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Introduction



During the 1980s and 1990s, people with disabilities living in state institutions finally came home. At the same time, children with developmental disabilities (DD) began to grow up and attend school in local communities.  

During this same period of time, the North Dakota Department of Human Services (DHS) began an on-going dialogue with families about what it took to care for, educate and successfully raise children with special needs at home. The need to develop an array of flexible, family-centered services was quickly identified and laws, rules and policies were developed to address family need. 

Families overwhelmingly indicated a need for support to be available in their homes and communities. Today, family support has grown beyond the original idea of respite care (someone to care for a person with a developmental disability while the family had a break) to include supports which allow parents time to attend to other children also living at home, complete personal errands, and helping young people participate in the life of the community. Family supports allow families to meet the needs of a member with a disability, and successfully participate in community life. They are critical to keeping families together in North Dakota. 

One service option available to families in North Dakota is Family Support Services. In this program a caregiver is hired from a local community service provider to assure that families receive support from someone who is well trained and meets other important standards of care and service. These requirements were written into the Family Support program and stand as a model of appropriate service. Unfortunately, this model does not work for every family. 

Families sometimes live too far away from a local provider to be served. An employee hired by the provider may decline to drive two hours to a family home, work for 45 minutes and then another two hours to get back. Also, families are seldom content to be passive recipients of service in their own home. They prefer to take an active role in designing and controlling the support they receive. In response, the DHS developed a more flexible program option called Family Subsidy. 

Family Subsidy (funded wholly through state dollars) allows ND to empower families to hire and train their own support workers to help in their home. This manual was designed to empower families to successfully employ in-home support workers with an understanding of the risks and benefits of acting as an employer.  The need to secure a stable array of family supports in the face of new economic challenges and budget cuts is also on-going.  Continuation of the Family Subsidy program (and the need for this manual) is contingent on continued funding to support families raising children with disabilities.  

About In-Home Supports
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What are Family Supports and Family Subsidy?
To most families, the term family support means just what the words suggest – supports provided to the family, usually at home.  These types of services are available in most states including North Dakota, and may be funded using Federal or State dollars.  Because funding sources often have different rules about who is eligible to receive services and who may provide them, the term “family support” can take on a very specific meaning.  This is the case in North Dakota which has two distinct services, family support and family subsidy.  Each of these unique programs have separate funding sources and may provide both home and community based services. The funding sources dictate what can or can’t be done with resource dollars.  Support must be authorized through the North Dakota Department of Human Services.  It is sometimes helpful for families to understand how these services differ.

What is Family Support?

Family Support services are an authorization for the services of a specialized caregiver to provide ‘in-home support’ for eligible children and adults living in the family home.  The specialized family support provider must be hired through a licensed service provider and must complete the training requirements of the provider.   Some options families may consider:

· Someone to stay with the person with DD so the primary caregiver can leave and have a break.  This is sometimes called respite care by families. 

· Someone to stay with the person with DD while the primary caregiver is home, but must attend to other children or duties, or get a rest.

Some families may also qualify for a family care option. This option uses a licensed foster home to provide out of home placement for a child on a full or part-time basis. This option may be used when a family needs more than a few hours a week of relief care. Sometimes a family may not be able to maintain the child in the home seven full days, but could manage three or four. Again, a licensed provider must supervise the licensed foster home that provides support for only persons with DD. 

About Family Subsidy and In-Home Supports

Various levels of family support are available and families may be eligible for support through other programs. The case manager will help each family decide which program would benefit the family most.

What is Family Subsidy?

Family Subsidy is a financial assistance program that is administered by the North Dakota Department of Human Services, Disability Services Division. 

Family Subsidy differs from Family Support in several important ways. It is funded differently (state funds only instead of a combination of state and Federal dollars) and offers families more flexibility in designing and controlling the services they receive. It does allow for similar types of care. One major difference is that under the Family Subsidy program, caregivers do not have to be hired from a service provider and are in fact hired directly by a family.

The purpose of the Family Subsidy program is to help families meet the excess expenses related to a disability. Funds may be used to help the family:  

· Meet the needs of their child with a developmental disability

· Stay together and avoid out of home placement

The Family Subsidy Program (FSP) provides reimbursement for excess costs that the family may acquire due to the child’s disability. This program is for families of eligible children birth through age 21.  Even though reimbursement through the Family Subsidy Dollars (FSD) is not considered income, the Department of Human Services will consider the child’s income before awarding a contract.  If a child is receiving SSI for example, they will expect the family to have less excess cost due to the extra income.  A certain percentage of SSI is considered before a contract is awarded. Priority for service under the program is determined by the severity of need of the family.  Income is NOT a factor in determining need or eligibility.  The funds available for Family Subsidy dollars are based on the Department’s budget and can vary from year to year.  


How Do I Get Family Subsidy Dollars?

Families who want to find out if they are eligible for a family subsidy contract to cover the cost of excess expenses including in-home support workers should contact the Human Service Center nearest to them and ask for the DD Administrator.   According to Chapter 75-04-04-05 of the North Dakota Century Code, in order to be eligible for the Family Subsidy Program, a parent applying for financial assistance under this program must:

About Family Subsidy and In-Home Supports

a. Live in North Dakota

b. Need support to keep a child at home or return a child to the parent’s home from an out-of-home placement; and

c. Provide the agency with medical, psychological, or educational evaluations relating to their child for agency determination of eligibility

 If family subsidy dollars are granted, the family must:
a. Have a child under age 21 who has been found eligible for DD case management; and

b. Obtain a contract for specific costs from the DHS 

c. Cover the excess costs using their own funds and submit appropriate records of their expenses and receipts to the department in order to obtain reimbursement

Although income is not considered in determining eligibility, other resources that a family receives will be reviewed to determine how much reimbursement that family receives.  This process will be determined prior to the finalization of the Family Subsidy contract.

For example, if a 7-year-old child receives a Supplemental Security Income (SSI) check a portion of that check would be considered available to cover excess expenses.  As the child ages, less of the check is considered available to cover excess expenses.  

The exact steps to obtaining Family Subsidy:

1. Obtain an application from your child’s DD case manager. Complete all forms and estimate your yearly expenses. Return the application to the Human Service Center. The Regional DD Program Administrator will review all applications and prioritize the regional Family Subsidy allocations. 
2. The DD case manager will either tells the family that they are not eligible 

and why or negotiates a Family Subsidy contract with the family.

About Family Subsidy and In-Home Supports

3. The completed contract is sent to the family for their signature and then back into the Human Service Center and the Department of Human Services. 
4. The family is provided with forms for documentation of their expenses in contracted areas. The family must submit the documentation to their DD Case Manager in the format required. 

