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Welcome to Your Aid FMS Participant Handbook 

Welcome! We're so glad you've chosen Aid FMS as your Financial Management Services (FMS) provider. This 
handbook is designed to guide you through everything you need to know to make the most of California's 
Self-Determination Program (SDP). 

Inside, you'll find clear explanations of your responsibilities, your rights, and the resources available to you. 
We've also included contact information, helpful tips, and the policies that keep your services running 
smoothly and securely. 

We understand that managing your own services can sometimes feel overwhelming — but you're not alone. 
Our team is here to support you with every step. If you ever have questions or need help, just reach out.  

How to Reach Us 

Email is our main channel of communication: bills@aidfms.com. All requests — questions, paperwork, sick 
leave requests, budget balance requests, reports, and notices — should be sent to this address so there is a 
written record. We respond to emails within 24 business hours. 

Website: www.aidfms.com (FAQs, Learning Center, SDP Spark invoice portal links) 

About This Handbook 

This handbook explains how to work with Aid FMS as your FMS provider, including: 

• General information about Aid FMS, the SDP, and your chosen employer model 

• How we protect your private information (including HIPAA) 

• Rules for enrollment, renewal, suspension, and termination of services 

• How to file a complaint or appeal, and your rights as a person receiving services 

• How we prevent waste, fraud, and abuse — and how we report and respond to abuse or neglect 

• How to hire, manage, and release workers and service providers 

• How payroll works in ADP, including overtime, meal and rest breaks, and Paid Sick Leave 

• How vendors are paid (SDP Spark, virtual credit cards, and checks) and how reimbursements and 
mileage work 

• How budgets are tracked and how to read your spending summary 

Your Responsibilities as a Reader 

• Read the full handbook 

• Ask questions if anything is unclear — email bills@aidfms.com 

• Request information in other formats or languages if needed 

• Ask for extra help or training — we are happy to assist 

• Sign and return the Acknowledgment page at the end of this handbook 
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Who's Who in Your SDP Team 

The Self-Determination Program gives you control over your services and budget. Several people and 
organizations work together to make that possible: 

Role What they do 

Participant 
The person receiving services. Directs their own services, chooses who 
provides them, and manages the budget with support from the team. 

Legally Authorized 
Representative (LAR) / 
Managing Party 

A parent, legal guardian, conservator, or designated representative who 
carries out the participant's duties when the participant needs support 
to do so. If the participant is a minor, the parent or legal guardian 
performs all participant duties in this handbook. 

Regional Center Service 
Coordinator 

Works for your Regional Center. Helps develop the Individual Program 
Plan (IPP), certifies the SDP budget, approves the spending plan, and 
authorizes funding. 

Independent Facilitator 
(IF) 

An optional, participant-chosen helper who assists with person-centered 
planning, developing the spending plan, and coordinating the team. Paid 
from the SDP budget if included in the spending plan. 

Aid FMS (your FMS) 

Your Financial Management Services provider. Pays your workers and 
vendors, withholds and files employment taxes, tracks your budget 
against the spending plan, and keeps you compliant with employment 
and program rules. 

Department of 
Developmental Services 
(DDS) 

The state agency that oversees the SDP and the Regional Centers. 

Key Documents 

• Individual Program Plan (IPP): your overall plan of goals and services, developed with your Regional 
Center through person-centered planning. 

• Spending Plan: the detailed budget that lists every service, vendor, and wage paid from your SDP 
budget. Aid FMS can only pay for what the approved spending plan allows. 

• SDP Budget: the annual dollar amount certified by your Regional Center for your plan year. 

Aid FMS is also vendored for the Bill Payer model (vendor number PW9150) for participants who use vendors 
only and do not employ workers. This handbook focuses on the Sole Employer and Co-Employer models; 
contact bills@aidfms.com if you would like information about the Bill Payer model. 

Adult and Minor: Definitions 

Several rules in this handbook depend on whether the participant is an adult or a minor. For purposes of this 
handbook: 

• Adult: a person who is 18 years of age or older. 

• Minor: a person who is under 18 years of age. 

Where a rule applies differently to adults and minors — for example, employer-of-record requirements and 
transportation rules — the handbook says so and these definitions apply. 
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Your Employer Model: Sole Employer vs. Co-Employer 

In California's Self-Determination Program, participants who hire workers choose one of two FMS employer 
models. The choice determines who is the legal employer of your workers — which affects who holds the tax 
accounts, who carries the legal employer obligations, and how much administrative responsibility stays with 
you. 

Sole Employer Model 

You — the participant (or your legally authorized representative) — are the legal household employer of 
record. Your workers are your employees, employed under an Employer Identification Number (EIN) issued 
in the employer’s name. Aid FMS serves as your Fiscal/Employer Agent (F/EA): under IRS Form 2678, we are 
authorized to act on your behalf to run payroll, withhold and deposit employment taxes, file federal and 
state returns, issue W-2s, and arrange workers’ compensation coverage — but legally, the employment 
relationship is yours. 

This model gives you the greatest authority and the greatest responsibility: you decide whom to hire and 
dismiss, set wages within your approved budget, and (except for family members, who are exempt) you or 
your legally authorized representative decide which employees must complete the SDP background check. 

Co-Employer Model 

Aid FMS is the employer of record, and your workers are employed under Aid FMS’s EIN. You remain the 
managing employer: you choose who works for you, direct and supervise their day-to-day work, set 
schedules, and approve timesheets — but Aid FMS carries the legal employer obligations, including 
employment paperwork, payroll tax accounts, labor-law compliance, workers’ compensation, and 
administration of the SDP background check process. This model suits participants who want full control 
over who supports them and how, with less administrative and legal exposure. 

Summary: Key Differences at a Glance 

 Sole Employer Co-Employer 

Legal employer of 
record 

Participant (or legally authorized 
representative; for minors, the 
agreed parent/legal guardian) 

Aid FMS 

Workers employed 
under 

Household employer's own EIN Aid FMS's EIN 

Aid FMS role 
Fiscal/Employer Agent (F/EA) acting 
on your behalf (IRS Form 2678) 

Employer of record; participant is 
the managing employer 

W-2 issued under Household employer's EIN Aid FMS's EIN 

Legal employer 
liability 

Rests with the household employer Rests primarily with Aid FMS 

Employer burden rate 
15.68% + workers’ compensation 
(see Employer Burden section) 

22.06% all-inclusive 

Best suited for 
Maximum authority and control, 
with greater responsibility 

Full control of day-to-day care with 
less administrative and legal 
exposure 
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Summary: Who Does What in Each Model 

A check mark (✔) shows the responsible party under each model. 

Responsibility 
Sole 
Employer: 
Participant 

Sole Employer: 
Aid FMS 

Co-Employer: 
Participant 

Co-Employer: 
Aid FMS 

Recruit, interview, and select 
workers 

✔   ✔   

Decide to hire or release a 
worker 

✔   ✔   

Complete formal employment 
actions (hire/separation 
paperwork) 

✔ (with Aid 
FMS 

guidance) 

    ✔ 

Schedule, supervise, train, and 
direct daily work 

✔   ✔   

Set wages within the approved 
budget 

✔   

✔ (subject to 
Aid FMS 
wage-

compliance 
review) 

  

Approve timesheets (Aid FMS 
approves by default; 
participant optional by request) 

✔ (optional, 
by request) 

✔ 
✔ (optional, 
by request) 

✔ 

Process payroll, withhold/file 
taxes, issue W-2s 

  

✔ (as 
Fiscal/Employer 

Agent, under 
the 

participant’s 
EIN) 

  
✔ (under Aid 

FMS’s EIN) 

Obtain and hold the EIN 

✔ (for minors: 
the agreed 

parent/legal 
guardian) 

    ✔ 

Workers’ compensation 
coverage 

  
✔ (arranged on 
the employer’s 

behalf) 

  ✔ 

Decide which employees 
undergo SDP background check 
(family members exempt) 

✔     
✔ 

(administered 
per SDP rules) 

Labor-law compliance 
(wage/hour, breaks, final pay) 

✔ (with Aid 
FMS 

guidance) 

  

✔ (day-to-day 
adherence: 
honoring 

breaks and 
schedules) 

✔ (legal 
compliance 
framework) 



Aid FMS Participant Handbook 

bills@aidfms.com  •  Page 7 

Responsibility 
Sole 
Employer: 
Participant 

Sole Employer: 
Aid FMS 

Co-Employer: 
Participant 

Co-Employer: 
Aid FMS 

Provide separation packet & 
final paycheck to employee on 
last day 

✔ (prepared 
by Aid FMS) 

  
✔ (prepared 
by Aid FMS) 

  

Notify Aid FMS of planned 
employee release (2 weeks / as 
early as possible) 

✔   ✔   

Budget tracking and spending 
plan reporting to the Regional 
Center 

  ✔   ✔ 

Pay vendors and process 
invoices (SDP Spark, virtual 
credit card, check) 

  ✔   ✔ 

Request sick leave processing 
(via bills@aidfms.com) 

✔   ✔   

Maintain payroll & paid sick 
leave records (3+ years) 

  ✔   ✔ 

 

If the Participant Is a Minor 

When the participant is under 18, the participant's parent or legal guardian is responsible for making all 
decisions and must carry out all participant duties described in this handbook — including selecting and 
supervising workers, approving timesheets, and managing the budget — on the participant's behalf. 

Minors in the Sole Employer model: because a minor cannot serve as the legal household employer, a 
parent or legal guardian — mutually agreed upon by the Regional Center, Aid FMS, and the participant’s 
family — must obtain the EIN and be listed as the legal household employer of record. That person carries all 
legal employer responsibilities for as long as the participant remains a minor. 
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New Participant Onboarding Checklist 

Use this checklist to get started. Email completed items to bills@aidfms.com. 

