don't take it personally. Keep a sense of humor and do some 
more interviewing. 

Logging People In 

The first time a new assistant comes to work, have him or her fill out 
the documents you will need to do payroll. 

I use a payroll spreadsheet (see the following 2 pages for an example of 
a payroll spreadsheet) where I can keep the person's name, address, and 
tax withholding information all in one place. Explain how your timecard 
works (mine is shown on page 22 ), and when the pay week ends. It is 
helpful to date all your timecards, paychecks, stubs, and other records 
consistently so you can tell what period is being covered. For example, my 



REFERENCE RELEASE FORM 

To: 

1, , have applied for a 
position as a personal assistant for I 

and have given your name as a reference. I would appreciate it if you would supply 
her with information regarding my character, dependability, and/or performance. 

Thank you. 

Signature of Applicant Date 

Signature of Interviewer Date 



REFERENCE RELEASE FORM 

II , have applied for a 
position as a personal assistant for I 

and have given your name as a reference. I would appreciate it if you would supply 
him with information regarding my characterI dependabilityI and/or perfomce. 

Thank you. 

Signature of Applicant 

Signature of Interviewer 

4 

Date 

Date 



Payroll Spreadsheet 
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Payroll Spreaa 4 

FROM PAGE 1: 
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lay week always ends on Saturday. So everything is dated for Saturday, 
!ven though I write my checks on Monday. If someone,is paid to sleep 
Iver on Saturday night, technically falling into two pay weeks, I give the 
)erson a choice about which week to put it in. 

Finally, have the person fill out a federal, and in most places, a state W-4 
om (Appendix B). Have him or her enter the number of deductions on 
he W-4(s) onto the payroll spread sheet so you will have them in front of 
~ O U  every time you do payroll. Stress to all new employees that unless they are 
oorking a lot of hours, they may not have income tax automatica2ly withheld. l%is 
s because the tax tables don't kick in until the person has earned $150 or $250 in a 
ueek Ofir to withhold addifional fax, perhaps $2.00 or $4.00 a week, so people 
€on? come back angry at tax time and ask you why you diin'f withhold enough. 

At first, it may seem awkward to train someone in assisting you, but it 
d eventually become automatic. You will have an easier time if you have 
2 good understanding of what you need and how you want it done. 
Perhaps you have been actively instructing a parent to meet your needs. 
3r you may have been to camp or spent time in the hospital, and had to 
q l a i n  to the people there how to work with you. 

Every person has a unique teaching style, and everyone learns 
Werently as well. I prefer to work alone with my new assistant, to walk 
her through my whole process one little step at a time. Occasionally, 
someone will ask to watch another person working with me before trying it 
herself. I permit this; but find-that thetrainee looks to the more 
experienced assistant for answers instead of asking me. In some situations, 
when the process is very complicated or you are not able to explain it fully, 
it may be necessary to involve a third person. But this is a decision you 
must make for yourself. 

It is helpful to start training a new employee when you are not under 
time constraints. Everything takes significantly longer on the first day, and 
people are nervous. Take the time to reassure them. If possible, try not to 
have too many people start work in the same week. The training process 
can be mentally and physically exhausting. 

There is often a huge difference between the first day and the second 
day, and then there should continue to be improvement as you establish a 
rhythm of how to work together. I I d  it takes about five days, or five 2- 
hour sessions, to break in a new person. It's nice when the trainee can 
work these five times fairly close together. If he or she is only scheduled to 
come once a week, training can take a whole month, and you may have to 
quickly review what you did the last time. 



If you are fortunate, as I have been, you will end up with a number of 
capable, trustworthy employees, and a few who are really outstanding. After 
you have worked together for awhile, you will become an incredible team. 

Firing 

Nobody likes to fire an employee. Unfortunately, you may find yourself 
in a situation where you feel that you have no choice but to let one of your 
people gio. 

The time to plan for this is b e e  you run into trouble. Always have 
enough regular employees, back-up employees, and friends that the loss of 
one person-for whatever reason-will not cause your whole support system 
to collapse. People will come and go, and you will need to replace them. By 
having a large enough network, you can choose to be a little picky about who 
works for you. 

Try to have honest, respectful relationships with your employees. If your 
assistant is doing something that you feel is incorrect or annoying, gently 
explain that you would like it done this way instead. (Don't be afraid to listen 
to new ideas. My assistants have offered some suggestions that turned out to 
be really useful, but it was -always clear that the choice was up to me.) If the 
person insists that his or her way is the right way to do it, and you still do not 
agree, simply say that you prefer to do it your way. As your employee, the 
assistant should respect your preferences, and usually will. 

For more serious problems, you may want to hold a brief meeting with the 
person. I hold this meeting at the end of a shift because I donf t want an angry 
employee working with me. Explain in a f a d ,  non-accusatory way why 
his or her behavior is unacceptable. Invite an explanation by saying 
something like, "I notice you've been absent more often lately. Is there 
something I should know about?" Ij to discuss the matter calmly and plan 
how to improve the situation. You may issue a warning if the problem 
persists, and this can eventually lead to a firing. 

If the problem can be documented., for example, the person is calling in 
sick a lot or failing to show up for work, write down the dates this occurred. 
Later, if you have to fire the person, he or she may fsle for unemployment, and 
you will want to demonstrate why you had to terminate employment. 

If you feel that your safety or your property are in danger., act 
immediately If possible., alert a couple of other assistants so they can cover 
the hours of the person you m about to fire. That way, you will be able to 
concentrate on what you have to do without wondering who is going to put 
you to bed. And if you have good relationships with your other employees 
and a strong network of friends., people may even encourage you to fire 
someone who isn't working out, and will be glad to fill in where needed. 



Depending on the circumstances, you may want to have a meeting with 
the person, or you may have to f i e  him or her over the phone. People I've 
£ired have usually been upset, but I have never felt threatened or been 
retaliated against. You may want a neighbor or friend to be present in the 
house if you are concerned about the person's reaction. Don't be in a hurry 
to call the police, but know this is an option in the most extreme cases. 

Get back any keys or personal property you may have loaned the 
employee. If you owe him or her a final check, have it ready or mail it. 

I have fired a few people that didn't want to leave. But most of the 
time, if it isn't working out for me, it isn't working out for the assistant 
either. Sometimes what starts out as a firing ends up being a mutual 
agreement to part company. 

. . 

m A v o i d i n g  the Horror Stories 

e have all heard the stories of people being abused or exploited w - - 

by their personal assistants. Although most people h.& out to be hust- 
worthy, there is the danger that you may encounter one who is not. But 
there are some factors which make disaster less likely. 

A Good Support Network 

If you have a number of people involved in your life, you will be seen 
as a b y ,  popular, and gifted person, and not as a target for exploitation. 
You will not stand alone and vulnerable. It will be clear to all your assis- 
tan6 that you have allies in your family and friends. Equally important, 
you will feel more confident if your r e l a t ioms  are strong and there are 
people standing ready to assist you. 

Unfortunately, any person may be victimized once. But people with 
disabilities who have no backup system are at greater risk Those desperate 
enough to keep an assistant who is verbally or physically abusive are likely 
to be exploited on a regular basis. Always have enough employees on your 
list to enable you to fire one immediately And cultivate a support network 
of friends you have taught how to work with you, who will be able to fill in 
on short notice. 



The purpose of all this is not to make your employees feel like you are 
waiting for an opportunity to fire them, but to make it possible for you to 
defend y o d .  Then you will never be trapped in a bad situation. 

Our most basic assumptions about ourselves are often played out in our 
interactions with others. Having respect for yourself and for your assistants 
will make everything run more smoothly, and will reduce your chance of 
becoming a victim. 

Before you hire your first assistant, start with the assumption that you as a 
person are important. Think of all the reasons why people would want to 
work for you. Are you easy to get along with? Do you have a good sense of 
humor? Do you go to interesting places? Do you hang out with interesting 
people? Remember that these are some valuable gifts which you are offering 
to your employees. At times, the work may be hard and not so glamorous, 
but conditions in other job sites can be a good deal worse. You should treat 
your assistants well, and keep in mind that you deserve to be treated well in 
retum. 

There are many ways to show your assistants you respect them. Paying 
them a fair wage demonstrates that you value their work; however, your 
ability to pay may be limited by your funding source. What you cannot give 
them in money, try to give them in other ways. If at al l  possible, pay them on 
time. Be flexible in your scheduling so people can take days off when they 
want to, or come in early or late. Just make sure they give you enough 
advance notice so that you can work around the changes. Try to be gentle and 
encouraging when directing your assistants. E y  to make it clear in every way 
that their work is appreciated. 

