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Hiring Staff 
 

Introduction 
Hiring a new employee is a significant undertaking and responsibility so it’s critical that you hire with 
care and diligence. Poor hiring decisions can lead to significant stress and hardship for you, your new 
hire, your current staff, your residents, and family members. Having a dishonest, unproductive, 
unqualified, or unreliable caregiver can damage your reputation, cause you to receive citations, can 
generate client complaints, and ultimately result in sub-standard care for your residents. In some cases, 
a serious disagreement with a disgruntled employee can result in a stressful job separation, retaliatory 
“anonymous” complaints against you, and costly unemployment claims. 

 
Learning Objectives 
At the end of this module, you will be able to: 

• Discuss the employment process 

• Explain how to find, hire, train, manage, and maintain sufficient qualified staff 

• Describe how to write a clear and thorough job description, do an interview, hire, and conduct 
job performance evaluations 

• Explain the LTC workers training and background requirements 

• Complete a new hire AFH orientation 

What Do You Know? 
True or False 

1. A positive workplace culture improves teamwork 

2. You must report all new hires to DSHS within 20 days of hire 

3. You must complete a background check within 2 weeks of hiring a new caregiver 
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“You can teach new skills to a less 

experienced staff, but you can’t change 

their character or teach them common 

sense. Hire for character, train for skills 

and job success.” 

 

Building a Workplace Culture 
Workplace culture is the environment you create for your employees, and it plays a vital role in your 
business’ success. A positive workplace culture improves teamwork, raises staff morale, increases 
productivity and efficiency, and enhances retention of your workforce. Employees have a better 
understanding of what is expected of them and how they can achieve their professional goals. 

All employees need to know about your AFH’s mission and vision (See Module 3: Becoming a Small 
Business). They should clearly understand what makes you and your adult family home unique. They 
should also understand their role in supporting the achievement of your goals and objectives. 

Unless your employees are intentionally trained, coached, and supported in becoming an integral part of 
your adult family home business, it will be very difficult for them to adopt an active stake in your 
common success. 

• Share your vision to operate a high-quality adult family home and explain what that looks like in 
specific and tangible terms. 

• Explain what you know about long-term 
care consumers and your own residents. 

o What do they look for? 
o What is most important to them? 
o What worries them? 
o Why did they choose your adult 

family home? 

• Review your business’ mission, goals, and philosophy of care. 

• Review the kind of personal conduct that supports these achievements. 
• Clarify examples of behaviors that are not acceptable and the consequences for engaging in 

those behaviors. 

• Explain that you are committed to hiring and maintaining a staff that will actively work as a team 
to support and promote these goals. 

 

Hiring and Retaining Staff 
Finding, hiring, training, and managing long-term care staff is an essential part of operating an adult 
family home. Employees can “make or break” any business and reflect your vision and practices. Most 
employers encounter challenges with their employees, and therefore, subject matter knowledge and 
strong employment practices are essential. 

Developing Your Job Description 
A job description: 

• Is a list of specific tasks, duties, job functions, responsibilities, and performance expectations 
employers have for a given position. 

• Includes information about the required skills, training, licensing/certification, and 
competencies that are needed to perform the job, whom the employee should report to, 
conduct expectations, goals, and anticipated outcomes for the employee. 

• Must also explain any tasks that may be prohibited based on state regulations or standards of 
practice. For example, non-medical staff must not administer medication unless properly 
delegated and must not perform any tasks that are outside their scope of practice. 

A comprehensive job description is developed by conducting a thorough job analysis, which includes 
examining all the tasks and responsibilities that will be reasonably expected by the employer. 
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It should also include important business details, such as the employer’s mission, culture, and any 
benefits provided to its employees. It should specify to whom the position reports and may include a 
salary range for that position. 

Responsibilities and Duties 
Outline the core responsibilities of the position. Make sure your list of responsibilities is detailed and 
concise. Emphasize the duties that may be unique to your adult family home. For example, if you are 
hiring a “Resident Manager” the position may require medication auditing; include this detail to ensure 
candidates understand the requirements and the needed competencies. 

Highlight the day-to-day activities of the position. This 
helps employees understand the work environment and 
activities they will engage in daily. For example, an activity 
sequence may involve preparing and serving wholesome 
meals according to a menu, assisting residents with eating, 
then clearing the table and doing the dishes afterwards, or 
provide personal care to up to six residents according to 
each resident’s care plan. This includes transferring, 
dressing, personal hygiene, incontinence care, toileting, 
brushing teeth, and other personal care tasks as instructed 
by the employer. Staff must provide care consistent with the 
resident’s wishes and as outlined in the resident care plan. 

Specify how the position fits into the organization. Indicate 
what and how the employee must report, and how the 
employee will function within your adult family home. This helps them see the bigger picture and 
understand how their role impacts the business. 

Qualifications and Skills 
Include a list of qualifications, licenses, and hard 
and soft skills. The job description should specify 
education, licenses and certifications, technical 
caregiving skills, and previous job experience 
required for this job. You may also include “soft 
skills,” like the ability to listen to complaints without 
becoming defensive, problem solving, adaptability, 
and personality traits that you seek in a successful 
caregiver. 

Conduct Expectations 
Define your expectations for appropriate conduct. 
It’s important that your employees are professional and respectful in their interactions with you, their 
co-workers, residents, family members and visitors. For example, employees must not share their 
personal problems with residents and visitors. If a resident or visitor raises a concern, explain how the 
employee should handle it. 

Address other professional conduct you expect, for example: do not speak in languages the residents 
don’t understand while at work, appropriate phone usage, calling residents by name, promote resident 
rights, don’t criticize, or speak negatively of residents, coworkers, and the employer, and how to handle 
conflicts with co-workers. 
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Define personal traits and behaviors you seek. Address attendance and punctuality requirements, 
honesty, dress code and grooming, following instructions, standards of care, communication, patience, 
and flexibility. 

Many challenges with employees arise when the expectations are unclear to either party. It is your 
responsibility to clearly express and communicate what you need and expect from your employees 
through a detailed job description. 

Writing an Ad 
Placing an advertisement and hiring new staff requires careful thought to ensure you attract the best 
candidates, make the most of your time and effort, and comply with employment regulations. 

Your aim for an employment ad should be to attract a pool of the best and most qualified candidates. 
Keeping this goal in mind while writing your ad will help you achieve better and more consistent results. 

Your advertisement should be well thought out, reasonably short but thorough enough, and compelling. 
Here is a winning formula to help you attract more qualified responses and build a pool of suitable 
applicants. 

1. What is the job title? Make your job title specific. Targeted job titles are more effective than 
generic ones, so be precise by including key phrases that accurately describe the position’s role. 

 
2. What is the opportunity and the benefits of this job? For example: a regular schedule, a 

beautiful work environment, only 6 residents, competitive pay with direct deposit, flexibility... 
 

3. What is the required schedule? Include the days and hours for this position. For example: 
Monday through Friday, 7 am to 3 pm. 

 
4. What are the required qualifications? You don’t need to include everything, but you should 

outline the most important “non-negotiable” qualifications the position requires. 
 

5. What are the duties and responsibilities for this position? You don’t need a full job description, 
but a summary helps the reader understand what the job entails. 

 
6. How should the applicant respond? Give clear instructions on how to apply for the position and 

any information or documents that should be submitted with the application. 
 

Your job posting should include all the necessary information that a prospective employee would need 
to have to decide if it is a potential fit for them. 

 

 
ACTIVITY: Review some “caregiver wanted” Job Ads 
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Recruitment Strategies 
There are several ways to find new employees and 
caregivers, and some are more effective than others. 

Effective hiring methods change overtime; placing a 
“caregiver wanted” ad in the local newspaper was very 
effective for many years, but that is no longer the case. It’s 
important to stay in touch with current trends. 

It’s also important to realize that the best caregivers are 
stable and loyal, and therefore, they seldom change jobs. 
To find and retain them, you must know what to look for 
and be patient and persistent in your search. 

Here are seven ways to find potential caregivers for your 
adult family home. 

1. Personal knowledge of a candidate. This may be a former co-worker of yours, or someone 
you know personally and trust who may be an experienced and qualified caregiver. 

2. Referrals from other care providers. This is the next best thing to knowing the candidate 
yourself a “word-of-mouth” referral from an adult family home or other care provider. 

3. Referrals from current staff. Capable and caring caregivers often know other capable and 
caring caregivers. Ask your current caregivers if they have caregiver-friends who may be 
looking for work. 

4. Schools who train nursing assistants and long-term-care workers. There are many Home 
Care Aides (HCA) and Nursing Assistants Certified (NAC) training schools who are willing to 
post employment opportunities for their students. 

5. Advertising online. While local newspapers used to be a good source for finding new 
employees, they have been replaced with numerous online jobs search/posting websites. 

a. www.indeed.com 
b. www.craigslist.org 
c. www.connecttocarejobs.com 
d. www.worksourcewa.com 

e. www.simplyhired.com 
f. www.ziprecruiter.com 
g. www.mycnajobs.com 

 
6. Employment agencies. Another option is to contact an employment agency. Employment 

agencies act as brokers representing employees looking for work. Ensure the agency 
represents or specializes in adult family home and long-term-care workers so that the 
potential candidates will be prequalified to work in long-term care settings. This approach is 
expensive and not commonly used, but worth considering if the other approaches do not 
produce results. Your agreement with the agency should include a reimbursement option if 
the hired candidate doesn't work out within a reasonable trial period. 

 

7. Temporary staffing agencies. There are temporary staffing agencies that provide short-term 
LTC workers. Some of these agencies offer the option to convert a temporary staff into a 
full-time permanent employee for a referral or placement fee. As above, this option is not 
common and may be costly so be sure to read their contracts carefully. 

http://www.indeed.com/
http://www.craigslist.org/
http://www.connecttocarejobs.com/
http://www.worksourcewa.com/
http://www.simplyhired.com/
http://www.ziprecruiter.com/
http://www.mycnajobs.com/
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Applications 
Always have your applicants complete a job 
application. Every applicant should receive the 
same application, which will allow you to 
compare each applicant’s credentials and 
experience more objectively and impartially. 

Develop an application that fits your specific 
needs or look for one online. The AFH Council 
or the Long-Term Care Foundation may be 
good resources as well. 

1. Make the format consistent: Gather the 
same data in the same format from each 
prospective employee. It makes 
comparisons of candidates' credentials easier. 

2. Gather all relevant information on the employment application, including: 
a. Date of the application 
b. Full name, address, and contact information for the applicant 
c. Credentials and certifications held with expiration dates 
d. Licenses held with expiration dates 
e. Current employment status 
f. Whether they are seeking full-time or part-time employment 
g. Availability start date 
h. Previous employment starts and end date 
i. Names and contact information of previous employers and supervisors. Include a statement that 

gives you permission to contact their previous employers for employment verification purposes 
j. Duties and responsibilities at current and previous job(s) 
k. Reasons for separation from previous employer 
l. Days and hours the prospective employee are NOT available to work 

3. Application signature: Obtain the applicant's signature attesting that all statements on the 
application are true and correct. If you allow applicants to say, "see resume" (which is not advised), 
the signature statement should say, "The applicant's signature attests that all statements on the 
employment application and resume are true." 

 

The applicant's signature should also attest that they have read and understand certain policies and 
procedures that are spelled out on the employment application. These can include statements that 
employment is “at-will” rather than contractual, that the employer is an equal opportunity, non- 
discriminating employer, and that employment may require the applicant to pass a drug test prior to 
hire. 

 
NOTE: Criminal background checks: let the applicant know that a fingerprint print background 
check and criminal history is required for employment. 

https://adultfamilyhomecouncil.org/
https://www.longtermcarefoundationwa.org/
https://www.dshs.wa.gov/altsa/background-checks
https://www.dshs.wa.gov/altsa/background-checks
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Eligibility to work in the U.S.: Federal law prohibits employers from completing the employment 
eligibility verification process (I-9) before the employee has accepted an offer of employment. However, 
applicants should be informed of these requirements by adding the following statement on your 
employment application: "In compliance with federal law, all persons hired will be required to verify 
identity and eligibility to work in the United States and to complete the required employment eligibility 
verification USCIS Form I-9 upon hire." 

Employment Application Review 
Spend some time reviewing the application. Are there gaps in their employment history? Review all 

licenses and certifications, including their expiration dates at the Department of Health, Provider 

Credential Search website. If the applicant is agreeable, make copies of all certificates presented during 

the interview. 

It’s not uncommon to become short-staffed or to need urgent help. As tempting as it may be, it is 

strongly discouraged and unadvisable to offer a job or hire anyone without having the results of the 

background check, reference check, and fingerprinting. Do your best to avoid making rushed and 

premature hiring decisions despite external pressures. Give yourself enough time to review the 

application, check references, even schedule follow-up interviews to ensure you make a wise hiring 

decision. (WAC 388-76-10175, WAC 388-76-10176) 
 

Remember that potential employees who are untruthful on their application are not people who have 

the integrity and values you want in a long-term care worker employee. Hiring new caregivers without 

performing thorough due diligence can easily backfire and cause more problems than it solves. 

 

The Interview 
Phone Screen 
When considering potential caregivers, start with a quick 15 to 30-minute phone screen to find out if 

they meet the basic job description and to determine if there is a mutual fit. 

The following phone interview process is recommended by Joseph Spada, AFH Administrator Trainer: 

This practice helps you use your time more effectively and improve the quality of applicants you 

interview. A short phone interview is most effective to discover the following: 

1. Do they have the required qualifications? 

a. If not, are they willing to obtain those qualifications in a timely manner? 

2. Do they have the required work and caregiving experience? 

3. Are they currently employed? 

a. Are they available for the specified schedule? 

b. Are they looking for a primary, or a part-time secondary job? 

4. What licenses do they possess in Washington state? 

5. How far do they live? How do they commute to work? 

6. What are their general salary expectations? 

7. Are their communication skills adequate? 
8. If you are a smoke and drug-free company, would this present a problem for them? 

If the answers to the above questions are positive, you should proceed with scheduling an in-person 
interview. 

https://fortress.wa.gov/doh/providercredentialsearch/
https://fortress.wa.gov/doh/providercredentialsearch/
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10175
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10176
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NOTE: 

There are questions you cannot ask during an interview. These include questions related to 
age, disabilities, pregnancy, marital status, religion, gender identity, sexual preference, race, ancestry, 
children, arrest record, wage and salary history. In addition, review the Employment Eligibility 
guidelines discussed above. Everyone in your organization who might conduct interviews must be 
aware of these rules. 

 
The U.S. Pre-Employment Inquiries and Citizenship generally forbids you from asking a person to 
prove their citizenship status during a job interview or at any time before you offer employment. 

 

In-Person Interview 
A job interview can be stressful. Set the applicate 
at ease, smile and be welcoming. This will help 
them be more comfortable and open about 
themselves, which can lead to a more authentic 
view of their personality. 

After introductions, tell them what you want to 
achieve, about how long the interview will take, 
and that there will be time for questions at the 
end. Let them know you will be keeping notes to 
help you remember key points. Keep notes to a minimum and don’t let them be a distraction to the 
interview. 

You will want to ask questions that reveal their skills and qualifications, important personality traits and 
level of enthusiasm for the job. Use your observation skills. What does their body language tell you? 

 

 

It is recommended that you develop a list of acceptable and thoughtful questions which will also provide 
you with meaningful insights about the applicant’s suitability for the position. A list of sample questions 
is included in the next activity. 

Pro Tips: conducting effective interviews is both an art 

and a skill. The best interviews are like informative 

conversations that stay on track with a clear and 

deliberate line of questioning to help you uncover 

important and positive “subjective” personality traits 

that are common to people that we consider “great 

caregivers.” 

https://lni.wa.gov/workers-rights/wages/equal-pay-opportunities-act/
https://www.eeoc.gov/pre-employment-inquiries-and-citizenship
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Here are tips to help you conduct more effective and informative interviews. 

• Ask open-ended questions – yes or no questions are often dead ends. Ask yes or no questions only 
when you need a specific answer such as “are you currently working?” 

