


In-Home Supportive Services (IHSS) clients:

 Elderly (over 65 years of age)

 Persons with disability, including blind individuals 
and children with disability

 Medi-Cal eligible (i.e. low income)



 In a home, apartment, hotel, independent living 
facility, mobile home
◦ Do not provide services if a client is in the hospital or a care 

facility

Who do clients live with?
 Live by themselves, with extended family, spouse, 

roommate

Who is responsible for the client?
 Client, Authorized Representative such as a Family 

Member, Public Guardian or Representative Payee



❖ 75% Family member

❖ 15% Friend or acquaintance

❖ 10% Registry provider



✓ A pool of Independent Providers who have 
expressed an interest in providing IHSS services to 
someone they do not know:

➢Language capacity includes Spanish, Chinese, Tagalog, 
Russian, Arabic, Farsi, Japanese, Korean, Armenian, 
French, Vietnamese, Portuguese, Hindi, Dutch and 
Tongan.

✓ Registry providers have the right to decide whom 
they will work for and where they will work.

✓ Registry services are offered to IHSS clients and 
providers free of charge.



 1. Complete online or paper application, and 
provide 1 employment and 2 personal 
references

 2. Attend interview and present/provide copy 
of Social Security card and valid photo ID

 3. Complete fingerprinting/background check 
at own cost

 4. Attend Registry orientation



 The IHSS client is your employer who will:
◦ Hire
◦ Train and supervise
◦ Schedule your time and sign/approve your 

timesheets
◦ Fire/terminate

 However, call Registry immediately if you are hurt 
on the job - Remember you are only covered by 
Worker’s Compensation if you are injured while   
performing an IHSS task. (p.41-42)



All clients will be approved for different services depending on their 
needs.

Many clients do not understand what IHSS services they have been 
approved to receive.

It is your responsibility to:

✓Know all services covered by IHSS

✓NEVER perform tasks that are NOT covered by IHSS

✓Read the Provider Notification (p.21-23) that comes in the mail 

after you are hired. Keep this form to share with client if 

needed.





Provider Notification Tasks



 MUST be authorized by County Social Worker

 NOT a transportation service

 NOT required to drive or use personal car

 IHSS does not pay for gas, mileage, parking, traffic 
tickets

 See handout for transportation resources (p.43-45)



 Skilled tasks to be performed only after trained by a 
licensed health care professional

 Examples:

◦ Giving shots

◦ Tube feeding

◦ Inserting a catheter

◦ Irrigating a colostomy

◦ Digital stimulation (bowel program)

◦ Caring for an open bed sore

◦ Administration of medications



 If you are willing to give it a try, make sure client will 
arrange for training to be provided by a licensed 
professional.

 If you are not comfortable with providing requested 
services, do not proceed with in-person interview. In a 
respectful manner, tell the client that this will not be a 
good fit for you.



➢ Providing services for anyone other than the client

➢ Banking – Do not get involved in client’s finances

➢ Driving the client

➢ Taking care of or walking pets

➢ Babysitting children or grandchildren

➢ Cleaning the house for more than 1 hour per week

➢ Cleaning carpets, drapes, windows, cars, patio, yard, etc.

➢ Moving furniture



 Providing IHSS authorized tasks

 Communicating with the client’s contact person if the 
client has identified someone for you to contact in 
case of problems or emergencies (p.46)



✓ The Public Authority manages a provider 
referral system for clients who are without 
caregiver resources.

✓ Clients are responsible for selecting their 
providers. The Registry does NOT 
recommend or assign providers to clients.

✓ The Registry will never give out client’s 
phone number or personal information 
unless permission has been given by the 
client.



Provider Information 
❖ Tasks you will perform

❖ Where you will work

❖ Language

❖ Availability? Listed as needing 
work or fully employed?

Client Information

❖ Tasks that are needed

❖ Where the client lives

❖ Language requirements

❖ Requested schedule

List of at most
10 potential Registry providers 

provided to client



❖ Client calls names on the list

✓ Phone number correct?

✓ Professional message on answering machine?

✓ Check voicemails throughout the day?

Please note:

Sometimes Registry Social Workers will help client set up  
appointments for interviews. 

❖ Telephone interview 

❖ In-person interview



✓ Attain basic information to decide if you want to 
proceed with an in-person interview 

✓ Ask for the client’s name and phone number…check 
it twice!

✓ Ask for client’s address and directions …check 
address twice!

✓ Is there an apartment number?

✓ Are there special instructions on getting in the 
building?



 Time to assess whether you would want to work 
for client

 Best to take place in client’s home

 Dress appropriately and arrive on time

 Be prepared to ask questions



 What services have been approved?

 Is this a long-term or temporary assignment?

 What would be the desired work schedule? Tell 
client if you have other clients to help stay within 
66 hours/week.

 What are your expectations (e.g. skills, language, 
what is to be done, in what way, and how often)?



 Do you expect me to drive?  If needed, discuss how 
transportation expenses will be paid.

 If shopping and errands are to be performed, how 
will money be handled?  

 If paramedical services are to be provided, how will I 
be trained?



 Does anyone else live in the home?  If so, how 
are they involved in your care?