On the other hand, don't be so grateful for your assistants' service that 
you let them walk all over you. Expect people to live up to the standards 
nonnally used in any business. This wiU result in employees who behave in a 
responsible, professional way. Don't accept disrespedd behavior, whether 
that means an assistant doesn't show up, or shows up late, or doesn't listen to 
you, or moans about what you have him or her do%. 

I try to assign tasks to people according to their strengths -people who 
are physically powerful help me move my living room around, and people 
who are good with numbers help me pay bills and work on payroll - but 
eventually everyone has to take out the trash. I used to avoid having certain 
people do certain things because they let me know they didn't like the 
activity. In fact, my best resources in helping me get over this were my 
employees themselves. When I apologized for having them clean the 
bathroom or do errands in the rain, they reminded me that I am paying them 



to do whatever needs to be done. Some of it is boring or dirt$ and that is 
true of everyone's life, not just mine. Over time, I realized that people who 
didn't feel that they were getting something out of being here, shouldn't be 
here. At first, this may sound cold, but how long would a business keep an 
employee who says, "I don't like what you have me doing"? 

As a result of the high standards taught to me by my most committed 
assistants, I have developed a very reliable network. My employees show 
up, and they show up on time (I can be somewhat flexible about 
punctuality at night and on weekends. This is my home, after all, not the 
Army. Sometimetimes someone will call and ask if she can come in at 8:30 
instead of 8:OO. Usually this is okay. For people who tend to run late, 
assuming they are good employees in every other way, I define "on time" 
as within 15 minutes. This does not apply during my workday, however, 
or if I have to be somewhere. In that case, my assistants have to be right on 
time, and they al l  understand this. When I have to chair a meeting, for 
example, they are here at the time we set). 

If one of my assistants will not be able to come, she will call. My 
employees know from experience how busy my life is, and will call each 
other and try to arrange for a backup before coming to me. They also 
realize how they make it possible for me to do all that I do, and are willing 
to work peculiar hours so I c& attend an early meeting or a late concert. 

Our mutual respect and commitment to one another is what makes our 
arrangement work. 

. . 

- .  m ~ h o  Will Pay For It? 

What Is Available Now-Nationally 

would be nice to report that everyone in the country who could benefit 
from personal assistance services is receiving them. A major obstacle, 
however, is funding. Large numbers of dollars continue to flow to 
institutions, homecare agencies, and other arrangements where people with 
disabilities do not have control. 

Still, some good efforts do exist. In many states, people may use 
Medicaid funding to hire employees through the Personal Care Attendant 
(PCA) Option. This option is available to al l  50 states, but each state must 
choose whether or not to implement it. Another way to have Medicaid pay 



for personal assistance is through a waiver program, which is also 
administered . . on a state-by-state basis. 

Some states, like Connecticut, have programs specifically designed to fund 
people who hire personal assistants. Even so, these programs are few in 
number, and often small in scope. It is hoped that individual success stories 
and group advocacy efforts will expand the availabiIity of funding for 
personal assistance. 

What Is Available Now-In Connecticut 

The vast majority of Connecticut people with disabilities rely on home 
health agencies to meet their 
support needs. 
Unfortunately this means 
that people must use home 
health aides they did not 
choose; they have no role in 
supelyising these aides; and 
they have little say in 
scheduling or planning what 
the aides will do. Given the 
option, many people would 
rather hire personal 
assistants, but the state only 
has three such programs, 
and they are either tiny or 
frozen. 

The Personal Care Assistan~h-ogram (nicknamed the Working Persons' 
Program) uses state funding to serve a limited number of people who work at 
least 17 1/2 hours a week. Under this program, people with disabilities 
receive a check each month which they use to pay their assistants. The only 
criteria, other than employment and some broad income guidelines, is that 
the person must require "hands-ongg assistance (assistance with bathing, 
dressing, eating, or ofher personal functions). For that reason, the grant 
cannot be used solely for a driver or choreperson People are free to create 
their own hiring-I;iiocesses, to decide what their employees will do, and to set 
the rate of pay. .Each perm works out a budget according to what money is 
available and how many hours are needed. The drawbacks of the program 
are that funding limits the number of people who can be served to 
approdmatey 50 statewide, and the maximum grant is $7,300 a year. 
~lthou* this money is very helpful, many people on the program have 
si@.&t support needs and must double or triple the amount using their 
ear&& or other resouxes. Abill is pending which w d d  increase the grant, 
but:at thjs time its future is uncertain. 



The Personal !%vices Program presently serves 19 people, and like the 
Personal Care Assistance Program, these people must require at least some 
hands-on care. Eligibility criteria are based on Medicaid levels, but it is 
completely state-funded, and not a Medicaid program. People with dis- 
abilities can access a decent amount of funding and use it to hire their own 
assistants. The program is limited, however, to a small number of people, 
and the waiting list is long. 

Community Based Services (formerly called Essential Services) is a 
large program which serves people with disabilities. It also serves elderly 
people who were already on the program before 1990. Since home health 
aides may only perform hands-on work, people need other employees to 
perform homemaking tasks, such as doing laundry, going shopping, and 
preparing meals. The CBS program made it possible for people to hire 
assistants for these tasks, but it has been frozen for the last year. 

No matter how your personal assistance is funded, if your disability 
requires a lot of support hours, you will be forced to be creative. Where it 
makes sense, try using natural supports or technology to fill in the gaps. 

When I moved out on my own, I had enonnous concerns about being 
by myself for long. periods of time, yet I could only afford 6-8 hours a day 
of personal assistance. So I had to try other solutions. 

First, I deliberately sought to live in a housing cooperative, a 
community consisting of a few people with disabilities among a larger 
number of non-disabled neighbors. Because co-ops are built, owned, and 
managed by the people who live there, people get to know each other well 
before they move in and can support one another in ways not typically 
found in today's condo developments. Several times a week, I ask one of 
my neighbors to pop my dinner in the microwave or, in more serious 
situations, to assist me when I have an episode of asthma. People don't 
seem to mind, and often say, "Call again if you need anything!" 

Second, I carry an emergency call button which can dial 911 from 
anywhere in my house or right outside. I've never had to use it, but it's 
good to know it's there. 

It can be helpful to make lists of things you can swap for s e ~ c e s .  For 
example 

I'll watch your son after school if you will assist me with shopping. 
I11 pay for your d h e r  if you cook enoughfor both of us and feed it 
to me. 

I'll let you type your term paper on my computer if you will put me 
to bed four times. 



Some people who need support overnight and have access to an extra 
bedroom will offer the room for free, or with meals included. 

Don't forget about family members and friends who may be excited about 
an opportunity to paint your apartment, take you shopping, or help you clean 
out a closet. While "volunteer" support may not allow you the same level of 
control you have with your paid assistants, your situation is more secure if 
you have many kinds of relationships. And on those occasions when none of 
your assistants is available, it's good to have other people around who care 
and will bail you out. 

Be flexible. Negotiate with the people in your life. It is possible that 
something you need will end up providing them with things they need, too. 

Activism-National and Local 

Without adequate personal assistance, people with disabilities cannot live 
the full, productive lives they want to live. So it is important to work to make 
funding of these services more available, both regionally and nationally. 

ADAPT (American Disabled for Attendant Program Today) is a national 
organization which trains leaders in the disability movement and uses civil 
disobedience to bring attention to the issue. ADAPT chapters exist all over 
the country, and can be found by contatting the main chapter in Denver (See 
Appendix C). 

Local efforts to promote the availability of personal assistance funding are 
also underway. To find the group near you, try caUing your local 
independent living center, other offices serving people with disabilities, or 
advisory councils attached to disability programs (see "Getting Support and 
Help" below). 

FZq~ett ing Support and Help 

I t is natural to feel intimidated as you prepare to hire your first group of 
personal assistants. Fortunately, there are places you can go for advice and 
training. 

Every state has a network of independent living centers (sometimes called 
ILCs or CILs), where people can find information about all kinds of things. 
ILCs are not residential programs; they are resource centers run by and for 



people with disabilities. Often they have peer counseling programs or 
classes on hirjng assistants aJready in place, so this is a good place to start. 
To contact the independent living center in your area, call your state Office 
of Protection and Advocacy, Planning Council on Developmental 
Disabilities, or state vocational rehabilitation (VR) office. The VR ofice is 
probably your best bet because the ILCs are funded through the state 
vocational rehabilitation system. 