• Challenge applicants with real life scenarios such as, “How would you handle a confused resident 
who is awake at 2 AM and won’t go back to sleep?” 

• Clarify vague and broad statements such as, “I do everything in my current job…” or “I have a lot of 
experience…” 

• Look for wisdom and maturity, for example, “Give me your top 3 tips on how to work well with 
others…” or “…how to resolve conflicts with coworkers.” 

• Listen attentively. Once you ask a question, stop talking and listen! Try your best to remain in a 
place of genuine curiosity when asking questions. 

 
Interview Observations 
During an interview there are many other objective and subjective, verbal, and non-verbal observations 
that can be made. Some of these observations can be quite revealing about a person’s character and 
personality and include things like: 

o Is their handwriting clear, 
legible, messy? 

o Do they smile readily? Are they 
more outgoing and expressive, 
or introverted and reserved? 

o Are they personable and 
friendly? 

o How is their appearance? 
Personal hygiene? Fingernails? 

o Do they have questions? What 
are their questions about? 

o Is their paperwork and 
certifications organized? 

End the interview on a positive, upbeat note. Allow 10-15 minutes near the end of the interview for 
them to ask any questions. Walk them to the door and thank them for their time. Give them an idea of 
when they can expect a decision. Remember, a job interview isn’t just about you choosing the right 
applicant for your AFH, it is also their opportunity to determine if they want to work for you! It is your 
opportunity to "sell" your AFH and make the open position more attractive. 
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ACTIVITY: Practice a Job Interview/Observations 
Pick a partner to interview using 3-5 questions from questionnaire #1. Once done, trade roles 

and use 3-5 of the questions from the interview questionnaire #2. If you take notes, do your 

best to stay connected to the person you’re interviewing. Don’t let taking notes distract you 

from active listening. 

Interview Questionnaire #1 
1. Are you looking for a primary or a secondary job? Why? 

2. Why did you leave (or leaving) your current employment? 

3. What do you like most – and least – about your present job? 

4. Describe your current or previous responsibilities in detail. 

5. Describe your relationship with your previous employer. 

a. What do you like most – at least - about your employer? 

6. How would you describe your ideal coworker? Your ideal employer? 

7. What do you consider to be your greatest strength as a caregiver? 

a. As a coworker? 

b. As an employee? 

8. What specialty training have you received as a caregiver? 

9. Are you willing to receive additional training to improve your skills, knowledge, and abilities as a 
caregiver? 

10. Are you able and willing to maintain any required certifications up-to-date, or acquire new ones 
if/when necessary? 

11. What have you noticed so far, or know about our AFH that you find appealing? 

12. Are you available to work overtime during emergencies, if necessary? 

a. Weekends? Holidays? Nights? 

13. Do you have any limitations that would prevent you from fulfilling the duties and responsibilities 
of this position? 

14. Is there anything that might prevent you from reporting for work on time and as scheduled? 

a. What would be a reason for you not to report for work when scheduled? 

15. What would be your most important considerations if you were to be offered this job? 

a. For example: compensation, benefits, schedule flexibility, growth opportunities, 
workload? 
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Interview Questionnaire #2 
1. What made you decide to become a caregiver? 

a. What do you love most about being a caregiver? 

b. What do you find most difficult about being a caregiver? 

2. What do you most enjoy about working with the elderly (or include the populations you serve)? 

3. In your own view, what makes you a great caregiver? 

4. If I were to ask your current employer to describe you, what would they say? 

a. What would they say is your greatest strength? 

b. Why would they say you should improve? 

5. What would a resident you care for say about you? 

6. What are some of the challenges you face in your current job? 

7. In your view, what does it mean to provide quality care? 

8. Have you worked with people who have dementia (or insert your AFH specialty)? 

a. What do you think are the greatest challenges in providing care to them? 

b. Have you worked with people who have developmental disabilities (or include the 
populations you serve)? 

c. What do you think are the greatest challenges in providing care to them? 

9. How would you handle a confused resident who is awake at 2:30 AM and refuses to go back to 
bed? 

10. You hear a loud “thump…” you rush to investigate and find a resident laying on the floor; how 
do you handle the situation? Be specific… 

11. What would a care setting who offers “the highest quality care" for persons with dementia look 
like? 

12. What are you most complimented on in your work? 

13. What do you consider to be your greatest strength(s)? 

14. What do you feel makes you especially qualified for this job? 

15. What do you believe you can bring to our AFH and residents? 

16. What do you think it takes to be successful as a professional caregiver? 

17. What do you like to do for fun when you’re not working? 

18. Where do you see yourself in a year from now? 

19. If you were me, would you hire you? Why? 

20. What else do you think would be important for me to know about you? 
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Reference Check Authorization Form 
 

I, [applicant’s full name], hereby authorize [previous employer’s name] to provide, release, and 
otherwise verify information of my current or previous employment with said employer. 

I understand that reference information may include, but not be limited to, verbal and written 
inquiries or information about my employment performance, professional demeanor, rehire 
eligibility, dates of employment, and employment history. 

My signature below also authorizes you to release and to provide any additional information that 
may be necessary to process my application for employment with [your AFH company], whether 
the information is positive or negative. 

I release [previous employer’s name], from all liability arising from their information about my 
employment history, my credentials or qualifications, and my suitability for employment with [your 
AFH business]. 

Signed and dated: [applicants name, signature, and date.] 

 

Reference Checks 
ALWAYS, ALWAYS, ALWAYS check their personal and 
professional references. Verify the applicant’s 
statements by contacting previous employers and 
professional references. 

• In addition to a statement on the application 
allowing you to verify the applicant’s 
statements, you may also need a separate 
Reference Check Authorization Form signed by 
the applicant. Some employers will require such 
authorization before agreeing to discuss 
reference verification for an applicant. 

• Be cautious if previous employers do not return your calls. In most cases, the previous employer 
does not want to provide a reference because of a negative reason. 

• One way to help previous employers be at ease during a reference check is to start by asking 
them to simply verify the applicant’s statements for accuracy; employment dates, job 
responsibilities, and specific duties information. 

It’s important that you take notes and document your reference check in writing and keep it in the 
applicant’s file. 

Questions to consider asking a previous employer: 
1. What was the job title, responsibilities, start and end dates? 
2. How long have you known the individual? 
3. What was it like to work with them? 
4. What would you consider their biggest strengths and weaknesses? 
5. Was there any resident care issues or complaints? 
6. Would you rehire them? 

Reference Check Authorization Form 
Complete one reference check authorization form for each former employer listed on the employment 
application. 
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Offering Employment 
Before sending the official offer letter, email the candidate to set up a time to talk over the phone. 
During the call, express excitement about inviting them to join your team and present the terms of your 
offer, including salary, benefits, start date, etc. If the candidate accepts your verbal offer, send an official 
written letter. Your offer letter should cover everything you talked about during the phone call. 

The Offer Letter 
The offer letter will minimize the likelihood of any potential misunderstandings and clarify the 
specifics of the employment terms. The applicant should be given the ability to accept or reject your 
offer in writing; a simple and practical way of doing this is to create a job offer form. 

Below are some of the items that should be included in your job offer. 
1. Name of the employee and the date this job offer is made 

2. Employment start date 

3. Exact schedule; days and in-out times the employee will be scheduled to work 

4. Expected number of weekly or monthly work hours 

5. Pay rate (for the specified work schedule) 

6. Other relevant information on required items or contingencies such as; completing the 
employment eligibility verification form I-9, requesting time off, benefits, criminal background 
check, employment-at-will information, overtime rules, trial period terms, certifications they 
agree to maintain up-to-date, and/or any other conditions required to maintain employment. 

7. A place for the applicant to accept or reject the offer in writing 

8. Signatures 
 
 

Resources: Employment 

• U.S. Equal Employment Opportunity Commission – Making an Employment Decision 

• indeed.com: 
o Job Offer Letter Format with Template 
o How to Write the Perfect Job Offer Letter Email 
o Job Offer Letter Samples 

 

Notification of Not Offering Employment 
In most cases employers are not legally required to notify applicants that they have not been accepted 
for a job. However, most seasoned employers and human resources professionals agree that a best 
practice is to notify all applicants of their status in a timely fashion. Additionally, if your top applicant for 
the job does not work out, you may decide to contact other applicants. 

Explain that after conducting a thorough review of all applicants, you have found an applicant who is 
ideally suited and matched for the position. Thank them for their time, that it’s been a pleasure meeting 
them, and if you find it appropriate, ask them if they wish to be kept informed of any future 
employment opportunities with your company. 

https://www.eeoc.gov/employers/small-business/making-employment-decision
https://www.indeed.com/hire/how-to-hire?hl=en&co=US
https://www.indeed.com/hire/c/info/job-offer-letter-format?hl=en&co=US
https://www.indeed.com/hire/c/info/how-to-write-a-job-offer-letter-email?hl=en&co=US
https://www.indeed.com/hire/c/info/job-offer-letter-samples?hl=en&co=US
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The Background Check Central Unit (BCCU) 
The Background Check Central Unit (BCCU) uses a centralized database to conduct approximately 

310,000 background checks annually. This includes approximately 140,000 fingerprint-based checks for 

the Department of Social and Health Services (DSHS) programs and authorized service providers who 

serve vulnerable adults, juveniles, and children. 

The BCCU determines the type of result notification based on the criteria set by the DSHS program that 

oversees the background check activities; each program has a different criterion. The results are 

provided to the authorized service providers and DSHS programs that made the request. 

NOTE: DSHS pays for background checks for all LTC Workers. 

All adult family home caregivers and resident managers, as well as certain other persons, are required 

have a criminal background check prior to start working, unless it is a conditional hire. Background 

checks must be renewed every two years. 
 

NOTE: To make sure you don’t miss these renewal dates, use a digital calendar or another 

system to help remind you of expiration and renewal dates. 

The Background Check Central Unit (BCCU) 
 
 
 

 
Office hours 8AM-4:30PM, Monday through Friday (except holidays) 

 

• Email – bccuinquiry@dshs.wa.gov 
Please allow 1-2 business days for a response. 

 

• Phone – 360-902-0299 
Phone support is available 9-11 AM Monday through Friday (there are exceptions depending on 
availability) 

 

• Website – https://www.dshs.wa.gov/ffa/background-check-central-unit 
Our website contains a lot of helpful information for customers including FAQs 

 

• Listserv- BCCU sends out process changes, newsletters, and fingerprint site updates through the 
BCCU Listserv. Information on how to join can be found here. 

mailto:bccuinquiry@dshs.wa.gov
https://www.dshs.wa.gov/ffa/background-check-central-unit
https://www.dshs.wa.gov/ffa/faq?field_fsa_topics_value=bc
https://www.dshs.wa.gov/ffa/background-check-central-unit/bccu-listserv
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Secure Access Washington 

Once you receive a license number, use 
the Google Chrome internet browser, 
and go to Secure Access Washington to 
register your business (if you haven’t 
already) and add the Background Check 
System (BCS) as a service. You will also 
need a SAW account to complete your 
AFH Application (See Module 5 – 
Submitting Your Application). 

Review the Background Check System 
(BCS) User Manual: Log into BCS Using 
SecureAccess Washington (SAW). This 
manual is intended to help you create a user login in at SecureAccess Washington (SAW) and get your 
account set up to access the BCS. 

Background Checks 
There are two ways for an applicant to submit a background check; online and the paper Background 

Check Authorization Form. 

Submitting a Background Check Online 
The online background check authorization is located at https://fortress.wa.gov/dshs/bcs/. The form 

works best in the Google Chrome web browser. 

1. If the applicant completed their background check online, they need to provide you with their 

Confirmation Code located on the online form and their date of birth. 

a. If the applicant emails their code directly to you, please note that the date of birth is not 

included for security reasons. 

Conditional Hiring of Staff Pending Background Check 
 

WAC 388-76-10175 - Background checks—Employment—Conditional hire—Pending results of 
Washington state name and date of birth background check. 

An adult family home may conditionally employ a person directly or by contract, pending the 
result of a Washington state name and date of birth background check, provided the home: 
(1) Submits the Washington state name and date of birth background check no later than 

one business day after conditional employment; 
(2) Requires the individual to sign a disclosure statement and the individual denies having a 

disqualifying criminal conviction or pending charge for a disqualifying crime under 
chapter 388-113 WAC, or a negative action that is listed in WAC 388-76-10180; 

(3) Does not allow the individual to have unsupervised access to any resident; 
(4) Ensures direct supervision, as defined in WAC 388-76-10000, of the individual; and 
(5) Ensures the individual is competent and receives the necessary training to perform 

assigned tasks and meets the staff training requirements under chapter 388-112A WAC. 

https://secureaccess.wa.gov/dshs/bcs
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/LogintoBCSUsingSecureAccessWashington%28SAW%29.pdf
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/LogintoBCSUsingSecureAccessWashington%28SAW%29.pdf
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/LogintoBCSUsingSecureAccessWashington%28SAW%29.pdf
https://fortress.wa.gov/dshs/bcs/
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10175
https://app.leg.wa.gov/WAC/default.aspx?cite=388-113
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10180
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10000
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A
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2. Enter the Online Form Confirmation Code and Applicant Date of Birth into the fields on the BCS 

account homepage. 

3. Select Retrieve Applicant Information button 

4. This will retrieve the applicant’s information from the online form tool and display the 

applicant’s personal information. 

Submitting the Background Check Authorization Form 
If the applicant provided you with a signed paper copy of their Background Check Authorization Form, 

you need to carefully enter the information from the signed paper form into BCS. Paper forms should 

only be used when online is not an option. 

1. Review the slides of the Background Check System – PowerPoint Training for an overview of the 
online Background Check Authorization form and applicant experience. 

2. Follow the instructions on completing a Name & Date of Birth (NDOB) background check in the 
BCS. 

3. By checking the Fingerprint option, you can submit both the WA State NDOB AND Fingerprint 
Check. 

 

 
The Interim Results 
When you first receive the NDOB results, this is called the interim result. 

1. If it is not disqualifying, you can request to proceed with the fingerprint check. 

2. If the results are disqualifying, there is an option for the applicant to withdraw the fingerprint 

inquiry. 

a. If the applicant chooses to continue, the system will generate the fingerprint 

appointment form and fingerprint notification form. 

b. The inquiry ID is sent to the fingerprint vendor so the applicant can schedule their 

appointment. 

c. Once the applicant has scheduled the appointment, the date and time will display in the 

background check system. 

    Resources: Background Check 

• RCS Background Check Information 

o ALTSA Background Check Unit 
▪ Background Check Authorization Form 
▪ Fingerprint Appointment Form Word | PDF 
▪ Result Letters 
▪ Character, Competence & Suitability (CCS) Review 
▪ CCS Form/Instructions 

• User Guides and Training Materials 

• Online Background Check Authorization form 

https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/BCS_Training_PowerPoint.pdf
https://www.dshs.wa.gov/altsa/residential-care-services/rcs-background-check-information
https://www.dshs.wa.gov/altsa/background-checks
https://www.dshs.wa.gov/sites/default/files/forms/word/09-653.docx
https://www.dshs.wa.gov/sites/default/files/forms/word/27-059.docx
https://www.dshs.wa.gov/sites/default/files/forms/pdf/27-059.pdf
https://www.dshs.wa.gov/altsa/notification-background-check-results
https://www.dshs.wa.gov/altsa/background-checks-character-competence-and-suitability-ccs-review
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf
https://www.dshs.wa.gov/ffa/bcs-login-and-guides
https://www.dshs.wa.gov/sites/default/files/forms/word/09-653.docx
https://fortress.wa.gov/dshs/bcs/
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Notification of Background Check Results 
 

Working with BCCU Notification Letters 
You will receive one of these four 
notifications following a Washington State 
Name and Date of Birth (NDOB) Background 
Check and another notification following a 
fingerprint check. 

1. No Record 
2. Review Required 
3. Disqualify 
4. Additional Information Needed 

Click here to review the following 
information for each notification: 

• What you will see 

• What this means 

• Action you must take 

NOTE: Maintain notification results in the 
employee’s personnel/employment record. 

 
 

Character, Competence, and 
Suitability (CC&S) Review 
A CC&S determination is a review process used, when required, to decide whether an individual is 
permitted unsupervised access to minors or vulnerable adults. 

