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• Review new hire paperwork requirements 

• New hire checklist 

• Review what should be in your employee files

• Record retention

• Training requirements and recent certification deadlines

• Other resources and FAQ’s

LEARNING OBJECTIVES 



• Signed offer letter, job description, 

and reference checks

• Background Check and Fingerprints 

(CC&S review if needed)

• Verification of DOH certification 

(CNA or HCA)

• I-9 Employment Verification

• W-4
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NEW H I R E PA PERWORK R EQUI R EMENTS



• TB Testing

• CPR/First Aid

• Food Handler’s Card

• Specialty Trainings (Mental Health, 

Dementia, DD)

• Nurse Delegation/Diabetes

• Any other policies of documents 

that need to be signed at the time 

of hire
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NEW H I R E PA PERWORK R EQUI R EMENTS 
CO NT.



PA GE 1  PA GE 2  



R EVI EW NEW H I R E PA PER WO RK – O FFER  LETTER  EXA MPLE



R EVI EW NEW H I R E PA PER WO RK – W-4



R EVI EW NEW H I R E PA PER WO RK – I -9
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• Federal law requires employers to verify the 

identity and employment authorization of new 

employees

• You are required to get each employee’s name 

and SSN and enter them on the W-2 tax form 

• The Social Security Administration offers Social 

Security Number (SSN) verification 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

EMPLOYMENT VER I FI CATI ON A ND  
R ESO UR CES



WA  STATE B A CKGROUND CH ECK FO R M
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BCCU currently issues 4 different result notifications:

1. No Record

WHAT THIS MEANS: None of the background check data sources reported criminal or 

negative action records that disqualify the applicant from having unsupervised access 

to children or vulnerable adults and there are no background check records to review.

N OT I F I C AT I O N  O F  B A C KG R O U N D  

C H E C K  R E S U LT S
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2.   REVIEW REQUIRED

WHAT THIS MEANS: One or more of the background check data sources reported 

criminal or negative action records that are not listed on the oversight program’s list of 

disqualifying crimes and negative actions. The department or other entity must 

determine whether the applicant can work in a position that may have unsupervised 

access to children or vulnerable adults by:

➢ Completing a Character, Competence, and Suitability review; and

➢ Documenting the decision as required

N OT I F I C AT I O N  O F  B A C KG R O U N D  

C H E C K  R E S U LT S

https://www.dshs.wa.gov/altsa/background-checks-character-competence-and-suitability-ccs-review
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3.   DISQUALIFY

WHAT THIS MEANS: At least one disqualifying: conviction, pending charge, or 

negative action was found that is listed in at Chapter WAC 388-113-0020: 

DISQUALIFYING CRIMES AND NEGATIVE ACTIONS. The applicant cannot have 

unsupervised access to children or vulnerable adults. If you allow the applicant to 

have unsupervised access, you may be violating federal or state regulations.

N OT I F I C AT I O N  O F  B A C KG R O U N D  

C H E C K  R E S U LT S

http://app.leg.wa.gov/WAC/default.aspx?cite=388-113
http://app.leg.wa.gov/WAC/default.aspx?cite=388-113
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4.   ADDITIONAL INFORMATION NEEDED

WHAT THIS MEANS: The BCCU requires additional information before a 

determination about this applicant’s background can be made. The status of this 

background check is pending until additional information is received by BCCU and a 

new result notification (No Record or Review Required) is obtained.