1. Choose your employer model (Sole Employer or Co-Employer) with your team. 

2. Complete and return all enrollment forms to bills@aidfms.com. Incomplete forms will be returned for 
correction. 

3. Sole Employer only: complete the employer setup forms (IRS SS-4 for the EIN, IRS 2678, IRS 8821, and 
California EDD household employer registration and payroll tax power of attorney). If the participant is 
a minor, the agreed parent/legal guardian is listed as the legal household employer. 

4. Confirm your local minimum wage with Aid FMS before setting wages (see Local Minimum Wage 
Compliance). 

5. Set up access to your pay records in ADP, and follow Aid FMS’s directions for time entry (ADP or 
Timeero). 

6. Register in SDP Spark with the "Approver" account type (invoice approvals).  

7. Get Regional Center approval before hiring: the Regional Center must approve the new staff member, 
the service code, the rate, and your revised budget and spending plan before onboarding can begin.  

8. Hire your staff: request the hiring packet from bills@aidfms.com, complete SDP background checks 
where required, and wait for written approval before anyone starts work. 

9. Onboard your vendors: communicate each vendor’s payment method, amount, and cadence to Aid 
FMS. 

10. Review the Paid Sick Leave, Overtime, and Meal & Rest Break sections with your employees.  

11. Sign and return the Acknowledgment page at the end of this handbook. 
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Enrollment & Orientation 

Aid FMS LLC provides Financial Management Services to people who qualify. We treat everyone equally; 
state rules and program requirements determine eligibility. 

Getting Started 

To begin using Aid FMS for self-directed services, you must complete and return all required forms and 
obtain all needed approvals. When you contact Aid FMS, we will ask how you would like to receive and 
review your forms and handbook (email, mail, or in person). You can review everything in a meeting, over 
the phone, or on your own — with help available anytime. 

After You Send Us Your Forms 

Once Aid FMS receives your completed enrollment forms, we record them on a tracking sheet to stay 
organized. If any forms are missing or filled out incorrectly, we will return them to you to fix. Each 
participant is assigned a participant ID number by our billing team; this ID is used to track payments and 
expenses and is shared with you and your workers. 

Important Mail from the Government 

If you receive any letters or documents from the State or Federal government related to your role as an 
employer, forward them to Aid FMS right away by scanning and emailing them to bills@aidfms.com. This is 
especially important in the Sole Employer model, where you are the employer of record. 

Additional Forms for Sole Employer (Fiscal/Employer Agent) Services 

If you use Aid FMS as your Fiscal/Employer Agent under the Sole Employer model, you must complete extra 
forms in addition to the regular enrollment paperwork: 

• FEIN Holder Information Form and Employment Relationship Disclosure Form 

• IRS Form SS-4 (to obtain the household Employer Identification Number) 

• IRS Form 2678 (authorizes Aid FMS to act as your agent) 

• IRS Form 8821 (gives Aid FMS access to relevant tax information) 

• California EDD household employer registration (e.g., DE 1HW) and EDD payroll tax power of attorney 
(e.g., DE 48) 

• Unemployment account authorization 

Aid FMS reviews your forms and passes them to our F/EA accountant, who checks and processes all state 
and federal filings according to household-employer rules. A copy of every form is kept in the participant’s 
file. Services cannot start until all forms are completed correctly and received. Instructions are included with 
every packet — if you need help, just email bills@aidfms.com. 

Internal Controls 

The tracking sheet is updated regularly by our team and our accountant. A senior manager reviews all 
paperwork and tracking sheets every 3 months to ensure accuracy. 

Keeping You Informed 

Labor and tax rules change. Aid FMS keeps employers informed through email alerts and updates from 
bills@aidfms.com, mailed notices when required, and trainings available on request.  
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Hiring Employees 

Employee Selection Policy 

The participant or managing party is responsible for finding, interviewing, and hiring their own support staff, 
and for ensuring they meet all program rules, laws, and regulations. In the Sole Employer model, hired staff 
are employees of the participant (household employer); in the Co-Employer model, they are employed by 
Aid FMS while the participant directs their daily work. In both models, employees are not eligible for Aid 
FMS company benefits such as health insurance. 

Minimum hiring age: all employees must be at least 18 years old. 

Employee Requirements 

• Complete all enrollment paperwork 

• Clear the SDP background check where required (see SDP Background Check Process below) 

• Be legally eligible to work in the United States (Form I-9 verification) 

• Submit accurate payroll and billing documentation 

If an applicant does not meet requirements, Aid FMS will notify the managing party immediately. 

Hiring Procedure 

1. Regional Center: before any onboarding begins, the Regional Center must approve the new staff 
member, the service code, the rate, and your revised budget and spending plan. Aid FMS cannot 
onboard or pay an employee until this approval is in place. 

2. Participant: interview and select the new employee. 

3. Participant: email bills@aidfms.com to request the hiring packet. 

4. Participant & Employee: meet to review and complete the forms, and answer the employee’s 
questions about the job. 

5. Participant: submit the completed paperwork by email to bills@aidfms.com. The original signed I-9 
must be mailed to our corporate office. 

6. Employee: complete the SDP background check where required — including Live Scan (paid by the 
employee) — and email the completed Live Scan form to bills@aidfms.com within one week (see SDP 
Background Check Process). 

7. Participant & Employee: wait for written approval from Aid FMS before the employee starts work. 
Work performed before clearance is unauthorized and will not be paid. 

8. Aid FMS: after clearance, registers the employee in ADP and sends ADP login instructions; the 
participant then schedules the employee’s first day. 

Onboarding timeline: it takes two weeks to fully review and onboard an employee, provided all information 
has been submitted to Aid FMS. Employees who require an SDP background check may need longer to 
receive clearance. Incomplete or incorrect paperwork delays the start date and payroll. 

Forms in the Hiring Packet 

• New Employee Information Form; Employment Relationship Disclosure; Employer/Employee Job 
Agreement 

• SDP Background Check submission documents (when applicable) 

• Individual Support Worker Application & Privacy Notice; Individual Provider Agreement 

• Form I-9 with instructions; IRS Form W-4 and California DE 4 

• Income Tax Exclusion Form (if applicable); Direct Deposit Form; Employee Responsibilities 
Acknowledgment 
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If Transportation Is Part of the Job 

Some participants need their employee to provide transportation as part of the authorized service. 
Important rules apply: 

• Adult participants only: an employee may provide transportation only for adult participants (18 and 
older). 

• How the employee is paid: the employee is paid their hourly rate, according to the spending plan and 
the service they provide, for the time spent transporting the participant — plus mileage 
reimbursement. Mileage is reimbursed tax-free at the greater of the latest IRS standard mileage rate 
(72.5 cents per mile for 2026) or the rate in the spending plan. 

• Minors must be transported by a parent or legal guardian: for a minor participant (under 18), 
transportation must be provided by the parent or legal guardian, who is not reimbursed for it.  

• Rideshare and taxis for minors: a minor may not be transported using a generic transportation 
company such as Uber, Lyft, or other taxi service unless that company has been certified and approved 
for the transportation of minors. 

See "Employee Transportation & Mileage Reimbursement" for how driving time and mileage are recorded 
and submitted. 

SDP Background Check Process 

• SDP has its own background check process. Except for the IHSS program, no other clearance is 
accepted in lieu of the SDP background check. 

• Employees who already hold an SDP clearance may transfer it to Aid FMS — no new background check 
is required. 

• Live Scan is required for the background check and must be paid for by the employee. 

• The completed Live Scan form must be scanned and emailed to bills@aidfms.com no later than one 
week after completing the Live Scan. 

• Processing typically takes 2–4 weeks; in rare cases, DOJ clearance can take up to 3 months. 

• Family members are not required to complete a background check in either the Sole Employer or Co-
Employer model. 

• In the Sole Employer model, the participant or the participant’s legally authorized representative 
decides which employees must complete the background check. In the Co-Employer model, Aid FMS 
administers the background check requirement per SDP rules. 

Harassment Prevention Training (SB 1343) 

California law requires covered employers to provide sexual harassment prevention training: at least one 
hour for non-supervisory employees and two hours for supervisory employees, within six months of hire and 
every two years thereafter. Aid FMS provides this training through a third-party training vendor; completion 
certificates are kept in the employee’s file. Employees will receive instructions for completing the training 
during onboarding. 

Fair Hiring: Questions You May Not Ask 

Under California’s Fair Employment and Housing Act (FEHA) — and federal law including Title VII, the ADEA, 
and the ADA — it is illegal to ask job applicants about: race or color; religion; national origin or ancestry; age 
(40 and over); sex, gender, gender identity or expression, or sexual orientation; marital status; pregnancy; 
medical conditions or genetic information; or disability. You may describe the job’s essential tasks and ask 
whether the applicant can perform them, with or without reasonable accommodation — but you may not 
ask about disability directly. 
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Local Minimum Wage Compliance 

Wages must meet or exceed the minimum wage of the city or county where the work is performed — not 
just the California state minimum. Many California cities and counties (including Los Angeles, San Francisco, 
Berkeley, San Diego, and others) set local minimum wages higher than the state rate, and these change 
regularly (often each July 1). Before setting or changing a wage, verify the current local minimum for your 
work location; Aid FMS confirms the applicable minimum at onboarding. In the Sole Employer model, 
responsibility for paying at least the lawful minimum wage rests with the household employer.  