5. A reimbursement check is sent to the family, usually within 1 week to 10 days of being submitted to the state office. If the family chooses, the reimbursement can be direct deposited into their bank account.
6. Families may reapply for Family Subsidy every year.  The contracts run for the duration of the fiscal year, which is July 1 to June 30, but sometimes for a shorter period to better meet the needs of all families. 
How Can I Use Family Subsidy Dollars?

Families have used family subsidy dollars to pay for:

· In-home support care providers

· Excess costs related to child care or caregivers within the home

· Recreational activities

· Special equipment

· Therapy (Speech, Occupational, Physical)

· Medical or dental care not covered under insurance or federal programs

· Home health care

· Counseling and/or behavior intervention

· Briefs and/or special clothing

· Related transportation

· Housing modification

· Excess cost of health insurance

· Excess cost for dietary needs

Family subsidy dollars (FSD) are provided through a negotiated contract to eligible families based on the needs of the family and the amount of resources allocated to the region. Many creative arrangements to meet family needs are possible. Because differences in family circumstances can effect the amount of dollars available or the type of service allowed, it is NOT good to assume that a specific service described by one family will be available to everyone.  FSD may NOT be used to cover the routine cost of daycare, whether it is in-home or at a center. If you are thinking that Family Subsidy would not work for you, WAIT! Family Subsidy Can be used to cover EXCESS childcare costs.  

About Family Subsidy and In-Home Supports

How much of the cost for childcare is considered excess? For children under the age of 12, families must cover childcare costs at the local rate.  Family Subsidy Dollars (FSD) can then be used to cover amounts above this rate.  For children over the age of 12, the entire cost is considered to be excess. Check with your DD Case Manger to find out the standard rate for childcare in your region.

Remember:  Just because your child is older than 12, it does not mean that ALL costs will be covered.  Each family’s case is prioritized regarding need.  For example, a family who only needs funding for excess childcare may not be rated as high of a priority as a family who needs extra funding for special medical services in order to keep their child in their home.

Getting Help/Resources

Some families need more hours of support than others. When families live in remote rural communities, it is sometimes impossible for them to receive support through a licensed Family Support Service Provider because staff are unwilling to travel to the family home due to its distance or the lack of trained staff in a community.

Families may decide to use Family Subsidy dollars to hire and train their own care giver. If the worker earns enough money during the year the family becomes an employer, subject to all of the tax requirements and laws that govern employers under federal, state and local rules.  The next sections of the manual will describe how a family can recognize when they become an employer and what they need to do to comply with the law.



Becoming an Employer
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Being an Employer
Imagine that you want to use your FSD to pay someone to help your family at home.  It seems pretty straightforward.  A person comes into your home and helps you and your family.  You pay for their time with your own money, keep a careful record of the amount of money you spend, and then request to be reimbursed by the DHS. That’s that!  A simple, business deal!

But, it’s not that simple.  You and your family may think that your in-home support worker is working independently – that is, as his or her own employer.  If this were true, then as a family, your responsibilities would be simple.  The worker would need to take care of any payroll taxes on his/her own. But, your workers are not working independently.  They are working for YOU, under your direction, according to the Internal Revenue Service (IRS).  (See Appendix A, IRS Publication 926, Household Employers Tax Guide)
A household worker is your employee…

· If you control not only what work is being done, but how it is being done.

· It does not matter whether the work is full-time or part-time, or if you hired the worker from a list provided by an agency or association.

· It does not matter whether you pay the worker on an hourly, daily or weekly basis or by the job.
A household worker is not your employee…

· If only the worker controls how the work is done.  In this case, the worker is not your employee, but is self-employed.

· A self-employed worker usually provides his or her own tools or materials, and takes his/her own direction.  

· If an agency provides the worker and controls what work is done and how it is done, then the worker is NOT your employee.

Consider if these facts describe the circumstances surrounding an in-home support worker.  Will you:

Becoming an Employer

· Recruit, hire and fire your own workers?

· Train your workers to meet your own particular standards and needs?

· Set work schedules and job duties for your workers?

· Supervise your workers, correcting their actions as needed; and
· Otherwise manage and direct their work while they are assisting you?
If that is the case, then under the law YOU are considered to be an employer.  For this reason, some families prefer to receive support from a Family Support Provider through an existing agency in North Dakota.  If you have not explored this option or want to, contact your DD Case Manger for agencies who are licensed to provide Family Support Services. See Appendix B for a list of agencies in North Dakota who provide in-home family supports. A family will certainly have input when support is available through a provider but it is the provider who will set the hours and ultimately require the employees to meet a standard and conduct themselves on the job.  If you have any questions about whether you are an employer or not, contact the Secretary of State website at http://www.state.nd.us/businessreg/register.htm 

Your Responsibilities

Hiring someone to help you and your family is an important task. You may need to learn several new skills in order to meet this responsibility. You will need to recruit and hire someone to provide care to your child and create a “job description”.  You and your family will need to provide training, schedule employee work time, and manage employee performance while they are working.
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If you need more information or help to understand your responsibilities, please call the Department of Labor in Bismarck at 1-800-582-8032. For TTY (Relay ND) service, call 1-800-366-6888.  To reach the North Dakota IRS Branch, call 1-800-829-1040.
Once you have hired an in-home support worker, treating him/her well is equally important.  Remember that you are the employer.  Because of that, you must meet the following responsibilities.  

· Schedule in-home support in advance. This will ensure your family has the help they need when they need it;

· Fill out the required paperwork before and after an employee begins work.

Becoming an Employer

· Pay a fair wage;

· Pay workers on schedule;

· Attend to any injuries workers may suffer while they are working for you;

· Submit payroll taxes for workers on time; and

· Pay premiums for worker’s compensation insurance on time.

· Keep records of the dates and hours worked and the amount of money you pay workers in order to be reimbursed

Details on how to meet responsibilities are presented later in the manual. For now, we simply want to convey to families how important it will be for you -- as an employer -- to take these responsibilities seriously.



A Summary of Your Responsibilities As An Employer

If families choose to hire an individual and pay an in-home support worker from their own resources expecting to be reimbursed with FSD, they must complete a number of tasks related to their role as an employer. 

These responsibilities are listed in the checklist below.  Use this checklist to help you remember important steps.  Each task will be explained in detail later in the manual.  



Becoming an Employer

Employer Checklist 

If you decide to hire in-home support workers and manage payroll, you must:

· Have a complete and accurate job description

· Follow the Department of Labor law during the interview/hiring process

· Obtain an Employer Identification Number (EIN)

· Comply with Worker Compensation Regulations

· Complete an Immigration and Naturalization Service Form 9 (I-9) on all in-home support workers to assure their eligibility to work in the USA.