N OT I F I C AT I O N  O F  B A C KG R O U N D  

C H E C K  R E S U LT S



A CC&S review and determination is required 

when:

• An individual has a Review Required 

background check result that includes non-

disqualifying:

⚬ Conviction(s)

⚬ Pending charge(s)

⚬ Negative action(s)

• A CC&S determination can never be used to 

allow a provider to work when the individual 

has automatically disqualifying convictions, 

pending charges, or negative actions.
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B A CKGROUND CH ECKS –  CH A R A CTER, 
CO MPETENCE,  A ND  SUI TA B ILI TY  (CC&S)  
R EVI EW

https://www.dshs.wa.gov/altsa/notification-background-check-results


Factors to consider when making a CC&S 

determination:

• Whether you have reasonable, good faith that a 

provider would be unable to meet the care 

needs of the client

• Vulnerability of the client under the provider’s 

care

• Behaviors since the convictions, charges, or 

negative actions

• Pattern of offenses or other behaviors that may 

put the client at risk

• Number of years since the conviction, or negative 

action

• Did the provider self-disclose the conviction, 

pending charge or negative actions.
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B A CKGROUND CH ECKS –  CH A R A CTER, 
CO MPETENCE,  A ND  SUI TA B ILI TY  (CC&S)  
R EVI EW



Documenting your decision

After careful review of the information about the 

applicant, you determine if the individual:

• May have unsupervised access to minors or 

vulnerable adults; or

• May not have unsupervised access to minors or 

vulnerable adults

• After the CC&S form is completed, it should be 

maintained according to your program rules

Character, Competency, and Suitability Assessment for 

Residential Care Services (NH, ALF, and AFH)
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B A CKGROUND CH ECKS –  CH A R A CTER, 
CO MPETENCE,  A ND  SUI TA B ILI TY  (CC&S)  
R EVI EW

https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf


VER I FI CATIO N O F D O H  CR ED ENTI AL

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

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


Who must have a TB test within three days of 

hire?

• Provider and/or Entity Representative

• Resident Manager

• Caregiver and AFH Staff

• Students or Volunteers providing 

resident care or services
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FR EQUENTLY A SKED  QUESTI O NS 
TUB ER CULO SIS TESTI NG
WA C 388-76-10265 TH R O UGH 10310

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10265
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10310


Who does not need a TB test?

• Residents

• Family Members

• Visitors

• Staff who never provide resident care or 

services

• Family members of the provider living in 

the AFH
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FR EQUENTLY A SKED  QUESTI O NS 
TUB ER CULO SIS TESTI NG
WA C 388-76-10265 TH R O UGH 10310

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10265
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10310


Two-step vs. One-step TB testing:

Who needs a two-step TB test?

• Individuals who have not had previous 

TB testing

• Individuals who do not have 

documentation of previous TB testing

What makes a two-step TB test valid?

• An initial test within three days of the 

start of employment AND

• A second skin test done no less than 

one week and no more than three 

weeks after the first skin test
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FR EQUENTLY A SKED  QUESTI O NS 
TUB ER CULO SIS TESTI NG
WA C 388-76-10265 TH R O UGH 10310

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10265
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10310


Two-step vs. One-step TB testing:

Who needs a one-step TB test? Within three 

days of hire you need a one-step TB test if you 

have:

• Documented history of negative skin 

test result from a previous two-step 

between one and three weeks apart

• Documented negative result from a 

one-step TB skin test or a TB blood test 

done in the last twelve months
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FR EQUENTLY A SKED  QUESTI O NS 
TUB ER CULO SIS TESTI NG
WA C 388-76-10265 TH R O UGH 10310

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10265
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10310


How long are TB tests valid?

• For the duration of employment in the 

AFH – OR – For as long as the employee 

holds his/her current position in the 

AFH

H
IR

IN
G

 A
N

D
 E

M
P

LO
Y

E
E

 F
IL

E
S

FR EQUENTLY A SKED  QUESTI O NS 
TUB ER CULO SIS TESTI NG
WA C 388-76-10265 TH R O UGH 10310

https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10265
https://apps.leg.wa.gov/WAC/default.aspx?cite=388-76-10310
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Adult family home long-term care workers must obtain and maintain a valid CPR and 

First Aid card, or certificate as follows:

• Within 30 days of beginning to provide care for residents if directly supervised by a 

fully qualified long-term care worker with a valid CPR and First Aid card or 

certificate

• Before providing care for residents, if not directly supervised by a fully qualified 

long-term care worker with a valid CPR/First Aid card or certificate.

