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Your Life, Your Future, Your Choice 

Welcome to Inclusa! We are one of Wisconsin’s Family Care Managed Care Organizations (MCO). You have been assigned a Care Team (Care Coach and Nurse) who will work in partnership with you to live your best life. As mentioned in the New Member Handbook, Inclusa offers all members the chance to arrange, direct, and/or purchase supports and services through an option called Self-Directed Supports (SDS). 
 
The SDS option is a way that you can meet your long-term care outcomes by having more control over your authorized services, costs, and supports. With SDS, you can choose how much you want to be in charge. For example, if paid supports are needed, some people like the idea of hiring their own workers. Others might not want to be the employer, but like the idea of deciding who will help them with certain tasks. 
 
This guidebook explains the different ways you might use Self-Direction to meet one or more of your goals. It also explains some of the basic rules of the program so you can make the best choice for your situation.  

Is SDS right for you?  

1. Are you willing to find, hire, interview, and fire your own caregivers?
2. Are you willing to train your caregivers?
3. A back-up plan is needed. What would you do to plan for emergencies when a caregiver might not be available? For example, your caregiver calls in sick.
4. Are you willing to use a phone, tablet, or other electronic device to complete documentation (e.g., approve electronic time entries, electronic visit verification (EVV), federal and state tax forms)?
5. Are you willing to ensure that your worker is compliant with employment rules such as using electronic visit verification (EVV)?
 	

Role of Guardian and Activated Power of Attorney in Self-Directed Supports 

Although this guidebook is specifically written for Inclusa members, it also applies to legal decision makers (guardian or activated Power of Attorney [POA]). People who are under guardianship or have an activated POA can still participate in Self-Directed Supports! 
 
When the court appoints a guardian, that person must be willing and able to fulfill the duties required by law. These duties include: 
 
· Using the same care, thoughtfulness, and good faith when acting on behalf of the person that an ordinary and practical person would use in his or her own life, and 
· Always being trustworthy and loyal to the person they are guardian for. 
 
The legal decision maker should always: 
 
· Consider the wishes, needs, and rights of the member, and  
· Assure the member’s health, safety, and well-being.  
 
The legal decision maker is not “taking over” for the member but is in a legal partnership with the member. To the greatest extent possible, the member should be included in decisions that relate to her/his care and daily life. 
 
The same is true for activated POAs. A Power of Attorney is chosen to carry out the wishes of the individual when he/she is no longer able to do so. 
 
As it relates to SDS, being included could mean: 
  
1. Helping draft interview questions when looking for new workers;  
2. Being part of the interview team;  
3. Providing input when staff are being evaluated;  
4. Participating in monthly house meetings where issues and ideas are discussed. 
 

Your Member Centered Plan 
[image: ]
When you enroll in Inclusa you work with a Care Management Team that includes a Care Coach and Nurse. They help you identify your strengths, goals, and any supports that might be needed. This is part of the Member Centered Planning process.  
Inclusa will support your independence. If you do need assistance in some areas, your team will explore who is or could be helping you as a natural support (unpaid) and what community resources might be available to help you.  

Paid supports are considered if natural and/or community supports are unavailable or unable to meet your long-term care needs. 

First completed within 60 days of enrollment, your Plan is formally reviewed every 6 months. When a Plan is first developed, and during the formal review process, your team will talk about Self-Directed Supports as an option if paid supports are needed. 
 


You can decide to Self-Direct your supports at any time. You do not have to wait for the formal Plan review. Just contact your team to discuss which Self-Directed Supports option would be best for you. Also, you can have others assist you in your employer role. You do not have to “do it all” on your own. 



 Why Self-Direct? 

There are many reasons why you might decide to Self-Direct your authorized supports. For example: 

· You want more control over your supports.
· You need more flexibility in scheduling the supports.
· You have strong preferences for who provides your supports or how your support are provided.
· There is a need for more creative use of supports due to limited providers or community resources.  
· There are challenging issues that a traditional agency is unable or unwilling to work through.  
· Other unique situations.


What Type of Supports Can You Self-Direct? 




It is most common for people to Self-Direct their authorized personal care and/or supportive home care (housekeeping type) services. Some people have hired their own worker(s) to help them learn daily living skills or to provide job coaching. If you are interested in Self-Directing a specific service or support, ask your Care Coach about it. . 
 

Supports That Cannot be Self-Directed 

The Wisconsin Department of Health Services does limit Self-Direction in two areas: 
 
1. Residential Services: If you are living in a residential setting (not a private home or apartment), you cannot Self-Direct the services that the residential agency is being paid to do for you. For example, if the agency is paid to provide you with meals, you could not Self-Direct meal preparation. 
2. Case Management: This service cannot be Self-Directed because Care Management is a core service in Family Care. Care Managers need to know many rules and guidelines that someone outside of the agency would not know. However, you do have a right to request a different Team if you have concerns that cannot be resolved with your current Team and their supervisor. 
 
There might be other services that cannot be Self-Directed. If in doubt, ask your Care Management Team. If they are not sure they will check with the Self Determination/Self- Directed Support Team and let you know. 


Next Steps 

You and your Care Management Team have agreed on what is needed to help you meet your goals/outcomes through the care plan assessment process. You have decided you want to Self-Direct some of your authorized supports. What is the next step? 


Developing Your SDS Budget  

When you decide to Self-Direct your supports an individual budget is developed based on your unique assessment and need and is intended to be flexible to allow for payment of your Self-Directed services and supports. 

SDS wages are determined by you as the employer within your SDS budget.  The budget is determined by the assessment that your care team has completed with you and based upon the type and amount of services and local market wages where you live.

It is important to note that everyone’s SDS budget is different because it is based on the unique needs of each person. Budgets can be adjusted as your needs change. At Inclusa we pride ourselves on providing “the right amount of support at the right time” in the most cost-effective manner, so we rely on you to keep us informed if/when your circumstances may change.  
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There are certain costs that are paid from the Self-Directed Budget: 

· The worker’s wages;
· Payroll-related taxes- includes state and federal unemployment insurance and the employer portion of Social Security; 
· Worker’s compensation insurance premium (annual); and 
· Financial management fees - paid to the SDS Agency for their services. (Each agency has its own monthly fee and uses its own wage rate to cover the payroll related taxes.) 
 

What is a Reasonable Wage? 

