FA EMPLOYER AGENT PROGRAM


FA’s Employer Agent services are designed to provide you with the option to locate, hire, train and supervise your own support workers.  As you have decided that this is the method you would like to use for arranging supports, you will have the following responsibilities:
· Determining duties and hours of support workers.

· Determining pay and benefits.

· Planning for and arranging backup when your support worker is absent.

· Following guidelines established by State and Federal law regarding employment practice and Equal Opportunity.

· Submitting employee information to FA.

· Training your support workers.

· Supervising and reviewing performance.

· Approving bi-weekly timesheets for worker to submit to FA.

As an employer agent, FA will handle some of the employer-related duties for you and the people you hire.  These include:
· Providing information about the process and paperwork necessary to maintain your business relationship with FA.

· Completing necessary eligibility and tax paperwork (I-9 form, W-4 forms, etc.)

· Issuing paychecks based on approved time records.

· Withholding and depositing income taxes.

· Handling Federal and State Unemployment Tax payments,.

· Providing W-2 forms and completing reports required by State and Federal laws.

· Assisting you with securing Worker’s Compensation Insurance, if desired.
Agreement Completion Instructions
· Employer Name:  Fill in the name of the individual who is the Employer.  This is the person receiving support services, or her/his legal guardian.

· Dates Covered by Agreement:  Fill in the date the agreement begins and its anticipated end date.


(
Many people employ the same worker(s) all year with consistent supports, so the effective dates would be the consumer’s recert year.


(
If employment is short term, it is important that the employment dates are accurate.  Be sure to get an accurate count of how many weeks the agreement will be in effect.

(
Agreements cannot be backdated. (See comments in Overview)
· Job Titles of Positions to Be Hired:  You need to determine a title for the positions that will be hired.  Frequently, titles coincide with job duties.

(
Keep in mind that several people can work under one position title.

(
If you have more than three positions, which means you won’t have enough room to list all positions on one sheet, attach an additional sheet.  Be sure to calculate these wages into your totals.

· Names of Primary Contact:  This is the person who is determined to have the supervisory role.  At times it is the employer, at other times it is someone designated by the employer and the support team.  It is crucial to have someone identified to take on this role and act as a resource for employees or in case of a crisis situation.  This person may be your SDS support broker.
· Section (A) Schedule:  Insert the schedule for each of the positions noted under Job Titles.  Be sure you are using the correct form, which depends on whether you are paying a flat or hourly rate wage.
(
Hourly Payment:

· Insert the number of hours/day each position will work.

· Hours per week - Determine how many hours each position will work during the week.

· Total Hrs/Agreement - Add up all the Scheduled Hours for a grand total.
· Follow the above procedures for each position on the agreement.

  (
Flat Rate - Schedule: 
· These hours will probably vary.  Put an “x” by the days that the person will be working if possible.  Then indicate whether they are full time.

(
Section (B) Paid Time Off:  In this section determine if any paid time off from work will be offered.  This may include vacation, sick, holiday, or other time such as personal time.  If paid time off will be included, determine how much time this will cover.  List the category the time falls into:  vacation, sick, and holiday.  List the specific holidays people will be paid for.  Currently, employers tend to offer this benefit to employees who are in a full time position.  However, it is up to you.

(
Hourly Rate:  Indicate the number of paid hours of vacation, sick, holiday, or other time the employee in that particular position will receive.

(
Flat Rate:  Indicate the number of paid days of vacation, sick, holiday, or other time the employee in that particular position will receive.

(
Section (C) Working Holidays:  (Skip this section if paying a flat rate).

In this section you need to decide what the expectation is for employees on holidays.  If employees will be expected to work a holiday you have to pay them for it!  The current rate is time and a half.  Decide which holidays will be worked and list them in this section.

(
Section (D) Summary of Hours:  (Skip this section if paying a flat rate).

This section is where you will get a grand total for all the hours you plan to build into your agreement.  Refer back to the worksheet and insert the bottom line numbers you have come up with from tables A, B, and C.

(
Section (E) Cost of Travel and Expenses:  If you are planning to reimburse your employees for mileage and/or activities, this is the section to calculate those costs.