· Submit other tax forms on time (e.g., IRS Forms W-3)

· Withhold federal unemployment taxes (FUTA), if required
· Withhold state income tax from worker’s pay, if required

· Issue IRS form W-2 to all in-home support workers and submit it to the proper authorities by February 1 of the year following the work year

· Keep ALL records on in-home support workers, the hours they worked, their pay, reports made and tax payments

· Report worker’s pay in order to be reimbursed with FSD
· If you and your worker both agree, withhold state/federal income taxes (based on worker’s completion of IRS form W-4)

· Make state tax deposits quarterly
· Choose how often to pay in-home support workers and be sure to pay them the right amount and on time
· Follow Department of Labor wage requirements on minimum wage and overtime pay
Becoming an Employer

· Notify workers of their possible eligibility for Earned Income Credit
· Keep track of reimbursement requests and receipts for FSD

If you fail to meet these responsibilities…
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Remember:  If you are feeling overwhelmed, you can always hire a fiscal intermediary to keep track of all of this.  For more information on Fiscal Intermediaries, go to page 79.

Finding and Hiring Support Workers
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	Hiring Support Workers


If you decide to hire someone, you need to know what qualities you are looking for and be able to clearly explain exactly what the job requires.  This involves writing a job description.  You may want to consider the following :

· Will the employee be a personal care assistant, companion or both? Is skilled nursing care required?
· Is lifting involved?  Make potential employees aware of this in case they have lifting restrictions.

· Is education important to you?

· Age of the potential employee.  You cannot discriminate based on age, but you can set a minimum age requirement.

· How much knowledge do you expect/prefer the employee to have about disabilities?  

· What kind of experience do you need?

· What is the personality of your child?  Will the personality of the potential employee match the personality of your child?

The following examples of job descriptions from Job Service North Dakota may help you to write your own.  These descriptions can be used to advertise the position.  See Appendix C for a longer, more detailed description that may help you with creating your interview questions.

Finding and Hiring In-Home Support Workers
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Most people title their job opening as “caregiver” and advertise through Job Service North Dakota.  Remember that the wages you pay should not only match your budget but the position requirements.  If the individual to be supported is 

Finding and Hiring In-Home Support Workers



totally dependent and needs bathing assistance and help with mobility issues, the wage may be higher than an individual who only needs a companion and slight assistance.  If the potential employee is a Certified Nursing Assistant, they may request a higher wage due to their level of training. 

You will be looking for people who are willing to provide in home support in your community.  People who are capable of doing the work you need may not be fully trained to support a child or adult with a developmental disability.  In fact, there are some advantages in training the employee yourself.  Be prepared to spend some time training your new employee to complete all duties that are required.  Before you can train an employee, you have to find and hire the right person. How do you find people in your community to do the job?  

A Family Support Services provider may be able to supply valuable information on the best way to find someone to work in your home.  When you call, ask for a program director or human resource specialist. Some service providers may not offer you that information due to privacy issues, or the high turnover rate they experience. See Appendix B for a list of North Dakota service providers. 
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Finding a Support Provider 
Word of Mouth:  This is a powerful tool! Tell everyone you know you are looking for someone to provide in-home support. Some people you may tell are neighbors, relatives, your child’s teachers, principals, para-educators and child care providers.  These people may be interested in the job, or know of someone who would be great for the position!  Family Subsidy Dollars will NOT reimburse a parent or spouse to provide in-home support, but any other relatives, as long as they are of legal age to work, can be accessed.  If you plan to hire and pay an older sibling please take some time to think about how this might impact the relationship.

Finding and Hiring In-Home Support Workers


Newspaper:  This is also a good way to let people know that you have an open position for an in-home support provider. Make sure you have a clear job description that is as informative as possible.  A well-organized ad is much more appealing than just a phone number.  

Wanted:  In-Home Caregiver for 12-year-old boy with disabilities.  Duties include personal care in home, companionship, bathing, and taking child to social events from time to time with local transit service.  Very little lifting is required.  For more information, call 555-1111.

Job Service North Dakota:  Your local branch is a great resource!  If you would like assistance to write a clear job description, they can help.  If you choose, Job Service also has books, computers and brochures designed to help you write your own description.  If you need the position filled right away, Job Services suggests writing “help immediately” in your ad.  When you post your position or hire through Job Service, you must pay at least minimum wage.  Job Services can also help you set the wage based on past postings.  If you are interested in having Job Services help you find the right person to provide in-home support, all you have to do is call your local Job Service Center and discuss your needs.  They will help and guide you through the rest.  To contact Job Services, call (800)-482-0017 or visit the website at: http://discovernd.com/jsnd/
Service Agencies:  Another option to include are service agencies such as Home Health Service Network (Aging Services), County Social Services or Public Health Nurses.  If they are not able to provide service for you, they may be able to refer you to another agency or individual.

Childcare centers or in-home childcares: If there are any in your area, be sure to talk to them as well.  They may know of an employee or past employee who is looking for more hours or has been out of the daycare scene for a while and is interested in finding a new job.

Special Considerations

What if you need to hire someone to stay overnight?  ND labor law says that employees who provide companionship services for individuals who are elderly or disabled and are unable to care for themselves are excused from any minimum wage or hour standards that may be prescribed under the law, if the companionship services are provided by an employee from 10 pm to 9 am, up to a total of 8 hours.  During this time, the employee will carry out duties for people who are disabled, but is free to sleep and otherwise take part in normal activities. Employees who provide companionship services are not entitled to any overtime wage that may be set in the law.

Finding and Hiring In-Home Support Workers
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	Advertising


You may want to make a flyer or announcement and place it around town to advertise the position.  You must follow North Dakota labor laws regarding advertising.  This simply means the ad cannot discriminate based on:

· Sex

· Race

· Color

· National origin

· Religion

· Age (40 years of age or older)

· Disability

· Familial status (presence of children under the age of 18, pregnant or in the process of securing legal custody of a minor)

· Marital status

· Public assistance 

· Lawful activity 

Lawful activity means the employee may take part in lawful activity off the employer's property during non-working hours which is not in direct conflict with the interests of the employer.  For example, if the employee smokes, the employer can request that they do not smoke while on the job.  However,  if the odor from smoke on the clothes of the employee bothers the employer, and the smoking occurred off the job, there is nothing the employer can do.

Flyers don’t have to be fancy!  Color paper stands out on a bulletin board full of other ads.  Many computers have programs that will set up a pattern and all you have to do is put in your own information.  Color printers make the finished product more appealing.  Families often get creative – If you are looking for in-home support for your child, you could include a picture of your child, and show your child participating in an activity he or she enjoys.  Sometimes a simple paper plate that has the edges cut with your phone number written on each slip to be torn off is great.  Use your imagination and come up with an appealing product that is sure to catch a prospective employees eye!