Another option is to connect with people who already hire personal 
assistants. They can give you practical advice about what works in your 
area, where to advertise, and how much to pay. You can find some of these 
people through your independent Living center, but may also find them 
through advocacy groups, advisory councils, or other offices serving people 
with disabilities. 

m ~ i a b i l i t ~  Issues 

eople with disabilities often ask, "What happens if my assistant gets 
I hurt while working with me?" Likewke, potential assistants ask, "Am I 
liable if the person on^ am working for gets hurt?" 

The short answer is that there is no way to completely avoid risk in any 
area of life. I reduce the risk by choosing assistants who wiU listen to me, 
pay attention to what they are doing, and have common sense. We may 
chat and have fun while we're working but we are careful about transfers 
and operating the lift on my van because these are the two times when 
disaster would be the most likely to occur. I know that my employees come 
to care about me, so I feel safe in working with them. And ultimately as 
their supervisor, the responsibility for my safety rests with me. I try to spot 
problems before they happen, and this protects us both. 

To avoid my employees getting hurt, I exercise common sense in what 
we do and how we do it. I encourage each assistant to prevent straining 
her back by adjusting my hospital bed to the correct height, and using her 
anns instead of her back to mll me over. I make sure there are no tacks or 
staples on the floor, and no slippery surfaces. I say 'Watch your head" 
when a cabinet is open, and keep an eye out for other dangers. 

If you have an employee who works for you more than 20 hours a 
week, you are legally supposed to get a Worker's Compensation policy. 



This is a good thing to do anyway, if your budget is sufficient. You 
can purchase this policy through your insurance agent the same way 
you buy home or auto insurance. A typical policy costs about $500 a 
year. 

m ~ u r v i v i n ~  the Tax Mess 

A s soon as the government begins to consider you as an employer, 
you will begin to receive a stream of paperwork that never ends. Historically, 
nany people with disabilities (as well & other people in need of childcare, - 

lousekeeping and lawn services) have tried to avoid this paperwork by 
>aying their employees "under the table." This has become increasingly 
misky, however, and the penalties are stiff- Also, most personal assistance 
xograms now require employers to document that they are reporting the 
wages of their assistants. So there is really no way to get out of it. Appendix 
3 contains copies of commonly used tax forms. 

The exception is that some states will consider personal assistants to be 
ndependent contractors. These states allow the person with a disability to 
ssue a Form 1099, which shows the total amount paid to the assistant during 
he year. If you hire assistants in this way, they will be responsible for 
eporting their own taxes, and will need to pay both the employer's and 
mployee's half of the Social Security and Medicare tax (15.30%). 

Concerns About Taxes 

Two of the most immediate concerns people have about withholding taxes 
ue whether this will deter applicants from working for them, and how to 
mdget the extra money needed. 

My experience has been that only a few people will actually refuse to 
work over the table. When the statement is made in the first phone call, that 
"I pay so-much an hour, and I withhold taxes, as required by law," people will 
generally accept it. If there is hesitancy, you might add, "I don't like it either, 
but I really have no choice." Then, people will usually lighten up and you can 
gripe together about how annoying taxes are. But you still have to do them. 

Budgeting for taxes is not as hard as it sounds. , 



Federal and state income tax both come out of your employee's 
paycheckf so you do not have to add any money. Shortly after you file for 
an Employer Identification Number, you will receive a magazinelength 
book of instructions called a "Circular E." This will contain tax tables to 
help you determine how much you should withhold. If applicable, the 
state will also send you a book with tables. 

Social Security and Medicare taxes come half from you, and half from 
your employee, so this will be an additional cost. Although you can 
compute the amounts separately (multiplying the gross by -062 to 
determine your half of the Social Security amount, and the gross by -0145 to 
deternine your half of Medicare), for budgeting purposes you can multiply 
by -0765 to find what you owe on both together. 

State Unemployment Taxes are due quarterly and charges vary, but in 
Conndcut you can multiply by -02 to determine what you owe. Also in 
Connecticut, employers get an additional flat assessment of about $40 
every summer because the unemployment fund has been insolvent for 
years. 

Federal Unemployment Tax is due once a year, in January. To budget 
for this, multiply your gross wages by .08. 

The keys to surviving the tax mess are not. to panicf and to develop an 
organized record-keeping system. 

~bn't  Panic! 

To avoid panic, it may help to look at each form according to what it 
does and by when it's due. Below are brief descriptions of the most 
common federal forms, and state forms as they apply in Connecticut 
(details in other states may vary). The most recent versions of these forms, 
along with some of their instnrctions, are reproduced in Appendix B. 

I  he ~ o o d  N ~ W S  ~s: %u only Submit These once! 

SS-4: Application fm Employer Identification Number 
Registers you as an employer with the federal government. Submitting 
this form alerts the powers-that-be that you are now an employer, and will 
cause other forms to start arriving in your mailbox The form is pretty 
straightforward. Try to explain in the small space provided that you have a 
disability, and need to hire people to assist you with various tasks. 

REGI: Applicationfor Tax Regisfration Number 
Registers you as a business with the state of Connecticut. The state will 
assign you a registration number to withhold state income tax and to report 
sales tax. You may be starting an actual business as a corporation or 

' partnership. But more likely, you are simply registering as an employer of 



personal assistants. In that case, list yourself as the sole proprietor. 
Guidelines to filling out the form are the same as for SS-4, above. 

I Every Erne You Hirea New Employee, Update as Needed 

W-4 
Lets you know how much federal income tax your new employee wants 
withheld. Make sure you've read "Logging People In" on page 19 , since 
employees may want more money withheld than the tax table requires. 
These forms don't need to be sent anywhere, but you should keep them in 
a folder because you may need them later. They belong to the employee, 
and he or she has the right to change the withholding amount at any time 
by filling out another W-4. 

1995 F m  CT-W-4 
Lets you know how much state income tax your new employee wants 
withheld. The same guidelines apply as for W-4, above. 

( Submit These Monthly 

F m  8109: Federal Tax Deposit Coupon (fir use zDith Form 941, below) 
I f  you employ assistants for so many hours that you owe more than $500 in 
Social Security., Medicare, and Federal Income Tax at the end of the quarter, 
you will need to make monthly deposits. This sounds hard, but it isn't. 
You just go to your local bank and set up a tax deposit account for 
employers. Then, before the 15th of each month, you figure out how much 
you owed the previous month, write a check payable to the bank, and bring 
the check and coupon to the bank. I dreaded doing this, but ended up 
liking it better than the quarterly deposit. It forces me to keep my records 
up-to-date, and I don't owe a huge amount all at once. NOTE: The 
monthly deposit is in addition to, not instead of, the quarterly 941. You still , have to report what you deposited. 

CT-WH: Connecticut Withholding Tax Payment 
Each month, add up what you withheld in state income tax, and mail it 
with your payment. NOTE: Like the monthly federal deposit above, you 
will still need to file a quarterly summary of your deposits. 

Submit These Quarterly 

F o m  942 Employer's Quarterly Tax Refurnfir Household Employees 
Until 1995, most emp1oyers of personal assistants used this form. It was the 
same form you would have used to hire a cook, housekeeper, or live-in 
childcare worker. This yyear, the quarterly form was discontinued, and 
household employers will be required to submit a Schedule H in April with 
their personal 1040 (see "Submit These Yearly" below). Remember to 
budget 15.30% of the wages you've paid all year, plus money to cover the 
income tax and unemployment tax. If you m a  business, however, and 



hire employees through the business, you should use Form 941, below. 

Fom 941: Employer's Quarterly Federal Tax Refurn 
I f  you hire employees for your business, you should submit this form 
instead of Schedule H. Household employees, whether or not they work in 
your business, can be included along with your other employees. This 
form looks long, but it isn't bad if you take it a line at a time. "Social Secu- 
rity Wages" and "Medicare Wages" refer to the amount subject to tax. 
Usually thiq amount will be the total wages you paid your employees. 
This form is due the last day of April, July October, and January for the 
previous three-month period. 

Quarterly Monthly Earnings Report 
This Connecticut form reports your employees to the Labor Department for 
Unemployment Compensation. It is the most trouble to fill out because 
you must list each employee individually by Social Security Number, 
name, and gross earned that quarter. But the fonnula is easy, and you don't 
pay too much. 