C P R  A N D  F I R S T  A I D  T R A I N I N G  

R E Q U I R E M E N T S  F O R  LTC  W O R K E R S



TR A I NING R EQUI R EMENTS
WA C 3 8 8 -112A

Type of Training When is it needed?

Firs t Aid & CPR (must have in person component) Within 30 days of employment i f directly supervised by person with valid card, or before providing care i f not 

di rectly supervised.

Orientation (2 hours) Prior to providing care to residents unless exempt from training

Safety (3 hours) Prior to providing care to residents unless exempt from training

Faci lity Orientation (no set hours) The AFH must ensure that all staff receive the orientation and training necessary to perform their job duties. 

70-hour LTC Worker Basic Tra ining Within 120 days unless exempt

*Exemption

WAC 388-112A-0090
WAC 246-980-070

Specialty Tra ining (Dementia, Mental Health, DD) If an AFH serves one or more residents with special needs, all LTC workers must receive tra ining regarding the 
specialty needs of individual residents in the home.

Within 120 days but cannot work with residents without direct/indirect supervision until training is complete.

Nurse Delegation Core & Diabetes Must be a  Nursing Assistant Registered, Nursing Assistant Certified, or a Certified Home Care Aide and 
complete Nurse Delegation Core training before accepting a delegated task.



TR A I NING R EQUI R EMENTS
WA C 3 8 8 -112A

Type of Training When is it needed?

Continuing Education 12 hours per year by birthdate, for all long-term care workers.

Food Handling & Safety Before serving or preparing food.

AFH Administrator Training

WAC 388-112A-0810 and WAC 388-76

N/A

AFH Orientation Class

WAC 388-76-10060

N/A; not needed for Resident Manager

DSHS AFH Training Requirements Summary: 

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

adult-family-homes

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


EMPLOYEE FI LES

WAC 388-76-10198

Adult family home—Personnel records.

The adult family home must keep documents related to staff in a place readily accessible to authorized department staff. These 

documents must be available during the staff's employment, and for at least two years following employment. The documents must 

include but are not limited to:

(1) Staff information such as address and contact information.

(2) Staff orientation and training records pertinent to duties, including, but not limited to:

(a) Training required by chapter 388-112A WAC, including as appropriate for each staff person, orientation, basic training or modified 

basic training, specialty training, nurse delegation core training, and continuing education;

(b) Cardiopulmonary resuscitation;

(c) First aid; and

(d) HIV/AIDS training.

(3) Tuberculosis testing results.

(4) Criminal history disclosure and background check results as required.

https://app.leg.wa.gov/WAC/default.aspx?cite=388-112A


UPD ATED TR A I NI NG A ND  CER TI FI CATION D EA DLINES 



Keep your records for the current year 

plus three prior calendar years. Other 

agencies, such as the IRS, may require 

you to hold records longer.

https://www.lni.wa.gov/agency/small-

business/recordkeeping-requirements
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L&I  R ECORDKEEPING R EQUI REMENTS

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

org/training-network

• https://www.irs.gov/forms-pubs/about-

form-w-4

• https://www.uscis.gov/i-9

• Character, Competency, and Suitability 

Assessment for Residential Care Services 

(NH, ALF, and AFH)

R ESO UR CES

https://www.longtermcarefoundationwa.org/training-network
https://www.longtermcarefoundationwa.org/training-network
https://www.irs.gov/forms-pubs/about-form-w-4
https://www.irs.gov/forms-pubs/about-form-w-4
https://www.uscis.gov/i-9
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf
https://www.dshs.wa.gov/sites/default/files/forms/pdf/15-456.pdf


Thank you for joining us today! 

QUESTIONS?

Long-Term Care Foundation

of Washington State
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