It can be difficult to decide on a wage; some considerations may include: 

· The type of work that is being done (complex medical tasks would justify a higher wage than, say cleaning the house or running errands). 
· How much experience and training the employee brings to the job.
· Local job market pressures – if local businesses are offering high starting wages, it could be hard to compete for employees.
· Review typical wage rates by accessing: http://worknet.wisconsin.gov 
· Discuss ideas with your Care Management Team 


Your Budget Responsibilities 

When you use Self-Directed Supports, you are responsible to stay within your budget. This means you agree to use only the amount of services that are authorized. It is up to you to keep track of your employees’ hours to make sure they are NOT working more hours than authorized. This is very important because if you are unable to stay within the authorized budget you could lose the ability to Self-Direct. 

 It can be helpful to write both the planned schedule and the actual hours worked on a calendar. That way you can stay within your budget and verify the dates and times your employee(s) put on their time sheets.  

If you feel that additional support is required, contact your Team so the authorization can be reviewed. Do NOT just ask your employee(s) to work additional hours. Doing so could result in limiting your ability to use SDS. 




SDS Warning Letter: Member Responsibilities and Action Plan

When you choose to Self-Direct your services, it comes with responsibilities. Sometimes, you may need a written plan to help you understand what you need to do. In rare situations, you might get a Warning Letter outlining a corrective Action Plan to let you know what steps to take to continue to Self-Direct.



When you Self-Direct, your responsibilities include: 
  
· ​​​Making sure the hours claimed for payment are for authorized supports that are reflected in your Member Centered Plan (MCP).   
· ​​Making sure the number of hours claimed do not exceed the authorized budget.   
· ​​Contacting your Care Team to discuss proposed changes to your Self-Directed Supports plan before any changes are made. For example, hiring new workers or increasing worker hours. 
· ​​Treating employees respectfully, providing clear instructions and promptly signing timesheets. 
· ​​Letting your team know as soon as possible if problems arise 
· Assuring your health and safety and other’s is not threatened
· Expenses reflect actual services provided within the authorized plan and budget
· Funds are not used for illegal purposes, including fraudulent timesheets
· The conflicting interests of others are not taking precedence over your best interests


SDS Notification to Limit Letter 

In rare situations, Inclusa may need to limit a specific caregiver or a person’s ability to use Self-Directed supports. Reasons might include: 
 
1. Your health and safety, or the health and safety of another person, is threatened. 
2. The member refuses to provide access to the home or otherwise refuses to provide information necessary for the IDT staff to adequately monitor member health and safety.
3. Fraudulent or illegal uses of SDS funds by the member, caregiver, or support team (this includes submitting fraudulent time sheets).
4. The members’ expenditures are inconsistent with the established plan and budget such that: 
a. The member is consistently over budget.
b. Funds are consistently not being used to achieve outcomes.
c. The member has used his/her budget for services outside the Family Care benefit package.
d. The member is in a high-risk situation related to health, safety, or well-being
5. The conflicting interests of another person are taking precedence over the desires and best interests of the member (ex. interest in “giving provider hours” versus promoting member independence).
6. The member is unable or unwilling to effectively supervise/manage their caregivers, despite the offering of additional information/support, resulting in poor service or unnecessary dependency.
7. The member is unable to identify appropriate service providers, causing risk to a member’s health and safety.
8. IDT staff have identified negative consequences that must be addressed by other policies approved by DHS.
9. You are not in compliance with Electronic Visit Verification (EVV).


Fiscal Models 
Member purchases services from an independent contractor or business.
Member is the employer.         
More Self-Directed
Fiscal Employer Agent (FEA)
Agency with Choice
(AWC)
Co-Employment
Fiscal Conduit
Member manages workers with agency assistance.
Member recommends worker to hire.
SDS Support Options


Less Self-Directed


The above diagram shows the different levels of control and responsibility you can choose from when you decide to Self-Direct. More details can be found in the chart on pages 11.
 


	Employment-Related Task
	Co-Employer Option:  
Responsible Party
	Agency with Choice:
Responsible Party
	Fiscal Employer Agent:  
Responsible Party

	Writing a job description, screening applications, interviewing, hiring caregivers.
	You and the 
co-employment agency.
	You.
	You.

	Completing background checks.
	Co-employment agency.
	Fiscal Agent
	Fiscal agent.

	Deciding wage amount for your provider (within budget parameters).
	You.

Note:  
The co-employment agency will ensure that your decisions meet State and Federal requirements.  
	You.

Note: 
The fiscal agent will ensure that your decisions meet State and Federal requirements.
	You.

Note:  
The fiscal agent will ensure that your decisions meet State and Federal requirements.

	Orientation and training for your caregiver.
	You and the 
co-employment agency.
	You.
	You.

	Supervision and work performance evaluation of your caregiver.
	You and the 
co-employment agency.
	You.
	You.

	Disciplinary action and firing, if necessary.
	You and the 
co-employment agency.
	You and fiscal agent.
	You.

	Emergency back-up coverage.
	You.
	You.
	You.

	Approving time sheets.
	You and the 
co-employment agency.
	You.
	You.

	Ensuring my caregivers are compliant with Electronic Visit Verification (if applicable).
	You and the 
co-employment agency.
	You.
	You.

	Issue paychecks.
	Co-employment agency.
	Fiscal agent.
	Fiscal agent.

	Responsible for payroll deductions.
	Co-employment agency.
	Fiscal agent.
	Fiscal agent.


You are the Employer - Fiscal Employer Agent 

Sometimes called Fiscal Intermediaries (FI), Fiscal Employer Agent (FEA) or Financial Management Services (FMS), these agencies provide payroll related services for members who directly employ their workers. 
 
You are the employer. Paperwork is required to set you up as the Employer. You will be assigned an Employer Identification Number (EIN). The agency uses that number for reporting payroll related taxes. (Note: Becoming an employer does NOT impact your personal income for tax purposes.) 
 
Your employees are also required to complete paperwork to be set up as a paid employee. These forms are legal documents and need to be complete and accurate along with an approved background check before services can begin. Your worker will not be eligible for paid employment until these requirements have been met. Be sure that your employee uses their official/legal name (no nick names) as shown on their Social Security card. If you or your employee has questions about any of these forms, we recommend contacting the Fiscal Agent. They are familiar with the forms and have staff who can help. 
 
The Fiscal Agent conducts background checks on the people you want to hire. This is required by law. (More on criminal background checks on page 11.) The Fiscal Agent also sets up a workers’ compensation insurance policy in your name (because you are the employer) as a protection in case your worker is injured while on the job. 
 