I Submit These Yearly 

F o m  1040, Schedule H 
In 1995, this form will replace forms 940 and 942, used in past years to 
submit taxes for household employees. As always, keep track of your 
employees' earnings and the taxes you owe. You will owe 15.30% of the 
total wages at the end of the year, plus federal income tax and unemploy- 
ment tax, so put this money aside on a regular basis. The form is due with 
your 1040, usually on April 15. 

W-2: Wage and Tax Statement 
This is a yearly statement you must type up for each employee and give to 
him or her by January 31. Leave yourself enough time to do this because if 
you had 20 employees, you will need to do 20 W-2s! And borrow a good 
typewriter, if necessary, because these things are six pages thick The 
process isn't hard, just tedious. Fill in the blanks from your payroll sheets, 
which already have almost all the information you will need. In most 
cases, lines 1,3, and 5 will be the same amount, your employee's gross 
wages. Lines 54 ,  and 6 are the taxes you withheld. Lines 7-14 probably 
won't apply. Keep your federal and state Employer's ID numbers handy 
but by the time you've filled out 20 of these, you will probably know them 
by heart! When you've completed your W-2s, tear off the front two pages 
and the last page, and give the rest to your employees. You file the front 
page with a W-3, below. You file the second page with your yearly state 
income tax report, and keep the last page for your records. 

W-3: Transmiftal of Wage and Tax Stafemazfs 
This is a sheet which summarizes all your W-2s. Just add up all the totals 



md fill it out the same way you did the W-2s. This is due in January. 

The Unemployment Hassle 
You will periodically receive a form saying that one of your present or past 
mployees has filed for Unemployment Compensation, and asking you to 
reply. Unfortunately, the way the system is set up, al l  of a person's employers 
get dragged into the process regardless of which one laid the person off. Lf the 
person is still working for you, check that box and send the form right back. 
Do not delay! If you don't reply within a few weeks, you may be summoned 
to a hearing which will cost you time and money. If the person no longer 
works for you, and you cannot prove he or she quit or was fired, your account 
may be charged and your rate raised. This is a good reason to document 
when people quit, as well as times they don't show up or you have to 
discipline them. 

Be Organized! 

You will be much better off with all this tax stuff if you use simple tools to 
keep your records straight. Some of these were discussed earlier, in "Logging 
People In" @age 19). It wiU help to get some file folders, where you can keep 
your employment applications, forms, and other papers. Payroll is 
complicated enough that you shodd open a separate checking account to pay 
your assistants, and many funding programs already make this a 
requirement. 

Currently I keep my payroll spreadsheets, tax tables, and charts in a 3- 
ring binder with pockets. That way each week at payroll time, my assistant 
can grab the time cards, binder, checkbook, and calculator, and we've got 
everything we need. 

You will develop your own ways of doing things, but some "cheat sheets" 
are included in the Appendix. The withholding chart helps me to calculate 
people's wages qyickly and you can make one that fits whatever you are 
paying hourly. Remember, though, that this chart doesn't include federal or 
state income tax. You need to further deduct these from the net The 
following pages will give you the totals you need to submit the various forms. 

Taxes wiU probably always be a pain in the neck. But with a confident 
attitude and a reasonable level of organization, you will be able to cope. 



--. . . 
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- .. m R e d u c i n g  The Stress Level 

,H iring your own assistants is freeing, but stressful. Along with the 
flexibility and control you gain over your life, you also end up with a huge 
amount of responsibility. At any moment, someone can call you and say "I 
can't work tonight," and ybu're the one who has to do samething about it. 
But there are some steps you can take to make the process easier on 
yourself. 

Go with the flow. Sometimes things happen, and getting all upset 
doesn't make it any easier. Do what you have to do to resolve the 
problem. 
Try to look ahead. Very often, I don't realize I'm shorthanded until a 
crisis occurs, and then it takes weeks to run ads and do interviews. 
Periodically ask yourself, do I have enough assistants? 
Have enough people in your life that you never have to go without 
eating, going to the bathroom, or going to bed. When your well- 
being is at stake, people will find the time and energy to be there. 
Teach your employees how to do payroll and fill out tax forms. 
Don't relinquish control of the process, but reduce the physical and 
emotional drain on yourself. Some of your assistants may have a 
real talent for this, and can whip up payroll while they wait for you 
at an appointment. Then you can just look it over and sign the 
checks. 
I£ your budget allows, consider hiring a manager to help in coordi- 
nating your supports. This can mean placing ads, screahg appli- 
cants, scheduling people, and doing the bookkeeping. This person 
should answer to you, and understand your preferences and priori- 
ties in life. 
Finally take a tip from the mjtaurant industry, and make your assis- 
tants responsible for arranging their own backups. Very often, 
before a waiter or waitress can take an unscheduled day off, the 
person must phone the other staff to arrange for a substitute. If no 
substitute is available, they have to work anyway. It may take a 
while to trust your assistants enough to try it, and you should make 
sure they understand all the implications so you won't be left 
stranded. But I've been doing this for over a year, and it has worked 
fairly well. It's much less stressful to get a call from an assistant 
who is saying, "Sandy can't work tonight, but I'll be there instead." 



m ~ r e a m  and Reality 

P ersonal assistance is, in theo~y, a wonderful thing. W~th the help of their 
assistants, people with disabilities are free to pursue the same activities, and 
to follow the same dreams as everyone else. When employers and assistants 
get along well as people, and are committed to one another's goals, the 
relationships that result can be strong and long-lasting. 

In an ideal world, people with disabilities would have no trouble finding 
responsible, caring assistants to work with them at the k e s  they choose. 
Conflicts would be handled in positive ways. And assistants would always 
show up, or else arrange for another person the employer trusted to come 
instead. People would have enough funding to buy the services they need, 
and paperwork would be minimal. 

Then there is reality . . . 

Hiring your own assistants will allow you the maximum level of 
independence and choice in your life. But it is HARD WORK. In hiring 
assistants, you assume all the responsibilities of an employer: labor relations, 
management of cash flow, withholding of taxes, and fim~uring the reliability 
and quality of service. Add to this the concerns unique to our situation. 
Many of us literally put our lives in the hands of our assistants. Our 
employees are with us at home and in our cars, not just in our offices. 
Depending on the level of assistance needed, managing a support system can 
almost be a full-time job m itself, and we often have other jobs, families, and 
responsibilities as well. 

There are days when I am exhausted, frustrated, and thoroughly 
disillusioned with the idea of personal assistance. On those days I ask myself, 
what are the alternatives? 

. . . to give up and go live in a nursing home? 

. . . to invite a home health agency to send in a constantly changing group 
of people I didn't choose, to get me up at 8:00 am.. (there goes my job), 
and put me to bed at 6:00 pm.? 

Hiring personal assistants may be hard, but it's still the best game in town. 
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I 

THOUGHTS CONCERNING 
THE HIRING OF PERSONAL ASSISTANTS 

When it comes to hiring personal assistan6 it is very important to plan your 
strategies in advance. For me it has often been a very frustrating experience. But 
I have found that it is extremely helpful to share ideas with other individuals 
who have gone through the same process. This will give me an idea about which 
strategies will work and which ones won't. It is a process that is constantly 
evolving; I learn things as I go along. 

One of the main concerns I have when I am looking for a new assistant is that, 
assuming we develop a good working relationship, the person I hire is going to 
be with me for a relatively long period of time. This is important because I have 
found it is best not to have to go through the hiring process too often. There are 
two reasons for this. First, hiring new assistants is initially disruptive to one's 
daily routine. There is an ice-breaking period when both the employer and the 
employee are getting accustomed to each other. Also, the training involved can 
often create delays in getting through the normal routine. Second, I have found 
that if I have to hire an assistant within a month or two of previously hiring one, 
I will generally get inquiries from the same people I considered for the job the 
first time. 

Whenever I need to hire an assistant, I will try to find applicants through 
friends and/or the person who is leaving. I have found this word-of-mouth 
approach to be very effective because I am getting references from people who 
know me. And the chances are good that I am getting someone who will be a 
reliable candidate for the job. My other approach is to put an ad in the 
newspaper. When doing this, it is important to screen out the callers that will 
not work out. Once I have done this, I schedule interviews and hope that the 
people who called will keep their appointments. In the past I have found that 
many people never show up for their scheduled intemiews. It is very frustrating. 
Once I have interviewed the applicants and checked their references, I hope to be 
able to select a new personal assistant. 

