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PCA Program Consumer Guide 

Welcome to the Tempus Unlimited, Inc. PCA Program. This Consumer Guide has lots of 
information we hope you find most useful. All of the information has been verified as true 
according to MassHealth regulations and standards. This book is for you to use as a 
reference to assist you in getting started having the best success in managing your 
Personal Care Attendant Program. Many staff were involved in designing and updating this 
book. This handbook is a tribute to the dedication of these staff. They show a true desire 
to provide the greatest service to all of our consumers. 

This handbook is also available online at our website: 
https://tempusunlimited.org/personal-care-management-pca/ 

 

 Sincerely, 

 

 Linda M. Andrade 
 Program Director 
  

https://tempusunlimited.org/personal-care-management-pca/


  



 

Table of Contents 

SECTION 1:  INTRODUCTION INTO THE PCA PROGRAM 

 Introduction 

 PCA Job Description 

 PCA Program Reference Sheet 
 

SECTION 2:  FAQ’S & RESOURCES 

 Frequently Asked Questions (FAQ) Guide 

 Other Helpful Resources 

 Complaint Policy 

 Notice of Privacy Practices 
 

SECTION 3:  PCA PROGRAM: GETTING STARTED 

 Other Services/Facility Admissions 

 Who cannot be a PCA 

 Emergency Management 

 Individual Health and Safety Plan 

 PCA Skills Training Service Agreement Description 
 

SECTION 4:  PCA RECRUITING & INTERVIEWING 

 Helpful Tips for Hiring a PCA 

 Recruiting Methods 

 Rewarding Work (PCA Directory Information) 
 

SECTION 5:  PCA HIRING FORMS (For Consumer Records) 

 Steps When Preparing to Hire a PCA 

 Sample PCA Job Description 

 Cover Page and Application 

 New Hire Orientation Information 

 CORI Request Form 

 OIG Information 

 All Provider Bulletin (Screening) 

 SORI Request Form 
 

  



SECTION 6:  NEW HIRE PAPERWORK SAMPLES 

 W-4 Form Sample 

 The 9 Most Common I-9 Mistakes 

 I-9 Form Sample 

 PCA Signature Form Sample 

 Direct Deposit Application Sample 

 Debit Card Enrollment Form Sample 

 Electronic Timesheet System 

 Electronic Timesheets Agreement Sample 

 1199 SEIU Application 
 

SECTION 7: PCA HIRING FORMS (To be sent to the F.I. Department) 

 What does the F.I. Dept. do? 

 Form Generator (Paperworkr) 

 W-4 

 I-9 

 PCA Signature Form 

 Direct Deposit Application 

 Debit Card Enrollment Form 

 Electronic Timesheets Agreement 

 PCA Timesheet Attestation Form 

 CYMA Portal Instructions 

 Notice to PCA 

 PCA Non-Covered Services Attestation Form 

 Complaints and Grievances 

 Orientation Requirement 
 

SECTION 8: IMPORTANT EMPLOYER DOCUMENTS 

 Timesheets and Instructions 

 Workers’ Compensation 

 How to Apply for Unemployment 

 MassHealth Fraud 

 Important Tax Information 

 Termination of a PCA 

 PCA Sick Leave 

 Employment Laws and Benefits 

 Wage and Hour Laws and Regulations 

 Consumer Rights Under New Labor Contract 

 Child Labor Laws 

 Sick Time - PTO - Travel Time - Overtime 

 Hot Lines/Warm Lines 
 

SECTION 9: PCA SERVICE AGREEMENT 

 Personal Care Attendant (PCA) Service Agreement 
 

  



SECTION 10: EVALUATION DOCUMENTS 

 Regarding Your MassHealth Evaluation 

 Requesting an Adjustment of Your Prior Authorization 

 Support Service List 

 Medication Schedule 
 
 

SECTION 11: FISCAL INTERMEDIARY (FI) PACKET SAMPLES 

 Employment Packages 

 Consumer Referral Form 

 Consumer Agreement for PCA Fiscal Intermediary Services 

 Form SS-4 (Application for Employer ID Number) 

 Form TA-1 (Application for Original Registration) 

 Form 2678 (Employer/Payer Appointment of Agent) 

 Form 8821 (Tax Information Authorization)  

 Form M-2848 (Power of Attorney and Declaration of Representative) 

 Consent to Use and Disclosure of Protected Health Information (PHI) 
 

SECTION 12: FISCAL INTERMEDIARY (FI) PACKET 

 Employment Packages 

 Consumer Referral Form 

 Consumer Agreement for PCA Fiscal Intermediary Services 

 Form SS-4 (Application for Employer ID Number) 

 Form TA-1 (Application for Original Registration) 

 Form 2678 (Employer/Payer Appointment of Agent) 

 Form 8821 (Tax Information Authorization)  

 Form M-2848 (Power of Attorney and Declaration of Representative) 

 Consent to Use and Disclosure of Protected Health Information (PHI) 
 

SECTION 13: FOSTER A HEALTHY PCA RELATIONSHIP AS THE EMPLOYER 

 Guidance From Experienced Employers of Personal Care Attendants 
 

SECTION 14: ETIMESHEET INSTRUCTIONS 

 eTimesheet Sign Up Instructions 

 eTimesheet Sign Up Instructions (Spanish) 

 eTimesheets Submitting Approving Denying Editing Time Instructions 

 eTimesheets Submitting Approving Denying Editing Time Instructions (Spanish) 

 eTimesheet Password Reset Instructions 

 eTimesheet Password Reset Instructions (Spanish) 