Once everything is set up, the Fiscal Agent will process payroll for your employees on your behalf, based on the time sheets that are submitted. If an employee requires proof of income, the Fiscal Agent can complete the required forms. 
 

If You Don’t Want to be the Employer – Agency with Choice 

If you do not want to be the actual employer of record for your staff, you can work with an SDS agency that has agreed to be the Employer but leaves most of the day-to-day decisions up to you. This is referred to as an Agency with Choice. Under Agency with Choice, you would not be the employer of record, but you would still be responsible for choosing, training, supervising, and scheduling the staff. You would also review and sign the employee’s time sheets. This is often referred to as being the “managing employer.” In this model the employees are covered under the agency’s general workers’ compensation. policy, as well as the agency’s professional liability insurance. The agency would also complete requests for proof of income for the staff. 


If That is Still Too Much – Co-Employment

Sometimes a person is not interested or able to be directly involved in the day-to-day details of employment. Maybe you just want to know and trust the person who will be providing you with support. This can be set up by using a Co-employment or Leasing Agency by recommending staff to be hired. In this option the agency is more involved in the scheduling and supervising of the staff. 
 
If you choose Co-employment, your preferred worker will need to apply and be hired by the co-employment agency. You will also set the wage (within your budget). Once the worker completes the application process, including passing a criminal/caregiver background check and any required training, he/she can work with you. Once the co-employment agency approves the start date. 


Fiscal Conduit

This model is used to pay a provider or independent contractor for a service such as lawn care or snow removal. If you want to use a snow removal business that is not contracted with Inclusa, this is a way to pay the business so you can receive the service from the agency of your choice. It is important to note, if the provider is an established business, Inclusa will attempt to secure a contract first. When payment is made directly to an agency there are no additional wage related charges (taxes, Worker’s Compensation, Unemployment Insurance). 
 

Criminal Background Checks 
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When you choose Self-Direction, you have a lot of flexibility about who you can hire as an employee. However, Wisconsin law requires that caregiver and criminal background checks be conducted on any suggested employee. The SDS Agency you have selected will run the background checks. The report’s results are sent to your Care Coach and SDS Department, who will review the results with you. 
 
What if the report shows arrests and convictions? Can the person still be hired?       
Answer: It depends on several factors, including: 
 
· What the conviction was for (based on statute number); 
· The length of time since the conviction; and  
· Whether or not the conviction is “substantially related” to the job. 

Only convictions (not charges) can be considered by law. There are some crimes that do prohibit hire (such as a conviction of murder, assisted suicide, or abuse of patients/residents), but most are evaluated based on how the circumstances of the conviction might relate to your particular support need.  

Caregivers with convictions that are substantially related to the role or classified as prohibited offenses must undergo a caregiver or rehabilitation review to determine their eligibility for employment. Inclusa maintains the ability to NOT pay or contract with any caregiver if we deem it unsafe for the member. 

It is also important to note that labor laws clearly state employers cannot discriminate against a person based on their criminal history if the crimes are not substantially related to the job.  
Example: John recruited workers and found a person who seemed to be a good fit. When the background check results came in, John noticed that the person had a few convictions for writing bad checks about 20 years ago. Because the person would NOT be helping John with financial matters, the convictions are not substantially related, and John hired the person.  




Hiring Family, Friends, and Legal Decision Makers

Inclusa works in partnership with you and your current supports. Ongoing, informal support is welcomed and encouraged. To make sure your plan has everything needed, is effective and cost-effective, your Team will ask you about your natural and community supports.  
Sometimes it makes sense to pay your informal caregiver. Your team can help you: 

· Identify which tasks would be considered “over and above” what a family member or friend would provide as part of their natural relationship. For example, families typically make meals together, so that would not be a paid service, but giving a person a bath might be paid. House cleaning is typically shared among household members so others in the home are expected to do their share without payment.  
· Ensure the caregiver meets the necessary qualifications. 
· Caregivers must be 16 years of age and older to qualify for paid employment. Exceptions apply to what types of care can be provided by minors.
· Consider the relationship dynamics, for example, if people do not get along very well, they probably won’t do well in an employment situation.
· Determine if there is a likelihood of caregiver burnout; and 
· Reassess as your situation changes. 
· Assess conflict of interest when hiring family, friends and legal decision makers (see Conflict of Interest on page 24)

What if My Caregiver Lives with Me? 

If your caregiver lives with you, it may be possible for them to be paid. Your Care Team will assess your needs and authorize services. Services that are typically shared household tasks and assumed to be the responsibility of spouses, significant others, relatives or legal representatives residing with the member are:  

· Routine laundry 
· Meal preparation (unless there is a special dietary need)  
· Grocery shopping 
· House cleaning (particularly if the space is shared with others living in the home) 
· General companionship 
· Lawn care  
· Yard Maintenance  
· Snow removal 
· Money management 

Services that are typically assumed to exceed the caregiving/support responsibilities of spouses, significant others, relatives, or legal representatives residing with the member are:  

· Toileting 
· Dressing 
· Bathing  
· Grooming
· Eating (other than monitoring while eating) 
· Mobility  
· Transferring/Repositioning 
· Medication Administration and Medication Management  
· Frequent laundry due to incontinence/illness 
· Cleaning specific to the member’s personal space (bedroom, personal bathroom) 
· Supervision with Interventions for Health and Safety – a level of supervision that requires intervention/action by a caregiver beyond presence in the same room or building.

Many people hire family members and friends. However, sometimes being in an employment relationship ends up putting a strain on the family or friendship, so it is a good idea to discuss this with those you would like to hire before moving forward. 

In some cases, caregivers may find it necessary to step away from paid employment to provide essential support to their loved ones. While Medicaid-funded services can help supplement care needs, they are not intended to replace the caregiver’s primary source of income.

Authorized hours are based on your specific needs and resources. Your family or friends might want or need more hours to have more income, but Inclusa can ONLY pay for services that meet your assessed needs.  


Conflict of Interest 

Given the role of guardians and POAs, and of some family members in planning and approving a member’s care plan, a potential or real conflict of interest may exist. When the same person or organization helps an individual gain access to services and provides services to that individual, there is potential for conflict of interest (COI). If COI is identified, your Care Team will address this with you and if necessary, put extra precautions in place to reduce risk. 