Although there have been some assistants that left a lot to be desired0 
fortunately for me, they have been few and far between. For the most part, I 
have been very satisfied with the people who have worked for me. 

Jim Morals 
W&gfordO Connecticut 
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MONTHLY WITHHOLDING CHART MONTHNEAR 

941 = social security 
+ Medicare 

Su b-total 
x 2  

+ Federal Withholding 
Total 

940 = Gross 
x ,008 
Total 



QUARTERLY WITHHOLDING CHART QUARTERNEAR 

Employees 
NamesISS #s 

TOTAL: 

Gross 
Pay 

Social Seburity 
Tax Withheld 

-- 

Medicare 
Tax Withheld 

Federal Income 
Tax Withheld 

State Income 
Tax With held 



YEARLY WITHHOLDING CHART YEAR 

Employees 

TOTAL: 

Federal lncome 
Tax Withheld 

Gross 
pay 

State lncome 
Tax Withheld 

I 

Social Security 
Tax Wfihheld 

Medicare 
Tax Withheld 



Form W-4 (1996) and includes unearned income (eg., interest ~theMlise.  you may find that you owe 
and dividends) and (2) another person can additional tax at the end of the year. 

, _  claim You as a dependent on their a return Two Earners/Two Jobs If MU have a workina 
Want More Money in Your Paycheck? Basic Lnstructions. If you are not exempt. spoose or more Um one job figure the tota! 

complete the Personal Allowances Worksheet. number of allowances you are entitled to clam If yoo em to be to take the Addiinal worksheets are on page 2 so you on aH jobs using worksheets from only one income yw, you credit may for be able 1996 to and have a child part l i  of the with can adjust your wiUlholding allowances based W-4. This total should be divided among aH 
on itemized deductions, adjustments to jobs. Your withhdding will usually be most added to Your take-home Pay- For g d  inmm, or --er/mojob situatiom F m  W-5 from your employer. a c m e  when all alloymces are claimed on 
Complete all worksheets that apply to your the W-4 fikd for the h~ghest paying job and 
situation. The worksheets will help you figure zero allowances are daimed for the others. P u r ~ ~ s ~ -  -we so that your the number of withholding allowances you are -your ~ f i h ~ l f ~ .  ~ f i ~  your w-4 employer can the Of entitled to claim. However, you may daim Federal incoma tax from your pW. m u s e  fewer allmes than this- 

takes effect, use Pub. 919, Is My Wmhdding 
Correct for 1996?, to see how the dollar a sitmtion may changes you may want ~ e a d  of ~wseho~d -UY, you may claim amount you are having withhekl to to refigure your wMhMng each year. head of household filing status on your tax your estimated total annual tax. Get Pub. 919 

. - -wn From W-lding- Read Of return only if y w  are unmarried and pay more especially if you used the Two EamerKwo Job the ~ertif ic~te below see if you can claim than 50% of the costs of keeping up a home Worksheet and your earnings exceed 96150,000 exempt status- Cfexmf 'nfy wJWrete lines for yourself and your dependent(s) or other 
1, 2. 3.4, 7, and sign the form to Iddate it (Single) or $200.000 (Married). To order Pub. 
No Federa! income tax will be withheld from 919. caU 1-676. Check your 

pay. Ywr exemption expires F . ~ , . , , ~  18, Nonwage 1 9 .  If you have a large amount telephone for the IRS assistance - 
1997. of nonwage mcome, such as interest or number for further help. 

Noter You cannot claim exemption from 
dividends. you should consider making Sign This F m  Form W-4 is not considered 

wiihholding if (1) your income exceeds S O  
eslimted tax payments using Fonn 1040-ES. valid unless you sign it 

Personal Allowances Worksheet 

A Enter'1"foryourse~ifnooneelsecanclaimyouasadependent . . . . . . . . . . . . . . . . . A - 
You are single and have only one job; or 
You are rnanied, have only one job, and your spouse does not work; or } . . B -  
Your wages from a second job or your spouse's wages (or the total of both) are $1,000 or less. 

C Enter '1" for your spouse. But, you may choose to enter 4- if you are married and have either a working spouse or 
more than one job (this may help you avoid having too l i e  tax withheld) . . . . . . . . . . . . . . . C - 

D Enter number of dependents (other than your spouse or yourself) you will claim on your tax return . . - . . . . D - 
E Enter ' I w  if you will file as head of household on your tax retum (see conditions under Head of Household above) . E - 
F Enter '1" if you have at least $1,500 of child or dependent care expenses for which you plan to claim a credit . F ,- 

G Add lines A through F and enter total here. Note: This amount may be different from the number of exemptions you claim on your return D G 
If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 

and Adjustments Worksheet on page 2. 
If you are single and have more than one job and your combined earnings from all jobs exceed $30,000 OR if 

you are married and have a working spouse or more than one job, and the combined eamings from all jobs exceed 
SO.000, see the Two-Earner/TwoJob Worksheet on page 2 if you want to avoid having too l i i e  tax withheld 

that apply- 
If neimer of the above situations applii, stop here and enter the number fmn line G on line 5 of Fmn W-4 below. 

.------------------------ Cut here and g-=the ceitificate to your employer. Keep the top porlh for your nxo&s. ......................... 

\ \ I 
Home address (number and street or Mal route) 

6 Additional amount, d 

OMB No. 15459010 
~ o r m  w-4 - d me Treaaay 
~ m a n a l ~ s e n ~ ~ ~ ~ v i c e  

Employee's signatwe b Date, . I9  

1 Type w print your first name and middle initial Last name 

U@96 
f&' 

2 YoursocidsecuritynUmber 

Employee's Withholding Allowance Certificate 
b For PriMcy Act and Papemork Reduction Act Notice, see revers& 

cat. No. 102200 



State of Connecticut 
FORM -4 (EMC~IW I, 1996) ~ e p a m e n t  of ~evenue ~ e r v i ~ s  bg, of 

- 
Purpora Complete Fbrm CFW4 so that your employer can withhdd the correct TO A d d  Underwtthhddlng. You could be underwithheld if any of the 
amount of Connecticut income tax h m  your pay. Undefwithbldimg may r w l t  fol lkng apply: 

interest chargesat the rate of.l% per month or fraction thereof. If you are newly you work more than one job; 
red, yourerrptqM must, within 35 days, send a copy tf this fom! to Department you qualify lmder the Speaal Rules Fa Certain Married 

of Labor pursuant to Conn. Gen. Stat. 531-2c. Individuals, Md do not use the supplemental tables; 
you have substantial nonwage income. 

Genera1 tnctNctlonr Complete the certificate below. sign it, and retum it to hr 
your emplayer. Refer to IP 92(93), Is My C@m&icut W~hdding m t ? .  to 
check the amount of your Connedicut income tax withholding. Additional you were not efnployed during the firrt 6 months of 39%; or 

information is wded on the back of this fwm. 
your income inueased substantially during the last 6 months of 
19%. 

Exemptlam From Wlthhddlryl. Read Line 4 of the certificate below to see if bu should consider making an adjustment to your withholding or making 
yau can daim exempt status If you are euempt, complete Line 4 but do not Payments on CT-iUOES. hu may also wish lo select Filing 
camplete Lines 2 and 3. Sign,the formand retum i t  toyour employer. Connecticut Status 'D' to the highest level of withhoNim- 
income tax will not be withheld from your pay. Nonrerfdent Emp~ayeer who work partly within and partly outside of 

Connecticut, see information on page 2. 

RIing Status Worksheet 
Check one box for filing status and enter letter on Line 1 below: 

A. M u  are single; or 

Mu are mamed and you am filing separately; w 
M u  are d e d  filing jointly, both you and your spouse work, and your combined income is $100,500 or less. 

(Refer to Special Rules For Certain Manied lndividuais on page 2.) 
B. You will file as a head of household on y w r  federal tax retum. 

[7 c. You are manied filing jointly and your spouse k not employed. 

D. You are married filing jointly, have a working spouse, and your combined income is more than $100,500; or 

You have a significant nonwage income, and wish to avoid having too little tax withheld; or 

M u  are a nonresident and you have substantial other income. 

