
Role of Public Partnerships 
Public Partnerships is responsible for distributing, collecting, and processing 
timesheets. Also, copies of timesheets and associated payroll documents are kept 
by Public Partnerships. Timesheets are processed bi-weekly within five (5) business 
days after receipt of a timesheet for a specific time, and payments are made 
directly to the employee via the selected payment method. The process includes 
processing and distributing all federal and California payroll, employment, and 
withholding taxes and reports including federal and State income tax withholding, 
Medicare, Social Security, unemployment, temporary disability, and family leave. 
The employee paystub will include information about gross and net wages 
including all deductions that are made. Public Partnerships is required to pay an 
employee for every hour worked, however Public Partnerships cannot pay for 
hours not authorized or above the approved budget amount.

Role of the Participant 
Participants must review timesheets to ensure hours worked are listed correctly 
and accurately. Public Partnerships uses My Account to detect discrepancies in 
real time so both the employee and participant will know if the timesheet can 
be processed as submitted, if additional information is needed, or corrections 
are necessary. Customer Experience can offer additional information about this 
process, including step by step instructions for both the participant and employee.

Common reasons for pending timesheets 
These include:

• Dates of service are not authorized

• Type of service is not authorized

• Missing or incorrect information is listed

• Number of hours exceed the authorized amount

• Hourly rate exceeds the authorized amount

Note: Participants are not permitted to approve more hours than the budget allows.  
If the employee’s timesheet reflects more hours than authorized, Public Partnerships 
will not be able to pay the employee. If participants or employees have questions about 
their timesheets, they should call Public Partnerships’ Customer Experience.

Timesheets
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Some people feel like managing their services is overwhelming. If you are 
considering self-direction, but are hesitant or apprehensive about doing so, you 
may choose an authorized representative to help you self-direct. An authorized 
representative is typically a family member or a close friend who assists you in 
making decisions based on your desired preferences. You still direct how and 
when you receive services, but authorized representatives may help with some 
or all of tasks you may find overwhelming or difficult to manage. Some of these 
tasks may include becoming the employer on record, reviewing and approving 
timesheets, taking corrective action if a worker fails to perform tasks, managing 
your program funds, making decisions within the program, counseling a worker to 
arrive at work on time, etc.

Not all participants want or need an authorized representative, but these 
individuals can be very helpful in some cases. If you agree that this is something 
you want or need, then the Enrollment Specialist can help you set up your 
identified authorized representative.

 
An Authorized Representative may not: 

• Receive pay for being an authorized representative 

• Be hired as your worker

• Be known to abuse drugs or alcohol

• Have a history of committing physical, emotional or financial abuse

• Be under 18 years of age

 
Authorized Representatives must: 

• Be at least 18 years old

• Help manage the worker you select to hire

• Review, approve and sign timesheets, invoices, and reimbursement 
requests.

• Assess the quality of services provided by your worker

• Demonstrate a strong personal commitment to you

• Understand your needs, goals, and preferences

• Know your daily schedule and routines, your likes and dislikes, and your 
strengths and weaknesses

• Be willing and able to follow all program requirements

Do I Need an Authorized Representative? 
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In California, self-direction/self-determination means the participant, or 
designated person assigned by the Participant (i.e. Parent of Participant) serves 
as the employer of the person or persons hired to assist with Individual Personal 
Care Assistance. 

Participants or designated person will be considered the Employer of Record 
and will be required to fulfill employer duties. The Internal Revenue Service 
(IRS) considers the participant or designated person to be the “employer” since 
he or she selects the Employee (EE), establishes the employee’s duties and 
work schedule, evaluates the performance of the employee, and dismisses the 
employee if the participant is not satisfied with his or her performance. When the 
participant becomes an “employer,” they manage their tax and insurance forms, 
filing, and payments. The Fiscal Intermediary Services Public Partnerships will help 
individuals with these tasks. Public Partnerships also processes all EE timesheets, 
issues payroll, helps track expenditures and balances, and pays the invoices for 
authorized goods and services. 

Participants may also elect to designate themselves as the Employer of Record but 
add on an Authorized Representative.  The Authorized Representative does not 
hold an Employer Identification Number and is not considered to be the Employer 
of Record by the Internal Revenue Service (IRS).  However, they have permission 
to act on behalf of the Employer and can perform the same duties and obtain the 
same information as the Employer if they are unavailable.

 
As an Employer, the Participant: 

• Determines wages for the EE within the guidelines and rules of the program 
(e.g., minimum wage based on their city/ county).     

• Will complete employment agreements with the EE. Makes sure each worker 
knows when to start work, what the wages will be, and what the job duties are. 

• Will follow all laws and regulations regarding the employment of EEs. 

• Notifies Public Partnerships of the EE selection and works to identify a start 
date and wages. 

• For Each Pay Period, the Participant Must: 

• Review worker timesheets to make sure they are complete and correct.

• Ensure participants and EEs sign timesheets.

• Approve the timesheet if all information is correct and forward it to Public 
Partnerships.

• Review Invoices and Approve for Vendors and Independent Contractors.

• Submit requests for reimbursement as needed. 

• Each Participant must comply with required documentation and record 
keeping on each EE. This information is confidential.

Becoming an Employer
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Public Partnerships has two functions. First, we manage the financial aspects 
of self-direction on behalf of an individual who has chosen to self-direct their 
services. Working with Public Partnerships helps to ensure individuals serving 
as an employer comply with all state and federal labor laws. Next, we pay the 
invoices for self-directed goods and services and other items that are permissible 
to purchase.