Finding and Hiring In-Home Support Workers



Before you post ads, be sure to get permission from the locations you wish to place them.  Some suggestions you may consider are:

· Post office

· Grocery store

· Clinics

· Banks

· Restaurants

· Gas Stations

· Churches

· Schools (your child’s and/or the high school

· Community day cares

· Human Service Center

· Community colleges

· Special Ed offices

· Nursing Homes
· Senior citizen centers
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	Interviewing and Hiring


After you review any applications and select prospective employees for interviews, consider where the best place to interview potential employees might be.  Most people choose to do the interview in their home where the actual work will be done.  This is a much more concrete way of explaining work duties.  

When the interview takes place, there are a few things to consider.  Will you involve the person with developmental disabilities in the interview process?  Even a person with severe cognitive disabilities can play an important part in the interview.  You may be able to see how the interviewee reacts to the person who needs support.  Are they uncomfortable?  Do they seem at ease and interact with the individual?  Reactions can help you determine who would be the best person to provide in-home supports for your loved one.  
Finding and Hiring In-Home Support Workers



Another way to involve the family member with a disability is to show the interviewee pictures of the child engaged in key or preferred activities while explaining what the job will involve.  This may help create a more realistic idea of what the potential employee will actually be doing.  If possible, have the child ask some questions of his/her own.  This way, they will have a part in choosing the care provider who will be working with them. In some cases, the person with a developmental disability may be capable of conducting the interview without support.  

Remember to keep questions the same for each candidate you interview.  It is important to be fair!  It is ok to ask a follow-up question about something specific the interviewee mentions as long as the follow up question is not illegal or inappropriate.  It is a good idea to have someone join you in the interview to help you make decisions, and make sure that questions are really appropriate and consistent.

There are some questions that can and cannot be asked during an interview.  There are specific laws regarding discrimination that determine what is appropriate for you to ask.  Be sure to ask yourself if the information you are obtaining from questions is needed to judge the applicant’s ability to do the job.  This seems like a lot of formality. You may want to just be informal and ask what you want.  You could do this, but it may lead to inappropriate or inconsistent questions.  If you are hiring someone that you know well, you should still go through the interview process.  It is important to judge every potential employee fairly and give everyone an equal chance.  Examples of questions you cannot ask:

· How old are you?

· Do you have a disability that would stop you from doing things on the job?

· What is your sexual preference?

Consider what kind of reference or background checks you will do.  Be sure the person you hire is credible by checking into the references they provide.  Most people call the references and ask questions about the person’s work ethics and history, while others choose to do a formal check into the person’s background.  One option is to contact your local law enforcement agency to see if it is possible to do a background check on your new employee.  If this happens, you must have the individuals’ written permission first.  If you decide to hire a fiscal intermediary, they can also take care of this for you.
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	Training Your New In-Home Support Worker


Finding and Hiring In-Home Support Workers



When you finally choose your new employee, it is important to train them to do the job.  It is a good idea to start with the non-negotiables or things that HAVE to be done a certain way, or are required in the child’s day-to-day routine.  It is also important to review the history of the person with a developmental disability.  It is not necessary to go into every detail. A broad overview should be enough. This will help to put the situation into perspective for the new employee.  

When going through the process of training, it is a good idea to create a permanent record or outline of what you covered.  This will help you because the next time you hire someone, you do not have to start from scratch. Also, if there is a question about what was said or required, both the employer and employee can refer to the list. It would be a good idea to have both the employer and employee sign the list as proof that they both agree to what was covered.

Address confidentiality with your new employee.  Make sure to let them know what you expect, and what is appropriate to discuss outside of the home setting.  This is a serious matter, and the employee should be aware of your expectations.



Getting Started

Getting Started as an Employer

NOTE:  Before you begin, remember that the following forms are subject to change, and it is YOUR responsibility to check if there is a more current version.  If you are not sure, visit http://www.irs.gov and look for a current copy.

All employers need an Employer Identification Number (EIN).  An EIN is a nine-digit number that is issued by the Internal Revenue Service.  You need this number to use on tax returns, statements or other tax related documents.  (See Appendix D for a blank Form SS-4 and instructions).

You can get an EIN either by mail or by telephone.  Either way, you need to get a copy of Form SS-4 that is issued by the IRS.  Form SS-4 consists of 17 questions.  Once you fill out the form, you can:
[image: image22.wmf] 

Mail it in.  Send original signed documents to:

Secretary of State

600 E Boulevard Ave Dept 108

Bismarck ND 58505-0500
This is the address to use if you live in North Dakota.  After you send in your completed SS-4 form, you will receive your EIN in the mail about 4-5 weeks later.  If you need assistance, contact:

Telephone: (701) 328-4844

Toll Free:  (800) 352-0867 

Fax:  (701) 328-2992

Fax-on-demand:  (701) 328-0120

Web Site: www.state.nd.us/sec
[image: image23.wmf]Phone it in.  You can receive your EIN over the telephone and use it immediately to file a tax return or a tax payment.  To receive an EIN by phone…

· Complete Form SS-4

· Call the IRS Toll-Free at (866) 816-2065.  This is the number to use if you live in North Dakota and want to apply by phone.

Getting Started

· An IRS representative will use the information from the SS-4 Form to assign you an EIN.

· Write the number given on the upper right-hand corner of the SS-4 Form.

· Sign the SS-4 Form and date it.

Mail or Fax the signed SS-4 Form within 24 hours of receiving an EIN.

The Fax number is (215) 516-3990.  



If you do not have an EIN by the time a tax return or tax payment is due, write “Applied For” and the date you applied for your EIN in the space shown for the number.  DO NOT show your Social Security Number as your EIN.  If you need help, call the North Dakota State Office Toll Free at:  (800) 352-0867 

Checking the Citizen or Alien Status of Your Workers

According to federal law, you must be able to show that the people you hire are actually eligible for employment.  The law is meant to prevent your hiring people who are not authorized to work in the United States.

You must be able to show that your regular employees are U.S. citizens, nationals of the U.S., or legal aliens who are authorized to work in the U.S.  You can do this by filling out INS Form I-9 for each of your employees. This form is provided by the U.S. Immigration and Naturalization Service (INS).  Appendix E contains an INS Form I-9.



Completing INS Form I-9

When you hire someone, determine if your worker is a “regular” or “casual” employee.  A casual worker is someone whose work with you is:

· Sporadic, infrequent, occasional, uncommon, periodic, irregular, or intermittent:
If you feel that a particular person is actually a “casual” worker, then you don’t need to fill out an INS Form I-9 for that person.
Getting Started

If a person that you hire commonly works with you on a planned and regular schedule, then he/she is NOT a casual worker.  Instead, this person is a “regular” worker.  You must confirm and maintain a record of each of your ”regular” worker’s citizen or alien status.