The True Cost of a Wage: Employer Burden 

When you set an hourly wage, your budget pays more than the wage itself. "Employer burden" is the 
required cost associated with hiring employees — employer payroll taxes, Paid Sick Leave funding, and 
workers’ compensation insurance. These costs are included in your spending plan and calculated as a 
percentage of wages, as reported by Aid FMS to the Regional Center on the DDS Employer Burden and 
Employment-Related Costs form. 

Cost item Sole Employer Co-Employer 

FICA — Social Security 6.20% 6.20% 

FICA — Medicare 1.45% 1.45% 

FUTA (Federal Unemployment) 1.20% 1.20% 

SUTA (State Unemployment) 3.40% 3.40% 

ETT (Employment Training Tax) 0.10% 0.10% 

Paid Sick Leave 3.33% 3.33% 

Workers’ Compensation 
Insurance 

TBD — optional through Aid 
FMS at 6.38%, or purchased 

independently (must be a line 
item in the spending plan) 

6.38% (included) 

Total 
15.68% + workers’ 

compensation 
22.06% (all-inclusive) 

 

• Sole Employer: the burden rate is 15.68% of wages, excluding workers’ compensation. Workers’ 
compensation coverage is required and may be purchased through Aid FMS at a 6.38% burden rate, or 
independently — in which case the policy must appear as a line item in the spending plan. 

• Sole Employer — parent employed by their adult child: parents working for their adult children are 
charged a 3.34% burden rate only, reflecting the family-employment tax exemptions. 

• Co-Employer: a single all-inclusive burden rate of 22.06% covers all employer taxes, Paid Sick Leave, 
and workers’ compensation. 

Example: What a $20.00/hour Wage Actually Costs Your Budget 

Scenario Burden rate Budget cost per hour 

Co-Employer 22.06% $24.41 

Sole Employer with workers’ comp through 
Aid FMS 

15.68% + 6.38% = 22.06% $24.41 

Sole Employer — parent employed by adult 
child 

3.34% $20.67 
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Always budget using the fully loaded cost, not the bare wage. Rates are those reported to the Regional 
Center as of the latest DDS Employer Burden form; contact bills@aidfms.com to confirm current rates before 
finalizing your spending plan. 

Managing Hours & Schedules 

• Employees can only be paid for actual hours worked. 

• Provide a clear schedule in advance and communicate changes and time-off expectations early. A free 
scheduling template is available from bills@aidfms.com. 

• Do not promise guaranteed hours — needs may change, and hours may be reduced. 

• If you use more hours than your spending plan allows, funding may run out and staff cannot work again 
until the new plan year begins or the plan is revised. 

• If you authorize more hours than your budget allows, you may be required to repay Aid FMS. 
Mismanaging the budget can result in removal as a managing party and loss of access to participant-
directed services. 

Tips on Employee Training 

• Involve yourself or the person receiving supports in the training — on-the-job training is most effective. 

• Document the type of training and the time it took. If training is required in the IPP/spending plan, 
email proof to bills@aidfms.com for the employee’s file.  

• Employees must not register for trainings on their own; enrollment requires managing-party approval 
and must be part of the approved spending plan. Unapproved training is at the employee’s own 
expense and the time is unpaid. 

Tips on Disciplining Employees 

• Address concerns early and communicate clearly. 

• Document all conversations and agreed-upon expectations. 

• Aid FMS can provide discipline and documentation templates on request via bills@aidfms.com. 

• You decide when to end a working relationship — see "Releasing an Employee" for the required 
process. 
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Payroll 

Payroll functions are handled through ADP — tax withholding elections, direct deposit, and pay statements. 
Employees enter their time on the platform Aid FMS directs them to use (ADP or Timeero). The only payroll 
item handled outside these systems is the sick leave request, which must be emailed to bills@aidfms.com 
(see the Paid Sick Leave section). 

Aid FMS follows all state and federal payroll laws and program-specific regulations. Policy violations may 
result in disciplinary action and possible termination of employment. Anyone who reports a payroll concern 
or helps investigate one is protected — retaliation is strictly prohibited and will itself result in disciplinary 
action. 

Employee Classification 

Aid FMS classifies each worker to ensure they are paid correctly and in compliance with the law. There are 
two classifications: 

• Employee (W-2): most caregivers and support workers are employees. Employees are non-exempt 
under the Fair Labor Standards Act (FLSA) and are paid hourly based on the time they enter. 

• Independent contractor (1099): a worker may be classified as an independent contractor only if they 
qualify under California’s ABC test (see below). Contractors are paid by invoice through the vendor 
payment process (see Vendors & Independent Facilitators and Invoice Payment Methods), not through 
hourly payroll, and receive an IRS Form 1099 rather than a W-2. 

The ABC Test for Independent Contractors 

Aid FMS applies California’s ABC test (California Labor Code § 2775, from the Dynamex decision and AB 5) to 
decide whether a worker can be classified as an independent contractor. Under this test, a worker is 
presumed to be an employee unless Aid FMS can confirm all three of the following: 

• A — The worker is free from the control and direction of the hiring party in performing the work, both 
under the contract and in fact. 

• B — The worker performs work that is outside the usual course of the hiring party’s business.  

• C — The worker is customarily engaged in an independently established trade, occupation, or business 
of the same nature as the work performed. 

If all three conditions are not met, the worker is classified as a W-2 employee. Because most direct-care 
work is within the usual course of the service and is directed by the participant, most caregivers are 
employees, not contractors. Aid FMS makes the final classification determination in compliance with 
California law. 

Pay Periods & Paydays 

• Pay periods are semi-monthly: the 1st through the 15th, and the 16th through the last day of the 
month (24 pay periods per year). 

• Time for each pay period is due to Aid FMS by 5:00 PM on the due date shown on the Aid FMS Payroll 
Schedule (generally the 2nd and the 17th). 

• Pay dates generally fall on the 15th and the last business day of the month, per the published Aid FMS 
Payroll Schedule. The current schedule is available from bills@aidfms.com. 

• Payment is by direct deposit (bank, credit union, or pay card) or mailed paper check (mail delays are 
not Aid FMS’s responsibility). 

• If a pay date falls on a weekend or federal holiday, payment is made on the adjusted date shown on the 
Payroll Schedule. 

• No payroll advances are given for any reason. 

Pay is semi-monthly, but overtime is still calculated on the actual workweek under California law (see 
Overtime), not on the pay period. 
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Pay Statements 

Your pay statement is available in ADP before each payday. It shows hours worked, year-to-date earnings, 
tax withholdings, deductions, garnishments, reimbursements (if any), and your available Paid Sick Leave 
balance. Always check your statement to confirm hours and deductions; if something doesn’t look right, 
email bills@aidfms.com right away. 

Payroll Deductions 

Your tax deductions are based on the W-4 you complete at hire; you can update your W-4 anytime in ADP. 
Deductions include federal income tax, state income tax, Social Security, and Medicare. No other deductions 
will be taken unless required by law or pre-authorized by you. Gross pay = wage × hours worked; net pay = 
gross pay minus deductions. 

Questions or Errors in Pay 

If you notice an overpayment or underpayment, email bills@aidfms.com immediately. Aid FMS will review 
your time and payroll records. Underpayments are corrected within one pay period. Overpayments must be 
returned in full, after which a corrected payment record is issued. 

Keep Your Information Updated 

Update your bank account, address, phone number, and email directly in ADP at least one week before 
payday for changes to take effect for that payday. 

Overtime — California Rules 

Aid FMS follows California’s overtime rules. Overtime must be pre-approved by the managing party and 
triggers a budget alert; overtime data is included in utilization reports to the Regional Center and the 
managing party. Unauthorized overtime may result in disciplinary action. 

Pay rate When it applies 

1.5× regular rate 
Hours over 8 in a workday; hours over 40 in a workweek; the first 8 hours 
on the 7th consecutive workday in a workweek 

2× regular rate 
Hours over 12 in a workday; hours over 8 on the 7th consecutive workday 
in a workweek 

 

Paid Sick Leave hours do not count as hours worked for overtime purposes. (California Labor Code § 510.) 

Meal & Rest Breaks — California Rules 

Break When it is required Paid? 

Meal break (30 minutes, 
uninterrupted, off-duty) 

When working more than 5 hours; must begin before 
the end of the 5th hour of work 

Unpaid 

Second meal break (30 
minutes) 

When working more than 10 hours; must begin before 
the end of the 10th hour of work 

Unpaid 

Rest break (10 minutes) 
One paid rest break for every 4 hours worked or major 
fraction thereof; should fall near the middle of each 
work period 

Paid 

 

Penalty for a missed break: if a required meal break is not provided, the employer owes the employee one 
additional hour of pay at the regular rate for each workday the meal break is missed — and, separately, one 
additional hour for each workday a required rest break is missed (California Labor Code § 226.7). In the Sole 
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Employer model, these premiums are paid from the participant’s budget; honoring breaks protects your 
budget as well as your employee. 

Meal Break Waivers 

• First meal break: may be waived by mutual consent of the employer and employee only when the 
workday is no more than 6 hours (Labor Code § 512(a)). Most caregivers choose to sign this waiver 
during onboarding; it applies only to qualifying shifts of 6 hours or less. 

• Second meal break: may be waived by mutual consent only if the total workday is no more than 12 
hours and the first meal break was not waived. For employees who waived their first meal break, the 
second meal break cannot be waived and must be taken before the end of the 10th hour of work. 

Time Tracking & Timesheets 

Aid FMS provides each employee with directions on how to enter their time and which platform to use — 
either ADP or Timeero, depending on the assignment. Follow the instructions Aid FMS gives you for your 
platform. 

