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Welcome to Aid FMS

Welcome, and thank you for the important work you do. As a caregiver or support worker in California's Self-
Determination Program (SDP), you help a person live more independently and on their own terms. This
handbook explains how your employment works, what is expected of you, and the rights and protections
you have.

This handbook is for W-2 employees. If you provide services as an independent contractor (1099), see
Appendix A, which explains how that relationship is different.
Who Does What
It helps to understand the people involved in your job:
e The participant (and, for a minor, their parent or legal guardian) is the person you support. They direct
your day-to-day work — your tasks, schedule, and how the job is done. In the Sole Employer model, the

participant (or their representative) is your legal employer; in the Co-Employer model, Aid FMS is your
employer of record while the participant still directs your daily work.

e Aid FMS is the Financial Management Services (FMS) provider. We handle the employment mechanics:
payroll, tax withholding, your background check, paid sick leave, workers’ compensation, and
recordkeeping.

e The Regional Center oversees the SDP and approves the participant’s budget, services, and rates.

How to Reach Aid FMS

Email is the main way to reach us: bills@aidfms.com. Use it for questions about your pay, sick leave
requests, tax forms, and any employment paperwork. We respond within 24 business hours.
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Your Employment Classification

Aid FMS classifies every worker correctly under the law. There are two categories, and they are treated very
differently:

e W-2 employee (non-exempt): almost all caregivers and support workers. You are paid by the hour for
the time you work, you are eligible for overtime and paid sick leave, taxes are withheld from your pay,
and you receive a W-2 at year end. This handbook applies to you.

¢ Independent contractor (1099): an individual who controls how they do their work and qualifies under
California’s ABC test. Contractors are not subject to employee rules, have no taxes withheld, and
receive a 1099. See Appendix A.

"Non-exempt" means you are entitled to overtime and to meal and rest breaks under California law. It does
not mean part-time. Most caregivers are non-exempt employees.

Why Most Caregivers Are Employees, Not Contractors

California uses the ABC test (Labor Code § 2775) to decide if a worker can be a contractor. A worker is
presumed to be an employee unless all three are true: (A) they are free from the hiring party’s control in
doing the work; (B) the work is outside the usual course of the hiring party’s business; and (C) they are
customarily engaged in an independently established business of the same type. Because caregiving is
directed by the participant and is central to the service, most caregivers are W-2 employees. Aid FMS makes
the final determination in compliance with California law.

Employee vs. Individual Contractor at a Glance

W-2 Employee Individual Contractor (1099)
Taxes withheld from pay Yes No (you handle your own taxes)
Year-end tax form W-2 1099 (filed by ADP)
Overtime Yes No
Meal & rest breaks Yes No
Paid sick leave Yes No
Workers’ compensation Yes (Aid FMS) No (carry your own liability insurance)
ztl:)aPnbackground check / Live Yes, where required Not required
How you record time ADP or Timeero ADP time tracking
Who directs the work The participant You control how you work
Employee handbook policies Ves No (see Appendix A)

apply
This handbook applies to W-2 employees. Individual contractors should see Appendix A.

At-Will Employment

Your employment with Aid FMS (or, in the Sole Employer model, with the participant as household
employer) is at-will. This means either you or your employer may end the employment relationship at any
time, with or without cause and with or without notice, subject to applicable law. Nothing in this handbook
creates a contract of employment or a guarantee of continued employment or hours. Only an authorized
representative of Aid FMS can make any agreement that changes at-will status, and only in writing.
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Getting Hired & Onboarding

Before you can begin working and be paid, several steps must be complete. Aid FMS will guide you through
each one.
Eligibility to Work

e Minimum age: you must be at least 18 years old.

e Work authorization: you must be legally eligible to work in the United States and complete Form |-9.
The original signed I-9 is mailed to the Aid FMS corporate office.

e Paperwork: complete all hiring forms, including your IRS Form W-4 and California DE 4 (tax
withholding), and direct deposit enrollment.
SDP Background Check

e SDP has its own background check. Except for the IHSS program, no other clearance is accepted in its
place.

e If you already hold an SDP clearance, it may transfer to Aid FMS — you may not need a new
background check.

e Live Scan is required and is paid by you (the employee). Scan and email your completed Live Scan form
to bills@aidfms.com within one week of completing it.