Back-up Plans

Your care team will discuss the need to develop “back up plans” to help ensure your health and safety in the event of unexpected disruption in service/supports. A back up plan should describe what would be done in the next 24-72 hours in the event of a sudden loss of paid/natural supports, or if critical equipment is rendered immediately ineffective or unavailable. Who would be responsible for completing your essential tasks and activities?

There might be some things you can accomplish independently on a short-term basis. What else would need to be put in place?  


Time Sheets 

Time sheets must be signed by both you and your employee (after the work has been done)    and sent to your chosen SDS Fiscal Agency per their payroll schedule. 

Time sheets are legal documents. They must be accurate and complete or the SDS Fiscal Agency will send them back for corrections. Payment will be delayed until the error is corrected. Please make sure that time sheets are turned in right away. This helps monitor your budget expenses. 

 It is important to know that if you are hospitalized or in a nursing facility, Self-Directed Supports are put ON HOLD. Medicaid rules prohibit Inclusa from paying for Community and Home based services when you are in a hospital or nursing home. If your caregiver would have to find other employment while you are unavailable, some payments could be authorized to help retain your worker. Please contact your Team for more information if you have questions.  
NEVER sign a time sheet listing services that were not provided or were provided by someone other than the employee. This is fraud and can result in ending your SDS. Additional criminal action could be taken. 







Electronic Visit Verification (EVV) 

The Federal 21st Century Cures Act requires all states to put Electronic Visit Verification (EVV) into effect. This applies to all Medicaid-covered personal care and some supportive home care services. EVV uses technology to make sure members and participants get their personal care or supportive home care services. EVV is a federal mandate. It is not optional. 

Workers will be required to send information at the beginning and end of each visit to an EVV system, including:

· Who receives the service
· Who provides the service
· What service is provided
· Where service is provided
· Date of service
· Time in and out

Your worker may use a mobile phone app, a landline, or a small digital device you keep in your home to check in and check out. The Fiscal Agency that processes your worker’s time sheets should assist with training your workers on how to do EVV; however, as the employer it is part of your role to make sure your workers are doing EVV. As an employer, it is your responsibility to ensure your caregivers are compliant with EVV. If employees are not in compliance with EVV, it may result in limiting or restricting your option to Self-Direct. 


Wage and Hour Laws 
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There are many state and federal rules in place to protect employees from unfair practices. Action could be taken against you as the employer for failing to follow the law. The most common rules we need to follow are: 

Employees must be paid at least minimum wage for the time they work or are otherwise “on duty.” As of August 2025, minimum wage is $7.25/hour. 

In rare cases, if more than 80% of the services your employee is providing is companionship and not “hands on care,” it might meet the minimum wage exemption. Please contact your team for more details.
 
If employees work more than 40 hours in any week, then overtime must be paid. A standard work week is Sunday to Saturday. Overtime pay is generally calculated as 1.5 times the person’s regular wage. 

Overtime is not required if the employer and employee live in the same household. The actual hours worked still must be paid, but at regular pay rate. 


Overtime 

At Inclusa, we strongly discourage overtime. Overtime causes concern for caregiver strain, which in turn may increase risk to your health and safety. Inclusa is responsible to identify, assess, remediate and monitor member risk, including any potential conflict of interest. Having an adequate pool of employees is essential to managing risk. 

Caregivers who exceed a 40-hour work week are more susceptible to experiencing burnout. This can compromise their ability to look after both themselves and the individuals under their care. Additionally, this could result in overtime expenses not accounted for in your SDS budget, affecting your budget management capabilities. To prioritize health and safety, we restrict caregivers from working more than 40 hours per week. Exceptions require review by your IDT and SDS department representative. If a caregiver exceeds the 40-hour limit without prior approval, you may receive a warning regarding restriction or limitation of your SDS plan.  



Unemployment Insurance (UI) 

A percentage of your workers’ pay is paid to the state and federal Unemployment Insurance (UI) departments. The Fiscal Agent makes sure an account is set up in your name (using your Employer Identification Number) and they make payments to that account on a quarterly basis. 

If they qualify, SDS employees are generally eligible for Unemployment benefits because the Fiscal Agency chosen by the You/Employer pays the tax liability, if applicable.  There MAY be circumstances where the employee would not qualify. For example, if the employee is terminated for good cause or quits employment.  There are also some limitations based on the relationship between you/employer and the employee.  For example, if the employee is your parent, spouse, child, grandparent, grandchild of an individual by blood or adoption, an individual’s stepparent, stepchild,  or domestic partner, unemployment tax liabilities are NOT paid, and benefits are not available. The Fiscal Agency obtains this information when your employee is completing new hire paperwork. 
 
The Unemployment Insurance Division of the Department of Workforce Development (DWD) has application forms that your employee would need to complete to be considered for Unemployment Insurance (UI) payments. Unemployment Insurance (UI) payments are based on several factors, so it would be best for the employee to contact the UI office directly for specific information. 
 

Workers’ Compensation Insurance 

As mentioned earlier, if you are using a Fiscal Agent, that agency will get a Workers’ Compensation insurance policy set up for you. The policy is taken out in your name (because you are the employer) and it provides coverage for all your active employees. 
 
If you are using either the Agency with Choice or Co-employment option, the agency’s workers’ compensation policy automatically covers your employees in the event of an injury or illness while on the job.  


If Your Employee is Injured 
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If your employee is injured while working for you, he or she needs to contact the SDS Fiscal Agency right away. Agency staff will fill out an initial report and contact the Workers’ Compensation Insurance Company on behalf of your employee. After that, someone from the insurance company will contact your worker for more information. You will also be asked to tell what happened. The insurance company needs all necessary information before they can determine what expenses, if any, they can pay . 
 
Depending on the injury, you might need someone else to fill in until the worker is healthy enough to work again. (Remember, the fill-in worker would also have to complete the new employee paperwork prior to beginning services to be paid.) You could also request a statement from the doctor indicating when it is safe for the injured employee to resume the job if you are concerned about their ability to do the job. 


Training Your Staff 
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You have hired your staff and are now responsible to train and supervise them. Where to begin? 
 
The Department of Health Services (DHS) requires that employees receive a certain amount of general training. The Employer Handbook you receive from the Fiscal Agency includes information on required training. More specific training might also be needed. For example, if you have diabetes, your employees need to know the signs of hypo and hyperglycemia (low or high blood sugar) and how to respond if it occurs. If you use a mechanical lift for transfers, your personal care worker needs to know how to safely use that device. 
 