• Enter your time on the platform Aid FMS directs you to use (ADP or Timeero). Record time as you work; 
if real-time entry isn’t possible, enter hours as soon as possible.  

• Live-in caregivers do not necessarily need to clock in and out during their shifts. They may enter their 
time after providing the service, consistent with the SDP directive. 

• Time must be entered accurately by the employee, who is responsible for correcting their own 
mistakes. 

• Submit your time by the due date on the Aid FMS Payroll Schedule (generally the 2nd and the 17th, by 
5:00 PM). 

Timesheet Approval 

• Aid FMS approves all timesheets by default. The participant or managing party does not need to 
approve timesheets as a routine step. 

• Optional participant approval: a participant (or their parent/legal guardian) may request to approve 
timesheets themselves. When this is requested, Aid FMS emails a copy of the timesheet to the 
participant and requires approval within 24 hours. 

• Timesheet approval does not happen in ADP. To request participant approval, email bills@aidfms.com. 

Common Timesheet Errors That Delay Pay 

• Missing or incomplete entries 

• Hours that overlap with another employee’s hours 

• Late submission past the 5:00 PM due date on the Payroll Schedule 

If an error occurs: the employee fixes their own entries; Aid FMS corrects system issues. Email 
bills@aidfms.com if you need help. 

Timesheet Fraud & Unapproved Work 

Falsifying a timesheet is against Aid FMS policy and illegal. Aid FMS has a zero-tolerance policy for timesheet 
fraud. Fraud includes: lying or entering false hours on a timesheet; changing or editing another employee’s 
timesheet; and telling or pressuring someone to falsify a timesheet. If you see or are asked to commit 
timesheet fraud, report it immediately to bills@aidfms.com. 

Unapproved work includes starting early or ending late without approval, overtime without prior 
authorization, working beyond your weekly limit, and performing tasks not authorized in the spending plan. 
Unapproved time can result in disciplinary action or termination. 
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Allowed edits (not fraud): Aid FMS may make limited corrections to a timesheet, such as fixing a 
department/participant number or an incorrect pay code. These corrections ensure proper processing and do 
not violate policy or law. 

Time & Pay Quick-Start Guide (Employees) 

1. After clearance, watch for setup instructions from Aid FMS telling you which platform to use (ADP or 
Timeero) and how to register. 

2. Enter your time on that platform as you work. Live-in caregivers may enter time after providing the 
service, per the SDP directive. 

3. Submit your time by the due date on the Aid FMS Payroll Schedule (generally the 2nd and the 17th, by 
5:00 PM). 

4. View your pay statements, year-to-date totals, W-4, and Paid Sick Leave balance in ADP anytime. 

5. Update your address, bank account, and contact details in ADP at least one week before payday. 

Aid FMS approves timesheets by default — you do not submit them to the participant unless the participant 
has opted in to approve. Locked out or need help? Email bills@aidfms.com. 
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Paid Sick Leave (PSL) 

Aid FMS provides paid sick leave in compliance with California’s Healthy Workplaces, Healthy Families Act of 
2014, as amended by SB 616 (effective January 1, 2024). This policy applies to all eligible employees under 
both the Sole Employer and Co-Employer models. It reflects California’s minimum legal requirements and 
does not include paid vacation leave, which is not required under state law. 

Eligibility 

• Work for the same employer for at least 30 days within a year in California 

• Complete a 90-day employment period before using accrued sick leave 

Accrual & Limits 

• Accrue 1 hour of PSL for every 30 hours worked, starting on the first day of employment 

• Accrual cap: 40 hours (5 days) per year — accrual pauses at 40 hours until the balance falls below the 
cap 

• Use cap: a maximum of 40 hours (5 days) of PSL may be used per year 

• Carryover: unused sick leave does not carry over to the following year 

What PSL Can Be Used For 

• Your own or a qualifying family member’s diagnosis, care, treatment, or preventive care. Qualifying 
family members: spouse, registered domestic partner, child, parent, grandparent, grandchild, sibling — 
plus one additional person you may designate. 

• As of January 1, 2025, PSL may also be used if you or a family member is a victim of domestic violence, 
sexual assault, or stalking. 

How to Request Sick Leave 

• Email your request to bills@aidfms.com — this is the only payroll item handled outside ADP. Include 
the employee’s full name, the participant ID, and the dates and number of hours requested. 

• Give advance notice when the leave is foreseeable; otherwise notify us as soon as practicable. 

• Medical documentation is not required. 

Pay & Records 

• Sick leave is paid at the employee’s regular rate. 

• Unused sick leave is not paid out when employment ends. If an employee is rehired within 12 months, 
the previously unused balance is reinstated as required by Labor Code § 246. 

• The available PSL balance is shown on the pay statement in ADP. 

• Aid FMS keeps records of hours worked and PSL accrued and used for at least 3 years. 

• PSL hours do not count toward overtime. 
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Releasing an Employee: Separation Policy & Procedures 

The participant (or managing party) decides when to end a working relationship, with or without cause — 
California is an at-will employment state. However, you must notify Aid FMS at least two weeks before 
the planned release date, or as early as possible, whether the separation is voluntary (the employee 
resigns) or involuntary (you dismiss the employee). Early notice is what allows Aid FMS to prepare the final 
paycheck and required separation documents in time to meet California’s legal deadlines, which carry 
penalties if missed. 

Why Timing Matters: California and Federal Rules at Separation 

Rule Requirement Authority 

Final pay — involuntary 
release 

All earned, unpaid wages are due immediately at 
the time of termination 

CA Labor Code § 
201 

Final pay — resignation 
with 72+ hours notice 

Final wages due on the employee’s last day 
CA Labor Code § 
202 

Final pay — resignation 
with less than 72 hours 
notice 

Final wages due within 72 hours of quitting 
CA Labor Code § 
202 

Late final pay penalty 
The employee’s daily wage continues as a 
waiting-time penalty for up to 30 days if final pay 
is willfully late 

CA Labor Code § 
203 

Notice of change in 
relationship 

Written notice of discharge or layoff must be 
given no later than the effective date 

CA Unemp. Ins. 
Code § 1089 

EDD unemployment 
pamphlet 

Pamphlet "For Your Benefit" (DE 2320) must be 
provided no later than the effective date of 
separation 

EDD requirement 

Unused Paid Sick Leave 
Not paid out at separation; balance reinstated if 
rehired within 12 months 

CA Labor Code § 
246; Aid FMS PSL 
Policy 

Final wage statement Itemized statement covering the final pay 
CA Labor Code § 
226 

W-2 Issued by January 31 of the following year IRS / federal law 

Health coverage notices 
(COBRA/Cal-COBRA) 

Only if the employee was on an employer group 
health plan — generally not applicable, since 
employees are not eligible for Aid FMS benefits 

Federal / CA law 

 

Federal law alone would allow final pay on the next regular payday — but California’s stricter rules control, 
and for an involuntary release the paycheck must be in hand on the employee’s last day. This is exactly why 
the two-week heads-up exists. 

Separation Procedure — Step by Step 

Step Who Action 

1 Participant 
Decide to release the employee (or receive the employee’s 
resignation). If avoidable, do not announce a final date to the 
employee yet. 
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Step Who Action 

2 Participant 

Email bills@aidfms.com immediately — at least 2 weeks before the 
planned release, or as early as possible. If an employee resigns with 
little notice, email the same day (the 72-hour final-pay clock is already 
running). 

3 Aid FMS Schedules a separation-planning meeting with you. 

4 
Participant + Aid 
FMS 

Agree on the official last day of work, the transition/coverage plan for 
your services, and the final timesheet cutoff. 

5 Participant 
Stop scheduling the employee after the agreed last day. Ensure all 
hours through the last day are entered on time so the final paycheck is 
complete and accurate. 

6 Aid FMS 
Prepares the separation packet: final paycheck (all wages through the 
last day), final itemized wage statement, the Notice to Employee as to 
Change in Relationship, and the EDD DE 2320 pamphlet. 

7 Aid FMS Sends the complete packet to the participant before the release date. 

8 Participant 
Delivers the final paycheck and separation packet to the employee on 
their last day (for involuntary release, at the time of termination). 

9 Participant 

Collect any participant/household property (keys, supplies, 
equipment) and remind the employee that no work may be 
performed after the termination date — post-termination hours will 
not be paid. 

10 Aid FMS 
Completes back-end closeout: final tax reporting, employment record 
retention, and W-2 issuance by January 31. 

 

Important Reminders 

• An employee released without the packet and final paycheck in hand exposes the household employer 
to waiting-time penalties of up to 30 days’ wages — in the Sole Employer model, that liability belongs 
to the legal household employer. Notify Aid FMS early, every time. 

• The two-week notice applies with or without cause. If a situation requires immediate removal (safety, 
suspected abuse, fraud), remove the employee from duty right away, then email bills@aidfms.com the 
same day so the legal deadlines can still be met. 

• Aid FMS can provide discipline and documentation templates before you reach the point of separation 
— ask via bills@aidfms.com. 
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Workers’ Compensation 

California law requires workers’ compensation insurance for employees. Coverage by model:  

• Co-Employer: coverage is carried by Aid FMS and is included in the 22.06% all-inclusive burden rate. 

• Sole Employer: coverage may be purchased through Aid FMS at a 6.38% burden rate, or independently 
by the household employer — in which case the policy must appear as a line item in the spending plan. 