e Processing usually takes 2—4 weeks; in rare cases DOJ clearance can take up to 3 months.
e Family members of the participant are not required to complete a background check.
e Do not start work until Aid FMS confirms your clearance and approval in writing. Work performed
before approval is unauthorized and cannot be paid.
Regional Center Approval
Your position, service code, pay rate, and the participant’s budget must be approved by the Regional Center
before onboarding is complete. Aid FMS cannot pay you until this approval is in place.
Harassment Prevention Training

California law requires sexual harassment prevention training (at least one hour for non-supervisory
employees) within six months of hire and every two years after. Aid FMS provides this through a third-party
training vendor and will send you instructions during onboarding.
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Your Pay

How You Are Paid
e You are paid hourly for actual time worked, at the rate authorized in the participant’s spending plan.
e Payis semi-monthly: the 1st—15th and the 16th—end of month (24 pay periods per year).

e Yourtimeis 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).

e Pay dates generally fall on the 15th and the last business day of the month, per the published Payroll
Schedule (available from bills@aidfms.com).

e Payment is by direct deposit or mailed paper check. No payroll advances are given.

Entering Your Time

e Aid FMS will give you directions on how to enter your time and which platform to use — ADP or
Timeero, depending on your assignment.

e Record your time accurately as you work; if real-time entry isn’t possible, enter it as soon as you can.

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

e Submit your time by the 5:00 PM due date on the Payroll Schedule.

Timesheet Approval

Aid FMS approves timesheets by default — you do not need to get the participant’s approval as a routine
step. If a participant (or their parent/legal guardian) has asked to approve timesheets, Aid FMS will email the
timesheet to them and they have 24 hours to approve it. Timesheet approval does not happen in ADP.

Pay Statements & Deductions

Your pay statement is available in ADP before each payday and shows your hours, earnings, tax
withholdings, and paid sick leave balance. Withholding is based on the W-4 and DE 4 you complete; you can
update your W-4 anytime in ADP. Check your statement each payday — if anything looks wrong, email
bills@aidfms.com right away. Underpayments are corrected within one pay period; overpayments must be
returned in full.

Keep Your Information Current

Update your address, phone, email, and bank account in ADP at least one week before payday so changes
take effect in time.

No Other Benefits

Aside from the legally required protections described in this handbook (paid sick leave, workers’
compensation, and others required by law), employees are not eligible for company benefits such as health
insurance through Aid FMS.
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Overtime

Aid FMS follows California’s overtime rules. Overtime must be approved in advance by your employer (the
participant or managing party) before you work it. Working unapproved overtime can lead to discipline,
even though you will still be paid for time actually worked.

Pay rate When it applies

Hours over 8 in a workday; hours over 40 in a workweek; the first 8

1.5x your regular rate ; .
¥ g hours on the 7th consecutive workday in a workweek

Hours over 12 in a workday; hours over 8 on the 7th consecutive

2x your regular rate .
y 8 workday in a workweek

Overtime is based on the actual workweek, not the semi-monthly pay period. Paid sick leave hours do not
count as hours worked for overtime.

Meal & Rest Breaks

Break When you get it Paid?

When you work more than 5 hours; must start before

Meal break (30 min, off-duty) the end of your 5th hour Unpaid

Second meal break (30 min) When you work more than 10 hours; must start before Unpaid
the end of your 10th hour

Rest break (10 min) One paid rest break for every 4 hours worked (or major Paid

fraction)

If a required meal or rest break is not provided, you are owed one extra hour of pay at your regular rate for
each day a break is missed. Report missed breaks to bills@aidfms.com.
Meal Break Waivers

¢ First meal break: you and your employer may agree to waive it only when your workday is 6 hours or
less. Many caregivers sign this waiver during onboarding; it applies only to qualifying short shifts.

e Second meal break: may be waived only if your total workday is 12 hours or less and you did not waive
the first meal break. If you waived the first meal break, you cannot waive the second one.
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Paid Sick Leave

You earn paid sick leave under California’s Healthy Workplaces, Healthy Families Act (as amended by SB
616).
How You Earn and Use It

e You earn 1 hour of paid sick leave for every 30 hours you work, starting your first day.

* You become eligible to use it after 90 days of employment, and after working at least 30 days within a
year in California.

e Accrual is capped at 40 hours (5 days) per year; you can use up to 40 hours (5 days) per year.

e Unused sick leave does not carry over to the next year, and is not paid out when your employment
ends. If you are rehired within 12 months, your previous unused balance is restored.

What You Can Use It For

e Your own or a family member’s diagnosis, care, treatment, or preventive care. Family includes spouse,
registered domestic partner, child, parent, grandparent, grandchild, sibling, plus one person you
designate.

e If you or a family member is a victim of domestic violence, sexual assault, or stalking.