Inclusa knows that not everybody has the tools or skills to train their staff. Your Team will work with you to make sure your staff are trained to provide your care safely and effectively. For example, you and your Team might decide to use a Physical Therapist to show how to safely transfer you from bed to your wheelchair. Nurses at the Wound Clinic might teach your caregiver how to safely care for your wound. Or it could be more basic, like finding simple and healthy recipes for your meals. 
 
Once all the training has been completed, you and your employee sign off on the Orientation/Training Checklist. The completed checklist must be sent to the SDS Fiscal Agency to keep in your file. Only after the checklist has been completed and turned in will the employee be able to work. 

At the end of this guidebook, you will find a number of SDS Employee Fact Sheets that you can review with your employee(s).




Supervising Your Staff 

Open communication is key to having a good working relationship with your employee(s). 
1. It is up to you to explain how you want your employee to help you. The more specific you can be, the better. Your worker(s) need to know what you expect. Be patient and respectful when corrections are needed. 

2. It is important to be reasonable in what you ask your workers to do. For example, washing the kitchen floor with a toothbrush is NOT reasonable – washing the floor with a mop IS reasonable. 
3. You also need to be aware of possible employee health and safety concerns. Employers have a duty to keep their employees safe while on the job. For example, if you need a mechanical lift for transfers but you tell your worker to assist you without using the lift, both you and your employee are at risk of injury. In fact, if your employee is injured due to unsafe practices, they could be denied workers’ comp. coverage that would otherwise help pay for medical related costs. 
 
We would all like to know when we are doing a good job, so do not be afraid to give your employees positive feedback. On the other hand, if your employee is not performing in the way you expect, it is important for you to let him/her know that, too. A sample SDS Employee Evaluation Form is included at the end of this guidebook. You can use this form (or make your own) to write down what you like and do not like about your employees’ work. 
 
When having conversations with your employee, try to find out what the real issues are. If the employee needs more training, you and your Team can make sure that training is provided. If the employee is often late, is that because he or she needs to change the schedule? Maybe the person just needs to know that being on time is important to you. Give employees a chance to make the changes and improve their work. 
 
If your employee does not make the changes you request, you have the right to take disciplinary action to improve performance. Disciplinary action could be a verbal warning, a written warning, or even a suspension. If things still do not improve, you may need to end the employment. 
 



Firing Your Employee 

Firing an employee can be very difficult. It might be helpful for you to first practice what you will say with someone you trust. You might want to write down the key points you want to make. Try to be calm and respectful throughout the conversation. People do not like being fired, but if you are clear about what was not working, you have done your job as the employer. 
Remember, you have a right to fire someone who you are not happy with. You also have a responsibility to make sure your services are being completed as authorized by your Team. Even if you like the person, if he or she is not doing the job, and you have tried to correct the work, he/she should NOT continue as your employee. 








Finding New Employees 

You may be interested in Self-Direction, but  do not have anyone in mind to hire. Maybe the person who has been working for you is no longer able to, so someone else must be found. There are many ways you could locate potential employees, including: 

· Ask Friends, family, or neighbors for their suggestions
· Put an advertisement in the local newspaper
· Put a notice in church or other organizational newsletters
· Post notices in local businesses (such as laundromats or grocery stores)
· Use social media
· Use the Job Center website:  JobCenterOfWisconsin.com

 It is a good idea to be prepared with standard information and questions for people who ask about the job. It is easy to forget things when you are having a conversation with someone, so writing things down will help you explain all the information you need. 
 
By screening people out early in the process you can focus your time on people who are really interested and are likely to work well with you. The next step would be meeting each other in person. Rather than have a stranger meet you in your home, you might want to meet in a neutral or public place (such as a library or restaurant). 




Interviews 

When you interview a possible employee, you can have someone with you for support if you choose. Interview questions should be directly related to the work required. Some examples of good questions to ask include: 

· Why are you interested in this job? 
· What experience have you had as a caregiver? 
· Have you ever worked with someone with my type of needs? 
· Do you have reliable transportation? 
· What trainings have you had that will help you in this job? 
· What times are you available to work? 
· How would you handle an emergency situation? 

 
You can also ask for personal and/or professional references, so you get feedback from others who already know or have worked with the person. 

It is important to know that there are some questions that an employer cannot legally ask. For example, you cannot ask about someone’s: 
 
· religion 
· politics 
· nationality 
· marital status 
· family make up (like whether or not they have children) 


Can a Support Broker Help? 

A Support Broker is someone who can help you plan and direct your Self-Directed Supports. A Broker might assist you in: 
 
· Finding staff to work with you; 
· Arranging staff’s day-to-day schedules to remain within the agreed upon number of hours and to ensure your health and safety; 
· Helping to resolve conflicts and misunderstandings between you and your employee; 
· Interviewing new staff; 
· Reviewing and verifying time sheets; and 
· Other employment related tasks. 
 
Contact your Team if you would like more information about hiring a Support Broker. 
If Your Employee Needs Income Verification 

Sometimes a worker needs forms filled out that shows how much money they are making by working for you. On those forms, you should be listed as the Employer if you are the employer of record. If you are using a Co-employment agency, the worker should list that agency as the employer. 
 
The form itself should be completed by the SDS Fiscal Agency that does the payroll (since they know the exact amount that has been paid during specific time periods). To do that, the form must be mailed or faxed to your Fiscal Agency to complete. 
 
Please make sure your worker does NOT send an income verification form to Inclusa. Inclusa is NOT the employer and is NOT able to complete the form. 






Ending SDS 

There are a number of reasons why you might decide to end Self-Directed services. For example: 
 
· You are now able to complete the tasks on your own or with unpaid supports. 
· Your needs increase and you are admitted to a nursing or other residential facility. 
· You no longer want the responsibility of Self-Directing your care and prefer to use a traditional provider agency.


Employer Authority and Responsibility vs. Inclusa Team Role 

Your Inclusa Team is responsible to provide you with basic information and assistance relating to your Self-Directed supports plan. However, your team can NOT act as a co- employer. 

Inclusa Teams can: 

· Ask about and help coordinate employee training. 
· Ask about your employee’s performance (to assure your health and safety). 
· Ask about time sheets and payments (to assure that only authorized supports are paid from your budget). 
· Ask to observe the care/service provided (to assure your health and safety). 
· Restrict your ability to Self-Direct if you are unable to follow the rules (generally, after a number of attempts to correct the issue.) 