If a Worker Is Injured on the Job 

1. In an emergency, call 911 or get the worker to emergency care immediately. 

2. For non-emergency injuries, ensure the worker receives appropriate medical attention. 

3. Notify Aid FMS by email to bills@aidfms.com within 24 hours of learning of the injury, with the date, 
time, location, and a description of what happened. 

4. Aid FMS will provide the DWC-1 claim form to the injured worker within one working day of notice, and 
will coordinate the claim with the insurance carrier. 

5. The worker completes and returns the employee portion of the DWC-1; Aid FMS handles the employer 
portion and submission. 

6. Do not allow the worker to resume work until cleared consistent with medical guidance. 

Required Workplace Notices & Posters 

Because work in participant-directed services takes place in a private home rather than a traditional 
workplace, required California and federal employment notices (such as the applicable Wage Order, the Paid 
Sick Leave notice, workers’ compensation information, EDD notices, and harassment-prevention 
information) are provided to each employee as handouts in the hiring packet and at onboarding, rather than 
as wall postings. Updated notices are distributed by email from bills@aidfms.com when the law changes. 
Employees may request a current copy of any required notice at any time. 
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Vendors & Independent Facilitators 

Vendor Enrollment & Classification 

All new vendors receive a Vendor Enrollment Packet. Aid FMS requires a completed IRS Form W-9 from all 
outside vendors before making payments, and pays vendors directly for services — not through the 
participant or managing party. 

Aid FMS follows IRS and program guidelines to classify service providers as either employees (individuals 
providing direct care) or independent contractors (for example, licensed professionals). If a vendor does not 
have an EIN, we provide IRS Publication 1779 to help determine classification; if status is unclear, we submit 
IRS Form SS-8 for a ruling. Payments will not begin until classification is confirmed. 

Conditions for Paying a Vendor 

Aid FMS pays a vendor only if all of the following are true: 

• The service and rate are listed in the approved spending plan 

• A service authorization is on file from the Regional Center 

• The W-9 (and applicable California tax form) is submitted and the vendor’s SDP Spark profile (if used) is 
Active 

• The vendor is not on the OIG Exclusion List 

• There are sufficient funds in the participant’s budget 

If any requirement is missing, Aid FMS cannot pay the invoice and will notify the participant or managing 
party — who is then responsible for working with the Regional Center to adjust the plan, or for paying the 
vendor directly if appropriate. 

Invoice Requirements 

Vendors must submit an invoice for every payment request. Each invoice must include: the exact cost of the 
service or item; the date(s) of service or purchase (each date listed if there are multiple); an itemized list or 
description of what was provided; and the vendor’s name. 

1099 Tax Reporting 

Vendors who earn $600 or more in a calendar year receive an IRS Form 1099 by January 31 of the following 
year. 

Invoice Payment Methods 

Aid FMS pays approved vendor and provider invoices through three channels: 

Payment channel How it works Best suited for 

SDP Spark 

Invoices are submitted and approved through 
SDP Spark, a fully compliant SDP invoice 
approval portal. Vendors enrolled in Spark 
are paid by ACH/EFT. 

Vendors and providers who 
invoice on a recurring basis 

Virtual credit card 
(VCC) 

Aid FMS issues a single-use virtual card for a 
specific, pre-approved payment 

Vendors who accept card 
payments; one-off or 
estimated purchases 

Paper check A physical check is mailed to the vendor 
Vendors who cannot accept 
the other methods 
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Setting up payment at onboarding: the payment method, the payment amount, and the cadence of 
payments (one-time, monthly, per-service) must be communicated to Aid FMS during vendor and provider 
onboarding. Payments cannot begin until these are established. 

Rules for Virtual Credit Card Payments 

• The vendor’s name must be listed in the participant’s spending plan for that vendor to be paid by 
virtual credit card. If the vendor is not named in the spending plan, Aid FMS may, at its sole discretion, 
select the virtual card as the payment method for that vendor. 

• When requesting a VCC payment, the participant is responsible for providing the estimated amount of 
the purchase. 

• After the payment is made, the participant must submit the final receipt, which must show the 
participant’s name and the details of the service or item purchased. Payments without a compliant final 
receipt may be treated as unverified spending and can result in suspension of the virtual card option. 

Fraud Warning — Virtual Credit Cards 

A virtual credit card issued by Aid FMS may be used only for the approved service or purchase, only with the 
named vendor, and only for the benefit of the participant. The following are strictly prohibited and 
constitute fraud: 

• Using the card for any service or item not approved in the spending plan 

• Using the card for the benefit of anyone other than the participant — including family members, the 
managing party, or employees 

• Splitting, inflating, or fabricating charges, or arranging refunds to anyone other than the participant’s 
budget 

Misuse of a virtual credit card is misuse of public funds. Consequences may include immediate suspension 
of services, repayment of all misused amounts, termination from Aid FMS, referral to the Regional Center 
and the Department of Developmental Services, and referral for criminal prosecution under California law, 
including Medi-Cal fraud statutes. If you know or suspect that a card has been used improperly — by anyone 
— report it immediately to bills@aidfms.com. 

  



Aid FMS Participant Handbook 

bills@aidfms.com  •  Page 24 

SDP Spark: Invoice Submission & Approval Portal 

Aid FMS uses SDP Spark, a secure digital portal built specifically for California’s Self-Determination Program, 
for invoice submission by vendors and Independent Facilitators and invoice approval by participants. SDP 
Spark provides real-time visibility into every invoice and your spending, eliminates printing, scanning, and 
manual signatures, and ensures invoices meet DDS requirements before they reach the Aid FMS fiscal 
department. 

• Login: sdpspark.com/login 

• New users: register at sdpspark.com/signup — participants register with the account type "Approver"; 
vendors use "Vendor Sign Up". 

Critical Timely Billing Rules 

Rule Requirement 

Monthly billing 
Vendors should submit, and participants should approve, invoices at least 
monthly. 

90-Day Rule 
Most Regional Centers automatically deny claims for services rendered 
more than 90 days prior — late invoices may become unpayable. 

48-hour approval 
Review invoices within 48 hours of receipt to keep your provider’s 
payment cycle on track. 

 

How Participants Approve Invoices (3 Steps) 

1. Notification: when a provider submits an invoice, you receive an automated email from SDP Spark with 
a direct link to it. 

2. Login: first-time users create a password (one-time setup); returning users sign in with existing 
credentials. 

3. Approve or reject: verify the dates of service, hours/units billed, and total amount. If correct, click 
Approve — the invoice routes instantly to Aid FMS for processing. If there is an error, click Reject and 
leave a note explaining the needed correction; the invoice returns to the vendor for resubmission. 

Vendor & Independent Facilitator Enrollment in SDP Spark 

All vendors and Independent Facilitators serving Aid FMS participants must enroll in SDP Spark before 
invoicing. Participants: share these requirements with your vendors. 

Documents required before enrollment: 

• IRS Form W-9 (most recent version) — Aid FMS performs mandatory IRS TIN Matching; the name and 
Taxpayer Identification Number must match IRS records exactly 

• California tax form: CA-590 (in-state vendors) or CA-587 (out-of-state vendors). Without these, Aid FMS 
is legally required to withhold 7% in California state taxes 

• A copy of the current Business License or City Tax Certificate 

• Professional qualifications required by Appendix C of the SDP Medicaid Waiver for the relevant billing 
code (licenses, degrees, certifications) 

• Background clearance — providers delivering direct care (assistance with daily living, hygiene, or safety) 
must clear a background check before being authorized to work 

Enrollment steps: 

1. Register at sdpspark.com/signup ("Vendor Sign Up") and click the email verification link to activate 
portal access. 
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2. Complete the digital intake: enter ACH/direct deposit details (EFT is the required payment method for 
vendors paid through Spark), select the correct Service/Billing Code (verify it with the participant’s 
Independent Facilitator first), and digitally sign the Vendor Agreement and tax documents. 

3. Aid FMS audits the submission for regulatory compliance and contacts the vendor if corrections are 
needed. 

4. The vendor receives an automated email when the profile becomes Active. No invoices may be 
submitted until the profile is Active and the participant’s spending plan is finalized in the Aid FMS 
system. 

Support 

• Portal or technical issues: use the "Help" feature inside SDP Spark. 

• Billing, enrollment status, or invoice questions: bills@aidfms.com. 

Payment Schedule 

Invoice / reimbursement amount Payment timeline 

Up to $500 
Paid within 2 weeks of receipt of a complete, approved 
submission 

Over $500 
Paid within 3 weeks of receipt of a complete, approved 
submission 

 

• National holidays: holidays may add to the timeline. Aid FMS tries its best to maintain the schedule 
through national holidays, but on-time payment is not guaranteed during holiday periods. 

• Government shutdowns and Regional Center reconciliations: payment timelines depend on the 
Regional Center’s funding cycle. During federal or state government shutdown periods, and during the 
Regional Center’s annual account reconciliations, payments may be delayed beyond Aid FMS’s control. 
These delays do not originate with Aid FMS, and Aid FMS will resume the normal schedule as soon as 
funding operations allow. 
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Expense Reimbursement & Mileage 

Expense Reimbursement Policy 

During the planning process, the participant or managing party identifies expected expenses for the year. 
Only expenses included in the approved spending plan and backed by a Regional Center service 
authorization can be reimbursed. 

• An Expense Reimbursement Form (provided by Aid FMS) is required. 

• Receipts are required for each item, for audit purposes. No receipt = no payment; the reimbursement 
will be returned until proper receipts are provided. 

• Submit receipts and forms to bills@aidfms.com at the end of each month. If receipts are small, tape 
them to an 8.5 × 11 sheet before scanning. 

• Once funds run out, no more reimbursements can be paid until the spending plan is revised and 
approved. 