Public Partnerships Does the Following:

• Bills for self-directed services rendered

• Enrolls you and your representative, if you have one, as the employer of 
your worker including assistance with the completion and maintenance 
of all employer-related paperwork. This function includes ensuring that all 
Personal Care Attendants, Independent Contractors, and Vendors complete 
all enrollment paperwork and meet minimum requirements before 
delivering services to you

• Obtains an EIN for the Employer of Record

• Manages your worker’s payroll including the filing and paying of federal and 
state employment-related taxes

• Facilitates workers compensation insurance policies and the payment of 
premiums for you and your worker

• Prepares and distributes reports to the designated state agency, as required

• Develops, distributes, and maintains timesheets that are processed biweekly 
and makes payment directly to your worker via electronic deposit or another 
payment method

• Processes and distributes all federal and California payroll, employment, and 
withholding taxes and reports. For example, federal and State income tax 
withholdings, Medicare, Social Security, unemployment, temporary disability, 
and family leave.  Payments to your worker include remittance advice 
showing gross wages, and net wages following withholdings and other 
deductions

• Ensures payments made to your Personal Care Attendants, Independent 
Contractors, and Vendors are for approved services and meet program rules

Please note, Public Partnerships is not able to pay for Goods and Services that: 

• Are not authorized in the budget

• Are not approved by program rules

• Are a higher dollar amount than the budget supports 

Public Partnerships Responsibilities
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Preparing for the Unexpected
No matter how dependable an Employee (EE) is, there will be times when he or she will miss work, 
and the participant will need immediate attention. The EE may need to take sick leave, vacation leave, 
emergency leave or emergency time off due to bad weather. During those times, a plan to meet the 
participant’s needs in another way needs to be in place. Now that sick time is available to Employees; 
back-up planning is even more essential.

Options to Create a Back-up Plan 

The back-up plan should consist of options to support the participant when his or her EE is unavailable. A 
good plan is to have a list of back-up EEs who can fill in when the regular EE is unavailable. This list might 
include family members, former workers, neighbors, or friends. Another plan is to work with the local 
Home Health or Personal Care Agency to identify a worker. Participants also can share a back-up worker 
with other participants. Each back-up EE must also be enrolled and registered with Public Partnerships to 
ensure they can get paid at a moment’s notice. The plan should be periodically tested to ensure it works. 

Emergency Planning
Emergency planning is a good idea for everyone. Having a plan for dealing with different types of 
emergencies, such as medical emergencies, hospitalizations, fires, power outages, severe weather, and 
other natural disasters can help keep you safe and minimize any injury or damage. When planning for 
emergencies the participant should: 

• Make a list of people to contact for each type of emergency.

• Decide on how to contact family and EE if there is a power outage or natural disaster.

• Make a list of medications and equipment that the participant may need to take if an evacuation 
occurs.

• Organize medical information, emergency contact information, and if applicable, Living Will 
information and place it all together in an easy to access location.

• Store extra food and water. Storing basic supplies is important in case of a severe weather 
emergency or natural disaster.

• Discuss and include the participant’s EE in emergency planning. 

Participants may want to have these things written down and kept in a place easily found, for example 
near the telephone. The plan should be personalized for each participant and shared with the EE during 
orientation and training.

Back-up Plans
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Just as the role of a participant self-directing changes once the option is selected, 
so do the participant’s rights. Participant rights as a person selecting the Self-
Determination Program are to:

• Be treated as an adult, with dignity and respect always.

• Make informed choices based on the information the participant has 
and have these choices respected while respecting the rights of others to 
disagree with the choices the participant makes.

• Feel safe and secure in all aspects of life, including health and well-being; to 
be free from exploitation and abuse, but not be overprotected.

• Realize the full opportunity that life provides by not being limited by others, 
making full use of the resources that this program provides, and being free 
from judgments and negativity.

• Live as independently as the individual chooses.

• Have the participant’s ethnic background, language, culture, faith, and 
beliefs valued and respected.

• Be treated equally and live in an environment that is free from harassment, 
bullying, and discrimination.

• Voice grievances about services without fear of discrimination or reprisal.

• Voluntarily withdraw from this program at any time.

• Manage workers by:

• Hiring whomever the participant desires (providing workers meet 
minimum qualifications)

• Deciding what special knowledge or skills the Employee (EE) needs

• Training each EE to meet the participant’s assessed needs

• EEs who do not meet the participant’s needs

Participants Rights in Self-Direction/Self-Determination
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Role of Public Partnerships 
Public Partnerships is responsible for distributing, collecting, and processing 
invoices. Also, copies of invoices and associated payment documents are kept 
by Public Partnerships. Invoices are processed bi-weekly within five (5) business 
days after receipt of a invoice for a specific time, and payments are made directly 
to the provider or agency via the selected payment method. Public Partnerships 
is required to pay all participant approved invoices; however Public Partnerships 
cannot pay for unauthorized services or above the approved budget amount.

Role of the Participant 
Participants must review all invoices to ensure the services listed are correct and 
accurate. Public Partnerships uses My Account to detect discrepancies in real 
time so both the Provider or agency and participant will know if the invoice can 
be processed as submitted, if additional information is needed, or corrections 
are necessary. Customer Experience can offer additional information about this 
process, including step by step instructions for both the participant and provider 
or agency.

Common reasons for pending invoices 
These include:

• Dates of service are not authorized

• Type of service is not authorized

• Missing or incorrect information is listed

• Number of units/hours exceeds the authorized amount

Note: Participants are not permitted to approve more hours/services than the budget 
allows. If the provider/agency’s invoice reflects more hours than authorized, Public 
Partnerships will not be able to pay the employee. If participants or provide/agency 
have questions about their invoice, they should call Public Partnerships’ Customer 
Experience.

Invoices for Good & Services
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