E. M u  are e m p t  becaur~ you qualify on Line 4 below. 

* **COMPLETE SCHEDULE BEtOW* * * 
. -  -- - ------ -GUTHERE AND G I V E - I I H E G - R E  EWUIM:R.-KEEP-THE .TO&WWION FOR YOUR RECORDS - c- - . - - - - 

PORM C W 4  EMPU)YEE'S WITHHOUMNG OR -' State of Connecticut 
EXEMPTION CERTIFICATE Department of Revenue Services 

[ FIRST NAME MIDDLE INITIAL LAST NAME 1 YOUR SOCIAL SECURITY NUMBER I 
- - _- - -- - - - 

HOME ADDRESS 

\\ A 

CITY/lOWN. SWTE AND ZIP CODE I 

CAUTION: The Departrndenue Services wi l l  review b m s  FMRsW4 claiming exemption from withholding. 

EMPUREE'S SIGNKNRE M E  (MonthlWNarf I 
; I f  you are a full-time student, check here. (NOTE: Full-time students are not automatically exempt.) .... - - . ~ . . . . . ~ ~ ~ * , ~ . . . . . r r . . . . . . . . * . - . . . ~ * ~ - - - - ~ - - * ~ * * ~ ~ ~ * * * * * - ~ ~ - ~ ~ * ~ ~ ~ - * - * * - - ~ ~ ~ - ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ . ~ . . ~ . . . . . . . . ~ . . ~ . . . . . . ~ ~ ~ * * ~ ~  

Employers MM Complete Unes S through 11. . .. 
5.1s this a new or =hired employee? %s No If yes, provide the date of h i e  ..: 

.. . ' 6. Emplgr's Busimss Name 9. Ca,natkuf Tax RegWat i i  Numbtr I 
I 

7. Empbyefs Business Address 

. . 

10. Fcdad Employer ld&ifiilcatnn Numba 

Employer Instmdo~t l  On Roveme 
L... 

(Rev. 7/96) 

- - 
I 

8. C@Kown. State and ZIP Code ll.bntadPasa, Tdephone Number 

( p : 
-- .- 

r 



Form CTW (Effective July 1; 1996) Page 3 of4 



ShlE OF CONNECTICUT 
DEPARTMENT OF REV€ SUE SERVICES 

APPLICATION FOR TAX REGISTRATION NUMBER * REG-1 * #.- ..-- ........- ... .....- #.ufi,.e 

w. 3'95) KCnU I 
F n u x a  w.-nu * I .  s1.n vr\ rn nrr  - mm.rvnawlnt tvsr nruuwl cv I l l ~ I I I I I I  

1. REP$ON FOR APPLYING: 0 STARED NEW PURCHASED GOING BUSINESS REGlSfERlNG FOR ADDITIONAL TAXES OTHER 
BUSINESS ffmih Name & Tax Reg tia d m o u s  -lain on me& IErpIain - 

QnermlreuerSe) OnmefSeJ NC A0 

2. OWNW'S NAME. ALL PARTNERS' NAMES. LLC NAME OR CORPORATE NAME: 3. FEDERAL EMPLOYER 1.D. NO. 
I 
I 

I (  1 I 
6. PHYSICAL W I O N  OF THIS BUSINESS: RO. Box is no2 acceptabld IZIP + 4) 

7. BUSINESS MAIL ADDRESS: IZIP + 4) 

8. NAME OF: D OWNER 0 PARTNER 0 CORPORATE OFFICER 0 U C  MEMBER 

I I I 

I 
HOME ADDRESS Atumber and Street City or 7bum State KIP + 4) 10. TELEPHONE NUMBER 

( 1 
11 NAME OF: 0 PARTNER 0 CORWRmE OFFICER =! LLC MEMBER 12. SOCIAL SECURITY NUMBER 

I 
HOME ADDRESS Number and Street City or Twn State QlP +4) U. TELEPHONE NUMBER 

( 1 
14. NAME OF: 0 PARTNER G CORPORATE OFFICER P LLC MEMBER 15. SOCIAL SECURITY NUMBER 

HOME ADDRESS Number and Street 16. TELEPHONE NUMBER 

17. DESCRIBE IN DETAIL THE TYPE OF BUSINESS YDU OPERATE: 

4. TRADE OR REGISTERED NAME IF DIFFERENT FROM ABOVE: 

30. Do you intend to sell cigarettes over the counter as a dealer? 0 YES O NO If ks, enter $25 &right. 
31. Do you ren t l l ease  passenger motor vehicles for 30 days w le (See imt~ctions) D YES 0 NO 

5. TELEPHONE NUMBER I I 

32. Do you sell matar vehicle t i r e s  at retail! 0 YES ON0 ( 33. Do yov operate a dry cleaning establ ishment? 0 YES 17 NO 
34. Do you in tend  to engage in: 0 SALES OF GOODS 0 W I N G  AND/OR R E N T '  OF TANGIBLE PERSONAL PROPERTY TO OTHERS 

0 SALES OF TAXABLE SERVICES 0 RENTING ROOMS FOR 30 WYS OR LESS - If you have checked one or more of the a h  bcxes, enter $20 at right - 
35. Are yw l i ab le  fw Business Use bx? (See General lnstmtions on n3wse.l DYES 0 NO 

36. TUK4L AMOUNT DUE (Add Lines 30 and 34) (Make  check payable to: COMMISSlONER OF REVENUE SERVICES) I $ I 

DO NOT WRITE BELOW 7H6 UNE - FOR DEPARTMENT USE ONLY 
lM IYP 
00 
X NP 

TAX NP 

63 
TAX NR 

PU( llR 

30 
lMm! 

TRANS 

TRANS 

TRANS 

lRhNS 

TRANS 

TRANS 

TIPEOFORG 

/ / 
REGISl. W E  

/ / 
REGIS. W E  

/ / 
REGIST.RATE 

/ / 
REGISIWE . . 

REGISLOATE 

/ / 
REGlSt W E  BUS IWNl SRCE I LIAR I FILING CODE I TYP FlLl MAIL I SEWRi7Y N a  I SECURilYMdOUM 1 FEE RQdlI7D 

S IX :  CODE 

SURT aATE 

SDI,T 

/ / 
SURTOCm 

/ / 
START WTE 

/ / 
SARTQaTE 

/ / 
SRRTWTE 

LK;K WE 
/ / 

BUS lOWN 

BUS TOWN 

BUS TOWN 

/ B U S  7OUN 

SRCE 

SRCE 

S4iCE 

SRCE, 

FLU). 

LlAB 

LIAR 

FILING I 
/ / 

I 

PENALTYREMII 1 m U L  REMITTED 

I 
FICD. lY R MAIL F I S W  YR. 'R.RI lY NQ SECURITTME SEWillV*UO(rW7 

/ /- . .- - 
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TMOFTAE 
Mark the 'X' in ?his 
box onty if there s a 
change to Employer 
Identification Number 
(EIN) or Name. 0 ssoc 0 1120 

See Instructions on 

EIN 1-1 

0 - 1  0 1, 

08 6 
ietephone number LJ----- FOR 8ANK USE IN MlCR WCODlNG 

kderal Tax Deposit Coupon 
Form 81 09 (R~v .  01-M) I 

n 

\ \  

OLDING TAX PAYMENT 1995 
M A R  

w 1995 

this t m k k t .  1. Enter Quarter (1, 2, 3 or 4) 
-t 
W m 

(MAR = 1; JUN = 2; SEW = 3: DEC = 4) 
a 
-I 

u 2. Connecticut Tax Withheld D 
z I 
=! 
2 See instructi~ns for filing requirements. 

W 
Pay total amount shown on Line 2. 

U) 
3 

Make check payable to: Commissioner of Revenue Services. 
o Write your Connecticut Tax Registration Number on check. 
3 THIS IS A MACHINE READABLE DOCUMENT Use attached mailing label to send payment. 

% PUZSONAUZED TO YOUR BUSINESS - SUBMIT 
0 ORIGINAL COUPON ONLY. Department of Revenue Services 

B P.O. Box 5055 
Hartford. CT 061M-5055 



- 941 
(Rev. January 1996) 
-ofh~reasury 
~rngntat Revenue smrice (0) 

Employer's Quarterly Federal Tax Return 
F See separate instmctions for information on complefing this retwh 

4141 
Please type or print. 

- 

3 Total income tax withheld from wages, tips, and sick pay . . . . . . . .  3 1 
- . 

4 Adjustment of withheld income tax for preceding quarters of . . . . . .  4 1 

. - 
If address is 0, 

different 3 
from prior V) 

".. return, check 
here 0' 

; . If you do not have to file returns in the future, check here b ,md enter date final wages paid b 

b Taxable social security tips . . . .  