• Services like lawn care, home modifications, and house cleaning are paid directly to vendors — not 
reimbursed to the managing party. 

Acceptable Receipts Must Include 

The exact cost; the date(s) of purchase or service; an itemized list of services/items; and the vendor or 
merchant name. 

Unacceptable Receipts 

Bills not marked "Paid" or "Paid in Full"; purchase orders or cost proposals; estimates; receipts outside the 
plan year; receipts older than one year; and credit card statements. 

Review & Payment 

Aid FMS checks that the expense is in the spending plan and that funds are available, then forwards 
approved expenses to the payables department. Reimbursements follow the Payment Schedule above (up to 
$500 within 2 weeks; over $500 within 3 weeks, subject to the holiday, shutdown, and reconciliation 
provisions). If the budget is used up, the reimbursement log is returned with a note and the managing party 
must revise the plan with their Regional Center service coordinator. 

Mileage Reimbursement 

• Mileage must be included in the approved spending plan to be reimbursable. 

• Mileage is reimbursed tax-free at the greater of the latest IRS standard mileage rate (72.5 cents per 
mile for 2026) or the rate specified in the spending plan. 

• Keep a mileage log for each trip: date, purpose, start and end locations, and miles driven. A log 
template is available from bills@aidfms.com. 

• Submit the mileage log at the end of each payroll period to bills@aidfms.com with the Expense 
Reimbursement Form. 

• Mileage reimbursements are paid on the Payment Schedule above. 

Employee Transportation & Mileage Reimbursement 

This optional section applies when an employee provides transportation for the participant as part of the 
authorized service. (See "If Transportation Is Part of the Job" in the Hiring section for the eligibility rules — 
including that employee-provided transportation is for adult participants only, and the rules for minors.) 
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How Driving Time and Mileage Are Handled 

• Driving time is paid as hours worked. The employee records the time spent transporting the 
participant on their timesheet in ADP, and is paid their hourly rate according to the spending plan and 
the service provided. Driving time counts toward overtime like any other hours worked. 

• Mileage is reimbursed separately and tax-free. Mileage is reimbursed at the greater of the latest IRS 
standard mileage rate (72.5 cents per mile for 2026) or the rate in the spending plan. Mileage 
reimbursement is paid through the reimbursement process, not as wages, and is separate from the 
hourly pay above. 

• Keep a trip log. For each trip, record the date, purpose, start and end locations, and miles driven. A log 
template is available from bills@aidfms.com. 

• Submit each payroll period. Email the completed mileage log to bills@aidfms.com at the end of each 
payroll period with the Expense Reimbursement Form. Reimbursements follow the Payment Schedule 
(up to $500 within 2 weeks; over $500 within 3 weeks). 

• Must be in the spending plan. Both the transportation service and the mileage must be authorized in 
the approved spending plan, with sufficient funds available. 

Mileage reimbursed at or below the IRS standard rate under an accountable plan is tax-free. If the spending-
plan rate is higher than the IRS rate, the portion paid above the IRS rate may be treated as taxable wages. 
Contact bills@aidfms.com with questions. 
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Budget Management & Financial Reporting 

Aid FMS ensures all payments match the approved spending plan, prevents overpayments and unauthorized 
spending, and follows program-specific rules for timesheets, invoices, and reimbursements. Internal controls 
are continuously reviewed by a senior manager; each quarter, Aid FMS audits 10% of client files, cross-
checking paid expenses against approved plans. 

Spending Plan & Budget Balance Reporting 

• Aid FMS provides spending plan and budget balance reporting to participants and the Regional Center 
in accordance with the SDP directive. 

• Budget balances and spending plans are available upon request via bills@aidfms.com or through the 
Aid FMS online portal. 

• All budget balance requests must go through bills@aidfms.com. 

How to Read Your Spending Summary (Example) 

Your spending summary shows, for each category in your spending plan, how much was budgeted, how 
much has been spent, and what remains. Here is a simplified example for a participant with a $60,000 
annual budget, four months into the plan year: 

Spending plan category 
Annual 
budget 

Spent this 
month 

Spent year-
to-date 

Remaining 

Staffing — direct support wages + 
burden 

$42,000 $3,500 $14,000 $28,000 

Independent Facilitator $3,000 $250 $1,000 $2,000 

Community integration services $9,000 $700 $2,600 $6,400 

Supplies & equipment $3,600 $0 $1,100 $2,500 

Transportation / mileage $2,400 $180 $760 $1,640 

Total $60,000 $4,630 $18,460 $41,540 

 

• Check the pace: four months is one-third of the year, so roughly one-third of each category should be 
spent. Staffing here is at 33% — on track. A category far ahead of pace is an early warning. 

• Check each payee: the full summary also lists every vendor paid (name and amount) and every 
employee paid (name, hours, and rate). Verify you recognize each one. 

• Act early: if staffing costs exceed budget by 15% or more, Aid FMS notifies the managing party. 
Repeated overspending can lead to a notice to discontinue services. 

How the System Works 

Spending plan line items are entered into the Aid FMS system. Only payments that match approved budget 
amounts and categories are allowed; the system prevents overspending unless a revised plan is approved by 
the Regional Center. Hours and units of service are submitted through ADP (payroll) and SDP Spark 
(invoices); the system bills the appropriate funding source, transfers data to payroll, and tracks all vendor 
and service costs. 

Changing Your Spending Plan (Amendments) 

1. Identify the change you need (move funds between categories, add a service or vendor, adjust wages 
or hours). 

2. Work with your Independent Facilitator and/or Regional Center service coordinator to revise the 
spending plan. 
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3. The Regional Center must approve the revised plan before any new or increased spending occurs.  

4. Email the approved revised plan to bills@aidfms.com; Aid FMS updates the system, typically within 5 
business days of receipt. 

Aid FMS cannot pay against a revision that has not been approved by the Regional Center — plan ahead, 
especially near the end of the plan year. 

End of Plan Year & Unspent Funds 

• Your SDP budget covers one plan year. Unspent funds do not carry over as personal funds; they are 
reconciled with the Regional Center under program rules. 

• Your renewed budget certification and spending plan must be approved before the new plan year 
begins. Without an active approved spending plan, Aid FMS cannot pay wages or invoices — a late 
renewal creates a service gap. 

• Expect slower payments during the Regional Center’s annual account reconciliation period (see 
Payment Schedule). 

• Invoices for services rendered in the old plan year must be submitted promptly — remember the 90-
Day Rule. 

Your Annual Cycle at a Glance 

When What happens 

60–90 days before plan year 
ends 

Begin spending plan renewal with your Independent Facilitator 
and Regional Center; schedule IPP review as needed 

Before the new plan year starts 
Renewed budget certification and spending plan approved; email 
copies to bills@aidfms.com 

Start of plan year 
Verify wages still meet the current local minimum wage; confirm 
vendor payment methods, amounts, and cadence 

Each payroll period 
Employees enter time (ADP or Timeero); submit mileage logs and 
reimbursements to bills@aidfms.com 

Monthly Approve invoices in SDP Spark (within 48 hours of receipt) 

Twice monthly (semi-monthly) 
Time due by 5:00 PM on the Payroll Schedule due date (generally 
the 2nd and 17th); Aid FMS approves timesheets 

Quarterly 
Aid FMS internal audits (10% of files); utilization reports to the 
Regional Center 

January 31 W-2s issued to employees; 1099s issued to vendors earning $600+ 

Every 2 years per employee Harassment prevention training refresher (third-party vendor) 

Annual Regional Center 
reconciliation 

Expect possible payment delays beyond Aid FMS’s control 
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Reporting Abuse, Neglect & Exploitation 

Aid FMS is committed to the health and safety of every participant. Everyone involved in participant-directed 
services has a responsibility to recognize and report suspected abuse, neglect, or exploitation. Many people 
in caregiving roles are mandated reporters under California law. 

In an Emergency 

If someone is in immediate danger, call 911 first. 

Where to Report in California 

If the person at risk is… Report to Contact 

An adult (65+) or a 
dependent adult 

Adult Protective Services (APS) 
— statewide 

Call (833) 401-0832 (24/7; routes to 
your county APS), or contact your 
county APS office directly 

A child (under 18) 
County Child Welfare Services / 
Child Protective Services (CPS) 

Call your county CPS hotline; California 
child abuse reporting operates at the 
county level under CANRA 

A person in a licensed 
long-term care facility 

Long-Term Care Ombudsman CRISISline: (800) 231-4024 (24/7) 

A person served 
through the Regional 
Center 

Your Regional Center 
Notify your service coordinator; 
Regional Centers have their own 
reporting and risk-management duties 

 

Always notify Aid FMS as well: after contacting the appropriate authority (and 911 if needed), email 
bills@aidfms.com so Aid FMS can support you and meet its own obligations. Reporting to Aid FMS does not 
replace reporting to the proper authorities. 

What Counts as Abuse, Neglect, or Exploitation 

• Physical abuse: hitting, restraining, or other physical harm. 

• Emotional/psychological abuse: threats, intimidation, isolation, or verbal cruelty. 

• Sexual abuse: any non-consensual sexual contact or exploitation. 

• Neglect: failing to provide food, shelter, hygiene, medical care, or supervision. 

• Financial exploitation: theft, fraud, or misuse of a person’s funds, benefits, or property.  

• Abandonment or self-neglect: desertion by a caregiver, or a person’s inability to meet their own basic 
needs. 

Discipline & Restraint 

Aggressive, punitive, or harmful discipline is never permitted. Restraint or seclusion may only be used 
consistent with the participant’s plan and applicable California law and regulation. If you are unsure whether 
a practice is allowed, stop and ask your Regional Center or email bills@aidfms.com before proceeding. 