 Any health issues that would be important for me 
to know about?

 How will we track the hours worked?  Calendar?

 Any other questions that may be important to 
you as a care provider, e.g. whether client 
smokes, has pets, etc.



If you go to an interview, client selects you as the provider 
and you agree to work for the client, the following steps 
need to be followed:

Contact the Registry to report that you have been hired, 
and ask client to contact the Registry to confirm the hiring.

The Registry will mail you a blue form (SOC 426A). Please 
fill out the form, have client sign the form, and return it to 
the Registry.

Registry staff will email you when electronic timesheet(s) 
become available and mail you the tax forms for working 
with this particular client.



 New hire orientation by Registry Social Worker

 Review of authorized tasks

 Hiring paperwork (SOC 426A)

 Contact Information form

 IHSS Consumer and Provider Job Agreement 

(p.47-48)

 Resources – transportation, IHSS expenditure log 

(p.49-50), etc.



 Be willing to perform more types of task

 Include more cities in which you will work 

 Leave a professional voicemail greeting

 Return all phone calls promptly

 Be flexible

 Complete Essential Caregiving Skills program

 Keep the Registry updated on your availability and contact 
information



 Do you know how to properly transfer someone without 
hurting that person or yourself?

 Do you know how to change a diaper on an adult?

 Do you know what to do when your client does not look 
right?

We offer workshops year round to help you acquire 
these essential caregiving skills!  Tell your clients that it 
will only be to their benefit to allow you to attend 
these workshops!



 You are required to submit an update at least 
monthly AND anytime when your availability, 
contact information or work preferences change.

 Updates can be submitted online or by phone.

 Updates due by the last day of every month. 
Failure to do so will result in your not being 
referred to new clients.

 Call (650) 713-8461 for change of address.

 Refer to handout for instructions (p.51).



Maria Esparza-Diaz, Registry Community Program Specialist

 Recruit and onboard Registry providers; process provider 

updates

Registry Social Workers: Judy Lau, Julia Valdivia, Martha Ochoa, 

Reina Chen

 Provide hiring assistance; conduct new-hire orientation; handle 

issues or concerns between clients and Registry providers

Betty Fung, Registry Supervisor

 Oversee the operation of the Registry



 To report change of address within 10 days, or change in phone 
number and/or availability

 If you go on vacation or other leave (e.g. medical)

 If your recipient is hospitalized or transferred to a care facility

 If your recipient plans to travel

 To report any issues or concerns you may have with your recipient

Or if you have questions about:

 Completing timesheets
 Understanding how to determine Maximum Weekly Hours
 Overtime
 How to complete travel claim form
 Multiple providers working for a recipient 

When to Contact Registry Staff



 Return all phone calls within 2 days and allow 2 business days for 
staff to return phone calls after leaving a message

 Be on time for interviews and work; call if you are running late

 Do your best in performing authorized IHSS tasks everyday

 Set boundaries in a polite manner

 Be respectful of your client, and expect to be treated with respect

 Keep client information strictly confidential



 Do not ask for IHSS wage supplement or accept gifts from 
client

 Only claim hours that have been worked

 Give the client 2 weeks notice if:

◦ You are going to have to take time off, or

◦ You do not want to work for them anymore

** More details on p.55-56 of handouts **



 By law you must report any suspected abuse 
immediately to the County Adult Protective Services 
(APS) or Children Protective Services (CPS) agency.

 The abuse might be of the client you serve, someone 
else in the client’s home, or anyone else, whether you 
are working or not.

 Abuse could be physical, emotional, sexual or financial, 
or in the form of neglect or isolation.

 Your job is to report, not investigate, and your report is 
confidential.

 If you witness physical or sexual abuse in progress, call 
911 immediately.



 Client is angry and asks you to leave – LEAVE and call Registry

 Client refuses to approve your timesheet – LEAVE and call Registry

 Client is non-responsive when you arrive – Call 911

 You feel threatened by client or someone in the home – LEAVE and Call 
911, if appropriate

 Client continues to ask you to do things that are not authorized – Call 
Registry

ALWAYS CALL THE REGISTRY IF YOU ENCOUNTER ANY OF THESE 
SITUATIONS OR OTHER ISSUES THAT MAKE YOU UNCOMFORTABLE!



 Providers can be suspended or removed from the Registry for: 

◦ Violating established Registry rules

◦ Failure to adhere to IHSS regulations

◦ Failure to perform any IHSS work in the Registry for 12 months

 Examples of minor offenses:

◦ Being late or no show for interviews or work without valid reasons

◦ Repeated failure to return phone calls in a timely manner (i.e. in 48 hours)

◦ Repeated failure to submit availability updates at least once a month

 Examples of major offenses: 

◦ Dishonesty or misrepresentation (e.g. claiming hours not worked)

◦ Unauthorized disclosure of confidential information

◦ Being intoxicated or being under the influence of illegal substances while on duty

** More details on p.57-58 of handouts **



 Make changes to application (e.g. tasks, 
locations) if desired

 Complete fingerprinting if you have not already 
done so

 Review important Registry rules on p.55-56

 Record a professional voicemail greeting

 Wait for your first call from client or Registry staff!