CC&S review and determination is required when: 

• An individual has a Review Required background check result that includes non-disqualifying: 
o Conviction(s), 
o Pending charge(s), 
o Negative action(s); 

 

• There are concerns about an individual related to client(s) health and safety, or other risks to 
the client(s); 

 

• There is a reasonable, good faith belief that the individual cannot meet the care needs of the 
client(s); 

 

• A CC&S determination can never be used to allow a provider to work when the individual has 
Automatically Disqualifying convictions, pending charges, and/or negative actions 

The CC&S is often completed as part of the background check process. A CC&S may be completed at 
other times as well. 

To learn more about when a CC&S is required and factors to consider, go to the Background Checks – 
Character, Competence, and Suitability (CC&S) Review webpage. 

NOTIFICATION EXAMPLE 

1. No Record 

WHAT YOU WILL SEE: No background information 

reported. 

WHAT THIS MEANS: None of the background check 

data sources reported criminal or negative action 

records that disqualify the applicant from having 

unsupervised access to children or vulnerable 

adults and there are no background check records 

to review. 

ACTION YOU MUST TAKE: Maintain a copy of the 

results notification and give a copy of the result 

notification to the applicant/employee within 10 

days of receipt from the Background Check Central 

Unit (BCCU). Document the results as required. 

https://www.dshs.wa.gov/altsa/notification-background-check-results
https://www.dshs.wa.gov/altsa/notification-background-check-results
https://www.dshs.wa.gov/altsa/background-checks-character-competence-and-suitability-ccs-review
https://www.dshs.wa.gov/altsa/background-checks-character-competence-and-suitability-ccs-review
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Resources: CC&S 
• Character, Competency, and Suitability Assessment for Residential Care Services (NH, 

ALF, and AFH) (DSHS 15-456) 
• Background Check System (BCS) User Guide: Entity User Functions (April 2021) 

 
 

Fingerprinting 
Complete fingerprinting AFTER your new LTC worker's background check 

has been completed and you determine they are NOT disqualified. A new 

LTC worker can be hired and work for a 120-day provisional period while 

the fingerprint portion of the background check is pending. 

388-76-101632 - Background checks—National fingerprint background 

check. 
 

1. Individuals specified in WAC 388-76-10161 (2) ) who are hired after January 7, 2012, and are not 

disqualified by the Washington state name and date of birth background check, must complete 

a national fingerprint background check and follow department procedures. 

2. After receiving the results letter of the national fingerprint background check the adult family 

home must not employ, directly or by contract, a caregiver, entity representative or resident 

manager who has been convicted of a disqualifying crime or who: 

a. Has a disqualifying conviction or pending charge under WAC 388-113; or 

b. Has a disqualifying negative action listed in WAC 388-76-10180 

3. The provider may accept a copy of a national fingerprint background check result letter and any 

additional information from the department's background check central unit from an individual 

who previously completed a national fingerprint background check through the background 

check central unit, provided the national fingerprint background check was completed after 

January 7, 2012 
 

NOTE: A national fingerprint background check is valid for an indefinite period. WAC 388-76-10165 
 

You can have your fingerprints done either through the DSHS vendor IDEMIA or through your local law 

enforcement office. DSHS pays for all fingerprinting done through IDEMIA. You will need to pay for the 

fingerprinting if you use your local law enforcement services. 

If you choose to use local law enforcement, keep the following points in mind: 

• You are responsible for the costs of printing/reprinting by local law enforcement. 

• DSHS does not pay the fees for: 

o Law enforcement to "Complete" the fingerprints. 

o Law enforcement to "Reprint" the fingerprints. Reprinting is required if the prints sent to 

the Washington State Patrol, or the FBI are rejected for one or more reasons including 

unreadability. 

You will need to contact IDEMIA to schedule an appointment for fingerprinting. 

See the Fingerprint Appointment Form (DSHS 27-059) below for the information you will need to 
schedule an appointment. 

https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/BCS_Entity_User_Guide.pdf
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-101632
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10161
http://app.leg.wa.gov/WAC/default.aspx?cite=388-113
http://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10180
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10165
https://wa.ibtfingerprint.com/
https://www.dshs.wa.gov/office-of-the-secretary/forms?field_number_value=27-059&title
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If you are rescheduling your appointment due to the WSP or FBI rejecting your fingerprints, you can 
reschedule online or by phone. You must have available the information from the fingerprint 
appointment form. 

NOTE: IDEMIA has locations throughout Washington State. To schedule an appointment 
through IDEMIA, call 1-888-771-5097 or visit their website at https://www.identogo.com/. 

 
 

Resources: Fingerprinting 
• Fingerprint-Based Background Check Notice (DSHS 27-089) 

• Fingerprint Appointment Form (DSHS 27-059) 

 
CRIMINAL HISTORY BACKGROUND CHECK WACS 

 

388-76-10160 Background check—General. 

388-76-10161 Background checks—Who is required to have. 

388-76-10163 Background checks—Process—Background authorization form. 

388-76-101631 Background checks—Washington state name and date of birth background check. 

388-76-101632 Background checks—National fingerprint background check. 

388-76-10164 Background checks—Results—Duty to inform. 

388-76-10165 Background checks—Washington state name and date of birth background check— 
Valid for two years—National fingerprint background check—Valid indefinitely. 

388-76-10166 Background checks—Household members, noncaregiving and unpaid staff— 
Unsupervised access. 

388-76-10170 Background check—Confidentiality—Use restricted—Retention. 

388-76-10174 Background check—Disclosure of information—Sharing of background information 
by health care facilities. 

388-76-10175 Background checks—Employment—Conditional hire—Pending results of Washington 
state name and date of birth background check. 

388-76-10176 Background checks—Employment—Provisional hire—Pending results of national 
fingerprint background check. 

388-76-10180 Background check—Employment—Disqualifying information. 

388-76-10181 Background checks—Employment—Nondisqualifying information. 

https://www.identogo.com/locations
https://www.identogo.com/
https://www.dshs.wa.gov/office-of-the-secretary/forms?field_number_value=27-089&title
https://www.dshs.wa.gov/office-of-the-secretary/forms?field_number_value=27-059&title
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10160
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10161
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10163
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-101631
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-101632
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10164
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10165
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10166
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10170
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10174
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10175
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10176
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10180
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10181
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Day of Hire 
The first day of employment is an important one. Try to have coverage for your residents for a few hours 

to allow you time to finish your onboarding tasks, such as completing all the legal documentation 

requirements, Orientation and Safety training, your AFH Orientation, and introduce the new employee 

to your home. 

Onboarding Checklist and Timeframes 
Onboarding is the process of introducing your employee to you and your AFH and preparing them for 

the work you are asking them to do. Onboarding helps reduce employee turnover, ensure compliance, 

and helps to forge lasting connections with your employees. 
 

Onboarding Task Checklist Timeframe 

Legal Requirements 

 Background Check Prior to first day of employment and then every 
2 years 

 Fingerprinting Check After a clear background check 
Within 120 days of hire 

 USCIS Form I-9 Upon Hire 
 Form W-4 Internal Revenue Service (IRS) Within 3 days of hire 
 TB Testing Within 3 days of hire 
 New Hire Reporting Program, DSHS/ESD Within 20 days of hire 
 Paid Family and Medical Leave  

 Copy of Social Security Card (See ESA Section, page 31) 

Human Resources (HR) Tasks 

 AFH Employee Handbook, reviewed and 
signed 

First Day of Hire 

 Schedule one-on-one meetings  

AFH Facility Orientation - Tour and Introductions 
 Tour of the home, emergency exits, supplies  

 Review of schedule and tasks  

 Resident records review, documenting 
standards 

 

 Meet the residents  

 Meet the other staff  

 
Set up Employee Records 
Don’t forget to set up your new employee’s records. See Module 6 – Setting Up 
Your Home; Required Records, Staff 

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.dshs.wa.gov/esa/division-child-support/new-hire-reporting
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Onboarding Task Checklist Timeframe 

Training (page 33) 

 LTC Worker Orientation (2 hours) Prior to providing care to residents unless 
exempt 

 Safety (3 hours) Prior to providing care to residents unless 
exempt 

 CPR/First Aid Within 30 days of hire if directly supervised by 
person with valid card or before providing care 
if not directly supervised by a fully qualified 
caregiver who has a valid first - aid and CPR 
card or certificate. 

 70-hour long term care training Within 120 days of hire unless exempt 
 Nurse Delegation, if required  

 Specialty Training, if required  

 Respirator Training Before use and annually there after 

 Review of required training, and schedule 
developed for Continuing Education (CE) 

 

 

 

AFH Employee Handbook 
An employee handbook should be given to your new employee on their first day of hire. The purpose of 

an employee handbook is to: 

• Introduce employees to your culture, mission, and values 

• Help with your employer responsibilities 

• Set clear expectations for the workplace 

• Set standards for how your home operates 

• Outline the policies that are specific to your AFH, such as a cell phone use policy 

• Ensure compliance with state and federal laws, such as paid sick leave, overtime, and 

attendance 

• List the position responsibilities 

 
The Long-Term Care Foundation has developed an Employee Handbook that can be downloaded and 

used as a template for developing your own AFH employee handbook. The template includes topics such 

as: 

• Welcome Letter and Company History 

• Discipline Policy – Termination 

• Attendance 

• Timekeeping 

• Paid Sick Leave 

• Medical Leave 

• Paid family and Medical Leave 

• Employee Acknowledgement 

• Cell Phone Use Policy 

https://doh.wa.gov/sites/default/files/2023-03/420470-WhatIsARespiratoryProtectionProgram.pdf?uid=645ac6e1ca44d
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Resources: Employee Handbook 
• Introducing An Employee Handbook for Adult Family Homes, PowerPoint; Long-Term 

Care Foundation, Sherice Brown, Workforce Development Specialist 

• Employee Handbook; Long-Term Care Foundation 

• Cell Phone Use Policy; Long-Term Care Foundation 

https://dc821f26-f143-4f3a-8ea6-c790161c698c.filesusr.com/ugd/728615_bc1dee54365b49cf9ff8b1c6cfc6bca6.pdf
https://dc821f26-f143-4f3a-8ea6-c790161c698c.filesusr.com/ugd/728615_c7a61d40feac420fb7adda5dae944c3c.pdf
https://dc821f26-f143-4f3a-8ea6-c790161c698c.filesusr.com/ugd/728615_f446759a618f442b9654d4547913dc19.pdf
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Tuberculosis Testing 
You must develop and implement a process to ensure that you, your 
entity representative, resident manager, caregivers, staff and any 
students or volunteers have tuberculosis (TB) testing within three days of 
employment. 

See the TB WACS for requirements and the types of testing that are 
approved. WAC 388-76-10265 through 10310, and the Adult Family Home 
(AFH) Information Sheet – Tuberculosis Screening. 

Staff working for the same provider who operates multiple homes does 
not need to complete a separate TB test for each home. 

 

Legal Responsibilities 
You must complete all your state and federal legal responsibilities when hiring staff, especially if this is 
your first hire. This includes employment eligibility verification for the individual you wish to hire. 

• Make sure you meet all the Labor & Industries (L&I) 
requirements (See L&I section below) 

o Workers’ compensation account 
o Safety and health requirements 
o “Wage and hour” laws 
o Workplace injuries 

 

• I-9, Employment Eligibility Verification 

Have your new employee fill out USCIS form I-9. to 
verify their eligibility to work in the United States. 
The purpose of the form is to document that each 
new employee (both citizen and noncitizen) hired 
after November 6, 1986, is authorized to work in the United States. 

o The Immigration Reform and Control Act (Glossary) requires all employees to provide 
proof to employers that they can legally work in the U.S. 

 

o Employers are required to verify the eligibility status of all employees. It is against the 
law to knowingly hire someone who is not authorized to work in the United States. This 
verification is done by using the USCIS form I-9. 

 

o Federal law also prohibits employers from conducting the Form I-9 process before the 
employee has accepted an offer of employment. However, applicants should be 
informed of these requirements by adding the following statement on your employment 
application: 

 

▪ "In compliance with federal law, all persons hired will be required to verify 
identity and eligibility to work in the United States and to complete the required 
employment eligibility verification USCIS Form I-9 upon hire." 

 

o Employers should not ask for “proof” of work authorization or Citizenship during the 
interview process or on the employment application. 

The Small Business Guide by 

Business.wa.gov can help you 

learn about payroll and other 

employee business 

responsibilities. In particular, 

the Employees section of the 

Grow Your Business chapter and 

the Payroll Your Business 

chapter are incredibly useful as 

references for employers. 

https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10265
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.dshs.wa.gov%2Fsites%2Fdefault%2Ffiles%2FALTSA%2Frcs%2Fdocuments%2Fafh%2Finformation%2FTuberculosis%2520Screening.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.dshs.wa.gov%2Fsites%2Fdefault%2Ffiles%2FALTSA%2Frcs%2Fdocuments%2Fafh%2Finformation%2FTuberculosis%2520Screening.docx&wdOrigin=BROWSELINK
https://www.lni.wa.gov/agency/small-business/business-requirements#2
https://www.lni.wa.gov/agency/small-business/business-requirements#2
https://www.lni.wa.gov/agency/small-business/business-requirements#2
https://www.uscis.gov/i-9
https://www.jobs.irs.gov/sites/default/files/wysiwyg-uploads/files/IRSDownloads/I-9EmploymentEligibilityVerification.pdf
https://www.uscis.gov/tools/glossary
https://www.business.wa.gov/site/alias__business/927/Small-Business-Guide.aspx#anchor-3673
https://www.business.wa.gov/site/alias__business/875/Home.aspx
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.business.wa.gov%2Fsite%2Falias__business%2F881%2FSmall-Business-Guide--Grow.aspx%23Employees&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920125374%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=QW%2B9mbDPb8Tw9WRLHRoVfgBk3ptXDsgh9ziyqfHghaQ%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.business.wa.gov%2Fsite%2Falias__business%2F881%2FSmall-Business-Guide--Grow.aspx&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920130617%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=93cN0yjj%2FhsGKeZznACczebBcLuDWqBsXIv2W7x7Pkw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.business.wa.gov%2Fsite%2Falias__business%2F878%2FSmall-Business-Guide--Payroll.aspx&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920135942%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=rCUNMOHqGyA29twlMErOU%2B4i29QlalLEsT0aNo5aDMU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.business.wa.gov%2Fsite%2Falias__business%2F878%2FSmall-Business-Guide--Payroll.aspx&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920135942%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=rCUNMOHqGyA29twlMErOU%2B4i29QlalLEsT0aNo5aDMU%3D&reserved=0
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VIDEO: New Hire Reporting for Washington State (4:18) 

 

• Have new hires complete and sign Form W-4 to withhold the right amount of income tax from 
their paycheck. 

• DSHS New Hire Reporting - report your new hire to the Washington State Economic Services 
Administration (ESA), Division of Child Support. 

 
Federal and state laws require you to 
report all newly hired and rehired 
employees to the Division of Child 
Support (DCS) within 20 days of hire or 
rehire, regardless of their age or the 
numbers of hours worked. A newly hired 
employee is one who has not worked for 
you before, one who has returned to 
work for you after a separation of at least 
60 consecutive days, or one who has started working for you under a new Federal Employer 
Identification Number (FEIN). 

 
ESA prefers you to report online, however, you may fax, mail or call in the information. If you 
chose to fax, you may send W-4 forms, computer print outs, other lists (except I-9 forms) or use 
their New Hire Reporting Form (DSHS form 18-463). 

https://www.youtube.com/watch?v=A4Qg599nSLc
https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.dshs.wa.gov/esa/division-child-support/new-hire-reporting
https://secureaccess.wa.gov/myAccess/saw/select.do
https://www.dshs.wa.gov/sites/default/files/ESA/dcs/documents/18-463.pdf
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Labor & Industries (L&I) 
“The Department of Labor & 
Industries (L&I) is a diverse state 
agency dedicated to the safety, 
health, and security of 
Washington's 3.3 million workers. 
We help employers meet safety 
and health standards, and we 
inspect workplaces when alerted to 
hazards.” 