This is a sensitive topic. If reading this raises a concern about your own situation or someone you support, 
you do not have to navigate it alone — contact your Regional Center, call the resources above, or email 
bills@aidfms.com and we will help connect you to support. 
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Preventing Fraud, Waste & Abuse 

SDP funds are public funds. Aid FMS has a zero-tolerance policy for fraud, waste, and abuse, and maintains 
internal controls — separation of duties, documentation requirements, and quarterly audits of 10% of client 
files — to detect and prevent it. 

Examples of Prohibited Conduct 

• Billing for hours not worked or services not delivered 

• Falsifying or altering timesheets, invoices, or receipts 

• Using a virtual credit card or budget funds for anyone other than the participant, or for items not in the 
spending plan 

• Paying a family member or friend for services that were not actually provided 

• Splitting or inflating charges, or arranging improper refunds 

How to Report 

If you know of or suspect fraud, waste, or abuse — by anyone, including an employee, vendor, managing 
party, or staff member — report it to bills@aidfms.com. You may also notify your Regional Center. Reports 
may be made in good faith without fear of retaliation; retaliation against a reporter is itself prohibited. 

Consequences 

Depending on the findings, consequences may include repayment of misused funds, suspension or 
termination of services, removal as a managing party, referral to the Regional Center and the Department of 
Developmental Services, and referral to law enforcement for prosecution, including under California Medi-
Cal fraud statutes. 
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Suspension & Termination of FMS Services 

This section is about ending or pausing services between the participant and Aid FMS. (For ending an 
individual worker’s employment, see "Releasing an Employee.") 

Suspension of Services 

Aid FMS may temporarily suspend services if a serious problem needs to be resolved — for example, missing 
approvals, an expired or unapproved spending plan, a compliance concern, or a suspected misuse of funds 
under review. When this happens: 

1. Aid FMS notifies the participant or managing party in writing (by email) describing the issue.  

2. Aid FMS explains what must be corrected and offers help to resolve it. 

3. Services resume once the issue is fixed and any required approvals are in place. 

Ending Services by the Participant 

You may choose to stop using Aid FMS at any time — for example, if you change FMS providers, move out of 
the area, or leave the program. Please provide written notice to bills@aidfms.com as early as possible so we 
can coordinate final payroll, final invoices, and a smooth transfer (see "Switching FMS Providers"). 

Ending Services by Aid FMS 

In limited circumstances, Aid FMS may need to end services — for example, if the participant no longer 
qualifies for the program, if required approvals or funding are not in place, or if there is unresolved misuse of 
funds or a safety concern. If this happens: 

• You will receive written notice, generally at least 30 days in advance where circumstances allow. 

• Aid FMS will help coordinate a smooth transition to another provider or arrangement.  

• Aid FMS will complete final payroll, final vendor payments (subject to available funding and approvals), 
and required tax reporting. 

Termination Process (Either Party) 

1. Written notice is provided (by email to bills@aidfms.com, or from Aid FMS to the participant).  

2. A transition plan and effective end date are agreed upon. 

3. Final timesheets and invoices are submitted and approved so final payments can be processed.  

4. Records are transferred or retained as required, and Aid FMS issues year-end tax documents (W-
2s/1099s) on the normal schedule. 

Switching FMS Providers 

You have the right to change FMS providers. To make the transfer as smooth as possible: 

• Notify your Regional Center service coordinator and email bills@aidfms.com with your intended 
transfer date. 

• Aid FMS coordinates with you, the Regional Center, and (with your authorization) the new FMS on 
timing so there is no gap in pay or services. 

• Aid FMS completes final payroll and final approved invoices, then issues year-end W-2s and 1099s on 
the normal schedule. 

• SDP background clearances transfer with the employee. Just as employees can transfer an existing 
SDP clearance into Aid FMS, an employee’s SDP clearance can transfer to your new provider — a new 
background check is generally not required. 
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• Employment, payroll, and budget records are retained or transferred as required by program rules; you 
may request copies via bills@aidfms.com. 
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Complaints & Appeals 

If you are unhappy with any part of Aid FMS’s service, you have the right to tell us and to have your concern 
addressed fairly and without retaliation. 

How to File a Complaint with Aid FMS 

1. Email your complaint to admin@aidfms.com. Describe what happened, when, who was involved, and 
what outcome you are seeking. You may request help putting your complaint in writing, or submit it in 
another format or language. 

2. Aid FMS acknowledges your complaint within 3 business days. 

3. Aid FMS reviews the issue and provides a written response, generally within 10 business days. If more 
time is needed, we will tell you why and when to expect a response. 

If You Are Not Satisfied 

• You may escalate to Aid FMS management for further review. 

• You may contact your Regional Center service coordinator, who can address service and funding 
concerns. 

• For disputes about Regional Center decisions (eligibility, services, or funding), you have appeal and fair-
hearing rights under the Lanterman Act through your Regional Center and the Department of 
Developmental Services. Your service coordinator or clients’ rights advocate can explain the process 
and deadlines. 

• You may change FMS providers at any time (see "Switching FMS Providers"). 

Filing a complaint or appeal will never result in retaliation or reduced service quality. 
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Privacy & Protection of Your Information 

Aid FMS handles personal, financial, and health-related information and is committed to keeping it private 
and secure, consistent with HIPAA and applicable California privacy laws. 

Information We Hold 

Examples include names and contact details, Social Security and Tax ID numbers, dates of birth, bank 
account information, wage and payroll records, spending plans, service authorizations, and limited health-
related information needed to administer services. 

How We Protect It 

• Access is limited to staff who need the information to do their jobs. 

• Electronic records are stored in secure, access-controlled systems; paper records are kept in secure 
files. 

• Information is retained for at least the period required by law (payroll and PSL records are kept for at 
least 3 years). 

• We use secure channels for sensitive information and ask that you send protected information by email 
to bills@aidfms.com rather than through text or social media. 

When We Share It 

Aid FMS shares information only as needed to provide services or as required by law — for example, with 
your Regional Center and DDS, with tax authorities (IRS and California EDD), with payroll and insurance 
providers, and during audits. We do not sell your information. You may request a copy of your records, ask 
to correct inaccurate information, or ask how your information has been used by emailing bills@aidfms.com. 
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Your Rights as a Participant 

As a person receiving services through the Self-Determination Program with Aid FMS, you have the right to: 

• Be treated with dignity and respect, free from abuse, neglect, and exploitation. 

• Receive services without discrimination based on race, color, religion, national origin, age, sex, gender 
identity or expression, sexual orientation, marital status, medical condition, disability, or any other 
protected characteristic. 

• Direct your own services and choose, manage, and release your own workers and vendors within 
program rules. 

• Make informed decisions and receive clear information about your budget, spending plan, and options.  

• Request information in your preferred language and in alternative formats. 

• Access your own records and request corrections. 

• Have your personal information kept private and secure. 

• File a complaint or appeal without retaliation, and pursue your Lanterman Act fair-hearing rights 
through the Regional Center and DDS. 

• Change your FMS provider at any time. 

• Receive support and training from Aid FMS whenever you need it. 
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Frequently Asked Questions 

Q: How do I reach Aid FMS? 

A: Email bills@aidfms.com. Email is our main channel for all requests, so there is always a written record. 

Q: How do I request paid sick leave for my employee? 

A: Email bills@aidfms.com with the employee’s name, the participant ID, and the dates and hours 
requested. Sick leave is the only payroll item handled outside ADP. 

Q: Where do I do everything else related to payroll? 

A: Enter your time on the platform Aid FMS directs you to use (ADP or Timeero). W-4 updates, direct 
deposit, address changes, pay statements, and your PSL balance are in ADP. Aid FMS approves timesheets by 
default — approval is not done in ADP, and the participant only approves if they have requested to. 

Q: How long does it take to onboard a new employee? 

A: About two weeks once all paperwork is submitted. Employees who need an SDP background check may 
take longer (typically 2–4 weeks, and up to 3 months in rare DOJ cases). 

Q: Does my employee need a background check? 

A: SDP requires its own background check (Live Scan, paid by the employee). Family members are exempt in 
both models. Except for IHSS, no other clearance is accepted in place of the SDP check; an existing SDP 
clearance can transfer in. 

Q: When will my vendor be paid? 

A: Up to $500 within 2 weeks; over $500 within 3 weeks of a complete, approved submission — subject to 
holidays, government shutdowns, and the Regional Center’s annual reconciliation. 

Q: How do I approve an invoice? 

A: Through SDP Spark. You’ll get an email with a link; review and approve within 48 hours to keep payments 
on track. 

Q: How much does a wage really cost my budget? 

A: The wage plus employer burden: 22.06% all-inclusive in the Co-Employer model; 15.68% plus workers’ 
compensation in the Sole Employer model (3.34% for a parent employed by their adult child).  

Q: How do I check my budget balance? 

A: Email bills@aidfms.com or use the Aid FMS online portal. All balance requests go through 
bills@aidfms.com. 

Q: What if I want to let an employee go? 

A: Email bills@aidfms.com at least two weeks ahead (or as early as possible). We’ll meet with you and 
prepare the final paycheck and separation packet so legal deadlines are met. 
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Glossary of Terms & Acronyms 

Term Meaning 

ABC Test 
California’s legal test (Labor Code § 2775) used to determine whether a 
worker is an employee or an independent contractor; all three conditions (A, 
B, and C) must be met to classify a worker as a contractor. 