To complete this task, you and your employee must work together to fill out an INS Form I-9.  

Once the INS Form I-9 is completed, keep it in a safe place.  You must keep any completed forms for three (3) years after the date of hiring, or for one (1) year after the person’s employment has ended, which ever is later.  

You do not need to send the completed forms to the Immigration and Naturalization Service or any other federal agency.

You can be fined if you do not follow the rules associated with completing INS Form I-9.  The fines range from $100 to $1000 for each violation.  In addition, if you willingly hire a person that you know to be ineligible for work in the United States, you can receive a higher fine.
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	Setting Your Workers’ Schedules


When you hire an in-home support worker, you must consider the needs of your child with a developmental disability.  This will dictate when you need the in-home support person to work.  It is important to maintain a written schedule for the worker so they know what time they need to be at work on a weekly basis.  Make sure you always have a back-up plan since NO schedule is fool proof!
Remember:  You will be paying workers up-front and then be reimbursed for some/all of the costs depending on your FSD contract and available funds.  Make sure you schedule your worker to be in your home when you really need them based on your child’s and family’s needs.  You may want to think about the time to spend with other children, time for a “break”, time for the person with DD to spend in the community and/or working on special skills, and time for care giving. 
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	Paying Your Workers


Getting Started

As an employer, you will want to be sure to pay your employees the correct amount on time using a bookkeeping system that will help you and your employees to keep track of the money paid.  For an example of a time record to keep track of employee hours, see Appendix F.  

Here are a few simple guidelines to follow:

The Payment Schedule
Some employees may want to be paid every two weeks, while others may be willing to be paid once a month.  You need to decide on a payment schedule that fits your needs and that of your employees.  Employees are to be paid at least once each calendar month.  It is best to pay your employees on a schedule.  Try not to change this schedule too often or for a particular worker.

How to Pay People

It is very important to keep track of what you pay workers.  Pay workers with a check from an individual account that you are using for your family subsidy dollars.  It is best to set up a separate checking account for that purpose. Do not mix these funds with other checks you write for groceries or household bills. It can be very confusing for record keeping and if you are audited. 

Start with an initial deposit that will cover wages for the first month in a new account.  As you are reimbursed, deposit that amount into the individual account.  You will want to find out whether your bank has a minimum deposit requirement, and if so, whether or not you will meet that requirement.  When you use a check and log it properly, you will be able to effectively keep track of the money you are spending.  You will also have a “paper trail”.  That will come in handy later when you need to balance your checking account, collect reimbursement or pay taxes.
Do Not pay workers with cash.  If you pay with cash you will find that it is much more difficult to keep track of your spending.  You may have trouble knowing what you need to pay in taxes or what you need to report to the Internal Revenue Service. If a worker quits or is fired, only pay for the time he or she has worked.  

Getting Started

The worker may also apply for unemployment benefits.  If he or she does, then a state worker may contact you to help determine the person’s benefit level.

What Should be on Pay Stubs

When you pay a worker, they should receive a paycheck and a “pay stub” or receipt to summarize what they earned and any deductions or withholdings that you took from their pay.  At the least, the pay stub should show:
· Gross wages.  This amounts to the number of hours they worked multiplied by their hourly pay rate.  For example, if you agree to pay someone $6.50 per hour and they worked 40 hours in the pay period, their gross pay would be $260.00 (That’s $6.50 x 40 hours).
· Deductions that you subtracted from your workers’ gross pay.  This may include:

· Social Security and Medicare tax (FICA)

· State employment tax withheld (the worker’s contribution)

· State income tax withholdings

· Federal income tax that you agree to withhold for your workers

· Net wages.  The gross pay minus all the deductions.  The figure should match the amount on the workers’ paycheck.
As a courtesy, you might also keep a running count for your workers.  On each pay stub, you can show the total amount they earned and had deducted so far in the year.  Blank pay stubs are shown in Appendix G.  You can make copies, fill them out and staple the copies to your workers’ paychecks.  Many commercial accounting systems are available in local department or office supply stores to help with record keeping. If you have a computer, investing in one of these products may be worth the money. 

 ________________________________________________________________

Getting Started

[image: image9.wmf] Evaluation of Workers
Once you have hired and trained an in-home support worker, it is a good idea to think about how you are going to evaluate the employee.  It is NOT required by North Dakota labor laws to have regular evaluations of workers. It is highly recommended.  On-going observations and feedback is the best way to go about evaluating the employee’s performance.  If you do this, the employee knows what is expected of him/her, and can see if there are areas of performance that need to be improved.  If the conversations are conducted in a low-key, approachable manner, the employee can also give his or her input and feedback as well. Evaluations lead to great employee-employer communication!

It is important to use positive feedback to let your employee know when he/she is doing a good job.  This will let the employee know that you appreciate the work that is being done, and that it is being done well.  Try to have conversations with the employee to periodically check if there are any concerns, needs or comments in between the evaluation periods.

Decide how you will conduct the evaluations.  You can develop a formal document that can be filled out once a month, or more often if needed.  If you want to develop your own document, try to use the job description that was used to hire the in-home support worker.  Make a list of responsibilities that should be completed, and how well they have been completed.  Along with this, you could meet with the employee and discuss the outcome, and let him/her provide feedback and comments.  It is important to include the person with a disability whenever possible.  The person with a disability may be well taken care of, but may not get along with the employee, or be frustrated with the person if they do not understand their wants and needs. Ask your family how they feel things are going.  It is important to have feedback from all people involved in the home to make sure things run as smoothly as possible.

Most people have a natural tendency to avoid conflict.  Because of this, supervisors often hold back, afraid that they will become angry or emotional if there is a problem with performance. It is possible to give critical feedback without becoming confrontational!  It will be important for you to find out your skills in dealing with these issues.
Getting Started

If there are any employee complaints or performance problems, be sure to keep records about the incident!  You may wonder why keeping records is so important. If you ever need to participate in an unemployment hearing, the records will be firm documentation of what has been done to try and fix the situation, what has not been done, and the complaints that were made.  If you have to fire an employee for not doing their job properly and they think it is because of discrimination, you will have strong evidence proving that it was actually lack of performance.
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	Federal Taxes and You


Federal Taxes & You


Do you need to pay federal employment taxes?  The people you hire to assist you are your workers.  You direct what they do and when they are helping you.  Because of this, you may need to pay federal employment taxes.  These taxes are in addition to any income tax that you report on your annual federal tax returns.  You may also need to pay State Employment taxes.  See the section on state taxes.

This section will help you to decide whether or not you need to pay federal employment taxes.  In this section, you will learn:

· How to figure, pay and report a variety of federal employment taxes.  These taxes could include Social Security, Medicare, and Unemployment taxes

· How to deal with Earned Income Tax Credit for your workers

· How to withhold federal income tax for your worker, if you and your worker both agree

· How to report income from Federal Subsidy Dollars, which may or may not be taxed, but must be reported.

