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Questions?
Call Your My Choice Wisconsin Care Team!

My Choice Wisconsin Care Manager
Name: ______________________
Phone: ______________________

My Choice Wisconsin Nurse
Name: _______________________
Phone: ______________________
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INTRODUCTION
Congratulations - You have decided to self-direct your supports! This means you will be
in the driver’s seat to direct your services with the help of your My Choice Wisconsin
Care Team.

There are some common terms (words) used to talk about self-directed supports (SDS),
As a good employer, it will help you to understand these terms, so below is a list of the
terms and their definitions.

If you have any questions after reading this handbook, please contact your Care Team.
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Important Definitions
Back-Up Plan - This plan is made in case of an emergency or if your caregiver is not
able to come when scheduled. The plan is discussed with you, your caregiver(s), and
back-up caregiver(s). This helps all caregivers know what is most important to you.

Background Check - The act of reviewing both confidential and public information to
learn about a caregiver’s history before you become their employer. Employers
commonly do background checks to make sure that:

(1)

Employee/caregiver(s) are who they say they are,

(2)

Employee/caregiver(s) do not have a concerning history (such as criminal
activity) that may reflect poorly on their ability to help you.

Bi-weekly - Every two weeks. Your caregiver will receive a list of bi-weekly pay dates
when hired and anytime he/she asks for it.

Budget - An amount of money you will have to pay for self -directing supports. Your
Care Team will help determine your budget, based on the needs identified in your
Needs Assessment and the type and amount of services in your service plan. The cost
of each service is based on what My Choice Wisconsin usually pays a provider for that
service. Managing your own service budget is an important part of self-directing
supports.

Caregiver - Someone you choose to provide hands-on care, supportive care, or even
transportation. This handbook will refer to them as caregivers or employees.

Caregiver Skills Checklist - This is a document you complete with your Care Team
Nurse. It is a list of tasks the caregiver needs to do to help you. The list makes sure
5

your caregiver can do these tasks. The document is only needed if your caregiver
provides hands-on care for you. The list is completed annually or if something changes.

Co-Employment Agency - A co-employment agency hires the caregiver(s) you choose
for in-home services, such as house cleaning and personal care. The caregiver
completes an employment application and the co-employment agency does the
employment paperwork such as background checks, reference checks, and tax
withholding forms. Once your caregiver is hired, a co-employment agency will: Provide
unemployment compensation and worker’s compensation benefits, issue paychecks,
provide basic caregiver orientation and training, provide back-up/emergency coverage
in case your caregiver is unable to work their scheduled shift, complete an annual
performance evaluation based on your feedback, and handle the process when a
caregiver leaves the support role, needs disciplining, complains (grieves) about
employment, or is fired (when needed).

Conflict of Interest - A situation where personal goals may affect the person’s ability to
do his or her job fairly and in a professional way. For example, if a member has a legal
decision maker who is also the member’s caregiver, this means the same individual
may advocate for more services for the member when they may not be needed, and
also get paid for doing those tasks.

Fiscal Agent - This is a service that can process payroll, time cards, and issue pay
checks to your caregivers. If you choose a fiscal agent service, you are responsible for
finding and hiring your caregiver(s), making sure they complete the Background
Information Disclosure form, training your caregiver(s), and creating an emergency
back-up plan in case your caregiver is unable to work their scheduled shift.

Hands-On Care - (See Supportive Home Care Attendant Care Services).
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Natural Supports - Your social network (family, friends, neighbors, etc.) who may be
available to help you in an emergency.

Needs Assessment - A process used by your Care Team Nurse and Care Manager to
identify what assistance you need from others and what you can do for yourself to lead
a healthy, safe, and meaningful life. They look at the “whole picture” of the support that
can make a difference in your life. Through this process, your Care Team may
complete a Supportive Home Care Assessment/In Home Care Plan Tool.

Performance Review - This is when you talk to your caregiver about what is going well
and what could be done better when he or she is taking care of you. This information is
also written down and given to the caregiver/employee. This helps you monitor your
employee and helps them do better over time.

Preferred Caregiver - The person you pick to provide services to meet the needs in
your Assessment. Preferred caregivers can be family members or other relatives,
friends, neighbors, people you already know or ones that are introduced to you through
family or friends. Employee/caregivers must be 18 years of age or older.
Employees/caregivers may be considered if 16 or over in some situations and in
compliance with Wisconsin legislative code.

Probationary Period - A period of time at the beginning of employment where your
caregiver would receive more supervision from your Care Team due to concerns on a
background check, caregiver skills, or if there is a conflict of interest. You and your
Care Team Nurse and Care Manager will review how long this period will last. The
caregiver may need additional training during this time.