8 Total social see 
. . . . . . . . . . .  
instructions for required explanation) 

. . . . . . . . . . . . . . . . . . . .  
- - . . . . . . . . . . . . . . . . . . . . .  I s 5 and 10) 

. . . . . . .  12 Advance earned income credit (EIC) payments made to employees, if any 
13 Net taxes (subtract line 12 from line 11). This should equal line 17, column (d) below (or line 

. . . . . . . . . . . . . . . . . . . . . .  D of Schedule B (Form 94l)) 
. - 

. . . . .  14 Total deposits for quarter, including overpayment applied from a prior quarter. 

Enter state r Name (as distinguished from trade name) Date quarter ended 1 code for 
state in 
which Trade name, if any Employer identification number 
deposits 
made . F n  
(see Address (number and street) City. state, and ZIP code 
page 3 of 
instructions). 

. -  . If you are a seasonal employer, see Seasonal employers on page 1 of the instructions and check here b 
1 Number of employees (except household) employed in the pay period that indudes March 12th b 

2 Total wages and tips, plus other compensation . . . . . . . . . . . . . . . .  

I . . . . . . . . . . .  . . -- 15 Balance due (subtract line 14 from line 13). See instrudions 
16 Overpayment, if line 14 is more than line 13, enter excess .here b $ 

! and check if to be: Applied to next &turn OR Refunded. 
All file= tf line 13 is less than $500. you need not complete line 17 or Schedule 6. 

- .  . . . . . . . . . . . . .  Semiweekly schedule depositors: Complete Schedule B and check here b 0 
. . . . . . .  Monthly schedule depos'rtocs: Complete line 17, columns (a) through (d), and check here b 

OMB No. 1545-0029 

T 
FF 
FD 
FP 
I 

T 

5 5 5  6 7 8 8 8 8 8 8  9 9 9 10 10 10 10 10 10 10 10 10 10 
- 

7 

2 1 

- - 117 Monthly Summary of Federal Tax L i a h i .  1 

- 

I I I I I 
U& penalties of perjury. I dedare mat I have examined this return. indm accompanying sckdules and smemmb. and to the be$! of my knowledge 

- 

I 
Rfnt Your 
~ a m e  and T i  b 0at6b. -- - 

(a) a) month mwRhbGi 

For Paperwork Reduction Act Notice, see page 1 of separate instructions. Cat Na 170012  am 941 (~ev. 1-96) .: 

(b) Second month liability I (c) thi month liability I (d) l i i  for qu~ter 
I I 



a Control number 

c Employer's name. address. and ZIP code 

Void 

0 
22222 

I 

ForOff idalUseOnly~ 
OMB No. 1545-0008 

b Employer's identification number 

3 Social security wages 

5 Medicare wages and t i  

d Employee's social security number 

.----*--*-----------------.....------------------.--------.--------- 
13 See Instrs. for box 13 

4 Social security tax withheld 

6 Medicare tax withheld 

I I 

Legal Hshld SublMal Oefened 8 m$emion 
f Employee's address and ZIP code 

16 9ae Employer's state I.D. No. 17 Stale wages tlw. elc 18 Staie income tax 20 Local wages. tips, etc. 21 Local . m e  !ax 

- - - - - - - -  1 -.-------..-------.----------*-------.----.---.---.. 

A 
Depanment of me Treasury-lniemal Revenue Service 

For Paperwork Reduction Act Notice. 
see separate instructions. 

Copy A For Social Security Administration 

1 Wages. tips. other comPensaiii 

I 

9 Advance EIC payment 

e Employee's name (first. middle initial. IaS) 

or Separate Forms on This Page 

a Control number 

Wages. tips other compensation 2 Federal income tax withheld 

2 Federal income tax withheld 

10 Dependent care benefii 

I I 

c Employer's name. address. and ZIP code 3 Social security wages 4 Social security tax withheld 

11 Nonqualified plans 

I 

5 Medicare wages and tips 6 Mediire tax withheld I 

12 Benefits included in box 1 

I I 
7 Social security tips I . 

d Employee's social security number 

I I 

- - -  

Department of the Treas~In!~mal .Revenue service 

W-2 Wage and Tax For w o r k  Reduction ~ c t  ~otioe, 
e Statement see separate imbuctiom. 

9 Advance EIC payment 

e Employee's name (first. middle initial. last) 

f Employee's address and ZIP code 

Copy A For Social Security Adrnh&mth 

10 Dependen? care benefits 

I 

15s-fy P&l! %? Hshld. sl lbw Oefened 
emprm o o o " n 3 ' o F M L  

11 Nonqual i i  plans 12 Benefits included m box 1 

16 State Emplop's sate 1.0. No. 

1 
I 

17 Sgle uapes. !ip clr 18 Sate income tax 

-.-.-.----.--------....-...-.-*-----.--..-.-.......-----.-.------...-.----.-----.-.------.-.-.....-.~---~- 
19 Lomri name 20 Local rnges. iiis. ece. 21 Local lnCome tax 

-.--...-..--..-.-. 



30 NOT STAPLE 
a Controlnumber ForOfficialUseOnly~ 

'b I 941 M i i i  943 [ t Wages. tips. OW compensation 1 2 Federal income tax withheld 

of Medicare 
CT-1 Hshld- govt emp. 

n 

- 
e Empwer's identifixtion number 

3 Soda1 security wages 

U U U 

.-----------.-----------------...-.-.-..-.-----..-----.------------. 
1 t Nonqudiied plans 12 Deferred compensation 

- 
social security wages and tips 

I Medicare wages and tips 

g Employer's address and ZIP code A 

h Other ElN used this year 9 Income tax withheld by third-party payer 

4 Social security tax withheld 

5 M e d i i  wags and tips c Total number of statements 

f Employer's name 

. . 

they 

Sinaturn , T i  b Date b 

~eleph~ne n !  -( 1 

6 Medicare tax withheld d Establishment number 

F- W-3 Transmittal of Wage and Tax Statements 1996 . TE$ZTZZ 

9 Advance ElC payments 

Paperwork Reduction Act Notice 
Weaskfor~'81~ononthisfom!tocanywtthelntemal 
Revenue laws of the United States. You are required to give us 
the infomration. We need it to ensum that you are complying 
with these hws and to anow us to figw and collect the right 
amOunt0ftpr 

The time needed to comp)ebe and iile this fonn will vaw 

t O  Dependent care benefa 

depending on indiual  &am&ms The estimated a k g e  
time is 27 minutes If you have comments amcemhg the 
~ o f t f i s t i m e  kimateoraggestions for &g this 
form simpler, we would be happy to h€3r from yw. You can 
write to the la% F m  Committee. Western Area D W i i  
&nter, Rancho Cordova, CA 95743-0001. Do NOT send the 
formtothisadbess.Instead,.seeWhereToFileonpage2 

Need Help? 
lnfonnabion Reporting Call Sita-The lRS o w e s  a 
centraliredcausitetoanswerquestionsabwtrepwtingon 
Fonns W-3, W-2,1099, and otks irhmation r e t k  fi you 
tgvequwtionsrelabdtoreportkgoninfomrabionretums.you 
may call (304) 263-8700 (not a ton-free number). 

Bulletin Board Servi~--Using a personal computer and a 
modem. you can get Rlfonnation from either of two ebctmnic 
Bunetin Board SWem o--the SSA-BBS or the IRP-BRS 
ORS). You can aeeess the SSA-BBS by diing (410) 965-1133 or 
the lRPBBS OR9 by diing (304) 264-7070. 

Information ava'laMe indudes magnetic media and paper filing 
some4RS and SSA forms and publications conect 

social seauity number if&matbn, Wormation on demonic 
filing. and general topics of interest about infomation repOmng. 
You can also use the bulletin board systems to ask questiMs 
about magnetic media or eleClroniC iiGng programs, and 
reporting on infomation returns 
S U b s t i M b ~ ~ f i l i n g p r i v a t e l y p r i n t e d F a r m W - 2  
must tile Forms W-3 that are the same width as Fam W-2 The 
fonns must meet the requirements in Pub. 1141, Oeneral Fhrles 
and-fa Private Rintina of Subsb;MeFoma W-2and 

Fomm and --You canget any oftheformand 
~ i n t h e s e i ~ n s b y c a n i i  

l-8W-TAX-FORM (1-6). 