L&I’s main responsibility is to 
operate the worker’s compensation insurance program, oversee workplace safety & health, most labor 
laws, and workplace rights. 

L&I Top Citations 
Not following L&I rules can result in thousands of dollars in fines/citations. Below are the top citations 

cited for AFHs. 

• Accident Prevention Program - Every employer is REQUIRED to have an active written Accident 
Prevention Program. Not having an Accident Prevention Program is the number one citation 
across all industries in the state. 

• Safety Meetings - Every employer is REQUIRED to have monthly safety meetings (or a safety 
committee if 11 or more employees). 

• Independent Contractors - Not following the very strict rules in Washington state about who 
qualifies as an independent contractor. Potential contractors must pass ALL PARTS of a strict 
six-part independent contractor test or you must pay workers compensation, 

Refer to https://lni.wa.gov/insurance/insurance-requirements/independent-contractors/ 

• Volunteers - A FOR-PROFIT BUSINESSES using VOLUNTEERS! 

• Room and Board - GET AGREEMENTS IN WRITING! If employers are going to offer room and 
board as part of employment, make sure those agreements are in writing and signed by both 
parties, especially establishing an agreed upon rent amount and the ability to deduct that rent 
amount from payroll (if desired). 

• Workers’ Compensation Coverage - Not covering those working for you (that is not on the 
business license as an owner) with workers’ compensation coverage. 

• Overtime Exempt Rules - Most adult family home employees will not pass the duties test to be 
overtime exempt. 

BEST PRACTICE: Attend L&I’s 80-minute webinar that covers all AFH L&I obligations. This is the best 
way to learn about workers’ comp, safety & health obligations, workplace rights, and the resources 
available to AFHs. The training is called “L&I Essentials for Business Webinar” and can be found in 
L&I’s Workshops & Training Center. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Fcreate-a-safety-program%2Faccident-prevention-program&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193624412%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2BTX%2FGFffoaqr8klJ8TgUx%2B%2BKCL3ZhWN7%2BiA8MHTWzI4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Fcreate-a-safety-program%2Faccident-prevention-program&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193624412%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2BTX%2FGFffoaqr8klJ8TgUx%2B%2BKCL3ZhWN7%2BiA8MHTWzI4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Fcreate-a-safety-program%2Faccident-prevention-program&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193624412%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2BTX%2FGFffoaqr8klJ8TgUx%2B%2BKCL3ZhWN7%2BiA8MHTWzI4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fforms-publications%2FF417-043-000.pdf&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193638005%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=4fLXEW49%2FU8jrnI%2BNPGVH0OJdrXlvpuJujqTrVLJJ04%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Finsurance%2Finsurance-requirements%2Findependent-contractors%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193647282%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=xuv31I68hlL9EiAfvaN%2BzoGhX3NMqi1odbr5x6hk5LI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Finsurance%2Finsurance-requirements%2Findependent-contractors%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193647282%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=xuv31I68hlL9EiAfvaN%2BzoGhX3NMqi1odbr5x6hk5LI%3D&reserved=0
https://lni.wa.gov/insurance/insurance-requirements/independent-contractors/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Finsurance%2Finsurance-requirements%2Fhow-to-get-a-workers-compensation-account&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193654600%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=PKlqvH%2FJvyPTKeTzoVLoUoEQ8tenMmEHuFo57bC6npE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkers-rights%2Fwages%2Fovertime%2Fovertime-rules-resources&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193661415%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2BnO74tD7d4p6u%2Bt7hcR%2FnT8Do5O2gtb2ldabpHQjBzs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkers-rights%2Fwages%2Fovertime%2Fovertime-rules-resources&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193661415%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2BnO74tD7d4p6u%2Bt7hcR%2FnT8Do5O2gtb2ldabpHQjBzs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkshops-training%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C8801f38a2a3e42e76ec508dcb63f4909%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585631193673113%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=WfR9aUKY0OFt4IBq09LsXBVuaaOC%2BOIbNXO9UK%2BZ0II%3D&reserved=0
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Payroll/Benefits 
• Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay and record keeping 

• Establish an efficient way to keep track of actual hours worked, make sure it is consistent with 
all employees 

• Keep track of important payroll dates and deadlines 

• Classify employees the correct way: 

o Exempt Employees are salaried and can be exempt from overtime 
o Non-Exempt Employees are paid hourly and are paid out overtime 

• If needed, learn about sleepover vs. live-in staff exemptions to the minimum wage requirement 

 
Paid Sick Leave 
Paid Sick Leave Minimum Requirements 
At a minimum, employees must be provided one hour of paid sick leave for every 40 hours worked. You 
must provide paid sick leave to all your employees regardless of full-time, part-time, temporary, or 
seasonal status. 

All hours that an employee works, including overtime hours, must be counted towards accrual, 
regardless of how many hours they work in each week or pay period. 

It is highly recommended you have a written paid sick leave policy in your employee handbook. If you 
choose not to have one, you must still meet the minimum state law requirements. 

Click on the link above to learn more about: 

• Accruing paid sick leave 

• Paying employees’ sick leave 

• Rate of pay 

• Authorized uses of paid sick leave 

• Carryover and reinstating paid sick leave 

 
Worker’s Compensation 
WA state laws require you to have workers’ compensation insurance for all your covered workers. A 

covered worker is anyone that works for you who isn’t listed on your business license as an owner or 

governor. 

That includes your regular employees as well as any part-time, casual, temporary, and seasonal workers. 

This includes family members and minors, like spouses, siblings, kids, or friends that are “just helping 

out.” Remember, if someone isn’t listed on your business license as an owner, they’re considered an 

employee you need to carry workers compensation. 

A reminder that for-profits businesses CANNOT have volunteers. Anyone working for a for-profit 

business must be paid as an employee and covered with workers’ compensation insurance. 

Workers Compensation is insurance. It provides medical treatment and wage replacement for workplace 

injuries to your employees as well as providing liability protection from litigation for you. 

Your Requirements - You must open a workers’ comp account when you have any employees, even if 

they work for a single hour, and you would start that process by updating your business license at Dept. 

https://lni.wa.gov/workers-rights/leave/paid-sick-leave/paid-sick-leave-minimum-requirements
https://lni.wa.gov/workers-rights/leave/paid-sick-leave/paid-sick-leave-minimum-requirements
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of Revenue. Once L&I opens your account, you will be required to file premium reports on a quarterly 

basis, at Lni.wa.gov. You must keep track of the number of hours worked. The premiums you pay will be 

determined by the number of hours worked. You must file every quarter, even if you don’t have any 

hours to report. 

Safety in Your AFH 
WISHA is the Washington Industrial Safety and Health Act, Chapter 49.17 RCW, enacted in 1973 by the 
Washington State Legislature. The purpose of this law is to ensure that Washington’s employers provide 
their workers with safe and healthy workplaces. The Department of Labor & Industries (L&I) administers 
WISHA through its Division of Occupational Safety and Health (DOSH).Washington is one of 27 states 
that administers its own workplace safety and health program. 

State Workplace Safety Requirements 
You have a lot of requirements as an employer when it comes to workplace safety & health. You must: 

• Provide a safe and healthy workplace with job related training and keep records of all incidents 
and injuries 

• Have an active, written Accident Prevention Program. Why is it in red? Because not having one 
is the number one citation across all industries in our state. If you don’t have one, I’ve included a 
link to find a template to get that Accident Prevention Program into place. 

• three required posters on job safety and employee rights. Posters are always free for download 
or delivery from the L&I website. You never have to pay for these posters. 

 

Reminder: You must complete the 3-hour safety training using the DSHS approved curriculum prior to 
your new employee providing care to any resident (unless they are exempt). The excerpt on the 
following page is from the: A Guide to Workplace Safety and Health in Washington State (L&I-F416-132- 
000), page 7. 

 

L&I Consultations 
It is highly recommended that you request a consultation with one of L&Is safety consultants They will 

provide free professional advice on any required changes to your Accident Prevention Program, 

explanations on safety and health regulations, guidance on creating written policies, identification of any 

worksite hazards, and safety rules that are specific to your AFH. 

The service is free and confidential. During a consultation, you will not be issued any citations or fines for 

any issues found. You will be given time to make corrections of any imminent risks found. 

Types of Consultation 

• Safety & Health 

• Ergonomics 

• Risk Management 

Visit L&Is Request Consultation website to submit an Online Consultation Request or call Consultants 

Near You. 

https://www.lni.wa.gov/forms-publications/F416-132-000.pdf
https://www.lni.wa.gov/forms-publications/F416-132-000.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Fcreate-a-safety-program%2Faccident-prevention-program&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920085677%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Pz%2Bu6wxdMhkERViV2ZRhrxeT70kEP7lj3bPx86bVyTQ%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Frequest-consultation%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920095987%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=IFRyhQRSvhHjjAr%2B7dEbnKnlLNy0ljQ8nDicp%2F8Nlvk%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Frequest-consultation%2Fonsite-consultation&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920103195%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Dhtc%2BZ3SgiHEKwBCXzTmB3neAedXIASmYp9LcXRtEv8%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Frequest-consultation%2Fconsultant-near-you&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920109086%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=cDQrhBSpvwYnKGiDkBwKG4sLPY0eBoRxPuf6YZC%2FpJk%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Frequest-consultation%2Fconsultant-near-you&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920109086%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=cDQrhBSpvwYnKGiDkBwKG4sLPY0eBoRxPuf6YZC%2FpJk%3D&reserved=0
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State Workplace Safety Training Materials (L&I) 
The Adult Family Home Council (AFHC) in collaboration with the Department of Labor and Industries has 
developed the AFH Worker Safety Awareness Program. AFH Worker Safety Awareness Program | Adult 
Family Home Council (https://adultfamilyhomecouncil.org/afh-worker-safety-awareness-program/ ) 

 

Goals of the Program 
The AFHC believes that introducing a first-of-its-kind, industry specific, Safety Awareness Training 

Program will significantly reduce worker injuries in adult family homes. Goals of the program include: 

• Create a safe work environment 

• Recognize and avoid key safety hazards 

• Significantly reduce injuries 

• Avoid violations and associated fines from the Department of Labor and Industries 

• Maintain compliance with safety rules and regulations 

 
There are a total of 8 training modules. Each module has a workbook and associated checklist. The 
workbook is your initial deep dive into the material and the corresponding checklist is your ongoing 
quick reference guide. The topics are: 

• Module 1: Standards, Inspections, and Reporting Requirements 

• Module 2: Accident Prevention Planning and Safety Meeting Requirements 

• Module 3: First Aid and Personal Protective Equipment 

• Module 4: Sprains and Strains (Ergonomics) 
• Module 5: Bloodborne Pathogens and COVID-19 

• Module 6: Hazardous Drugs 

• Module 7: Preventing Workplace Violence 

• Module 8: Workers Compensation and Labor Laws 

 

Continuing Education (CE) Training and templates for this program have been developed by the AFHC 
and is available to its members. 

 

 
Resources: L&I 

• Workers’ compensation – Record Keeping and Reporting Guides (PUBLICATION F212- 
222-000 [09-2014]) 

• A Guide to Workplace Safety and Health in Washington State (L&I-F416-132-000) 

• About Labor and Industries (L&I) (wa.gov) 

• Required L&I Workplace Posters 

• Fact Sheet #21 - Records to be Kept By Employers 

• Fact Sheet #22 – Hours Worked 

• Fact Sheet #33 – Residential Care Facilities 

• Worker’s Rights 

• Business Essentials brochure 

• L&I Workshops and Training Center 

https://adultfamilyhomecouncil.org/afh-worker-safety-awareness-program/
https://adultfamilyhomecouncil.org/afh-worker-safety-awareness-program/
https://adultfamilyhomecouncil.org/afh-worker-safety-awareness-program/
https://adultfamilyhomecouncil.org/afh-support/afh-worker-safety-awareness-program/module-1-wisha-overview-standards-inspections-and-state-reporting-requirements
https://adultfamilyhomecouncil.org/module-2-additional-state-information-accident-prevention-programs-safety-meetings-training/
https://adultfamilyhomecouncil.org/afh-support/afh-worker-safety-awareness-program/module-3-first-aid-personal-protective-equipment-ppe-other-general-safety-rules
https://adultfamilyhomecouncil.org/afh-support/afh-worker-safety-awareness-program/module-4-sprains-strains-ergonomics
https://adultfamilyhomecouncil.org/afh-support/afh-worker-safety-awareness-program/module-5-bloodborne-pathogens-covid-19
https://adultfamilyhomecouncil.org/afh-support/afh-worker-safety-awareness-program/module-6-hazardous-drugs
https://adultfamilyhomecouncil.org/afh-support/afh-worker-safety-awareness-program/module-7-preventing-workplace-violence
https://adultfamilyhomecouncil.org/afh-support/afh-worker-safety-awareness-program/module-8-washington-state-workers-compensation-unemployment-insurance-labor-laws
https://www.lni.wa.gov/forms-publications/F212-222-000.pdf
https://www.lni.wa.gov/forms-publications/F212-222-000.pdf
https://www.lni.wa.gov/forms-publications/F212-222-000.pdf
https://www.lni.wa.gov/forms-publications/F416-132-000.pdf
https://lni.wa.gov/agency/
https://www.lni.wa.gov/forms-publications/required-workplace-posters
https://www.dol.gov/agencies/whd/fact-sheets/21-flsa-recordkeeping
https://www.dol.gov/agencies/whd/fact-sheets/22-flsa-hours-worked
https://www.dol.gov/agencies/whd/fact-sheets/33-flsa-group-homes
https://lni.wa.gov/workers-rights/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fforms-publications%2FF101-207-000.pdf&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C22a0b130a661424845b908dcb6482779%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585668230436338%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=2%2Bipfc5WKwD4Y%2BcwV0mdZFkNlKDSHUuwpQ8M3wxYSwg%3D&reserved=0
https://www.lni.wa.gov/workshops-training/


Module 11 – Hiring Staff 

Adult Family Home Administrator Training – Version 5.2 (March 2025) 
Module 11 – Page 11.30 

 

 

 

Required Workplace Posters 
Once you hire staff, you must meet employment 
requirements for displaying posters. For example: 
L&I requires, “Your Rights as a Worker in 
Washington State” be displayed in a readily 
accessible location and within plain view in each 
work site where an employee or employees are 
employed. WAC 296-126-080 

• Washington State Workers Rights (PDF) 
• L & I Notice to Employees (PDF) 
• Unemployment Compensation 

Eligibility (PDF) 
• Paid Family & Medical Leave 

• Pregnant Workers’ Accommodation Rights 
(PDF) 

• Domestic Violence Resources (PDF) 
 

https://app.leg.wa.gov/wac/default.aspx?cite=296-126-080
https://www.lni.wa.gov/forms-publications/F700-074-000.pdf
https://www.lni.wa.gov/forms-publications/f242-191-909.pdf
https://esd.wa.gov/media/pdf/315/esd-unemployment-benefits-posterpdf/download?inline
https://esd.wa.gov/media/pdf/315/esd-unemployment-benefits-posterpdf/download?inline
https://esd.wa.gov/media/pdf/315/esd-unemployment-benefits-posterpdf/download?inline
https://paidleave.wa.gov/
http://www.atg.wa.gov/pregnancy-accommodations
http://www.atg.wa.gov/pregnancy-accommodations
http://www.atg.wa.gov/pregnancy-accommodations
https://esd.wa.gov/media/pdf/313/domesticviolence-poster190812pdf/download?inline
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Workplace Rights 
Not all labor laws are from L&I. Check out the Small Business Guide at Business.wa.gov for a more 

complete picture of state, local, and federal laws. 

Workplace Rights Tips and Highlights 
• Tips & service charges are always in addition to the minimum wage. You can’t pay someone below 

minimum wage just because they receive tips. Be aware of cities with higher minimum wages: 

Seattle, SeaTac, Tukwila, Renton, Bellingham, Burien, and unincorporated King County. 

• Most workers must be paid overtime whenever they work over 40 hours in a work week and that’s 

regardless of the basis of pay. Being paid on salary isn’t enough. A worker must be exempt from the 

minimum wage act, which is the only time that OT is not required. There’s a duties test and a 

minimum salary threshold that rises each year. 