Risk Reduction Agreement - A document your Care Team reviews with you when they
find a risk in your self-directed support. An example of a risk would be if you chose to
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hire a caregiver who caused harm to someone in the past, and you learned about this
from the caregiver’s background check. This could put you at risk for being harmed by
that person too. The Risk Reduction Agreement is a document that explains the risk
and your Care Team’s concerns. It is reviewed so that you and your Care Team
understand the risk and your preferred way to handle the situation. Your Care Team
will review any risks with you on a regular basis.

Self-Directed Supports - A way for you to arrange, purchase, and direct some or all of
the services you receive as part of your care plan. This allows you greater
responsibility, flexibility, and control over how you receive those services, including the
ability to have input into creating a budget for services, hiring, training, supervising, and
firing caregivers (when needed).

Supportive Home Care Homemaking Services - Help you get from your caregiver(s)
to support you in your home including small chores and routine household work.

Supportive Home Care Attendant Care Services - This is also called “Hands-On
Care or Personal Cares.” These services are the help you get from your caregiver(s)
to support you in your home and community including non-skilled personal care. For
example, assistance with bathing or getting dressed for the day.

Supportive Home Care Assessment/In-Home Care Plan Tool - A tool that identifies
the amount of time needed to complete for services in/outside of the home; such as
cleaning, shopping, laundry, and personal cares. This tool helps you and your Nurse
and Care Manager complete a budget for your services.
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Chapter 1: How to Find and Hire a Caregiver:
On the path to self-directed services, you will first need to find an employee who will
meet your needs. Take time to list the important qualities you want in your employee.
Do you want them to have a good sense of humor? Maybe they need to be dependable
and communicate well. Here are some ways to begin looking for a caregiver with the
qualities that are important to you:

❖ Newspaper: Local newspapers have a classified section where you can place an ad
for a caregiver. The cost of placing the ad is usually inexpensive.
❖ Internet: The internet is a wonderful place to post a job or find a caregiver – for free!
Some websites to use might be: www.CraigsList.com, www.Care.com, or
www.Facebook.com.
❖ Flyers: Post flyers at local community centers, stores/businesses, churches, and
even universities in your area.
❖ Ask Family and Friends: There is nothing like word of mouth through family and
friends. Ask around!

After you find the person with the qualities you want to be your caregiver, it is time to
hire them! Before they can start getting paid for providing the services to meet your
needs, they need to become your employee. In this book, we focus on caregivers who
provide Supportive Home Care Homemaking or Attendant Care Services, since those
are the most common types of self-directed services. If you are choosing to self-direct
these types of services, then there are two roads you can choose to go down: Fiscal
Agent or Co-Employment. All other self-directed services automatically go through the
Fiscal Agent route.
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COMPARING THE OPTIONS

Fiscal Agent:

(1)

You choose your caregiver/employee.

(2)

You complete paperwork with your employee and a Fiscal Agent Provider.

(3)

The Fiscal Agent completes a background check.

(4)

You train the employee.

(5)

Your Care Team Nurse completes a Caregiver Skills Checklist.

(6)

Your Care Team completes and submits the My Choice Wisconsin forms for
self-direction.

Co-Employment:

(1)

You choose your caregiver/employee.

(2)

Your Care Team provides the contact information for a Co-Employment
Agency.

(3)

Your caregiver goes to the Human Resources department of the agency and
applies to be hired.

(4)

The agency trains your caregiver and sets them up to receive payment for the
care they will provide. The agency sets wages and decides benefits.

(5)

The agency completes supervisory visits in your home to assess your
caregiver’s ability to provide you care.

The chart on the next page gives a more detailed comparison of these options.
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Who is Responsible?
Employment Related Task

Co-Employment Model

Fiscal Agent Model

You Caregiver Agency You Caregiver Agency
Writing a job description, screening
applications, interviewing and hiring
caregivers

✓

✓

✓

✓

Completing background checks
Deciding wage amount for your
caregiver within SDS budget
Deciding on benefits such as
health/dental insurance, vacation,
holiday and sick time within SDS
budget
Orientation and training for your
caregiver
Supervision and work performance
evaluation of your caregiver
Disciplinary action and firing, if
necessary

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

Emergency back-up coverage

✓

✓

✓

Signing off on caregiver timesheets

✓

✓

✓

Sending new caregiver timesheets

✓

✓

✓

✓

Issues pay checks

✓

✓

Responsible for payroll deductions

✓

✓

✓

Reporting work-related injuries
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✓

✓

Chapter 2: Developing Your Self-Directed Supports Plan
Once your caregiver(s) is hired, your Care Team will meet and complete a Needs
Assessment. A Needs Assessment is a process to identify the things you can do for
yourself to lead a healthy, safe and meaningful life, and the things you might need some
help with. During this process your Care Team will ask you a variety of questions and
may have you show them how you do things around the house. This helps determine
how much and what type of assistance you need. Your Care Team will complete this
assessment every six months or when something changes. The information will be
used to create a budget to pay for the right amount of services to meet your needs.