ADP 
The payroll system Aid FMS uses for pay statements, tax elections, direct 
deposit, and (for some assignments) time entry. 

Adult For purposes of this handbook, a person who is 18 years of age or older. 

APS 
Adult Protective Services — California agency for reporting abuse of older or 
dependent adults. 

Burden (Employer 
Burden) 

The required employer costs added to wages (payroll taxes, Paid Sick Leave, 
workers’ compensation), charged as a percentage of wages.  

CANRA California Child Abuse and Neglect Reporting Act. 

Co-Employer 
FMS model in which Aid FMS is the legal employer of record and the 
participant manages day-to-day work. 

DDS 
California Department of Developmental Services — oversees the SDP and 
Regional Centers. 

DE 2320 EDD pamphlet "For Your Benefit" given to employees at separation. 

DOJ California Department of Justice — processes background check clearances. 

EDD 
California Employment Development Department — state payroll taxes and 
unemployment. 

EFT / ACH 
Electronic funds transfer / direct deposit — required for vendors paid 
through SDP Spark. 

EIN / FEIN 
Employer Identification Number — the tax ID under which employees are 
employed. 

F/EA 
Fiscal/Employer Agent — Aid FMS’s role in the Sole Employer model, acting 
on the employer’s behalf under IRS Form 2678. 

FEHA California Fair Employment and Housing Act — anti-discrimination law. 

FMS Financial Management Services — Aid FMS’s function in the SDP. 

IF 
Independent Facilitator — optional participant-chosen helper for planning 
and coordination. 

Independent 
Contractor (1099) 

A worker who qualifies under the ABC test to be paid by invoice and receive 
a 1099 instead of a W-2; most caregivers do not qualify and are employees. 

IHSS 
In-Home Supportive Services — the one program whose clearance SDP 
accepts in lieu of its own. 

IPP 
Individual Program Plan — your overall goals-and-services plan developed 
with the Regional Center. 

LAR 
Legally Authorized Representative — person authorized to act for the 
participant. 
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Term Meaning 

Live Scan 
Electronic fingerprinting used for the SDP background check; paid by the 
employee. 

Minor For purposes of this handbook, a person who is under 18 years of age. 

PSL Paid Sick Leave. 

SDP Self-Determination Program. 

SDP Spark The secure portal for vendor invoice submission and participant approval.  

Sole Employer 
FMS model in which the participant (or representative) is the legal employer 
of record and Aid FMS acts as F/EA. 

Spending Plan 
The approved budget listing every service, vendor, and wage paid from the 
SDP budget. 

Timeero 
A time-tracking platform Aid FMS may direct an employee to use for entering 
time worked. 

VCC 
Virtual Credit Card — a single-use card Aid FMS issues for a specific approved 
purchase. 

Workers’ 
Compensation 

Insurance covering work-related injuries; required for employees. 
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Appendix A: Sample Caregiver Job Descriptions 

DISCLAIMER — SAMPLE ONLY. The job descriptions below are samples provided for convenience only. They 
are not official, required, or Regional Center–approved descriptions, and they do not define the scope of any 
SDP service code. Service code titles, definitions, and authorized tasks vary by Regional Center and by each 
participant’s Individual Program Plan (IPP) and spending plan. Always use the service definition, rate, and 
authorized tasks approved by your Regional Center for your specific plan. Edit these samples freely to match 
the participant’s actual needs and the authorized service. 

Sample 1 — Caregiver / Personal Assistant (Service Code 320) 

Note: Service code 320 is commonly associated with personal assistance / supported-living–type support. 
Confirm the exact service definition and authorized tasks with your Regional Center. 

Position summary: 

Provide one-on-one personal assistance and support that helps the participant live as independently as 
possible at home and in the community, following the participant’s direction and the goals in the IPP and 
spending plan. 

Typical responsibilities (adapt as needed): 

• Assist with activities of daily living such as bathing, grooming, dressing, toileting, and eating, as needed 
and as directed. 

• Support mobility and safe transfers (for example, to and from a bed, wheelchair, or vehicle).  

• Prepare meals according to dietary needs and preferences. 

• Provide light housekeeping related to the participant’s care, such as laundry, tidying, and dishes.  

• Support medication self-administration as authorized (reminders and supervision per the care plan).  

• Support community participation, errands, appointments, and social and recreational activities.  

• Encourage and support skill-building toward the participant’s independence goals. 

• Observe and document changes in the participant’s condition or environment, and report concerns, 
changes, or injuries promptly. 

• For adult participants, provide transportation when authorized in the spending plan (see the 
transportation rules in this handbook). 

Typical qualifications (adapt as needed): 

• At least 18 years of age. 

• Completed SDP background check (Live Scan) where required; family members are exempt.  

• Legally eligible to work in the United States. 

• Reliable, patient, and able to follow the participant’s direction and care plan.  

• Valid driver’s license and insurance if transportation is part of the role (adult participants only). 

Sample 2 — Respite Caregiver (Service Code 310) 

Note: Service code 310 is commonly associated with respite / in-home support that gives the primary 
caregiver a temporary break. Confirm the exact service definition and authorized tasks with your Regional 
Center. 

Position summary: 

Provide short-term, temporary care and supervision so the participant’s primary caregiver can take a break, 
keeping the participant safe, engaged, and well cared for during that time. 

Typical responsibilities (adapt as needed): 
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• Supervise and ensure the safety and well-being of the participant at all times. 

• Assist with personal care and hygiene as needed (for example, toileting, grooming, and help with self-
care skills). 

• Prepare and serve meals and snacks according to dietary needs. 

• Support medication self-administration as authorized (reminders and supervision per the care plan).  

• Engage the participant in meaningful activities, social interaction, play, or homework support as 
appropriate. 

• Support community integration and recreational outings when authorized. 

• Note and report any changes, concerns, or injuries to the primary caregiver and Aid FMS as 
appropriate. 

• Keep simple, accurate records of the time and support provided. 

Typical qualifications (adapt as needed): 

• At least 18 years of age. 

• Completed SDP background check (Live Scan) where required; family members are exempt.  

• Legally eligible to work in the United States. 

• Dependable, attentive, and comfortable providing one-on-one supervision and care. 

These samples do not address every situation and are not legal or program advice. For the authorized service 
definition, rate, and tasks, rely on your Regional Center–approved IPP and spending plan, and contact 
bills@aidfms.com with questions. 
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Appendix B: Workplace Notices Handout (Print & Post) 

For participants/employers: print this page and post it where your employees can see it in the home (for 
example, on the refrigerator or a bulletin board). It is a plain-language summary for your employees. It 
supplements — but does not replace — the official California and federal posters, which are available on 
request from bills@aidfms.com. 

Employer / Participant name: ______________________________     Date posted: ______________ 

 

EMPLOYEE WORKPLACE NOTICES — PLEASE READ 

Pay & Timekeeping 

• Enter your time on the platform Aid FMS gave you directions for (ADP or Timeero). Record your time 
accurately. 

• Submit your time by 5:00 PM on the due date on the Aid FMS Payroll Schedule (generally the 2nd and 
17th). 

• Pay is semi-monthly (around the 15th and end of month). Questions about your pay? Email 
bills@aidfms.com. 

Minimum Wage 

Your pay rate must meet the legal minimum wage for this location. Current local minimum wage: $________ 
/hour (your employer fills in the current local rate). 

Paid Sick Leave 

• You earn 1 hour of paid sick leave for every 30 hours worked, up to 40 hours (5 days) per year. 

• You can use it for your own or a family member’s health needs, or if you or a family member is a victim 
of domestic violence, sexual assault, or stalking. 

• To request sick leave, email bills@aidfms.com (with your name, the participant ID, and the 
dates/hours). 

Meal & Rest Breaks 

• Unpaid 30-minute meal break if you work more than 5 hours (a second if you work more than 10 
hours). 

• Paid 10-minute rest break for every 4 hours worked. 

• Live-in caregivers: follow the schedule Aid FMS provided for your assignment. 

If You Are Injured at Work 

Get medical help first (call 911 in an emergency). Then report the injury to your employer and to Aid FMS at 
bills@aidfms.com within 24 hours. Workers’ compensation coverage applies.  

Harassment-Free Workplace 

You have the right to a workplace free of harassment and discrimination. Aid FMS has zero tolerance for 
harassment. To report a concern confidentially, email bills@aidfms.com. 

Reporting Abuse or a Safety Concern 

If someone is in immediate danger, call 911. To report suspected abuse, neglect, or exploitation: Adult 
Protective Services (833) 401-0832, or your county Child Protective Services for a minor. Please also notify 
Aid FMS at bills@aidfms.com. 

Full details are in the Aid FMS Participant Handbook. Official agency posters (workers’ compensation, paid 
sick leave, minimum wage, and harassment/Civil Rights Department) are available on request from 
bills@aidfms.com. 
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Participant Handbook Acknowledgment 

Please sign and return this page to bills@aidfms.com to confirm you have received and reviewed the Aid 
FMS Participant Handbook. 

I acknowledge that I have received the Aid FMS Participant Handbook for California’s Self-Determination 
Program. I have read it (or had it explained to me), I understand my responsibilities and rights as described, 
and I understand that email to bills@aidfms.com is the main channel of communication with Aid FMS. I 
understand that all payroll functions are handled in ADP, except sick leave requests, which are emailed to 
bills@aidfms.com. I understand this handbook may be updated and that Aid FMS will notify me of material 
changes. 

____________________________________________ 
Participant name (printed)  

____________________________________________ 
Participant or Legally Authorized Representative signature                                   Date  

____________________________________________ 
If signed by a representative: name and relationship to participant  
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