• AFH owners may allow a staff member to live in the home as an incentive of employment. If you do 

this, get the agreement in writing (verbal agreements will not protect you as owners) and ensure 

that you’ve established the value of the rent for the employee to reside there so that it can be 

included as compensation or if you wish to use it as a payroll deduction 

• For every four hours worked, a paid rest period of at least 10 minutes must be offered. This is 

something workers cannot waive. 

• For every five hours worked, a 30-minute meal break must be offered. It has to be paid if the 

employee is required to be on duty or remain on call, otherwise it is unpaid. Meal periods can be 

waived but has to be agreed upon by both the employee and employer in writing. 

Some other tips to know - you cannot prohibit employees from disclosing, comparing, or discussing their 

wages or the wages of other employees. 

You also cannot seek the wage or salary history of any job applicants. And, if your business has more 

than fifteen employees, any job announcements must include the salary range of the position plus 

describe all other compensation and benefits. 

Best Practice: Keep good records for three years, plus the year to date. 
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Employment Security Department (ESD) 
ESD’s goal is to help workers and businesses succeed. Their mission is to provide our communities with 
inclusive workforce solutions that promote economic resilience and prosperity. 

Required Workplace Posters 
All posters are designed to be printed on-demand on 8 ½ x 11 paper and can be produced in color or 
black and white. Employers must display required posters where their employees can read them. If you 
don't have access to a printer, you may request posters be mailed to you by calling 855-829-9243. See 
the Employer Resources Forms and Publications page. The following posters are also available in 
Spanish. 

• Domestic Violence Resources poster 

• Paid Family & Medical Leave 

• Unemployment Compensation Eligibility (PDF) 
 

Paid Family and Medical Leave Quarterly 
Reporting Requirements 
Paid Family and Medical Leave, the statewide insurance 
program became available January 2020. As an employer, 
you are required to notify your employees about the 
program, calculate and collect premiums, and each 
quarter: pay premiums and report hours and wages. 

 

All employers must file a tax-and-wage report every quarter. Otherwise, you must pay a penalty. 
Reporting requirements are determined by the Washington legislature. It specifies which workers and 
what information you must report each quarter. See WAC 192-310-010 What reports are required from 
an employer? 

You must file a tax and wage report every quarter, including if you have no payroll in each quarter. See 
RCW 50.12.070 

This report must list each employee by full name, Social Security number, and total hours worked, and 
wages paid during that quarter. 

NOTE: Beginning July 1, 2013, employers will collect WA Cares premiums from employees the same as 
for Paid Family and Medical Leave—ESD is updating the Paid Leave reporting system so employers can 
report for both programs at the same time. Learn more about WA Cares for Employers. 

 

L&I Review: Setting Up Required Employer Accounts 
In order to set up workers’ compensation insurance, it is necessary to update your WA state business 

license. If you say YES to hiring employees in your application, workers’ compensation and 

unemployment insurance accounts will be automatically opened. The following steps are required as an 

employer in the state of WA. 

Quarterly Reports 

Quarters Due Dates 

January – March April 30 

April – June July 31 

July – September October 31 

October – 
December 

January 31 

 

https://esd.wa.gov/about-employees/forms-and-publications
https://esd.wa.gov/media/pdf/313/domesticviolence-poster190812pdf/download?inline
https://paidleave.wa.gov/
https://esd.wa.gov/media/pdf/315/esd-unemployment-benefits-posterpdf/download?inline
https://paidleave.wa.gov/
https://paidleave.wa.gov/employer-roles-responsibilities/
https://esd.wa.gov/employer-taxes/incomplete-report-penalties
https://apps.leg.wa.gov/WAC/default.aspx?cite=192-310-010
http://apps.leg.wa.gov/RCW/default.aspx?cite=50.12.070
http://www.wacaresfund.wa.gov/employers/
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Update your WA state business license with the Department of Revenue/Business Licensing 

Service and indicate you are going to have employee(s). For customer service, call 360-705-6741. 

• Once the application and employee endorsement is processed, L&I (workers’ compensation) 

and Employment Security Department (unemployment insurance) will open up accounts for 

the business in 2-4 weeks. You will receive a packet in the mail from L&I with your account 

number, your rates, and contact information for your L&I account manager. You will also 

receive the required L&I workplace posters to hang in your workplace. If you have 

employees working remotely, you can email them PDF versions of the posters found here as 

well as access a list of other required federal and state posters. 

• When the time comes, file your workers’ compensation insurance quarterly reports online 

here. The due dates you need to report by are: 

o April 30 for Quarter 1 (Hours worked from January 1 - March 31) 
o July 31 for Quarter 2 (Hours worked from April 1 - June 30) 
o October 31 for Quarter 3 (Hours worked from July 1 - September 30) 
o January 31 for Quarter 4 (Hours worked from October 1 - December 31) 

 

Your Role and Responsibilities 
1. Notify your employees about the benefit 

a. You must display the mandatory poster about Paid Family and Medical Leave poster or 
use an optional paystub insert 

b. Must provide the Employer requirement to provide notice to employees notice to 
employees who may be eligible for paid Family and Medical Leave the later of: 

• Five business days after an employee’s seventh consecutive day of absence due 
to family or medical leave, or 

• Five business days after an employer becomes aware that the employee’s 
absence is due to family or medical leave. 

2. Calculate and collect premiums (Premiums Calculator) 

3. Every quarter: Pay premiums and report hours and wages 
o See if you qualify for financial help – there are grants available for eligible businesses 
o Sign up for helpful tips, updates, and support here 

 

Social Security Cards 
• Social Security numbers are required for persons working in the United States 

• If an individual has a Social Security card, they must present the card to the employer at the 
time of hire or shortly thereafter. 

• If the individual does not have a Social Security card, Internal Revenue Service rules allow an 
employer to hire the individual with the clear understanding that the individual will apply for a 
Social Security number within seven calendar days of starting work for the employer. The 
individual must give the employer a document showing they have applied for a Social Security 
card. When the card is received, the individual must give the employer a copy of the card itself. 
An employer should keep copies of the document(s) in an employee’s employment records. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdor.wa.gov%2Fopen-business%2Fapply-business-license&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920164058%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=4a54nGkMCG9s9fzzyq2GvQy7oojQ%2FU2kzvE3phNPfYU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdor.wa.gov%2Fopen-business%2Fapply-business-license&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920164058%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=4a54nGkMCG9s9fzzyq2GvQy7oojQ%2FU2kzvE3phNPfYU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lni.wa.gov%2Fforms-publications%2Frequired-workplace-posters&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920169323%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Xgp4TGFOGbplQibE81qIy6OwJo%2BIFWSsn3jDfcClMbg%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lni.wa.gov%2Fforms-publications%2Ff101-054-000.pdf&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920174507%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=p3Aag0B6KJ3yyTZHSh6BtekRIrVqM%2Fja95wcJs4s5HE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Finsurance%2Fquarterly-reports%2Ffile-quarterly-reports%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920179710%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=yG8mW8cgtIsjOncOeh1V%2FPkIRNo7e0O0gD%2BgVfqXGQ4%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Finsurance%2Fquarterly-reports%2Ffile-quarterly-reports%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920179710%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=yG8mW8cgtIsjOncOeh1V%2FPkIRNo7e0O0gD%2BgVfqXGQ4%3D&reserved=0
https://paidleave.wa.gov/app/uploads/2021/03/Paid-Leave-ER-notice-to-EE-2021-03-01.pdf
https://paidleave.wa.gov/estimate-your-paid-leave-payments/
https://public.govdelivery.com/accounts/WAESD/subscriber/new
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• If the employee does not show his or her Social Security card or application for a card within 
seven days and the employer continues to employ the worker, the employer does not meet the 
reporting requirements of WAC 192-310-010. The department will not allow waiver of the 
incomplete report penalty (see WAC 192-310-030). 

• If an employee does not have a Social Security number but does have an Individual Taxpayer 
Identification Number (ITIN), the ITIN qualifies as a Social Security number. If the employee later 
obtains a Social Security number, the employer should use the Social Security number when 
filing the report of employees' wages. 

 
Resources: ESD 

• ESD Website 

• Employer Resources 

• Paid Family and Medical Leave (for small businesses) 

 

Training and Development 
WAC 388-76-10146 Qualifications—Training and home care aide certification. 

 

1. The adult family home must ensure staff persons hired before January 7, 2012, meet training 
requirements in effect on the date hired, including requirements in chapter 388-112A WAC. 

2. The adult family home must ensure all adult family home caregivers, entity representatives, and 
resident managers hired on or after January 7, 2012, meet the long-term care worker training 
requirements of chapter 388-112A WAC, including but not limited to: 

a. Orientation and safety; 
b. Core Basic; 
c. Specialty for dementia, mental illness and/or developmental disabilities when serving 

residents with any of those primary special needs; 
d. Cardiopulmonary resuscitation and first aid; and 
e. Continuing education. 

3. All persons listed in subsection (2) of this section, must obtain the home-care aide certification if 
required by this section or chapters 246-980 or 388-112A WAC. 

4. Even if an adult family home applicant does not intend to provide direct personal care, the 
applicant must meet the long-term care worker training and home-care aide certification 
requirements under chapter 388-112A WAC to the same extent that the requirements would 
apply if the applicant was a long-term care worker. 

5. Under RCW 18.88B.041 and chapter 246-980 WAC, certain individuals, including registered 
nurses, licensed practical nurses, certified nursing assistants or persons who are in an approved 
certified nursing assistant program, are exempt from home-care aide certification and long-term 
care worker training requirements. This exemption does not apply to continuing education; 
these individuals working in a long-term care setting, must still comply with continuing 
education requirements under chapter 388-112A WAC. 

 

6. The adult family home must ensure that all staff receive the orientation and training necessary 
to perform their job duties. 

https://apps.leg.wa.gov/WAC/default.aspx?cite=192-310-010
https://apps.leg.wa.gov/wac/default.aspx?cite=192-310-030
http://www.esd.wa.gov/
https://esd.wa.gov/about-employees#PFML
https://paidleave.wa.gov/small-businesses/
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10146
http://app.leg.wa.gov/WAC/default.aspx?cite=388-112A
http://app.leg.wa.gov/WAC/default.aspx?cite=388-112A
http://app.leg.wa.gov/WAC/default.aspx?cite=246-980
http://app.leg.wa.gov/WAC/default.aspx?cite=388-112A
http://app.leg.wa.gov/WAC/default.aspx?cite=388-112A
http://app.leg.wa.gov/RCW/default.aspx?cite=18.88B.041
http://app.leg.wa.gov/WAC/default.aspx?cite=246-980
http://app.leg.wa.gov/WAC/default.aspx?cite=388-112A
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Training 
AFH Provider or Resident 

Manager 
AFH LTC Worker 

 
 

First Aid and CPR 

WAC 388-76-10146 

Before providing care to clients Within 30 days of employment if 
directly supervised by person with valid 
card or before providing care if not 
directly supervised by a fully qualified 
caregiver who has a valid first - aid and 
CPR card or certificate. 

Orientation (2 
hours) 

WAC 388-112A-0200 

Prior to providing care to clients 
unless exempt from training. 

Prior to providing care to clients unless 
exempt from training. 

Safety Training (3 
hours) 

WAC 388-112A-0220 

Prior to providing care to clients 
unless exempt from training. 

Prior to providing care to clients unless 
exempt from training. 

Orientation to the 
Facility 

WAC 388-76-10146 

 

N/A 

The adult family home must ensure that 
all staff receives the orientation and 
training necessary to perform their job 
duties. 

 
70-Hour Long-Term 
Care Worker Basic 
Training 

WAC 388-112A-0080 

Provider - prior to licensure of the 
home unless exempt from training. 

*Exemption: 

WAC 388-112A-0090 

WAC 246-980-0070 

Within 120 days of Hire unless exempt 
from basic training. 

*Exemption: 

WAC 388-112A-0090 

WAC 246-980-0070 

 
 
 
 
 

 
Specialty Training 

WAC 388-112A-0490 
WAC 388-112A-0495 

If AFH serves one or more clients 
with special needs, the provider 
(including entity representatives as 
defined under chapter 388 - 76) 
and resident manager must 
complete specialty training and 
demonstrate competency by 
passing the DSHS test. 

If a client develops special needs 
while living in a home without a 
specialty designation, the provider, 
entity representative, and resident 
manager have 120 days to 
complete specialty training and 
demonstrate competency. 

If an AFH serves one or more clients 
with special needs, all LTC workers must 
receive training regarding the specialty 
needs of individual clients in the home. 
(Time frame/120 days) 

DSHS approved curriculum must be 
used and LTC workers must take and 
pass the DSHS test. 

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10146
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-112A-0200
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-112A-0220
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10146
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0080
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0090
https://app.leg.wa.gov/WAC/default.aspx?cite=246-980-0070
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0090
https://app.leg.wa.gov/WAC/default.aspx?cite=246-980-0070
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0490
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0495
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Training 
AFH Provider or Resident 

Manager 
AFH LTC Worker 

 

Nurse Delegation 
Core and Special 
Focus on Diabetes 

WAC 388-112A-0550 

Must be a Nursing Assistant 
Registered, Nursing Assistant 
Certified, or a Certified Home Care 
Aide and complete ND core 
training before accepting a 
delegated task. 

Must be a Nursing Assistant Registered, 
Nursing Assistant Certified, or a 
Certified Home Care Aide and complete 
ND core training before accepting a 
delegated task. 

Continuing 
Education (CE) 

WAC 388-112A-0610 

12 hours per year of CE must be 
completed by birthdate. Learn 
more about who must take CE and 
when. 

12 hours per year by birthdate. Learn 
more about who must take CE and 
when. 

 
 
 
 
 

Food Handling and 
Safety 

WAC 246-217-015 

Providers or employees who hold 
individual food handler permits 
prior to June 30, 2005, are 
required to maintain continuing 
education of .5 hours per year to 
maintain food handling and safety 
training. Providers or employees 
who hold individual food handler 
permits prior to June 30, 2005, are 
not required to renew the permit 
provided the continuing education 
requirement as stated above is 
met. 

A food handler permit is not required 
for people who began working after 
June 30, 2005, and successfully 
completed basic training, provided they 
received information or training 
regarding safe food handling practices 
from the employer prior to providing 
food handling or service for clients. 
Documentation that the information or 
training was provided to the individual 
must be kept on file by the provider. 

 
AFH Administrator 
Training 

WAC 388-112A-0810 

WAC 388-76 

All applicants applying for an AFH 
license and a provider or entity 
representative (see requirements 
for provider or entity 
representatives in WAC 388-76) 
planning to open a second AFH 
must also complete this training. 

 
 

 
N/A 

AFH Orientation 
Class 

Prospective 
Provider 

WAC 388-76-10060 

Class must be completed within 
one year of applying to open an 
AFH. 

Class is not required for the 
Resident Manager. 

 
 

N/A 

It is your responsibility to make sure your LTC workers complete all training according to the required 

timelines. Here are your options. 

• 

• 

https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0550
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0610
https://www.dshs.wa.gov/altsa/training/continuing-education-requirements
https://www.dshs.wa.gov/altsa/training/continuing-education-requirements
https://www.dshs.wa.gov/altsa/training/continuing-education-requirements
https://www.dshs.wa.gov/altsa/training/continuing-education-requirements
https://www.dshs.wa.gov/altsa/training/continuing-education-requirements
https://www.dshs.wa.gov/altsa/training/continuing-education-requirements
https://app.leg.wa.gov/WAC/default.aspx?cite=246-217-015
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0810
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76
https://app.leg.wa.gov/WAC/default.aspx?cite=388-76-10060
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Long-Term Care Worker Training Options 
It is your responsibility to make sure your LTC workers get all training in the required timelines. Here are 

your options. 

• Option 1: Train your own staff with your own approved 

instructors. Follow the steps here. 

 
• Option 2: Send your staff to DSHS approved Community 

Instructors or have them come to your facility to provide 

training. If you use community instructors to teach ALL required 

LTC worker courses, there are no forms to submit to DSHS. Find 

a Training Class. 
 