Your Care Team will work with you to set up a monthly service budget amount for self directing supports. The amount of money in your budget is based on the needs
identified in your Needs Assessment and the type and amount of services in your
service plan. The cost of each service is based on what My Choice Wisconsin usually
pays a provider for that service. Managing your own service budget is an important part
of self-directing supports. Your budget is reviewed with you each year, if something
changes, or if you ask.
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Chapter 3: Employee Background Check and Probationary Period
Choosing a caregiver that you trust and feel supported by is very important. We want to
make sure you are safe and know the background of your employee. If your caregiver
is providing Supportive Home Care Homemaking or Attendant Care Services, there are
two different ways this can be done, depending on which option you have chosen for
self-direction.

Co-Employment: The agency completes the background checks and compares the
results to what is listed in their company policies. They may choose to accept your
caregiver as an employee, deny them, or hire them with a probationary period that they
would monitor.

Fiscal Agent: You are responsible for making sure that your caregiver(s) complete the
Background Information Disclosure form and your Care Team gets the results from My
Choice Wisconsin. All crimes are reviewed to look at patterns of convictions or crimes
that could potentially put you at risk. Your Care Team will review the results with you
and together you decide on the next steps for hiring the caregiver. Here are some
options:

❖ No concerns found in the results of the caregiver background check:
Caregiver is offered employment and routine background checks are completed
every four years, or as needed.
❖ Significant conviction(s) found in the results of the caregiver background check
resulting in the individual being barred from employment:
Some examples of crimes that automatically ban a caregiver from getting hired
include:
•

Harm to a vulnerable person (child or adult) such as abuse, battery, or
exploitation.
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•

Violent crimes such as assault or homicide.

•

Patterns of financial abuse/theft

❖ Questionable conviction(s) found in the results of the caregiver background
check:
Some crimes might require close review and follow-up with the caregiver for
more information. Depending on the risk the caregiver could bring to you, your
caregiver might not be hired. Some examples of crimes that need further review
include:
•

Drugs (selling or using)

•

Identity theft

•

Sex offender

•

Assault, battery, or harassment

•

Forged checks

•

Burglary

Your Care Team will discuss concerns related to your caregiver with you as needed.
This might include them completing a Risk Reduction Agreement. A Risk Reduction
Agreement is a document that explains the risk and your Care Team’s concerns. The
document is reviewed so that you and your Care Team understand the risk and your
preferred way to handle the situation. These documents are reviewed on a regular
basis and might also require your caregiver to complete a probationary period of their
employment or have increased monitoring.

Probationary Period:

When you or your Care Team identifies potential safety risks with your caregiver, a
probationary period may be needed. This is a period of time at the beginning of
employment when your caregiver receives more supervision from your Care Team due
to concerns on a background check, caregiver skills, or a conflict of interest. You and
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your Care Team determine how long this period will last. The caregiver may need
additional training during this time or they might need more frequent background
checks. Probationary periods can be different depending on the situation but here are
some examples of what they might look like:

❖ Probationary period due to background check results:
▪

Your Care Team completes a Risk Reduction Agreement with you.

▪

Together with your Care Team, you determine how long the probationary
period will last. This could be 3-months or 6-months.

❖ Probationary period due to caregiver skills:
▪

Your Care Team Nurse completes a Caregiver Skills Checklist every 6months.

▪

Your caregiver may require re-training.

❖ Probationary period due to conflict of interest:
▪

An outside agency monitors timesheets to make sure the caregiver is
providing the services they were hired to help you with.
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Chapter 4: The Back-Up Plan
This is a plan that is discussed with you, your caregiver(s), and back-up caregiver(s) in
case of an emergency or the regular caregiver is not able to come on their scheduled
day. This helps all caregivers know what is the most important to support you.

Back-up plans should include family, friends, or people who live close by, such as
neighbors. Supports that can assist on an unpaid basis are referred to as “natural
supports.” Your natural supports would agree to offer help on days that the employee is
sick or unable to come to work. Friends, family or neighbors can also get hired as a
back-up caregiver – meaning if they are unable to provide assistance on an as needed
basis as a natural support, there is an option to be hired to provide the help as a paid
support. If the unexpected does happen, you and your Care Team need to make sure
you can get the help you need.