Inclusa Teams cannot: 

· Hire or fire your employees. However, Inclusa retains the ability to limit a caregiver in certain circumstances (see limit section).  
· Discipline your employees. 
 
Inclusa cannot pay for services that were not authorized or hours that exceed your budget. As the employer you would still be responsible for paying your employee for those hours worked. 

It is important that you do not ask your employee(s) to complete work that your Care Team has not authorized. If your needs change, please contact your Care Team to let them know what has changed for you. Being proactive will help avoid concerns with managing your SDS services and staying with your budget. 

Please let your Team know if you have questions or concerns. There are many resources that may be helpful as you Self-Direct your supports. On the following page, you will find a few resources on employer-related topics. There is also a list of resources to learn more about Self Determination and Self Direction.







Wisconsin Employment Resources 

Fair Employment Law 
 
Department of Workforce Development (DWD) 
Web Site http://dwd.wisconsin.gov/er/ 
Madison area (608)266-6860 
Madison TTY (608)264-8752 
 
Unemployment Insurance 
 
Department of Workforce Development (DWD) Web Site http://dwd.wisconsin.gov/ui 
Toll-free 1-800-247-1744 

Workers’ Compensation Insurance 
Department of Workforce Development (DWD) 
Web Site http://dwd.wisconsin.gov/wc/ 
 

 National Employment Resources 
  
U.S. Department of Labor www.dol.gov 
 
Wage and Hour Division (WHD) 
Web Site www.dol.gov/agencies/whd 
 	 
Occupational Safety and Health Administration (OSHA) 
Web Site www.osha.gov 
 	 
Office of Workers’ Compensation Programs (OWCP)  
	Web Site www.dol.gov/owcp 
 	 


Wisconsin Self-Determination Resources 

Wisconsin Board for People with Developmental Disabilities 
 Web Site http://www.wi-bpdd.org 
 
InControl Wisconsin 
 Web Site http://www.incontrolwi.org 
 
People First Wisconsin 
  Web site https://www.peoplefirstwisconsin.org 
 

National Self-Determination Resources 
   
National Disability Rights Network 
  	Web Site http:/napas.org 
  
Self-Advocates Becoming Empowered (SABE)  
  	Web Site http://www.sabeusa.org 
  
National Gateway to Self-Determination 
   	Web Site http://www.ngsd.org

Applied Self Direction 
Web Site https://appliedselfdirection.com








EVALUATION FOR SELF-DIRECTED SUPPORTS EMPLOYEES 
(Sample) 
 
 
	EMPLOYER:  	 	DATE:  		           	 
 
	EMPLOYEE: 		
 
	Length of time on the job:  				 
 
1. Ability to do the job: 
 
2. Willingness to do the job: 
 
3. Keeps personal Employer information private: 
 
4. General attitude while at work: 
 
5. Comes to work when scheduled and on time: 
 
6. “I really like that you…”  
 
7. “I need you to work on…” 
 
8. Other comments: 
 
Employee Comments: 
 
 
 
  
 
 

	Signature of Employee 	Date 
  

	Signature of Employer 	Date 


Self-Directed Supports Employee Evaluation 

Employee Name: __________________________________________________ 
Employer Name: __________________________________________________ 
 

Employee Knows the Job 

· Knows what to do 
· Uses equipment and supplies the right way 
· Follows the care plan 

How are they doing?    ☐ Great   ☐ Good   ☐ Okay   ☐ Needs Help 
Notes: 
______________________________________________________________________________________________________________________________________________________________________________________________________ 

Employee Gives Good Care 

· Is kind and respectful 
· Assures my care needs are met 
· Helps me when needed 

How are they doing?    ☐ Great   ☐ Good   ☐ Okay   ☐ Needs Help 
Notes: 
______________________________________________________________________________________________________________________________________________________________________________________________________ 

Employee Shows Up and Uses Time Well 

· Comes on time 
· Finishes tasks 
· Tells someone if they cannot come 

How are they doing?    ☐ Great   ☐ Good   ☐ Okay   ☐ Needs Help 
Notes: 
______________________________________________________________________________________________________________________________________________________________________________________________________ 
Employee Talks and Listens Well 
· Talks clearly 
· Tells someone if something is wrong 
· Writes things down when needed 

How are they doing?    ☐ Great   ☐ Good   ☐ Okay   ☐ Needs Help 
Notes: 
______________________________________________________________________________________________________________________________________________________________________________________________________ 

Employee Acts Professional 

· Is polite and friendly 
· Wears clean clothes 
· Respects my home and keeps my information private 

How are they doing?    ☐ Great   ☐ Good   ☐ Okay   ☐ Needs Help 
Notes: 
______________________________________________________________________________________________________________________________________________________________________________________________________ 

Overall 

How is the worker doing overall?    ☐ Great   ☐ Good   ☐ Okay   ☐ Needs Help 
Notes: 
______________________________________________________________________________________________________________________________________________________________________________________________________ 

Employee Signature: 									
Employer Signature: 								  	
Date: 												


Employee Schedule Template 1
[image: A calendar with numbers and numbers
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Employee Schedule Template 2
	My SDS Budget is approved for _________ hours per week

	Week of:

	Time
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	7:00 am
	
	
	
	
	
	
	

	8:00 am
	
	
	
	
	
	
	

	9:00 am
	
	
	
	
	
	
	

	10:00 am
	
	
	
	
	
	
	

	11:00 am
	
	
	
	
	
	
	

	12:00 pm
	
	
	
	
	
	
	

	1:00 pm
	
	
	
	
	
	
	

	2:00 pm
	
	
	
	
	
	
	

	3:00 pm
	
	
	
	
	
	
	

	4:00 pm
	
	
	
	
	
	
	

	5:00 pm
	
	
	
	
	
	
	

	6:00 pm
	
	
	
	
	
	
	

	7:00 pm
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total Hours
	
	
	
	
	
	
	





#1- Unemployment Benefits, Workers’ Compensation Insurance and Income Verification
 
Unemployment Benefits 

SDS Employees are generally eligible for Unemployment benefits (if they qualify) because the Fiscal Agency chosen by the You/Employer pays the required premiums. There MAY be circumstances where the employee would not qualify. For example, if the employee is terminated for good cause or quits employment. There are also some limitations based on the relationship between you/employer and employee. For example, if the employee is your parent, spouse, or adult child under the age of 21, unemployment premiums are NOT paid, and benefits are not available. 
 
