
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.
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