• Option 3: A combination of options 1 and 2. Follow the steps here. 

Resources: Training 

• 75-Hour Training and Home Care Aide Certification Overview (Sept 2019) 

• Training Requirements for AFHs 

• Find a Training Class 

You can find free CE at 

many locations including 

the AFH Council Chapter 

Meetings, the Long-Term 

Care Foundation, and 

Ready Meds Pharmacy 

https://www.dshs.wa.gov/altsa/hcs/training/afh-alf
https://fortress.wa.gov/dshs/adsaapps/Professional/training/training.aspx
https://fortress.wa.gov/dshs/adsaapps/Professional/training/training.aspx
https://fortress.wa.gov/dshs/adsaapps/Professional/training/training.aspx
https://www.dshs.wa.gov/altsa/hcs/training/afh-alf
https://www.dshs.wa.gov/sites/default/files/ALTSA/hcs/documents/LTC%20Worker%20Training%20Requirements.pdf
https://www.dshs.wa.gov/altsa/training/training-requirements-adult-family-homes
https://fortress.wa.gov/dshs/adsaapps/Professional/training/training.aspx
https://adultfamilyhomecouncil.org/afh-council-chapters/
https://adultfamilyhomecouncil.org/afh-council-chapters/
https://www.longtermcarefoundationwa.org/
https://www.longtermcarefoundationwa.org/
https://www.readymedspharmacy.com/caregiver.php
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Module 11 – Hiring Staff DOH 420-470 

 

Respiratory Protection Program (RPP) – L&I/DOH 

Requirement 
The following information is an overview of the RPP from a DOH 

handout. It is important that you explore the additional resources at 

the end of this section to fully understand all the details of this requirement. RCS will look for these 

documents during annual inspections if you have staff that work in your AFH. 

 

What is a Respiratory Protection Program? 

A Respiratory Protection Program (RPP) is a set of rules and regulations enforced by the Washington 

Department of Labor and Industries (also known as L&I). These rules and regulations are in place to keep 

workers from becoming sick or injured because of workplace exposures to hazards. One significant 

hazard comes from viruses that spread through the air when a sick or contagious person coughs, talks or 

sneezes. Spreading viruses through the air is a respiratory hazard. 

 

Why Does My LTC Setting Need An RPP? 
In Healthcare and Long-term care (LTC) settings, N95s are often used to protect workers from respiratory 
hazards. If you use an N95, then you must have an RPP. Having an RPP will keep your home in compliance 
with L&I’s worker protection regulations and will keep your workers healthy so they can care for your 
residents and clients. 

 

The Five Steps of the Respiratory Protection Program 
These are the five steps you need to create your own RPP. Each step must be in place to comply with L&I 

and protect your workers and residents. 
 
 
 

 
 

 
DOH 420 -470 
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Written Program 
The written program is your policy and procedure on respiratory protection. Your written program must 

include all the elements including who is responsible for the program, medical evaluations, training, fit 

testing, and record keeping. Your workers must know where to find your written program to refer to it if 

they forget what to do. 

 
Respirator Medical Evaluation 
A respirator medical evaluation is a list of questions that determines if it is safe for a worker to use an 

N95. Medical evaluation questions must be reviewed by a medical professional who gives the employer 

a paper saying it is safe for the employee to wear an N95 respirator. Answers to the medical evaluation 

questions must remain confidential. The employer only needs to know if the worker can use an N95, and 

when workers will need to retake the respirator medical evaluation. 

 
Respirator Training 
Everyone who wears an N95 must have training before use. The training explains to your workers why 

the N95 is important, how to use it, where to store it, along with other requirements. This will provide 

knowledge on how to stay safe when caring for a resident in isolation or quarantine. Employees must 

take this training every year. 

 
Fit Testing 
Respirator fit testing is a procedure that tests how well an N95 fits a worker’s face. A good fit prevents 

inhaling a respiratory hazard. Any person trained to conduct fit testing can perform the fit test. 

Employees must wear the same exact style N95 they were fit tested to. Like the training, fit testing is 

also an annual requirement. If employees gain or lose weight, or if they have had some changes to their 

face, such as plastic surgery or dental work, then they must be fit tested again, even if it’s before the 

yearly due date. 

 
Recordkeeping 
You must keep the following RPP records: An up-to-date written copy of your RPP, current fit test 

records, training records and medical evaluations. 

 
How Do I Get Started?   
Start by contacting the DOH Occupational Health Team at HAIFitTest@doh.wa.gov We help facilities like 

yours with each step of the RPP by: 

• Providing the written program and respirator training templates for you to use 

• Enrolling facilities into the 3M online medical evaluation program (free for a limited time) 

• Offering the medical evaluation in other languages, ask us what languages it is available in 

• Providing fit testing with our fit test vendor or with DOH staff 

• Providing training on how to conduct your own fit testing 

mailto:HAIFitTest@doh.wa.gov
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Fit testing: 
Every year 

Training: 
Every year 

RecordkeepingA: s 
often as neededto 
make updates 

Medical evaluations: 
Dependson written 
recommendations 
(example:yearly, every 
3 years, or every5 
years) 

Written 
program: 
Onlyoonc 
(update as 
needed) 

 

How Often Do I Need To Repeat The Five Steps? 
 

Resources: Respiratory Protection Program 
• DOH’s RPP Website: http://www.doh.wa.gov/ltcrpp 

• Request a L&I Consultation: https://lni.wa.gov/safety-health/preventing- 

injuriesillnesses/request-consultation/ 

• Dear Provider Letter - 023-030 

Provider Responsibilities for Provision of Personal Protective Equipment (PPE), Respiratory 

Protection Program (RPP), and Changes to Department of Health (DOH) RPP Resources 

• WAC 296-842-11005 Safety Standards for Respirators: 
 
 

AFH Standard Precautions Table 
“Standard Precautions are used for all patient care. They're based on a risk assessment and make use of 

common-sense practices and personal protective equipment use that protect healthcare providers from 

infection and prevent the spread of infection from patient to patient.” 

Standard Precautions for All Patient Care (CDC) 

http://www.doh.wa.gov/ltcrpp
http://www.doh.wa.gov/ltcrpp
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://lni.wa.gov/safety-health/preventing-injuries-illnesses/request-consultation/
https://www.dshs.wa.gov/sites/default/files/ALTSA/rcs/documents/multiple/023-09-14-1.pdf
https://apps.leg.wa.gov/WAC/default.aspx?cite=296-842-11005
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Orientation and Safety (ORSA) Training 
There are two types of orientation training: Facility orientation training and LTC worker orientation 

training. The five-hour Orientation and Safety Training is required for all new hires who are not exempt. 

Your AFH specific orientation can be included in the orientation if you teach the class to your staff. Since 

November 2017, AFH Administrators have been able to provide the LTC worker Orientation and Safety 

Training. 

Once you become licensed, the HCS Training Unit will send you the following email with information 

about ORSA training and will attach a certificate specific to your AFH. This certificate is not transferable, 

it is for your AFH only and cannot be altered. 

Unless you notify DSHS otherwise, your facility is approved to use the DSHS’s curriculum (below). It is 

your responsibility to present the materials in its entirety along with your facility’s policies. After you 

present the class, you must ensure that the workers receive their DSHS certificate of completion. 

If another person working in your facility is going to teach ORSA, you must notify DSHS by filing a 

Training Program Application form (called a TPA). Your facility will then become a “Training Program” 

and receive an assigned Training Program Number that will go on any further approval letters and 

certificates. 

It is your responsibility to ensure your staff receive this training within the required timeframes. Review 

the options and instructions: Adult Family Homes/Assisted Living Facilities | DSHS (wa.gov) 

Orientation and Safety Training Materials 
Safety and Orientation training materials can be downloaded from the DSHS Curriculum and Materials 
Available | DSHS (wa.gov) website and include all WAC required orientation topics. Materials can be 
used in their entirety or parts used to supplement existing orientation materials. Training materials are 
available in English, Chinese, Korean, Russian, Spanish, and Vietnamese. 

 
Becoming a Facility Instructor 

• See the DSHS Facility Instructor – Qualification Requirements (DSHS 22-1855 (9/2021)) 

document for qualification requirements. All instructors must be: 

o Be 21 years of age. 

o Have not had a professional health care or social services license or certification revoked in 

Washington state. 

o  In addition to the general qualifications listed in the document, an instructor must meet the 

listed qualifications for DSHS approval for the following courses: 

▪ Orientation and Safety Training 

▪ Continuing Education 

▪ Core Basic Training, Population Specific Training, or On-the-job training 

▪ Dementia Specialty Training 

▪ Mental Health Specialty Training 

▪ Developmental Disabilities specialty Training 

https://www.dshs.wa.gov/altsa/hcs/training/afh-alf
https://www.dshs.wa.gov/altsa/training/dshs-curriculum-and-materials-available
https://www.dshs.wa.gov/altsa/training/dshs-curriculum-and-materials-available
https://www.dshs.wa.gov/sites/default/files/publications/documents/22-1855.pdf
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Resources: Facility Instructor 

• Facility Training Program Application and Updates (DSHS 15-555) 

• Facility Instructor Application (DSHS 15-554) 

• Available DSHS Developed Curriculum and Materials - DSHS developed training 
materials available for LTC worker training. Please note that the Orientation, Safety 
Training and Navigating Through Challenging Behaviors training materials are now 
available in several languages. 

• On-the-Job Facility Training Plan Application and Updates (DSHS 15-667) 

• 420-486_AFH Standard Precautions Table (wa.gov) 

https://www.dshs.wa.gov/office-of-the-secretary/forms
https://www.dshs.wa.gov/office-of-the-secretary/forms
https://www.dshs.wa.gov/altsa/training/dshs-curriculum-and-materials-available
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-567.pdf
https://www.dshs.wa.gov/sites/default/files/ALTSA/rcs/documents/afh/AFH%20Standard%20Precautions%20Table.pdf
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Facility Orientation 
"Getting Acquainted”– Home Specific Orientation 

One of the most common mistakes made by small businesses in the human resources area is believing 
that a new hire will perform exactly as expected. In addition to learning their way around your AFH, the 
new employee must be provided information that will improve their chances of contributing immediately 
and successfully to your AFH. 

 

Most caregiving staff and volunteers are required to complete a “Facility Orientation Training” before 

having routine interaction with residents. Workers who are exempt from certification as described in 

RCW 18.88B.041 and volunteers are still required to complete your AFH facility orientation training 

before they have routine interaction with your residents. 
 

Aside from any legal requirements, this training is one of the most important things you can do to help 

your new employee get a strong start with your company. This training gives them basic introductory 

information about your AFH and the populations you serve. It tells them about you and your business. 

What your mission is, your goals and philosophy of care. Take the time and necessary effort to train and 

orient your new employee to ensure they are competent and have a strong understanding of the job 

requirements. You also model how to conduct themselves around families, residents, coworkers, and 

visitors. 
 

Additionally, it’s very important that your training include direct observations and return 

demonstrations of any skills you teach your new hire. You must confirm they can perform the care and 

services that are required of them at the appropriate level of competence – do not assume or take their 

word for it. 

NOTE: Orientation training may include the use of videotapes, audiotapes, and other media if the 

person overseeing the orientation is available to answer questions or concerns for the person(s) 

receiving the orientation. Be sure to complete the required documentation as outlined in WAC 388- 

112A-0240. The Department of Social and Health Services (DSHS) does not need to approve your 

orientation program, materials, or you as a trainer, and no testing is required. 

 
Your AFH Personnel Policies. A common mistake made by many adult family home providers, especially 
new employers, is to assume that a new hire already knows what you expect of them and understands 
the job description in your adult family home. 

http://app.leg.wa.gov/RCW/default.aspx?cite=18.88B.041
https://app.leg.wa.gov/wac/default.aspx?cite=388-112A-0240
https://app.leg.wa.gov/wac/default.aspx?cite=388-112A-0240
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In addition to a thorough orientation of all new hires to your adult family home, you must provide 
explicit and detailed information about your company, the job requirements, and other important 
information to help ensure your new staff will succeed and add value to your business. 

Although the new employee will have learned a good bit about your home’s personnel policies during 
the hiring process, they should now be provided an employee handbook that explains the more 
important policies. 

These policies should include the hiring process just completed, a definition of salaried and hourly 
personnel (and their differences), salary administration, incentive bonus plan, retirement plan (if any), 
pay grade structure, time reporting, working hours, overtime pay, shift premium, pay for attending 
funerals and jury duty, and performance appraisals. 

Employee benefits should be explained, including vacation time, health and dental insurance, disability 
compensation and other benefits. 

If you don’t use the Employee Handbook from the Long-Term Care Foundation, or create your own, your 

employment policies should at minimum, include the following items: 

• A definition of salaried and hourly employment (and their differences) 

• Definition of your workweek, work hours, overtime pay, shift premium, etc. 

• Information on Employment-at-Will 
• How to request time off 

• Paid Sick Leave or Paid Time Off policy 

• Timing and management of pay and salary, including direct deposits if available 

• Any incentive or bonus plan, retirement plan, pay grade structure 

• Employee benefits including vacations, health and dental insurance, and any other employment 
benefits you may offer 

• If you offer a 401(k) plan or SIMPLE IRA, the details should be explained so the new employee 
understands how these benefits work, and when/how they can begin to participate 

• Timesheet requirement 

• Jury Duty 

• Performance appraisals 

 
All these items, and others that you may think of, are important to the employee and should be 
presented at the time of employment. 

 

Do not rush through your home’s orientation. It is critical that your staff understand how your run your 

home. Some providers spend 16 hours on their orientation. 

Facility orientation must include introductory information in the following areas: 

• A tour of your home, job description, where to find supplies 

• Residents - The characteristics and special needs of the population you serve 

• Communication skills and information, including: 

o Methods for supporting effective communication among the resident/guardian, staff, 

and family members 

o Use of verbal and nonverbal communication 

o Review of written communications and documentation required for the job, including 

the resident's service plan 
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o Expectations about communication with other home staff 

o Your preferred contact method for communicating about problems and concerns 

• Resident rights, including: 

o The resident's right to confidentiality concerning their personal information 

o The resident's right to participate in making decisions about their care and to refuse 

care 

o Staff's duty to protect and promote the rights of each resident and assist the resident to 

exercise those rights 

o How staff should report concerns they may have about a resident's care decision and 

whom they should report these concerns to 

o Staff's duty to report any suspected abuse, abandonment, neglect, or exploitation of a 

resident 

o Advocates that are available to help residents (such as long-term care ombudsmen and 

organizations) 

o Complaint lines, hot lines, and resident grievance procedures such as, but not limited to: 

▪ The DSHS complaint hotline at 1- 800-562-6078 

▪ The Washington state long-term care ombudsman program 

▪ The Washington state department of health and local public health departments 

▪ The local police 

▪ Facility grievance procedure 

• Universal precautions and infection control, including: 

o Proper hand washing techniques 

o Protection from exposure to blood and other body fluids 

o Appropriate disposal of contaminated/hazardous articles 

o Reporting exposure to contaminated articles, blood, or other body fluids 

o What staff should do if they are ill 

• Safety 

o Show where the fire exits, evacuation routes, and fire extinguishers are; 

o Emergency communication (including phone system if one exists) 

o Ensure you understand how to properly transfer to prevent injury to the resident and 

yourself 

o Ways to handle resident injuries and falls or other accidents 

o Potential risks to residents or staff (for instance, aggressive resident behaviors and how 

to handle them) 

o The location of home policies and procedures 

o Self-care, work pace, get adequate rest and nutrition before coming to work 

o How to address code, not code, and POLST status for each resident 

• Emergencies 

o Where emergency packs/go bags/kits for emergency evacuations are located 

o When to call 911 

o Where emergency phone numbers are located 

o How to handle a medical emergency 
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YOUR AFH NAME 

AFH ADDRESS, Tel & Fax Number 
 

--- Example --- 

Medical Emergency Policy 
 

HOW WE HANDLE MEDICAL EMERGENCIES 

We must notify 911 in the event of a resident’s medical emergency, regardless of any advance 
directives, or EMS NO CPR form. For Residents receiving Hospice Care, and if the emergency is 
related to the resident’s hospice diagnosis, we may contact the hospice provider first. 