· How to make tax payments to the IRS using Schedule H

· About tax forms you must file and what records to keep

· [image: image24.wmf]Where to get more information

Federal Taxes & You
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	Do You Need to Pay Federal Employment Taxes?


If you have hired someone to work in your home, then you may need to pay Social Security tax and Medicare tax or you may need to pay Federal Unemployment tax.  Look at the information below.  If this does NOT apply to you, then you don’t need to pay any federal employment taxes.  You can skip this section and move on to the next sections on Earned Income Tax Credit and tax withholdings for workers.  



If you pay wages of $1300 or more in the calendar year, you need to pay Social Security and Medicare taxes for that worker.

You should withhold 7.65% (6.2% for Social Security tax and 1.45% for Medicare tax) from each payment of wages.  Instead of paying this amount to your employee, pay it to the IRS with a matching amount for your tax share.

Exceptions:  When you add up the wages you’ve paid, do not count the wages you pay to:

· Your child who is under 21

· An employee under the age 18 at any time during the year
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Note that when you do not pay Social Security taxes for a worker, then he or she will not be earning credit toward their own Social Security Benefits.  These benefits include retirement and disability payments for the worker, benefits for his or her dependents, survivors’ benefits when he or she dies, and Medicare.

If you pay wages of $1000 or more in a calendar quarter to any worker or all of your workers combined, then you need to pay Federal Unemployment Tax on the first $7000 of wages you pay to all of your workers in the next year.

Federal Taxes and You

You are NOT required to withhold Federal income tax from wages you pay to a worker.  However, if your worker asks you to withhold Federal income tax and   you agree, they will need to fill out Form W-4, Employee’s Withholding Allowance Certificate, found in Appendix H and Publication 15, which has tax withholding tables.  A copy of the tables in Publication 15 can be found in Appendix I.  Most employers choose to withhold taxes from the workers’ pay.
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Paying Federal Social Security and Medicare Tax
Social Security and Medicare taxes pay for various benefits workers and their families receive when workers grow older, develop a disability or pass away.  You may have heard these taxes referred to as “FICA” taxes.  This is because the benefits people receive fall under the “Federal Insurance Contributions Act”—FICA.

The total tax for Social Security and Medicare taxes amounts to 7.65% of the wages you pay your worker each pay period.  There are actually two parts to these taxes:

1. [image: image27.png]


Social Security Tax pays for benefits that people receive for their old age or disability, or as a qualifying survivor of someone who has passed away.

Of the 7.65% total tax, 6.2% is for Social Security Taxes.

2. Medicare Tax pays for benefits related to hospital and medical care.  Of the 7.65% total tax, 1.45% is for Medicare.

The law says that you have a choice.  You can split these taxes with the worker or you can pay all the tax on your own.  Typically, FICA taxes are split between the employer and the worker.  However, you can offer to pay both the employer and worker share as a benefit to all or some of your workers.  If the employer chooses to pay the employee’s portion of FICA, then that payment must be included in the employee’s wages as additional gross income, which is subject to income tax, but not FICA/Medicare taxes.

Federal Taxes and You

When you split the cost between you and your worker, then YOUR share of the tax is 7.65% of the wages you pay and your worker’s share is also 7.65% of his or her wages.  This amounts to 15.3% total tax amount (12.4% Social Security Tax and 2.9% Medicare Tax).
Note that:

· You only need to pay these taxes if the worker earns $1300 or more for the calendar year.  If you know that your worker will earn less than the $1300, then you don’t have to pay these taxes.
· If you are not sure if you will pay your worker more than the $1300 for the year, you should withhold the tax from his or her pay and make your contribution just to be safe.
· If you make a mistake and withhold too little from a worker’s pay, you should withhold additional tax from the next paycheck to make up the difference.  If you take out too much tax, repay 

your worker by writing him or her a check for the difference during the next pay period.

· If you withhold taxes from your worker, but actually pay him or her less than $1300 for the year, then you paid taxes that you didn’t need to.  You’ll need to get a refund from the IRS and repay your worker for the extra taxes that you withheld.  You’ll need to make adjustments on your IRS reporting form (Schedule H).

[image: image28.wmf] Examples…
You hire a worker to help you with your daily living needs. She may or may not earn $1300 for the calendar year.  You are not sure, but you decide to withhold Social Security and Medicare taxes from her pay.  You will share the expense of these taxes with the worker.

This means that you will withhold 7.65% of every dollar she earns as her share of this tax.  You will match this amount with your own funds.  

Let’s say that she earns $100 in her first week.  This means that…

· She will pay $7.65 in taxes (That’s $100 x 7.65% to equal $7.65)

Federal Taxes and You

Her paycheck would be $92.35 (That’s $100 - $7.65 to equal $92.35)

· You will match her $7.65 in taxes with another $7.65 in taxes from your own funds.

· You will have set aside $15.30 to pay in Social Security and Medicare taxes.  This includes her $7.65 plus your matching share of $7.65.

Now, suppose in her second week, her wages are $240.  This means that…

· She will pay $18.36 in taxes (That’s $240 x 7.65% to equal $18.36)

· Her paycheck would be $221.64 (That’s $240 - $18.36 to equal $221.64)

· You will match her $18.36 in taxes with another $18.36 in taxes from your own funds.
· For this week you will have set aside $36.72 to pay in Social Security and Medicare taxes.  That includes the worker’s $18.36 plus your own match of $18.36.

Use the table in IRS Publication 926, which is found in Appendix A to figure out the amount of Social Security and Medicare taxes that you will need to pay.  Be sure to note that the amounts listed are per individual (which means the amount shown must be paid by you and the worker to equal the correct tax amount).  What this means is that the amount listed should be doubled, with both you and the employee paying equal amounts.
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Federal Taxes and You
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As you can see from the section above on Social Security and Medicare taxes (FICA), when you decide on the hourly wage that you want to pay the worker, you also need to figure in the employment taxes you will pay.  The hourly wage and the employment taxes you pay will come from your personal funds or reimbursement funds.

Examples…

Say that you want to pay somebody who worked one hour for you at $6.00 per hour.  Now, figure in Social Security and Medicare taxes.  You can see from the chart on the previous page that these taxes will amount to $0.92.  (15.3% x $6.00 = $0.92).  
But you are sharing employment taxes with your worker. You withhold $0.46 from her paycheck (7.65% of $6.00).  That’s her share of the FICA taxes.  Her paycheck will actually be $5.54 ($6.00 earned for the hour minus $0.46 in taxes).

· You set aside from your own funds another $0.46.  This is your share of her FICA taxes.