· Mileage:




(
Miles/Month:  Decide how many miles/month you want to reimburse 



(
Total Miles/Agreement:  Take the number of miles you have decided on and multiply by the number of months the contract covers.



(
Total Travel Cost/Agreement:  The number of miles will be 




multiplied by current reimbursement rate to give you the actual cost to reimburse mileage.

· Miscellaneous Expenses:



(
Expense $/Month:  This section captures activities you would like to reimburse employees for.  Examples are movie tickets, eating out at restaurants, entrance fees to different events.  Determine a monthly amount that employees can spend and be reimbursed for.



(
Total Expense Cost/Agreement:  Multiply the monthly amount by 




the number of months in the agreement to get a total cost.



(
Total Travel and Expense Cost/Agreement:  Add up total mileage




and expenses.



(
Cost of Travel and Expense Grand Total:  Add up total mileage and expenses.

(
Section (F) Cost of Wages:  In this section figure out what the employee’s hourly rate is and what is the cost for taxes. 

(
Make sure that the hourly pay rate meets the Living Wage requirement; for the year 2009 it is $10.19.

(
Be aware that the cost for Living Wage, FICA, and Unemployment Compensation withdrawals may change annually.


(
Hourly Payment:



(
Hourly Pay Rate:  This represents the rate staff will receive per hour.



(
FICA:  Multiply the hourly rate by .0765.



(
Unemployment Compensation:  Multiply the hourly rate by .0405.



(
Total Hourly Cost:  Add the first three figures together to get the actual hourly cost.



(
Total Working Holiday Hourly Cost:  Take the number from Total Hourly Cost and multiply by 1.5.  This is the hourly cost when you are paying an employee for working a holiday.


(
Total Cost-Holiday Hrs/Agreement:  Take the total hours from Section A and multiply by Total Working Holiday Hourly Cost.


(
Total Cost-Paid Time Off:  Take the total hours from Section B and multiply by the Total Hourly Rate.



(
Total Cost-Working Holiday Hrs/Agreement:  Take the total hours from Section C and multiply by the total Working Holiday/Overtime Hourly Cost.

· Total Cost-Regular Hrs/Agreement:  Take the Total Hourly Cost and multiply by Total Regular Hours.

· Worker’s Comp Premium:  If this coverage is desired add the appropriate amount based on the status of each employee. If all employees are not covered by WC the person receiving coverage must be in the first position on the agreement.


(
Total Cost/Agreement:  Add the first four numbers to get a grand total for wages for each position.



(
Cost of Wages Grand Total:  Add all total cost/agreement totals of wages for each position for a grand total on all wages.


(
Flat Rate:



(
Flat Rate:  Indicate the period of time that flat rate covers, i.e. weekly, monthly, weekend.



(
FICA:  Multiply the rate by .0765.



(
Unemployment Compensation:  Multiply the rate by .0405.



(
Total Unit Cost:  Add the first three figures to get the actual cost.



(
Total # Units/Agreement:  For each position enter the total number of weekends, months, or other flat rate periods that are included in the agreement.

· Total Cost/Agreement:  For each position multiply the Total Unit Cost by the Total Number of Units.

· Worker’s Comp Premium:  If this coverage is desired add the appropriate amount based on the status of each employee. 



(
Cost of Wages Grand Total:  Add Total Costs for all positions for a grand total.

(
Total and Signature Page:  This is where you carry your totals for all 


your costs and determine your bottom line.  It is strongly suggested that 


before you move ahead you double check your math.  Add lines


1 & 2 to get the maximum amount that can be paid under this agreement.


Both the purchaser (employer) and support broker must sign and date the 


Agreement.  Send a copy to FA for review.  A copy of the approved 

Agreement will be sent to you for your records.
· It is very important that all signatures are obtained on the new 

    Agreement.

· In the event that a correction is needed the following applies:

-If the cost is less, FA will make the changes on the signature page and send a copy of the signed agreement to the support broker informing them of the discrepancy.

-If the cost is more, FA will return the signature page for initials of the changes.  The support broker will then need to return the initialed signature page.  A copy of the corrections will be returned to the broker.

NOTE:  A new EA agreement must be completed each recertification year.  A new voucher must accompany the agreement.
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