Cat Na 10159Y 



I Application for Employer Identification Number I 
(RW- December 1933) 

OM0 No. 1545MK)3 
oeparbnnt'JfhTnraay 
htmtdRevsMeSwhm Expi= 12-314 

1 Name of applicant (Legal name) (See instructions) 

o - 

~armers*cooperative 

0 State/iocal government 

Started new b u s U S ~  (specify) b 

2 ~rade name of business, if different from name in line 1 3 Executor, tntstee. =care of" name 

E - 
h 
$ 
0)  s 
o 
I 
o ' 

12 F a  date wages or a n n ~ i t i ~ e  paid or will be pad-(Mo., day, year).- Note: Ifgplicant is a wWroIdhg agent, enter date income will first 
be paid to nonm'dent Ji. (Mo., day, year) . . . . . , . . . . . . . . b 

4a Mailing address (street address) ( ~ o ~ n ,  apt-, or suite no.) 

4b C i i ,  state, and UP code 

17a Has the applicant ever applied for an idenmiation number for this of any other business? . . . . . . . Yes No 
W I f  Yes."pleasecompkte Pnes l7band 17c 

17b If you checked the 'Ye9 box in line 17a, give a p p l i i s  kgal name and trade name. i f  different than name shown on prior application 

5a Business address, if different from address in l ies 4a and 4b 

5b Ci. state, and ZIP code 

13 Enter highest nunibw of employees expected in the next 12 months Note: If the applicant 
d o e s n o t e x p e d t o h ~ a n y e m p l o y e e s d u ~ t f r e ~ o d . ~ W , .  . . . . . . b 

Legal name b Trade name b 

17c Enter approximate date, city, and state where the application was filed and the previous employer Mm~on number if known. 
ApproKimate date when filed (Mo.. day, year)] Ciry and state where t%d IPrevhElN 

6 County and state where principal business is located 

7 Name of principal officer, general partner, grantor, owner. or trustor--SSN required (See instructions.) b 

14 Rindpal activity (See instructions.) b 

15 Is the principal business activii manufacturing? . . . . . . . . . . . . . . . . . . . . Yes D NO 
If Yes." principal product and raw material used b 

16 To whom are most of the products or swvices sow Please check the appropriate box. Business (wholesale) 
n public (retail) other(specif~), NIA 

N O W -  

Name and title (Please type er print clearfy.) b 

I 
Wr penatties of perjury. I -re that I have egmiaed this appticatioh and to the best of my tmowledse lrrd belii, it is true, amU and complete. 

srsnahne, Date + 
NoteDonotwrifebel~tMsline; Faroffiai;lruseonhr. 

Agricdural 

Business telephone number (imdude ma code) 

Household 

blank, 1 I I I 
ForPa$e~w~ReductionActNati~e,~eeattachedbffbuctions Cat Na 16055N Fonn (Rev. 12-93) 

- 
Please leave 1 Oe0- w . Chss ske p - f o r a p m  



. . 
STAPLE ATTACMENTS 

Hag EMPLOYEE QUARTERLY EARNINGS REPORT 
UC-5A (R. 8/93) 

- JRRECTlONS I CHANGES I IF YOU ARE OUT OF BUSINESS IN CONNECTICUT. ENTER LAST - BUSINESS DATE '1 

- .. 
. - DATE SOLD ITOWN STATE ZIP 

- THIS-BUSINESS HAS CHANGED HANDS IN FULL ( OR IN 
' SINCE YOUR LAST RETURN, EN= ME NAME(S) AND 

.S(ES) OF NEW OWNER(S) AND DATE SOLD BELOW. 

-. 

IF THE bJIAlLlffi ADDRESS FOR WHICH THIS RETURN IS BflNG FILED . 
HAS CHANGED. ENTER M E  NEW ADDRESS BELOW. 

NUMBER AND STREET 

3. TOTAL TAXABLE WAGES UiNE 1 MINUS LINE 21 . A 

- .. . . 

1 

. . 
,- :IEGISTRAllON NO. 

IDENTIFICATION NO. OTR VR 

1 .: 

.IABLITV DATE SUC. NCTIFICATIOW DATE. 

. TOTCL NUMBER OF 
PAGES OF THIS MPLOyEES OW 
REPORT INCLUDtNG iLL PAGES OF THLS 

T O T A L  W A G E S  I 
I 

- W T  A L L  PAGES 
(Sam* as I IN€ 1 on uC- 2. I 

H caw. UC-2 NTRlBUTlON RETURN 
' alga E SIDE FOR INFORMATtON B A T C H  NUMBER 

. . 
r l E  OF CONNECTICUT 

., .'ARtlrllENT OF LABOR 
'LOYMENT SECURITY DIVISION 

- .  
A BOX 2940 

liable C o n n e c t i c u t  e m p l o y e r s  must f i le  this reivrn b y  the lest 
: . of the month following each calendar quarter .  

IESIST~ATION NO. 

' .--~~rn DATE 

4. COHTRIBUTIOW RATE 

ENTER A i  RIGHT TOTAL NUMBER OF EMPLOYEES 

1 1 1 1  PAIC WAGES m c o ~ w c r ~ c u :  DURING THE PAY 
PERIOD WHICH INCLUDES THE 12TH OF EACH 
MONTK 

5. AMOUNT OF CONTRIBUTION 1 C~mbut ioa  Rna X LlNE 3) c.D.' 

sue. 

6. DEDUCT OFFICIAL CREOll STATEMENT FORM UC- 1161. 

.ENTER AT RIGHT THE NUMBER OF WONiEN INCLUDED IN MlRD 
MONTH COUNT 

Crms 

r :IRTFORD,CONNECTICUT 06104-2940 
:. .031 566 - 4350 

~ - 

IF APPLICABLE . .. . . ..... ...... . . . . . ...... 
7. NET AMOUNT OF CONTRIBUTIONS WE 

3ra MONTH lS' 

I I  11 
ENTER 'NONE' IN ITEM 1 IF NO WAGES 

WERE PAID. Dolbro 

IMNTlFlCATlON NO. 

N o n r l c A T I w  DATE- 
LINE 5 MINUS LINE 6) 

2nd MONTH 

- - i CHECk. PAYABLE TO : 
b D M I N I n R A T O R  UNEMPLOYMENT COMPENSATION"'  I. T O T U  GROSS WAGES P I 0  10 ALL EMPLOYEES i O R  

EASE ENTER RE~IS~ATION NUMBER ON CHECK. WORK PERFORhED IN CONNECTICUT THIS QUWTER. .: . 
2. TOTAL W4GES PAID WITHIN THlS QU4RiER TO E a c h  

.. . EMPLOYEE I EXCESS OF 

FOR THE CURREKi CUENDAR YEAR 

REPORT PERIOD 

OTR vfi 

WE DATE 

i 
8. AOD WTEREST AT PER MONTH 

TIMES WJ THE W E R  OF MONTHS 

9. ADD PEIIALlY OF E W  PERCENT 11&) OR FlFtV 
DOLLARS ISSOL WHICHMR IS GREATER 

10. AMOUM OF REMIRbNCE ENCLOSED WITH 
W U  RENRM (SUM OF LWES 7. 8 AM0 9) 

-' duly a u t h o r i z e d  r e p r c r t m M i v e  of the employer. certify that 
.drrmuim rr- hrrrin ic *rue md earrect. SIGNATLIRE T m E  DATE RlOm 8 



APPENDIX C 



RESOURCES 

Internal Revenue Sentice 

General information 

To order federal tax forms 

State of Connecticut - 
Division of Revenue Services 

For general information, 
or to order state tax forms 

ADAPT 

P.O. Box 9598 
Denver, CO 80209 
ATTN: Mike Auberger 

World Institute on Disability 

510 16th Street, #I00 
Oakland, CA 94612-1500 

1-800-829-1040 (voice - toll free) 
1-800-829-4059 (TDD - toll free) 

1-800-829-FORM (voice - toll free) 
1-800-829-4059 (TDD - toll free) 

1-800-3TAX INFO (voice - toll free) 
1-800-382-9463 (voice - toll free) 
203-297-4911 (TDD - local/long distance) 
203-566-7033 (voice - local) 

303-333-6698 (voice - local/long distance) 
303-733-0047 (TDD - local/long distance) 
303-733-6211 (fax) 

510-763-4100 (voice - local/long distance) 
510-208-9493 (TDD - local/long distance) 
510- 510-763-4109 (fax) 