· All together you’ve set aside $0.92 in FICA taxes.

· Now, think about your Family Subsidy dollars.  From your own funds you must pay $6.00 in wages plus $0.46 in taxes for a total of $6.46.  This amount will be reimbursed to you when you submit your pay stubs at the end of the month.

Federal Taxes and You



Now say that you want to pay a worker for a month of work.  The worker completed 80 hours of work at $6.00 per hour.  Her wages amount to $480 (80 hours x $6.00/hour).  Now, figure in Social Security and Medicare taxes.  In total, these taxes amount to $73.44 (That’s 15.3% x $480).  Sharing the FICA tax with the worker…

· You withhold $36.72 from her paycheck (7.65% of $480).  That’s her share of the FICA taxes.  Her paycheck will actually be for $443.28 ($480 earned for the 80 hours minus $36.72 in taxes).

· You set aside from your own funds another $36.72.  This is your share of her FICA taxes. 

· All together you’ve set aside $73.44 in FICA taxes
Now think about your funds.  From your personal account you need to pay $480 in wages plus $36.72 in taxes for a total of $516.72.  This amount will be reimbursed to you when you submit your pay stubs at the end of the month.



Paying Federal Unemployment Tax

In addition to Social Security and Medicare taxes, you may also need to pay federal unemployment tax for workers.  You may have heard of this tax referred to as “FUTA.”  That’s because this tax comes from the Federal Unemployment Tax Act – FUTA.  This tax is used to pay unemployment benefits for people who lose their job.

This tax is in ADDITION to the Social Security and Medicare taxes that were just discussed.  You may also owe state unemployment tax, which is called SUTA.  

The FUTA tax is 6.2% of a worker’s taxable wages.  However, you may be able to take a credit of up to 5.4% against the FUTA tax, which would result in a FUTA tax of 0.8%.  This is ONLY available if you paid all of your contributions to the state unemployment tax by April 15 of the calendar year. 



Federal Taxes and You



[image: image12.wmf]IMPORTANT NOTE…  You must pay FUTA tax from your own personal funds.  DO NOT withhold the FUTA tax from the workers’ wages!



Here’s How To Figure Your FUTA Tax…

Base your FUTA tax on the wages you pay your workers.


· [image: image31.wmf]If you pay wages to all workers totaling $1000 or more in any calendar quarter, then you generally have to pay FUTA on the first $7000 of wages you pay to each of your workers.

· If a worker’s wage reaches $7000 during the year, then you don’t need to figure the FUTA tax on any other wages you pay that person for the rest of the year.
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Examples…

Let’s say that on January 1 of the calendar year, you hired a person to help you with your daily needs.  You only need her help once in a while, and this is the only person you hire.  It turns out that you pay her $300 a month.  During January, February and March (the first calendar quarter of the year), you pay her a total of $900 (That’s 3 months x $300).

· Because you paid her wages of less than $1000 for the calendar quarter you do not need to pay federal unemployment taxes – FUTA.

· REMEMBER, this is only ONE calendar quarter.  If you end up paying her $1000 or more in another quarter, then you will need to pay FUTA taxes 

for that worker and any other worker for the entire year.  You must pay FUTA taxes on the first $7000 each worker earns. 
· If you hire other people and their combined wages total $1000 or more for the quarter, then you will need to pay FUTA taxes for all of the workers.

Federal Taxes and You

Let’s say now that on January 1 of the calendar year, you hired a person to help you with your daily needs.  You agree to pay her $400 twice per month.  This amounts to $800 per month.  During January, February and March (the first calendar quarter of the year) you pay her a total of $2400.

· Since you paid her wages of more than $1000 for the calendar quarter you must pay FUTA.

· You must pay FUTA taxes for the first $7000 you pay this worker – AND any other worker you hire –in the same year.

· The wages you pay that are subject to FUTA tax are referred to as “FUTA wages.”

· These FUTA wages are also subject to state unemployment tax (SUTA).

As it turns out, this is the only person you hire in the calendar year.  You pay him $800 a month for 12 months.  His total wages are $9600, and you only need to pay FUTA taxes on the first $7000.

· If you pay your state unemployment taxes for the year on time, then your FUTA tax for the year is $56 (0.8% x $7000)

· If you do not pay your state unemployment taxes on time, you will pay the higher rate of 6.2%.  In this case, you must pay $434 (6.2% x $7000).  MAKE SURE TO PAY YOUR TAXES ON TIME!
Let’s say that on January 1 of the calendar year, you hire THREE people to help you with your daily needs.

· You pay the first person $100 twice per month.  This amounts to $200/month.  During January, February and March (the first calendar quarter of the year) you pay her a total of $600.

· You pay the second person $50 twice per month.  This amounts to $100/month.  This person quits after just one month, so you only pay her $100 for the calendar quarter.

· You pay the third person $150 twice per month.  This amounts to $300/month.  This amounts to $900 for the calendar quarter.

Federal Taxes and You



Would you need to pay FUTA taxes?

· YES, you would.  None of the workers earned $1000 or more.  If the wages of the workers are added together, the wages total $1600.  Since this is more than $1000, you must pay FUTA tax for all three workers.


  

· If you pay your state unemployment taxes for the year on time, then your FUTA tax for this quarter of the year is $12.80 (0.8% x $1600)
· If you do not pay your state unemployment taxes, you will pay a higher rate.  If you had to pay the full rate of 6.2% it amounts to $99.20 (6.2% x $1600).

Federal Taxes and You



Withholding Federal Income Tax for Workers

Your worker will need to report his or her earnings to the IRS each year, and may need to pay Federal Income tax. 

If you and the worker agree, you can withhold Federal Income tax from the wages earned.  You, as an employer, pay the IRS these taxes in advance for your worker.  When the worker figures out their income taxes at the end of the year, she will find a good deal of taxes are already paid – thanks to advance payments that you’ve made.  The worker may find that she still owes more taxes, or that a refund is due from the IRS.

As an employer, you DO NOT have to withhold Federal Income tax from the wages that you pay the worker.  Withhold Federal Income tax if…

· Your worker asks you to, and 

· You agree to do it.

If the worker doesn’t want you to withhold Federal Income taxes, then you don’t need to worry about these taxes.  Remember – even if the worker wants you to withhold Federal Income tax from his paycheck, YOU DON”T HAVE TO.  You have to agree to do it.  You may, however, agree to withhold taxes as a benefit to the worker.
If You and Your Worker Decide to Withhold Federal Income Tax…

If your worker and you decide to withhold Federal Income tax, there are several things to do.