 

1. Evaluate the scene and the Resident 

a. Assess the scene for safety 

b. Assess the resident using first aid skills 

c. Do not attempt to move the resident before evaluating injuries 

2. Determine the Resident’s status 

a. If life-threatening (Life-threatening conditions include; No pulse or breathing; Loss of 

consciousness; Chest pain; Breathing difficulty; Severe or uncontrollable bleeding; 

Diabetic coma or insulin shock). 

i. CALL 911 immediately and follow instructions. 

ii. Then call the Provider [Your Name] at [Your Number], 

iii. Then call the Resident’s POA 

iv. If you cannot reach any of the above, call 911. 

b. When EMS arrives 

i. Provide EMS personnel the Resident’s POLST Form, Living Will or Advance 

Directives document if available 

ii. A copy of the Resident’s medication list and medical diagnosis 

iii. The Resident’s Information Sheet 

3. If NOT life-threatening 

a. Call [Your Name] at [Your Number] or supervisor at [supervisor number] 

b. Call the Resident’s physician 

c. Call the Resident’s POA. 

4. Return to care for the resident according to standard first aid protocols, or as instructed by 

EMS, the nurse in charge, or the physician. 

a. Assist the Resident into a position of comfort 

b. Do a full head-to-toe evaluation of the resident 

c. Take vitals and record them in the Resident’s record 

d. Monitor the Resident’s vital signs twice daily for 72 hours and report any unusual 

changes such as a lower level of consciousness. 
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Facility Orientation Training Documentation 
Although no competency testing is required for this facility orientation, you must document that the 

facility orientation training was completed. Your documentation can be issued in the form of a 

certificate of completion for example. At minimum, your documentation or certificate of completion 

must include: 

1. The title of the training, i.e., “Adult Family Home Facility Orientation Training” 

2. The new hire’s name and employment start date 

3. The date(s) that the facility orientation took place, what was covered, and the total number of 
hours of the training 

4. The signature of the instructor providing the facility orientation 

Give your new hire a copy of this training documentation and maintain the original in their employee 

file, indefinitely. 

Long-Term Care Worker Orientation 
Individuals required to complete the seventy-hour long-term care worker basic training must complete 

long-term care worker orientation, which is two hours of training regarding the long-term care worker's 

role and applicable terms of employment as described in WAC 388-112A-0210. 

• All long-term care workers who are not exempt from certification (as described in RCW 

18.88B.041 hired on or after January 7, 2012), must complete two hours of long-term care 

worker orientation training before providing care to residents 

• Long-term care worker orientation training must be provided by qualified instructors 

• The department must approve long-term care worker orientation curricula and instructors 

• There is no test for long-term care worker orientation 

Long-term care worker orientation training must include introductory information in the following 

areas: 

• The care setting and the characteristics and special needs of the population served 

• Basic job responsibilities and performance expectations 

• The care plan or negotiated service agreement, including what it is and how to use it 

• The care team 

• Process, policies, and procedures for observation, documentation, and reporting 

• Resident rights protected by law, including the right to confidentiality and the right to 

participate in care decisions or to refuse care and how the long-term care worker will protect 

and promote these rights 

• Mandatory reporter law and worker responsibilities as required under chapter 74.34 RCW 

• Communication methods and techniques that may be used while working with a resident or 

guardian and other care team members 

One hour of completed classroom instruction or other form of training (such as a video or online course) 

in long-term care orientation training equals one hour of training. The training entity must establish a 

way for the long-term care worker to ask the instructor questions. 

https://app.leg.wa.gov/wac/default.aspx?cite=388-112A-0210
https://app.leg.wa.gov/rcw/default.aspx?cite=18.88B.041
https://app.leg.wa.gov/rcw/default.aspx?cite=18.88B.041
https://app.leg.wa.gov/rcw/default.aspx?cite=18.88B.041
https://app.leg.wa.gov/rcw/default.aspx?cite=74.34
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Safety Training 
Safety training is part of the long-term care worker requirements. It is a three-hour training that must 

meet the requirements of WAC 388-112A-0230 and include basic safety precautions, emergency 

procedures, and infection control. 

All long-term care workers who are not exempt from certification as described in RCW 18.88B.041 hired 

after January 7, 2012, must complete three hours of safety training. This safety training must be 

provided by qualified instructors that meet the requirements in WAC 388-112A-1260. 
 

The department must approve safety training curricula and instructors. There is no test for safety 

training. 

Safety training must consist of introductory information in the 

following areas: 

• Safety planning and accident prevention, including but not 

limited to: 

o Proper body mechanics 

o Fall prevention 

o Fire safety 

o In-home hazards 

o Long-term care worker safety 

o Emergency and disaster preparedness 

• Standard precautions and infection control, including but not limited to: 

o Proper hand washing 

o When to wear gloves and how to correctly put them on and take them off 

o Basic methods to stop the spread of infection 

o Protection from exposure to blood and other body fluids 

o Appropriate disposal of contaminated and hazardous articles 

o Reporting exposure to contaminated articles 

o What to do when the worker or the resident is sick or injured, including who to report 

this to 

• Basic emergency procedures, including but not limited to: 

o Evacuation preparedness 

o When and where to call for help in an emergency 

o What to do when a resident is falling or falls 

o Location of any advance directives if available 

o Basic fire emergency procedures 

One hour of completed classroom instruction or other form of training (such as video or online course) 

equals one hour of training. The training entity must establish a way for the long-term care worker to 

ask the instructor questions. 

Resources: Training 

• Dear Provider Letter 023-014 – Food Handler Requirements for Adult Family Homes 

In AFHs, safe food 

handling information must 

be provided to all staff, 

prior to handling food for 

residents. 

https://app.leg.wa.gov/wac/default.aspx?cite=388-112A-0230
https://app.leg.wa.gov/rcw/default.aspx?cite=18.88B.041
https://app.leg.wa.gov/wac/default.aspx?cite=388-112A-0260
https://www.dshs.wa.gov/sites/default/files/ALTSA/rcs/documents/afh/023-014.pdf
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Orientation and Safety Training WACs 
 

388-112A-0200 What is orientation training, who should complete it, and when should it be 

completed? 

388-112A-0210 What content must be included in facility and long-term care worker orientation? 

388-112A-0220 What is safety training, who must complete it, and when should it be completed? 

388-112A-0230 What content must be included in safety training? 

388-112A-0240 What documentation is required for facility orientation training? 

 
 

Staff Development 
Employee development is important for 
professional and personal growth. It helps 
attract and keep great employees. Examples 
are: 

• Mentoring program 

• Employee engagement 
• Offer resources 

• In-hours training 

• Making information easily 
accessible 

 

On-the-Job Training 
On the job training allows an approved instructor in either an Adult Family Home or Assisted Living 
facility to monitor an employee’s performance in completing necessary skills while working with 
residents on the job. 

On-the-job training is a method of training where the long-term care worker successfully demonstrates, 
as part of the seventy-hour long-term care worker core basic training, the core competencies required, 
in personal care and infection control skills while working with residents in real settings, instead of in a 
practice training setting. 

• The department must approve the instructor/s and the number of on-the-job skills hours 
included in the seventy-hour long-term care worker basic training upon initial application and 
when changes to the approved plan are made. 

• Facilities must verify on a department approved Skills Procedure Checklist each long-term care 
worker’s successful completion of the demonstrated skills. 

On-the-Job Training Resources: 

• WAC 388-112A-0330 - What is on-the-job training? 

• On-The-Job Skills Training in facilities for Home Care aide Certification 

• LTC Worker Basic and On-the Job Training Frequently Asked Questions 

• Skills Practice Procedure Checklist for Home Care Aides DSHS Approved (Home and 
Community Services) 16-245 ( English) Other languages include: Amharic, Arabic, 
Cambodian, Chinese, Korean, Laotian, Russian, Samoan, Somali, Spanish, Tagalog, 
Ukrainian, and Vietnamese 

https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0200
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0210
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0220
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0230
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0240
https://www.dshs.wa.gov/office-of-the-secretary/forms?field_number_value=16-245&title&=Apply
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-112A-0330
https://www.dshs.wa.gov/altsa/home-and-community-services/job-skills-training-facilities-home-care-aide-certification
https://www.dshs.wa.gov/sites/default/files/ALTSA/training/Basic%20Training%20OJT%20Frequently%20Asked%20Questions.pdf
https://www.dshs.wa.gov/sites/default/files/forms/word/16-245.docx
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Managing and Measuring Performance 

Performance Reviews 
A performance appraisal, or job 
performance evaluation is an important 
tool to review and discuss your employees’ 
performance. Performance appraisals are 
carried out by way of scheduled meetings 
between you as the employer and an 
employee to review, evaluate, and record 
the employee’s performance and 
achievements, and decide on future 
objectives. 

Performance reviews can be used to justify 
pay increases, bonuses, or terminations. 
They can also be used to document if an employee is not performing according to their job description 
and your expectations, it is important to document this lack of performance in writing. 

Reviews can be conducted at any time, but most employers use a set schedule, such as 30 days, 90 days, 
6 months, and then bi-annual or annually. Don’t skip this process with your staff. Reviews: 

• Can be a way to reward employee performance; give certificates of appreciation and 

recognition. 

• Identify areas to improve and sets the foundation for a performance improvement plan (next 

steps and follow-up) to address any issues. 

• Identify areas of potential that can be developed further. 

• Allow employees to self-reflect; discuss any concerns they have or growth opportunities they 

would like to pursue. 

Key Points 
• Schedule performance reviews with the employees in advance. 

• Remind them that the performance evaluation is based on their job description; provide them 

with a copy if needed. 

• Answer any questions they may have about their job description, responsibilities, and the 

performance evaluation process. 

• Give your new employee a blank copy of the performance evaluation form prior to the meeting 

so they know exactly what they will be evaluated on and can be prepared. 

• Bring two copies of the performance appraisal form to the performance review, one for you and 

one for them. 

Appraisal Form 
Your performance appraisal form should include the following information; 

• The employee’s name and date of hire 

 
• The date the performance evaluation is conducted 
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• The evaluation interval period; is this a 90-day, 6-month, or 12-month evaluation? 

 
• The appraisal form should be built using a complete list of the tasks and responsibilities from the 

employee’s job description. 

 

• The appraisal form should contain a rating system. 

o For example, for each item being evaluated the employee’s performance may be: 

▪ 1 - Unacceptable 

▪ 2 - Needs Improvement 

▪ 3 - Average 

▪ 4 - Above-Average 

▪ 5 - Outstanding 

o You can define each of the above rating metrics, for example, “1) unacceptable” can be 

defined as, “the employee is unable to complete this task satisfactorily.” 

 

• Allow space for comments under each item being evaluated. 

 

• Include a section for general comments, and another section to document improvement action 

plans you’ve agreed upon with the employee. 

 

• Include signature lines for the employer and the employee. 

o The employee’s signature does not need to indicate that the employee agrees or 

disagrees with the appraisal review, only that the appraisal took place. 

o A signature statement example can be as follow, “My signature indicates neither 

agreement or disagreement with this performance appraisal, but it does indicate that 

the performance appraisal took place and that I have reviewed it with my employer. I 

understand that I may provide a separate personal statement to be included as an 

attachment to this appraisal.” 

 

Design and Conduct Legally Valid Performance Appraisals 
There are no laws entitled employee performance evaluation laws, however, there are laws that do 
apply to the employee performance evaluation process, such as federal and state anti-discrimination 
laws. These laws include Title VII of the Civil Rights Act of 1964, the Equal Pay Act, and the Americans 
with Disabilities Act. 

Follow these practical guidelines while conducting a performance evaluation: 

• Be objective rather than subjective. Therefore, it is important that your evaluations are based 

on the employee’s job description. 

o The performance evaluation should not be based on your opinion on how the employee 

is performing. 

o If the job description states, “…ensure that all medications are locked at all times,” there 

should be a line-item criterion on the evaluation such as, “the employee consistently 

ensures that medications are locked.” 
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• Standardized for all employees 

o All employees who have the same job description should be evaluated on the same 

criteria, using the same performance evaluation form. 

• A process to support and track performance improvements 

o A performance scale from “unacceptable” to “excellent” is common. Another example 

would be a numerical scale from 1 to 5, where 1 is unacceptable and 5 is above average. 

• Not biased against any race, color, sex, sexual orientation, religion, or nationality. 

• Performed by a person who has adequate first-hand knowledge of the employee, the 

employee’s performance, and their job description. 

• A recourse or process if the employee disagrees with their performance appraisal. Such process 

should be described in your employment or personnel policies. 

 

Conducting the Performance Appraisal 
Use a standardized process when conducting reviews, reviews should be transparent and objective. This 

way all your staff will be held to the same standards. Discuss behaviors, not personalities. Encourage 

participation and be supportive. Come to terms on actions where possible. Keep your reviews future 

focused, it should be a two-way conversation. 

State that the meeting's goals are to evaluate their performance, to gather feedback they may have, and 

to define any potential areas of improvement. 

• Assess the employee’s performance against clearly established and objective performance 

expectations based on the employee’s job description and duties. 

• Provide feedback about the employee’s performance and progress, including positive 

reinforcement for tasks done well. 

• Suggest areas for improvement and provide access to resources, training, or mentoring to 

support such improvements and progress. 

• Encourage honest feedback from the employee — do they feel supported? Is there specific 

training they need? What do they feel would help them achieve better performance? 

• Encourage the employee to share their thoughts for consideration on how the job description 

could be modified to improve the resident’s quality of life, achieve better care outcomes, or 

improve and facilitate the smooth operation of the adult family home. 

• Openly discuss any areas of disagreement, but don’t allow a disagreement to derail the purpose 

of the meeting. Avoid becoming defensive and try to anchor the conversation or potential 

disagreements on facts rather than opinions. 

o Remember that disagreements are more likely when subjective judgments and opinions 

are shared. Remain objective and factual. 

• Avoid using terms such as "always" or "never." 

• Do your best to end the meeting on a positive note. 
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• Performance appraisals can provide a strong morale boost for good employees and can also 

provide great motivation for employees to improve their performance. 

• The employee can add comments on their appraisal by attaching their written comments. 

• You should sign the appraisal form and asks the employee to sign it as well. 

• The appraisal form and any action plans can be reviewed every few weeks or months during 

shorter one-on-one meetings with the employee. 

• Be sure you address any issues as they occur, nothing should be a surprise to the employee 

during the evaluation. 

• Reward your employees for their positive performance and contributions. You can give 

certificates of recognition and thank you cards. You can also tie their performance to salary 

increases, just to name a few. 

REMINDER: Although formal performance evaluations may be carried out on a regularly scheduled basis, 

it is a good practice to encourage open dialogue about the employee’s performance throughout the 

year. Addressing issues as they arise prevent problems from building up and escalating. 

 
Document Performance Appraisals 

• Ensure you have sufficient direct contact and observations of the employee so that you can 

make factual observations of their performance rather than make judgment calls. 

• Record major accomplishments, strengths, and weaknesses, and suggest relevant training or 

development opportunities to improve performance. 

• To help avoid disagreements, report, and comment on factual observations of behaviors and 

actions during the appraisal process and avoid hearsay or judgment calls. 

• Always address employee behaviors, not their character or personality. 

• Never comment on the employee's race, sexual orientation, religion, or personal family status. 

• It’s not uncommon for some employees to blame their poor performance on other employees; 

“I don’t do the laundry because Jane never does laundry!” 

o It’s important that you clarify that you are both here to evaluate the employee’s 

performance, and not the performance or behaviors of any other employee. 

o Be sure to address only the behaviors of this employee, rather than behaviors of other 

employees. 

 

All reviews should be in writing. Reviews are confidential and stored in the employee’s file. 

Add agreed-to commentary on the form. Note that if the employee wants to add attach written input to 

the final form, they should be able to do so. You sign the form and ask the employee to sign it. The form 

and its action plans are reviewed every few months, usually during one-on-one meetings with the 

employee. 
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Discipline Policy 
Your discipline policy should be clearly outlined in your employee handbook. Consistency and clear 

expectations are important when addressing performance issues. All conversation around work 

performance should be documented. 