It is important your back-up plan works for you and your supports and that everyone
agrees on it. Everyone must have a copy of the plan and everyone’s contact numbers.
Back-up plans are reviewed every 6-months or earlier if something has changed.
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Chapter 5: Making a Schedule and Managing Timesheets
Scheduling the days and times you receive help is one of the biggest benefits of selfdirected supports. You are in the driver’s seat and leading the way!

In Chapter 2, we talked about the Needs Assessment: the process to identify the things
you can do for yourself to lead a healthy, safe and meaningful life, and the things you
might need some help with. The information learned in that process helps create a
schedule to best fit your needs and works best for you. When scheduling your
caregiver, you might want to keep in mind that there might be times your caregiver will
want time off. If your caregiver does request a day off, make sure they know to tell you
far enough in advance so that you may plan for back-up support. You are the boss, but
keep in mind that your Care Team is always there to assist you if problems do come up.
It is important that you always have the care you need to keep you safe and healthy.

With scheduling, your caregiver is responsible for updating your Care Team if you go to
the hospital, have a fall, or if there are any changes that relate to your care. Your Care
Team needs to know about these things because they need to make sure you have
enough of the right kind of services to meet your needs.

Timesheets:

Whether you have chosen to self-direct through a co-employment or fiscal agent, your
caregiver needs to turn in timesheets to an agency and caregivers are paid bi-weekly. If
you are self-directing services through a fiscal agent, the check stubs and new
timesheets are sent directly to you. You are responsible for making sure they are
correct and signing them. It is important to note that timesheets should never be signed
ahead of time and always at the end of each pay period once the services have been
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provided. If you are self-directing services through a co-employment agency the agency
works directly with your caregiver to make sure timesheets are completed correctly.

Chapter 6: Working it Out – Talking about Concerns
When you are a boss, sometimes there are issues or concerns that come up with how
your caregiver is providing care or helping you. Talking to your employee about the
concern in a calm and organized way will help keep the relationship strong and allow
you both to understand each other’s point of view. Taking the time to write down
important bullet points about the concern might help you remain calm and clearly talk
with your caregiver.

Some concerns that might need to be talked about could include poor attendance, your
caregiver not completing a task the way you like, their attitude, or how they treat you.
All concerns should be discussed with your Care Team so they can help you talk to your
caregiver or make sure the issue is properly taken care of. Your Care Team can even
talk to your caregiver for you. Keep in mind, that your Care Team is always there at
every step along the way to support you as you self-direct your services.

Performance Reviews:

Giving your caregiver feedback along the way is important for them to know how they
are doing. Whether there are concerns you want to address, or if they are doing a good
job, it is important for them to know so that they can give you the best possible help. A
performance review is a formal and professional way to monitor your caregiver’s
capabilities and review their work. Performance reviews should be completed with your
caregiver(s) at least once a year. This might include looking at giving them a raise if
your budget allows! Talk to your Care Team for more information.
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Chapter 7: Paperwork Renewals
With self-directed supports, you are in the driver’s seat and can be as involved in the
process as you want to be. Your Care Team will assist and support you throughout the
process and is always available if you need them at any step along the way.
We want to make sure you are receiving high quality care and the supports you need to
maintain your independence and do the things that are important to you. To make sure
the services you receive are the best services for you, your Care Team will review and
monitor them on a regular basis. Services may be reviewed sooner if something
changes. Your Care Team will work with you to review your self -directed supports.
One of the ways they do this is by reviewing the items below. Please keep in mind that
these items may need to be reviewed more often than what is listed, if something
changes or you request them to be reviewed. Not all the items on the list m ay be
applicable to you and your caregiver.

Every six months:
•

Needs Assessment

•

Supportive Home Care Assessment

•

Risk Reduction Agreement

•

Back-Up Caregiver Plan

Every twelve months:
•

Budget

•

Caregiver Skills Checklist

•

Performance Review

Every four years:
•

Caregiver Background Check
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My Choice Wisconsin Contact Information

My Choice Wisconsin, a Managed Care Organization (MCO),
values your comments, suggestions, and questions.
Contact us from 8:00 am to 4:30 pm, Monday through Friday, excluding holidays.

My Choice Wisconsin
Main Office
10201 West Innovation Drive, Suite 100, Wauwatosa, WI 53226
Phone:............................. 414-287-7600
Toll Free:...................... 1-800-963-0035
TTY: .................................................711
Fax:................................. 414-287-7704
Website: ............... www.mychoicewi.org
After-hours assistance
If you need urgent assistance outside normal business hours, call
My Choice Wisconsin after-hours toll-free emergency line at 1-800-963-0035.
All calls will be responded to within 30 minutes.

If you are experiencing an emergency, call 911.
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