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S&A UNIFIED HOME CARE, INC. 

2729 Coney Island Ave, Brooklyn, NY 11235
Phone:  (718) 980-6100 Fax: (718) 873-9311 

CONSUMER DIRECTED PERSONAL 

ASSISTANCE PROGRAM (CDPAP) AGREEMENT 

This CD-PAP Agreement (“Agreement”) is entered into between S&A Unified Home Care, Inc. 

(the "Agency") __________________________________________________ the “Consumer” 

and _____________________________________________ the “Personal Assistant” (PA). 

The relationship between The Consumer and Personal Assistant is: 

        Friend;             Relative;   if Relative please specify _______________________________ 

Back-up Personal Assistant Name: ________________________________Ph#______________ 

1. Agency Responsibilities

S&A Unified Home Care, Inc. is the Fiscal Intermediary. As the Fiscal Intermediary, the Agency 

will keep a record which consists of the PA's original application forms, annual health 

assessments and the information needed for payroll processing and benefit administration. The 

Agency only acts as the "employer of record" for processing the payroll, and administering any 

insurance, unemployment and worker compensation benefits for the PA. 

S&A Unified Home Health Care “CDPAP” responsibilities: 

 Process the payroll for each Personal Assistant, issue paychecks in the name of each PA

employed by the consumer based on the authorized weekly hours. Appropriate Federal,

State, and FICA withholding taxes will be collected. Personal Assistants will receive year-

end W-2 earning statements.

 Coordinate all matters that relate to the employment forms for each Personal Assistant.

 Maintain a confidential personnel file on all hired Personal Assistants.

 Advise and encourage the consumers to provide equal employment opportunities to all

prospective employees regardless of their race, creed, color national origin, sex, disability,

marital status, orientation or sexual preference.

 Monitor the completion of annual employee medical forms and all required medical

documentation.

 Monitor the completion of the required doctor’s forms and the consumer agreement

outlining obligations and responsibilities.

 Sign a contractual agreement with the consumer to fulfill these program responsibilities.

2. Consumer Responsibilities

Consumers must sign an agreement to fulfill the following responsibilities: 

 Manage the services of the Personal Assistant employed to implement Plan of Care.

 The Consumer must have Medicaid and provide assurances that it remains current.
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S&A UNIFIED HOME CARE, INC. 

2729 Coney Island Ave, Brooklyn, NY 11235
Phone:  (718) 980-6100 Fax: (718) 873-9311 

 Consumers who become ineligible for Medicaid benefits and who fail to notify the Agency

of this situation and continue to receive PA services during the period of ineligibility will

be responsible for recoupment to S&A Unified of any compensation received by the PA

during that period.

 The consumer agrees not to employ their immediate family members defined as spouse,

father, and mother as their PA.

 Notify the Plan and Agency of any changes in Consumer or/and PA status, including, but

not limited to, the consumer’s address, telephone number and hospitalization, vacation

within 5 b.d., worked hours

 Arrange and schedule back-up Personal Assistant coverage for vacations, holidays,

absence due to illness and personal time. The Agency is not responsible for providing any

back-up Assistant and in the event of accident or injury resulting when the Consumer

doesn’t receive care during scheduled hours.

 Process in a timely manner the required paperwork such as DOH form (every six months),

health assessment, vacation and time off requests, and other required employment

documentation. Review and sign PA weekly timesheets which reflect the actual worked

hours.

 The Consumer takes full and complete responsibility for the recruitment, hiring, training

(such as use of Universal Precautions and Personal and Property Safety), maintenance and

termination of any and all PAs who provide services.

 The Consumer accepts responsibility for any and all items removed from or destroyed

within Consumers primary residence or vehicle without Consumers consent.

 Sign a contractual agreement with the Program to fulfill these responsibilities.

3. Personal Assistance Role and Responsibilities

Personal Assistant is hired by the Consumer to assist the Consumer with their individual needs to 

live safely in their home within the approved hours authorized by NYS Medicaid/Managed Care. 

PA responsible to: 

 Accept training and supervision at the direction of the consumer or their designated

representative. 

 Complete the full application and submit the documents needed to work on the CDPAP.

 Complete an annual health assessment; provide necessary medical exam form, proof of

immunizations, a PPD or Chest x- ray and. 

 Submit a time sheet or do clock in/out for each visit

4. Time and Attendance; Payroll procedure

Federal and state laws require the Agency to keep accurate records of time worked in order to 

calculate Personal Assistant pay and benefits: 
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S&A UNIFIED HOME CARE, INC. 

2729 Coney Island Ave, Brooklyn, NY 11235
Phone:  (718) 980-6100 Fax: (718) 873-9311 

 Time worked is all the time actually spent on the job performing assigned duties within

the authorized time. PAs are not permitted to work anywhere else at the same time they are 

working for the Consumers. 

 PA agree to use Electronic Visit Verification system for each shift that is worked on.

Failure to use the EVV system properly may cause a delay in PAs pay due to the additional 

processing time needed for timesheets.  

 The Agency will accept only timesheet signed by the Consumer/designated

representative and PA. Paperwork must be submitted no later than Monday noon for the 

previous week. Timesheet submitted with delay will be processed the following week. The 

Agency will not be able to process incomplete timesheet. 

 The work week runs from Saturday to Friday. Pay checks are distributed on Friday.

 PA must submit proper Direct Deposit Form to the Agency at the time of hiring.

5. Driving Waiver

S & A Unified is not liable or responsible for any injury, to persons or property which might 

occur as a result of being transported by Consumer’s Personal Assistant. Any arrangements 

regarding transportation of the Consumer as a duty of the Personal Assistant shall be an 

agreement made strictly between the Consumer and the personal Assistant. 

The Consumer has been further advised that he/she should verify that the Personal Assistant is 

a duly licensed driver in the State of NY and has at least the minimum medical and liability 

coverage on his/her vehicle and is occupants, as required by the laws of the State of NY. 

6. Termination of Employment as Personal Assistance

Consumer has rights to terminate services of a Personal Assistant, regardless of the reason. 

The Consumer should inform PA and the Agency of the termination of the services of PA and 

last Day of Employment. The termination form is attached. 

The signatures bellow signify understanding and acceptance of this agreement by all parties: 

Consumer Signature: Date: 

Personal Assistance 

Signature: Date: 

S&A Unified Home Care 

Representative Signature: Date: 

Title: 
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Guardian Signature: Date: 
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