You may need to take disciplinary action due to employee violation of policy or procedure, work 

performance, harassment or violence, illegal behavior, attendance issues, or discrimination. 

Progressive discipline refers to an increasing level of corrective action if an employee fails to meet 

requirements for improvement. Discussing work performance should always be face-to-face and not 

over the phone, email, or text. You may also want to develop and implement a performance 

improvement plan for an employee. 

• Verbal Warning – A verbal warning may be appropriate for minor infractions or where 

performance needs only minimal improvement to be satisfactory. 

• Written Warning – A written warning may be used with a more serious infraction or when it 

appears a verbal warning(s) did not produce a sufficient behavioral change. Your written notice 

should be clear and objective; what are the facts. 

• Suspension – A suspension may be used after one or more written warnings were given with no 

improvement of employee performance. 

• Termination – A termination after progressive discipline has not produced the desired 

behavioral changes. It is critical you have documented all actions you have taken and the results 

before terminating an employee. 

 
 

 

 
Be prepared, don’t let frustration get in the way. Keep your employee handbook handy so you and the 

employee can refer to it. 

Remember: Document all details of any disciplinary conversations and make sure your process is 

consistent for all your employees. 
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The Managing and Measuring Performance section includes information from a presentation by 

Shereice Brown, shereice@ltcfwa.org, Workforce Development Manager for the Long-Term Care 

Foundation. You can find the full presentation here. 

 

Termination 
Before you take steps to terminate an employee, ensure you have a written record of the event that led 

to termination, including dates. Make sure you have clearly communicated your expectations to the 

employee, referring to the handbook as needed. Coach them to ensure they understand and can 

demonstrate your expectations. Did you develop and implement a performance improvement plan? 

What was the outcome of the plan? Did you provide any written warnings? 

Washington is an "At Will” employment state. Employers may fire any employee at any time, for any or 

no reason, if they are not violating employee protection laws. See L&I Termination & Retaliation site. 

Protections include: 

• Minimum Wage Act 

• Injured worker’s claims 

• Safety complaints 

• Discrimination in the workplace 

• Protected Leave 

• Equal Pay and Opportunities Act 

L&I adds that an employee may request the reason for discharge by sending a written request to the 

AFH for a signed written statement of the reason for discharge and the effective date. See WAC 296- 

126-050(3) for details. 

Retaliation 
WAC 296-126-070 

 

Per L&I, an employer cannot take adverse actions against an employee who exercises a protected right, 

files, or intends to file a complaint, or who has discussed potential violations of their rights. Prohibited 

adverse actions may include: 

• Terminating, suspending, demoting, or denying a promotion. 

• Reducing hours or altering the employee’s work schedule. 

• Reducing the employee’s rate of pay. 

• Threatening to take, or taking action, based upon the immigration status of an employee or an 

employee’s family member. 

• Subjecting the employee to discipline, including write-ups, verbal warnings, points, etc. 

 

Employee Record Retention 
WAC 296-126-050 

 

You are required to keep, for at least three years, a record of the name, address, and occupation of each 

employee, dates of employment, rate, or rates of pay, amount paid each pay period to each employee 

and the hours worked. An employee can request, at a reasonable time, to view their employee file. 
 

Resources & Links 

mailto:shereice@ltcfwa.org
https://www.longtermcarefoundationwa.org/
https://www.longtermcarefoundationwa.org/
https://www.longtermcarefoundationwa.org/_files/ugd/728615_b5b3321206a841c09af56fb894b2d3f3.pdf
https://lni.wa.gov/workers-rights/workplace-policies/termination-retaliation
https://app.leg.wa.gov/wac/default.aspx?cite=296-126-050
https://app.leg.wa.gov/wac/default.aspx?cite=296-126-050
https://app.leg.wa.gov/wac/default.aspx?cite=296-126-070
https://app.leg.wa.gov/wac/default.aspx?cite=296-126-050
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LTC Worker Training Requirements 

• WAC 388-112A outlines the required training and timeframes for adult family home staff 

• DSHS approves the training programs and instructors for Washington State 

• Department of Health (DOH) manages the testing and oversight of the HCA credential 

• Adult family home staff are required to receive their basic training (unless exempt) and all other 
required training from DSHS-approved training programs and instructors 

• For multiple adult family home providers, WAC 388-112A-1100 allows you to teach in your 
homes using the certificate from the home you had approved 

If you need to confirm that the courses and/or instructors have been approved by DSHS, check out 

instructors/classes at: Find a Training Class (wa.gov) or contact the HCS Training Unit at 360-725-2550 or 

by email at TrainingApprovalTPA@dshs.wa.gov . 

L&I Reminders 
• Report all new employees (including part-time and temporary) to the Department of Social & 

Health Services (DSHS) New Hire Reporting Program within twenty days of hire. Reporting new 

hires helps the Division of Child Support collect support more efficiently. 

• Create an Accident Prevention Program (required – even for remote workers). If you need help 

creating this, we have sample programs here or you can request a FREE, confidential 

consultation to get you started on the right foot. 

• Provide all employees required notice of Paid Sick Leave benefits, and consider creating optional 

sick leave policies. 

• Learn more about filing quarterly reports, reporting worker hours, and keeping other required 

employment records on the L&I Recordkeeping Requirements page. 

• Sign up for a FREE L&I Essentials for Business webinar to understand your role, your many 

requirements, and what L&I does – these are offered each month as live, online webinars. 

• Get questions related to other state agencies answered, such as the Department of Revenue 

and Employment Security, by contacting their Small Business Liaisons. 

• Subscribe to our quarterly L&I Small Business Newsletter for important updates affecting small 

businesses and resources available to help. 

Resources: Additional Training 

• Training Requirements for Adult Family Homes | DSHS (wa.gov) 

• Certified Home Care Aide Checklist (wa.gov) 

• Exempt Workers from HCA 70-hour training (WAC 388-76-0090) 

• Provider Credential Search: Search (wa.gov) 

• L&I Business Essentials brochure 

• Free advising services offered statewide by the Washington Small Business Development Center, 

can be reached online or at 833-492-7232, and SCORE. There are also many local business 

support organizations you can access through the Washington Microenterprise Association 

https://app.leg.wa.gov/wac/default.aspx?cite=388-112A
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0110
https://fortress.wa.gov/dshs/adsaapps/Professional/training/training.aspx
mailto:TrainingApprovalTPA@dshs.wa.gov
https://www.dshs.wa.gov/esa/division-child-support/new-hire-reporting
https://www.dshs.wa.gov/esa/division-child-support/new-hire-reporting
https://www.dshs.wa.gov/esa/division-child-support/new-hire-reporting
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Fcreate-a-safety-program%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920185022%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=hYnr66IsSzDdU9jwmjGmV5q4oG0%2BXPk6NV1p9vLrLKA%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Frequest-consultation%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920190222%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DWTjKh9NkbvI8MPiaBdP11xnm6Nsssn82OVEMA0RcGc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Frequest-consultation%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920190222%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DWTjKh9NkbvI8MPiaBdP11xnm6Nsssn82OVEMA0RcGc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fsafety-health%2Fpreventing-injuries-illnesses%2Frequest-consultation%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920190222%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=DWTjKh9NkbvI8MPiaBdP11xnm6Nsssn82OVEMA0RcGc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkers-rights%2Fleave%2Fpaid-sick-leave%2F%23employers-responsibilities&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920197211%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=KEmWwMPWAqAl%2FpRmeVnZGavBoUcF%2B0IQxaRKS6q4rIA%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkers-rights%2Fleave%2Fpaid-sick-leave%2Foptional-paid-sick-leave-policies&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920203202%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=vfgKL6%2BwOn8vBcLKlHwc5eFTxw05EH1xk5aCQ%2FIDp%2BI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkers-rights%2Fleave%2Fpaid-sick-leave%2Foptional-paid-sick-leave-policies&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920203202%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=vfgKL6%2BwOn8vBcLKlHwc5eFTxw05EH1xk5aCQ%2FIDp%2BI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkers-rights%2Fleave%2Fpaid-sick-leave%2Foptional-paid-sick-leave-policies&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920203202%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=vfgKL6%2BwOn8vBcLKlHwc5eFTxw05EH1xk5aCQ%2FIDp%2BI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fagency%2Fsmall-business%2Frecordkeeping-requirements&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920209027%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=E8IBYWKbkvz1gQco%2F908F1%2F6%2F6BOUPXRlVkbLfN3VN0%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fworkshops-training%2F%3FtrumbaEmbed%3Dview%253Dobject%2526objectid%253D1507136&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920214736%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=nrvjxiZqh2Y1nf0AwERjvrJo6HfQjvEW9lYlaccr68g%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.oria.wa.gov%2Fportals%2F_oria%2FVersionedDocuments%2FBusiness_Publications%2Fsbl_flyer.pdf&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920219968%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ehzOV0dWKnvesXBtN7%2FqWtSlJEkGPm0Nd9dWrS4meBI%3D&reserved=0
https://public.govdelivery.com/accounts/WADLI/subscriber/new?topic_id=WADLI_6
https://www.dshs.wa.gov/altsa/training/training-requirements-adult-family-homes
https://www.dshs.wa.gov/sites/default/files/ALTSA/training/HCA%20Checklist%20for%20AFHALF.pdf
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-112A-0090
https://fortress.wa.gov/doh/providercredentialsearch/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fforms-publications%2FF101-207-000.pdf&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C22a0b130a661424845b908dcb6482779%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585668230436338%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=2%2Bipfc5WKwD4Y%2BcwV0mdZFkNlKDSHUuwpQ8M3wxYSwg%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwsbdc.org%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920141338%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=wRcFGs5VrrpnMlhpIhAwuggjq76YIovcWeRVFJzI1YM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.score.org%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920146560%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=9RNli3t3%2Fhmt86J%2BSfysDgwBRuAB57XByuCFr7PmLYU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wamicrobiz.org%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920151874%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=IhhKK4IamYOQeskVaGCgxOTNaxp86%2FSL157XWX9we5Q%3D&reserved=0
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• For a variety of hiring resources including unlimited job posting and labor market information, 

visit WorkSourceWA 

• L&I Small Business Office resources can be found at Lni.wa.gov/SmallBusiness 

o Phone: (800) 987-0145 | (360) 902-4730 

o Email: SmallBusiness@Lni.wa.gov 

DSHS courses approved for CE credits 

• https://www.dshs.wa.gov/altsa/training/dshs-curriculum-available 

• If you are using an online CE vendor, verify that their training is DSHS-approved in Washington 

State for the LTC worker. DSHS does not approve self-study continuing education. 

NOTE: If your adult family home has any DSHS specialty designations, staff are required to receive 

additional training according to WAC 388-112A-0400 through 0495. 
 

Summary Review 
During this Module, you learned: 

• The employment process 

• How to find, hire, train, manage, and maintain sufficient qualified staff 

• The skills to write a clear and thorough job description, interview, hire, and conduct job 

performance evaluations 

• About the LTC workers training and background requirements 

• The importance of a new hire AFH orientation 

 

Test Your Knowledge 
True or False 

1. The best way to find employees is with a newspaper ad. 

2. You need to apply for approval to provide Orientation and Safety training to new 

staff. 

3. You should wait until the employees scheduled evaluation to discuss any problems 

that come up. 

 

Get Ready for Your Next Class 
• Read assigned modules 

• Study for Quiz #4 (Modules 10-12) 

 
 

Thanks to Andrew Bryan, Small Business Liaison for contribution and review of L&I Content 

WA State Department of Labor & Industries, Phone: (800) 987-0145 | (360) 902-4730 

Email:  SmallBusiness@Lni.wa.gov, Web: Lni.wa.gov/SmallBusiness 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fworksourcewa.com%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920158471%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=UxpZIR2WrCfSBJQwN3wg47cIRb9MpiU3AQVidZWSWFY%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flni.wa.gov%2Fagency%2Fsmall-business%2F&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7Cd8217281413e44b4491908dc79ec7f1d%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638519303920225254%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=6IzLLmPVMFfdC6paWtHz3oX7yv1D%2FrGvP69oqqcnH5g%3D&reserved=0
mailto:SmallBusiness@Lni.wa.gov
https://www.dshs.wa.gov/altsa/training/dshs-curriculum-available
https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A-0400
mailto:SmallBusiness@Lni.wa.gov
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.lni.wa.gov%2FSmallBusiness&data=05%7C02%7Cdeb.cary%40dshs.wa.gov%7C22a0b130a661424845b908dcb6482779%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638585668230449970%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=jgj7guhsc6u%2BZhyDxCdRKf%2FcR6EZ0wDvSAUXwndIGEk%3D&reserved=0
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Acronyms Used in this Module 
Acronym Description 

ALF Assisted Living Facility 

BCCU Background Check Central Unit 
BCS Background Check System 

CCS or CC&S Character, Competence, and Suitability 

CE Continuing Education 

CPR Cardiopulmonary Resuscitation 

DOSH Division of Occupational Safety and Health 

ESD Employment Security Department 
FBI Federal Bureau of Investigation 

FLSA Fair Labor Standards Act 

HCA Home Care Aides 

HCS Home and Community Services 

HR Human Resources 

ID Identification 

ITIN Individual Taxpayer Identification 

L&I/LNI Labor and Industries 

LTC Long Term Care 

LTCW Long-Term Care Worker 

NAC Nursing Assistant Certified 

NDOB Name Date of Birth 

NH Nursing Home 

ORSA Orientation and Safety 

RAP Record of Arrests and Prosecutions (RAP Sheet) 

RCW Revised Code of Washington 

SAW SecureAccess Washington 
SSA Social Security Administration 

TB Tuberculosis 

USCIS U.S. Citizenship and Immigration Services 

WAC Washington Administrative Code 

WSP Washington State Patrol 
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Revision Table 
Date Volume Changes Page(s) 

1/2025 V5.2 • Repaired links and other minor changes 

• Removed link for old fact sheet for Telecommunication 
Equipment Distribution Program 

• Updated link for Telecommunication Relay Service Program – 
Pointed to web site rather than old fact sheet 

• Fixed link for Health Equity Considerations and Racial and 
Ethnic Minority Groups 

• Fixed CDC link under HIV/AIDS 

• Fixed Hospice link to find care 

• Fixed link for the SHDD 

• Removed link: LIFE ElderCare | Serving aging adults in Fremont, 
Newark and Union City, California 

• Moved LEI Video from LGBTQ Resources to Video Resources 
and added a description. 

• Removed the following broken links and replaced with updated 
fact sheet web page 

• Updated Why Person-First Language Doesn’t Always Put the 
Person First link 

• Repaired Person-Centered Video Resource video links 

• Removed duplicate important to video 

• Removed Helen Sanderson Associates link 

• Removed: This form is also available in many different 
languages. Broken link 

• Removed: Fingerprint-based Background Checks – Information 
and Instructions -unable to locate site, broken link 

• Removed incorrect RCW reference to about sleepover vs. live-in 
staff exemptions to the minimum wage requirement 

• Added Summary Review from slide 

 

    

    

    

    

    

    

 

https://www.cdc.gov/coronavirus/2019-ncov/community/health-equity/race-ethnicity.html
https://www.cdc.gov/coronavirus/2019-ncov/community/health-equity/race-ethnicity.html
https://www.cdc.gov/coronavirus/2019-ncov/community/health-equity/race-ethnicity.html
https://lifeeldercare.org/
https://lifeeldercare.org/
https://lifeeldercare.org/
https://www.dshs.wa.gov/ffa/bccu-forms
https://www.dshs.wa.gov/ffa/bccu-forms
https://www.dshs.wa.gov/ffa/bccu-forms
https://www.dshs.wa.gov/altsa/fingerprint-based-background-checks-using-local-law-enforcement-complete-fingerprinting
https://www.dshs.wa.gov/altsa/fingerprint-based-background-checks-using-local-law-enforcement-complete-fingerprinting
https://www.dshs.wa.gov/altsa/fingerprint-based-background-checks-using-local-law-enforcement-complete-fingerprinting