How to Request It

Email your request to bills@aidfms.com with your name, the participant ID, and the dates and hours you
need. Give advance notice when you can; otherwise let us know as soon as practicable. Medical
documentation is not required. Sick leave is paid at your regular rate and your balance appears on your ADP
pay statement.
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Transportation & Mileage

If providing transportation is part of your authorized job, the following rules apply.
e Adult participants only: you may provide transportation only for adult participants (18 and older). For a
minor, transportation is provided by the parent or legal guardian.

e You are paid for the time and the miles: you are paid your hourly rate for the time you spend
transporting the participant, and separately reimbursed for mileage — 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.

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

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

e Must be authorized: transportation and mileage must be in the approved spending plan.

Mileage reimbursed at or below the IRS rate under an accountable plan is tax-free. Any amount paid above
the IRS rate may be treated as taxable wages.
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Workplace Conduct & Expectations

You work in someone’s home, providing personal support. Professionalism, reliability, and respect are
essential.
Following Your Employer’s Direction

The participant (or their parent/legal guardian) directs your daily work — your tasks, schedule, time-off
requests, and how the job is done. Follow their direction and the participant’s care plan. Aid FMS handles
the employment mechanics (pay, taxes, background check, sick leave, workers’ compensation) but does not
set your daily schedule or assignments.

General Expectations

e Be reliable and on time; give as much notice as possible if you must be absent or late, following your
employer’s preferred method.

e Perform only the tasks authorized in the participant’s plan, and within your training and abilities.
e Treat the participant and their family, property, and home with respect.
e Communicate openly and report concerns, changes, or incidents promptly.

e Never work under conditions you believe are unsafe — report them.

Professional Boundaries

e Keep the relationship professional. Do not borrow or lend money, accept gifts of significant value, or
enter into personal financial arrangements with the participant or their family.

e Do not use the participant’s property, funds, vehicle, or accounts for your own benefit.

e Do not bring guests, family, or children to the workplace unless your employer has approved it.

Confidentiality & Privacy (HIPAA)

You will learn private information about the participant’s health, finances, and personal life. Keep it
confidential. Share it only with those who need it to provide care, or as required by law. This duty continues
even after your employment ends.

Social Media
Never post about the participant, their family, their home, or their care on social media, and do not share
photos or identifying information online. This protects the participant’s privacy and your job.

Drug- and Alcohol-Free Workplace

You may not work, or report to work, under the influence of alcohol, cannabis, illegal drugs, or any
substance that impairs your ability to safely perform your duties. Possessing or using these substances while
working is prohibited. If a prescribed medication could affect your ability to work safely, talk with your
employer about accommodations. Violations may result in immediate removal and termination.

Mandated Reporting

Many caregivers are mandated reporters under California law. If you suspect abuse, neglect, or exploitation,
you must report it (see Health, Safety & Reporting). You can never be retaliated against for making a good-
faith report.
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Health, Safety & Reporting

If Someone Is in Danger

Call 911 first in any emergency.

If You Are Injured at Work
1. Get medical help right away; call 911 in an emergency.

2. Report the injury to your employer and to Aid FMS at bills@aidfms.com within 24 hours, with the date,
time, location, and what happened.

3. Aid FMS will provide a DWC-1 workers’ compensation claim form within one working day and
coordinate the claim.

4. Complete and return the employee portion of the DWC-1. Do not return to work until cleared
consistent with medical guidance.

Workers’ compensation coverage applies to all employees and is arranged by Aid FMS.

Reporting Abuse, Neglect, or Exploitation

If you suspect a participant is being harmed, take action:

¢ |f someone is in immediate danger, call 911.

e Report suspected abuse of an adult to Adult Protective Services (statewide) at (833) 401-0832.
e Report suspected abuse of a minor to your county Child Protective Services.

e Also notify Aid FMS at bills@aidfms.com.

This is a sensitive topic. If you are unsure whether to report, it is always okay to ask for help — contact your
employer, the Regional Center, or bills@aidfms.com. You are protected from retaliation for reporting in good
faith.

Harassment & Discrimination

You have the right to a workplace free from harassment and discrimination based on race, color, religion,
national origin, ancestry, age, sex, gender identity or expression, sexual orientation, marital status,
pregnancy, medical condition, genetic information, or disability — under California’s Fair Employment and
Housing Act (FEHA) and federal law.

