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Agenda

• How to Hire Great Employees

• Onboard and Train for Sucess

• Open Communication

• Employee Performance

• Recognition

• Practice Fair Termination Policies
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Job Description

• Job title

• Job summary

• Responsibilities and duties

• Qualifications and skills

• Salary and benefits
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Hiring Process

• Set realistic expectations

• Try shortening your job application process

• Respond to every applicant if you can

• Notify the candidate even if you know you won't move 

forward with them
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• Check for applicable work experience and education/training

• Note gaps in employment, length of time in position and special 

skills

• Use separate paper for questions that arise
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Prescreen Applicants

• Ask the same questions of each applicant

• Keep the call to approximately 10-15 minutes

• Inform the applicant of next steps
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New Hire Paperwork

• W-4: This helps you figure out the correct amount of taxes 

to withhold from each paycheck.

• I-9: This verifies the employment eligibility of the new hire.

• Direct deposit form: This gives you an employee's banking 

information for easier and faster payment.

• Employee handbook: An employee handbook lays out the 

company's mission, vision, policies, dress code, and code of 

conduct.

• Acknowledgment form: On this form, the new employee 

confirms that they have read and understood all the necessary 

documents.
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New Hire Paperwork

• Signed Offer Letter: This is a formal document that is signed by 

the employee when they get selected for the job.

• Job Description: Outlines tasks, duties, function and 

responsibilities of a position.

• Reference Checks: This is part of the hiring process and 

helps you get more information about a candidate from 

previous employers.

• Any other documents or policies that need to be reviewed and 

signed.



A
d

d
it

io
n

a
l 

R
e

q
u

ir
e

m
e

n
ts Additional Requirements

• Verification of DOH certification

https://fortress.wa.gov/doh/providercredentialsearch/

• Background Checks and Fingerprints

• CPR/First Aid

• Food Handler's Card

• Specialty Training (Mental Health, Dementia, DD)

• Nurse Delegation and Diabetes Training

Training Requirements for Adult Family Homes

https://www.dshs.wa.gov/altsa/training/training-requirements-

adult-family-homes

https://fortress.wa.gov/doh/providercredentialsearch/
https://www.dshs.wa.gov/altsa/training/training-requirements-adult-family-homes
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Background Checks

• DSHS Background Check is done prior to employee's first 
day

• Background Check is valid for 2 years
• Fingerprint Background Checks
• Conditional offer letter
• Result Letters in employee file
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Phases of Onboarding

• Pre-onboarding

• Welcome New Hires

• Training

• Ease the Transition
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• You must verify that each new employee is legally eligible to 

work in the United States.

• You are required to get each employee's name and SSN to 

enter them on the W-2 form.

• The Social Security Administration offers Social Security 

number(SSN) verification.

• Any employee without a social security card should apply for 

one using Form SS-5, Application for Social Security Card.

• You must verify that each new employee is legally eligible to 
work in the United States

https://www.socialsecurity.gov/employer/ssnv.htm
http://www.socialsecurity.gov/online/ss-5.pdf
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Reward & Recognition

• You can reward:

Performance

Integrity

Behavior

Attendance

Loyalty

Employee recognition has proven to be instrumental in 

contributing to a positive workplace and organizational 

success.
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Reward & Recognition

• Make recognition public

Recognizing your employee's contribution in public encourages 

them to achieve greater heights and inspires others to level up

• Encourage peer to peer recognition
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Employee development is important for professional and 

personal growth. It helps attract and keep great employees.

Employee Development Ideas

• Mentoring program

• Employee engagement

• Offer resources

• In-house training

• Making information easily available to all employees
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Why are regular performance 

reviews important?

• Rewarding employee performance

• Improving employee development

• Identifying potential in employees

• Improving employee performance

• Allowing employees to voice concerns or ideas
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Employee Performance Review 

Tips

• Performance reviews should happen frequently

• Performance reviews should be two-way conversations

• Performance reviews should be future focused

• Performance reviews should be transparent

• Performance reviews should be objective

• Employee self-evaluation



T
ip

s
 f

o
r 

E
ff

e
c

ti
v

e
 C

o
m

m
u

n
ic

a
ti

o
n

Tips for Effective Communication

• Get to know your employees

• Encourage feedback

• Have regular meetings

• Listen

• Be responsive

• Be approachable
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Disciplinary Action

• Be prepared

• Document

• Have meetings in person vs over the phone

• Be consistent in the discipline process for all employees
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Disciplinary Action Policy

Progressive discipline refers to an increasing level of punitive 
action if an employee fails to meet requirements for 
improvement.

Verbal Warning-A verbal warning may be appropriate for 
minor infractions or where performance needs only minimal 
improvement to be satisfactory.

Written Warning-A written warning may be used with a more 
serious infraction or when it appears a verbal warning(s) did 
not produce a sufficient behavioral change.

Suspension-A suspension may be used after one or more 
written warning were given with resulting in improvement of 
performance.

Termination-A termination after progressive discipline has 
not produced desired behavioral changes.
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Termination

• WA State is an "At will State"

• Have termination in writing

• Document

• Voluntary vs involuntary
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Recordkeeping Requirements

• Federal and State requirements

• Federal recordkeeping requirements

• L&I administrative policy

• Adult Family Home – Personnel records

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-

10198

https://lni.wa.gov/agency/small-business/recordkeeping-

requirements

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10198
https://lni.wa.gov/agency/small-business/recordkeeping-requirements
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• The Pilot Program helps assist eligible adult family 

homes to recruit, train, and retain new qualified 

long-term care workers.

• The Pilot Program helps to provide a sponsorship 

benefit to cover the cost of the training necessary 

for your caregivers to become a certified long-term 

care worker and an opportunity to further long-

term care worker development.

• You can find more information and download the 

Pilot Program applications under the Training 

section on our website at 

www.longtermcarefoundationwa.org/pilot-

program

For questions or additional information about the 

Pilot Program, please contact Shereice.

Shereice@ltcfwa.org

360-764-7438

mailto:Shereice@ltcfwa.org


COMPLETING BASIC AND SPECIALTY TRAINING​



OBTAINING DEPARTMENT OF HEALTH CERTIFICATION​
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of Washington State
HR Best Practices​

QUESTIONS?​