NOTE: Unemployment documents should NEVER be sent to Inclusa because Inclusa is not the employer. If you are using a Fiscal Agent, then you are the employer and should be listed as such. For the address, use the Fiscal Agent’s address, since they have the information needed to complete the Unemployment Insurance (UI) documents. If you are using Co-Employment or Agency with Choice, the UI documents should be sent to that Agency. 
 

Workers’ Compensation Insurance Coverage 

All SDS Employees are covered under Workers’ Compensation Insurance. 
 
The Fiscal Agent or Co-employment Agency should be notified right away if the employee is injured while on the job. The insurance agency will obtain the information necessary to verify that the injury occurred and what, if any, compensation is needed. 
 

Income Verification 

There are a few reasons why an SDS employee may need income verification. The Fiscal Agent that processes the payroll has the information needed to accurately complete income verification forms. Therefore, any income verification form should be sent to the Fiscal Agent (or Co-employment Agency if a Co-employment Agency is used). Inclusa staff do NOT have the information to complete the forms.


#2- CNA Renewal Information 

Certified Nursing Assistants (CNA) need a certain number of supervised hours in order to fulfill requirements for re-certification. The person providing the supervision signs off on the Nurse Aide Registry Renewal form. 
 
Unfortunately, SDS employment does not meet the qualifications for this renewal for 2 reasons: 
 
1. Inclusa is not a direct health care employer under the Wisconsin Nurse Aide Program. Inclusa provides authorizations, referrals, and funding for services but does not provide direct patient care. Examples of a direct health care employer would be nursing homes, hospitals, and home health care agencies. 
 
2. Inclusa has Registered Nurses (RN) on staff, but they do NOT provide direct supervision of the SDS employees. They provide assessments, education, and service coordination, and they monitor the care that you are receiving; this is not the same as providing direct supervision. 
 
Inclusa recognizes the value of CNA training and certification. To maintain certification, it is recommended that the individual maintain at least minimal employment with a direct health care employer (see #1) so they can meet the supervision requirements for renewal.


#3- Absence and Back-Up Plan 
 

Providing care for someone is a very important job. A SDS Employee must be trustworthy and dependable. 
 
If the employee is unable to work at the scheduled time, he/she must let you know as soon as possible. Depending on the support need, a previously determined back up plan will be used – under no circumstances should you be left without resources (especially if it means you are left in bed or unable to obtain meals/nutrition). 
 
If the support is something that can be rescheduled (cleaning, for example), it is acceptable to do so. 
  

SDS Employer:   		 

Phone: 			  
 
 
 
Other instructions (if any): 
 
 	
	
	
	
	


#4- Record Keeping and Contact Information 

SDS Employees are required to keep track of the hours they work so they can accurately fill in their time sheets. Employees might also be asked to record specific tasks they have completed in a notebook or binder. 
 
It is the employee’s responsibility to notify the Fiscal Agency of any name change or change of address. Even if the employee quits working, the Fiscal Agency needs their current address to mail their W-2 at the end of the year.  
 

SDS Employer:   		 

Phone: 			
 
Alternate Contact:   				 
Phone: 			
 
 
SDS Fiscal Agency: 		

Contact: 			

Phone: 			

Address:			

			

			

 

 


#5- Emergencies: Recognizing and Responding 
 
Where are the Emergency phone numbers listed? 
 
Be aware of situations that might put people in danger. 
 
Make sure equipment is in good working order and that caregivers/employees have been instructed how to properly use the equipment. 
 
Fires – most often caused by cigarettes, electrical wiring problems, or problems with the heating system. Inattentive meal preparation could also result in kitchen fires. Prevention strategies include: 
 
· Stay alert 
· Be aware of all exits 
· Keep exits and pathways clear of clutter and debris 
· Discuss and develop a fire evacuation plan 
· Practice the above plan 
· Check smoke detectors and replace batteries as needed. 
· If there is Oxygen in the home – NEVER should there be smoking in the same room where oxygen tanks or compressors are located. 
· Remain calm. 
· Remove vulnerable people from the area. 
· If the fire is small and localized, use a fire extinguisher if one is available. 
· Call 911 – Use the exact address of the fire. 
· Do not re-enter the home. 
· Stay with the vulnerable individuals until the fire is extinguished. Report the incident immediately to the person’s Care Team. 


Severe Weather 

· Stay alert 
· Remain calm 
· Go indoors 
· Move to the lowest level of the home or building, away from windows or doors to the outside (except in cases of flooding). 
· Have battery operated devices on hand such as flashlights and radios. 
· Listen to the radio or news for weather updates. 


· Have a supply kit on hand with necessities such as, but not limited to: 

· First aid kit 
· Needed regular medications 
· Spare batteries
· Drinkable water 
· Nonperishable food items 


EMERGENCY NUMBERS 
 
 
Primary Doctor:   		 
 
Phone:  		 
 
Hospital: 		 

Phone:   		 
  
Other:   		 
 
Phone:  	

#6- Member Rights 

Inclusa is strongly committed to ensuring the rights of all its members, regardless of their ability or legal status. These rights include: 
 
· To be treated with dignity and respect 
· To develop and exercise their full capacities 
· To be free from abuse and neglect 
· To communicate their needs, interests, likes, dislikes, and preferences with others, either directly or indirectly, without fear 
· To choose and live a personal lifestyle, including where and how they live, work, and play 
· To develop and maintain relationships with others of their choosing 
· To participate in their community as contributing citizens 
· To take risks, make mistakes, and utilize these as opportunities to learn 
· To be informed of their options and supported when making choices 
· To assume responsibility for their choices 
· To choose their own supports and direct how the supports are provided 
· To have individuals of their choosing involved in support plans, reviews, and changes 
· To privacy and consideration when support is being provided, whether in the home, workplace, or community 
· To have conversations and records kept confidential, including deciding with whom the information is shared 
· To refuse to be filmed or videotaped 
· To receive reasonable wages for work performed 
· To know, understand, and have support in using grievance procedures 
· To choose treatment providers 
· To prompt and thorough response when issues of personal health, safety and possible rights violations occur.
· 

#7- Confidentiality and HIPAA 

Wisconsin Law (S. 51.30) and Federal HIPAA* Privacy Rules are very clear – at no time may any protected health information be shared with anyone without prior consent of the client or his/her legal decision-maker. 
 
SDS employees must honor the confidentiality of their clients/employers. Never discuss yourspecific information in a public place. Never engage in social conversations about you or your family, your health/medical history, status, or habits. 
 