Aid FMS has zero tolerance for harassment, including sexual harassment. If you experience or witness
harassment or discrimination — by anyone, including a participant or family member — report it to
bills@aidfms.com. Reports are taken seriously and handled as confidentially as possible, and you are
protected from retaliation for reporting in good faith.

Timekeeping Integrity

Accurate time records are essential and required by law. Falsifying a timesheet is against Aid FMS policy and
illegal, and Aid FMS has a zero-tolerance policy for it. The following are prohibited:

e Entering hours you did not actually work, or false dates or times

e Changing or editing another employee’s timesheet

e Asking or pressuring anyone to falsify a timesheet

e Working unapproved hours, including unapproved overtime, or performing tasks not authorized in the
plan

If you see timesheet fraud or are asked to take part, report it immediately to bills@aidfms.com. Violations
can result in discipline, termination, and referral to authorities.
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Ending Employment

Employment is at-will, so either you or your employer may end it at any time. To keep things smooth and
professional:

If you resign: we ask that you give at least two weeks’ notice when possible. Let your employer know
and email bills@aidfms.com so your final pay can be prepared correctly.

Your final paycheck: California law sets when your final wages are due. If you are discharged, your final
pay is due immediately; if you resign with at least 72 hours’ notice, it is due on your last day; if you
resign with less notice, it is due within 72 hours.

Unused sick leave is not paid out at separation (it is restored if you are rehired within 12 months).

Return property: return any keys, equipment, or supplies that belong to the participant or their
household.

Final documents: you will receive your final wage statement, a notice regarding your change in
employment status, and the EDD pamphlet "For Your Benefit." Your W-2 is issued by January 31 of the
following year.

No work after your last day: do not perform any work after your separation date — it cannot be paid.

Raising Concerns & Anti-Retaliation

If you have a concern about your pay, your treatment, or your safety, tell us — email bills@aidfms.com. We
will look into it and respond. You may also raise concerns with your employer (the participant or managing
party) or, for program matters, the Regional Center.

Aid FMS does not tolerate retaliation. You are protected for reporting in good faith about wages, safety,
suspected abuse, harassment, discrimination, or fraud, and for taking protected leave such as paid sick
leave. Retaliation against you for any of these is prohibited.

Your Rights as an Employee

As a California employee, you have the right to:

Be paid at least the applicable minimum wage (state or, if higher, your local city/county rate) and to
receive overtime you have earned.

Take meal and rest breaks, and earn and use paid sick leave.

A workplace free from harassment, discrimination, and retaliation.
Workers’ compensation coverage if you are injured on the job.

Accurate, itemized pay statements and timely final pay.

Report concerns or suspected wrongdoing in good faith without retaliation.

Request information in your preferred language or an alternative format.
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Frequently Asked Questions

Q: How and when do | get paid?

A: Hourly, semi-monthly. Enter your time on the platform Aid FMS assigns you (ADP or Timeero) by 5:00 PM
on the due date (generally the 2nd and 17th). Pay dates are generally the 15th and end of month.

Q: Where do | enter my time?

A: On ADP or Timeero, whichever Aid FMS directs you to use. Live-in caregivers may enter time after
providing the service.

Q: Do | need the participant to approve my timesheet?

A: No — Aid FMS approves timesheets by default. Only if the participant has asked to approve will they
review it (within 24 hours by email). Approval is not done in ADP.

Q: How do | request sick leave?
A: Email bills@aidfms.com with your name, the participant ID, and the dates and hours you need.

Q: Who sets my schedule and tasks?

A: Your employer — the participant or their parent/legal guardian — directs your daily work. Aid FMS
handles pay and employment paperwork.

Q: Do | pay for my own background check?

A: Yes — Live Scan is paid by the employee. Email your completed Live Scan form to bills@aidfms.com within
one week.

Q: Can | be paid for transporting the participant?
A: For adult participants only: you are paid your hourly rate for the time, plus tax-free mileage at the greater
of the IRS rate or the plan rate. Minors are transported by their parent/legal guardian.

Q: What if | am hurt on the job?
A: Get medical help (911 in an emergency), then report it to your employer and bills@aidfms.com within 24
hours. Workers’ compensation applies.

Q: What if | see something that worries me about the participant’s safety?

A: Call 911 if there is danger. Report suspected abuse to Adult Protective Services (833) 401-0832 or county
CPS for a minor, and notify bills@aidfms.com.

Q: Am | a contractor or an employee?

A: Almost all caregivers are W-2 employees. Individual contractor (1099) status is uncommon and requires
passing California’s ABC test — see Appendix A.
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Glossary

Term Meaning
California’s legal test (Labor Code § 2775) for whether a worker is an

ABC Test employee or an independent contractor; all three conditions must be met
to be a contractor.

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

At-will Employment that either party may end at any time, with or without cause
or notice, subject to law.

DE 4 California’s state income-tax withholding form.

DWC-1 The California workers’ compensation claim form.

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

EMS Financial Management Services — Aid FMS’s role (payroll, taxes,
compliance).

I-9 Federal form verifying your eligibility to work in the U.S.

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

Independent An individual who passes the ABC test, sets their own way of working, is

Contractor (1099)
Live Scan

Managing Party
Non-exempt
Participant

SDP

Timeero

W-2

paid without tax withholding, and receives a 1099 — see Appendix A.

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

The participant or their parent/legal guardian who directs your daily work.
An employee entitled to overtime and meal/rest breaks (most caregivers).
The person you support and who directs your work.

California’s Self-Determination Program.

A time-tracking platform Aid FMS may assign for entering time.

The year-end wage statement issued to employees.
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Appendix A: Independent Contractor (1099) Guidelines

This appendix is for individual independent contractors, not employees. If you are an independent
contractor, the employee policies in this handbook (schedules, conduct rules, paid sick leave, and similar) do
not apply to you. As an independent worker, you control how you perform your work. These guidelines
summarize only how you are engaged and paid; your relationship is governed by a separate signed
Independent Contractor Agreement, which controls if there is any difference.

How Contractor Status Is Determined

California law (the ABC test, Labor Code § 2775) presumes a worker is an employee unless all three are true:
(A) you are free from control and direction in performing the work; (B) your work is outside the usual course
of the hiring party’s business; and (C) you are customarily engaged in an independently established trade or
business of the same type. Aid FMS makes the final classification determination in compliance with California
law. Most caregivers do not meet this test and are W-2 employees.

Getting Set Up

* You do not need a company or a W-9. Aid FMS sets you up in ADP as an "Individual Contractor with
SSN," and ADP collects your personal information (name, Social Security number, address, and direct
deposit) through the ADP portal.

e Your service, rate, and the participant’s spending plan must be approved by the Regional Center before
you begin.

e You must carry your own liability insurance. You are not covered by Aid FMS workers’ compensation.

e You sign an Independent Contractor Agreement before starting.

How You Are Paid
e You submit your time through ADP time tracking. SDP Spark is not used for individual contractors.
e You are paid on the same Aid FMS payroll schedule as employees (semi-monthly), at your approved
rate.
¢ No taxes are withheld from your pay. ADP files your IRS Form 1099, but does not withhold income tax
or any other taxes. You are responsible for your own income and self-employment taxes.
e You do not accrue paid sick leave and are not covered by workers’ compensation.

Conduct & Safety

Although you are independent, everyone working with a participant must keep the participant safe, protect
their privacy and confidential information (HIPAA), follow mandated-reporter obligations, and avoid any
misuse of participant funds or property. Suspected abuse, neglect, or exploitation must be reported (911 if
there is danger; Adult Protective Services (833) 401-0832 or county CPS for a minor; and notify
bills@aidfms.com).

Questions about contractor status, setup, or pay? Email bills@aidfms.com.

Independent Contractor Acknowledgment

Please sign and return this to bills@aidfms.com if you are engaged as an individual independent contractor.

| acknowledge that | am an independent contractor, not an employee of Aid FMS or the participant. |
understand that | control how | perform my work, that no taxes are withheld from my pay, that | am
responsible for my own income and self-employment taxes, that | must carry my own liability insurance, and
that | do not receive employee benefits such as paid sick leave or workers’ compensation. | understand that
my relationship is governed by a separate Independent Contractor Agreement.

Contractor name (printed)

Contractor signature Date
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Employee Acknowledgment

Please sign and return this page to bills@aidfms.com.

| acknowledge that | have received the Aid FMS Employee Handbook. | have read it (or had it explained to
me) and | understand my responsibilities, my pay and timekeeping process, and my rights as an employee. |
understand that my employment is at-will, meaning it may be ended at any time by me or my employer,
with or without cause or notice, subject to law, and that this handbook is not a contract of employment. |
understand that the participant (or their parent/legal guardian) directs my daily work, that Aid FMS handles
payroll and employment matters, and that email to bills@aidfms.com is the main way to reach Aid FMS. |
understand this handbook may be updated and that Aid FMS will notify me of material changes.

Employee name (printed)

Employee signature Date

Aid FMS LLC | bills@aidfms.com | www.aidfms.com
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