Any written specific information received about you must be kept in a safe place and should not be available to anyone else. 
 
The best response if someone asks a question related to your personal information: “I am sorry, I cannot share any specific information due to confidentiality laws. I am sure you can understand…” 
 
Exceptions to the Rule: 
 
· Health care professionals may share your medical information, but only among themselves and only as much as is necessary to provide medical care. 
· Discussing your progress and supports with the agency that provides funding – to ensure the right supports are provided and to maintain program integrity. 
· Reporting suspected abuse or neglect. 


Breaking confidentiality is serious and can result in legal action, including fines and termination of employment. 
  
*HIPAA is the Health Insurance Portability and Accountability Act, also known as the Privacy Rule.


#8- Universal Precautions 

Universal Precautions are a standard set of actions to be used whenever a person is likely to come in contact with the blood or other body fluid of another person. It is important to treat ALL contact with blood and other body fluids as if the material were infected because we do not know if someone might have an infection or disease that is contagious. 
 
Protection includes: 
 
1.	Wear disposable gloves when coming into contact with body fluids; 
2.	Wear gloves while providing care if you have open cuts or chapped skin; 
3.	Wash hands for at least 30 seconds after contact with blood/body fluid. 
 

When cleaning blood/fluid soiled surfaces: 
 
1. Use disposable material like paper towels to clean surfaces; 
2. Discard soiled material in a sealed plastic bag, or double paper bags, and dispose in a covered garbage container; 
3. Immediately disinfect with a fresh solution of one part bleach and nine parts water; 
4. Machine wash laundry separately in hot, soapy water. 
 

Handling Needles: 
 
1. Needles used to administer medications or treatments MUST be thrown away in a “sharps” container; 
2. A “sharps” container is a thick plastic container available at most medical supply stores. 
3. NEVER bend, break, remove, or recap any used needle. 
4. If a “sharps” container is not available, a covered glass container could be used. 
5. When filled, the “sharps” container must be dropped off at a designated site for medical waste products. Check with area pharmacies or your employer’s  nurse.

#9- Abuse and Neglect 

Inclusa is committed to protecting members from abuse and neglect. This includes: 
 
Physical Abuse – Actions that cause bodily harm, either on purpose or due to reckless or irresponsible behavior. 
 
Emotional Abuse – Language or behavior that is intimidating, humiliating, threatening, frightening, or otherwise harassing the person. 
 
Financial Abuse – Obtaining a person’s money or property without the person’s consent. This includes deceiving, enticing, or forcing the person to give, sell at less than fair market value, or otherwise convey money or property without the person’s informed consent*. 
 
Sexual Abuse – Sexual activity without the person’s informed consent*. 
 
Neglect – The failure to provide adequate care, services, or supervision for a person. This includes not providing food, clothing, shelter, or physical or mental health care, which creates risk to the person’s physical or mental health. 
 
Confinement/Restraint – Intentional and unreasonable confinement of a person in a locked room, involuntary separation of the person from his/her living areas, or use of physical restraining devices. ANY Employee who becomes aware of or suspects abuse or neglect MUST report it to the member’s Team immediately. 


  
Any Employee whose actions qualify as abuse or neglect is subject to disciplinary action up to and including termination of employment. Additional action, including contacting law enforcement, may be taken. 
 
*Informed Consent means the person understands the possible benefits and drawbacks or side effects relating to a particular action, and the person is able to decide yes or no based on analysis of the known information. 


#10- Interpersonal Skills 

Employees are always interacting with people – it is part of the job. To have the best possible experience of helping another person it is important to keep the following in mind: 
 
· Always treat others as you would want to be treated – with respect. 
· Be attentive – listen to what the person is saying. 
· Treat others as equals, regardless of their abilities or disabilities. 
· If in doubt, ask for clarification. It is okay to say you do not understand. 
· Do NOT insult, criticize, or make fun of the person. Verbal abuse will not be tolerated. 
· Do NOT take over the conversation or interrupt others. Give the person a chance to speak – it is respectful and can provide valuable information on how the person is feeling or perceiving a situation. 
· Be patient. 
· Speak clearly. Be mindful if the person is hard of hearing or needs to take a few minutes to process what you are saying. 
· If there is a disagreement, find common ground. State your position and why. Listen to the other person’s position and ask for additional information if needed. 
· We all have our own opinions, values, and ideas – it is not necessary that others agree with everything in order to have a good working relationship. Sometimes it is best to agree to disagree and drop the subject. 
· If you notice a change in personality, notify the person’s Inclusa Team right away. It could be related to a medical condition that needs assessment and treatment. 












Auxiliary aids and services, free of charge, are available to you.
1-877-622-6700 (TTY: 711), available 24 hours a day, 7 days a week (Standard office hours: Monday – Friday, 8:00 a.m. – 4:30 p.m. Central time).
Inclusa complies with Section 1557 by providing free auxiliary aids and services to people with disabilities when auxiliary aids and services are necessary to ensure an equal opportunity to participate. Services include qualified sign language interpreters, video remote interpretation, and written information in other formats.
English: Call the number above to receive free language assistance services.
Español (Spanish): Llame al número que se indica arriba para recibir servicios gratuitos de asistencia lingüística.
Hmoob (Hmong) Hu rau tus xov tooj saum toj sauv kom tau txais kev pab txhais lus dawb.
繁體中文 (Simplified): 您可以撥打上面的電話號碼以獲得免費的語言協助服務。
Soomaali (Somali): Wac lambarka kore si aad u hesho adeegyada caawimaada luuqada oo bilaash ah.
ພາສາລາວ (Lao): ໂທຫາເບີໂທລະສັບຂ້າງເທິງ ເພື່ອຮບັບໍລິການຊ່ວຍເຫຼືອດ້ານພາສາຟຣີ.
Русский (Russian): Позвоните по вышеуказанному номеру, тобы получить бесплатную языковую поддержку.
[image: ][image: ]

العربية :(Arabic) اتصل برقم الهاتف أعلاه للحصول على خدمات المساعدة اللغوية المجانية.
Srpsko-hrvatski (Serbo-Croatian) Nazovite gore navedeni broj ako želite besplatne usluge jezične pomoći.
Українська (Ukrainian): Зателефонуйте за вказаним вище номером для отримання безкоштовної мовної підтримки.


             This notice is available at https://www.inclusa.org/members-family/resources/.
WIHMEPCEN_Approved
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