· The worker must fill out and give you a completed Form W-4, Worker’s Withholding Allowances Certificate.  This form is shown in Appendix H.  The form includes a worksheet for workers to figure out the number of allowances they can claim.  The form itself asks the worker to:
· Provide basic information about themselves (name, address, Social Security number, marital status), 
· Show the number of allowances they are claiming, 
· Indicate if they want additional money withheld from their paycheck, 
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· Indicate whether they certify that they are claiming to be exempt from Federal Income tax because they didn’t have to pay taxes last year and don’t expect to have to pay taxes this year,
· A place for your worker to sign and date the form, and 
· A place to write in the employer’s name and address and list the Employer Identification Number.
· You need to figure out how much to withhold from the worker’s paycheck based on the money you pay him/her.
· Figure the Federal Income tax you are withholding before you deduct any other taxes you will be withholding.  
· Example:  Let’s say the worker earned $100 and must pay her share of Social Security and Medicare taxes.  That’s 7.65% of $100, or $7.65.  Her paycheck will be for $92.35 ($100 - $7.65).

When you decide on Federal Income tax withholding, you base your figuring on the $100 she earned, not the $92.35 she will take home.

· Do not count the following as wages:

· Meals that you provide to a worker in your home at your convenience.  You cannot count up the money you paid for these meals and then count this money as wages that a worker earned.

· Lodging that you provide a worker in your home for your convenience and as a condition of employment.

· Up to $65 a month for bus or train tokens that you give a worker, or for anything you pay a worker to cover his/her transportation costs to get to your home.

· Up to $185 a month for the value of the parking you provide a worker so that he/she could get to work.

· Take into consideration the information on the worker’s W-4 and the amount the worker earned to figure out how much Federal Income tax to withhold.
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There are several ways to figure out how much you need to withhold from a worker’s paycheck, which are explained in Appendix I.  This will help you decide the amount that should be withheld from a worker’s paycheck.  If you would like a copy of the entire publication, visit the IRS website http://www.irs.gov/ and request Publication 15 – Circular E, Employer’s Tax Guide.

· You need to pay the IRS.  You will withhold some amount of money from the workers’ paycheck each pay period.  Keep this in the separate account you have set up for Family Subsidy dollars.  This is explained in the section entitled How To Make Tax Payments.


What to do about “Earned Income Credit”
Some of the workers you hire may be able to take the Earned Income Credit (EIC) on their Federal Income tax return.  This credit reduces their tax and or allows them to receive a payment from the IRS if they do not owe tax.  You may have to…
· Make advance payments of the worker’s EIC along with the worker’s wages.

· Give the worker a notice about the EIC.

What Makes Workers Eligible for EIC?

IRS Form W-5 shows that the worker may take the EIC if the worker:

1. Earns less than $28,281 for the year (adjusted gross income) and has one qualifying child.

2. Earns less than $32,121 for the year and has two or more qualifying children.

3. Earns less than $10,710, has no qualifying children AND is between ages 25 & 64.
A child MUST meet these three criteria to be qualified:

· The child is your son, daughter, adopted child, stepchild, grandchild or foster child; or brother, sister, stepbrother, stepsister or a descendant of any individual but ONLY if you cared for that person as your own child. 
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· The child is under the age 19 at the end of the calendar year, or the age 24 at the end of the calendar year and is a full-time student, or any age at the end of the year if the person is permanently disabled.

· The child lives with you in the United States for over half of the year.

For more details on EIC, look at Appendix J, Form W-5.
NOTE:  If a worker is married and his/her spouse also works, each spouse needs to file a separate Form W-5.
What to tell Workers about EIC…

The IRS suggests that you give all of the workers you hire notice about EIC if their wages for the year are less than $32,121.  Beyond this simple courtesy, you need to:
1. Give workers a completed IRS Form W-2, Wage and Tax Statement.  (This is discussed in more detail in a later section.)  You need to give each worker a copy of this form by February 1st of that year.  The worker’s copy (Copy C) of the Form W-2 has a statement about EIC on the back.  IF you give your workers that copy by February 1st, then you do NOT need to give them any other notice about EIC.
If you do not give the workers a Copy C of their W-2 Form that has EIC statement on the back, you can:

· Use a substitute Form W-2 with the same EIC information on the back of the worker’s copy, 

· Give the workers your own written statement, using wording from the back of the Form W-2.
2. Otherwise, you only have to give workers notice about EIC if you agree to withhold Federal Income tax from the workers paycheck, but the income tax tables show that no tax should be withheld.  You do not need to give notice if the tables show that the taxes should be withheld.

To make a decision you will need to know how much the worker is earning and then consult the tax tables to see if any taxes need to be withheld.  To check the tax tables, you can go to Appendix I – IRS Publication 15.

Federal Taxes & You


What You Need to do…

If a worker does not qualify for EIC, then you do not have to do anything.  The worker may want to handle things on her own.  If this were the case, the worker would claim EIC when she turns in her own income tax forms to the IRS.
You only need to make advance EIC payments if the worker gives you a completed IRS Form W-5, Earned Income Credit Advance Payment Certificate. A copy of this can be found in Appendix J.

Any advance payment you make to the worker reduces the amount of FICA taxes (Social Security and Medicare) you pay to the IRS.  This will also reduce the amount of Federal Income tax you withhold, if you and the worker have agreed to withhold income tax.  Advance payments of EIC will NOT reduce any FUTA (unemployment tax) that you may need to pay.



[image: image13.wmf]Important Note… Do not pay more tax to the IRS than you need to!  Make sure you do not pay more than the amount of Social Security, Medicare or withheld Federal Income tax than you need to pay.

In other words, the EIC payment you give the worker CANNOT be more than the worker’s share of FICA tax and Income tax you withhold for that person.



To figure out how much to pay the worker, use the tables in Appendix I, IRS Publication 15.  Check to see how you can figure out the payment amounts.  One method is called the “Wage Bracket Method”, which is shown in Appendix I that can help you decide what amount of EIC you need to pay the worker.
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An Example…



Say the only worker you have hired earns $100 in a pay period and you pay the worker twice per month.  This means the worker earned $200/month.  

To make things simpler, you decided not to withhold Federal Income tax.  Because the worker earns $600, which is less than the $1000 cut off for FICA wages earned in a quarter, you wouldn’t have to pay FUTA.

In this example, you only need to figure out what to do with Social Security and Medicare Taxes (FICA).

· The worker is paying her share (7.65%) of Social Security and Medicare taxes and you are matching this amount.  Each share equals

$7.65.  You put an equal amount aside to pay the IRS and you are planning to withhold this amount from her paycheck.  Normally you would plan to pay her $92.65.

· Now, you use the Wage Bracket Method to figure out what you need to pay in EIC.  You can do this by looking at Appendix I, IRS Publication 15.

· You note that the worker is married and that her husband did not file a W-5 Form with his employer.  The table indicates that the EIC payment to be made is $20.  Since that is more than the worker’s share of $7.65 in FICA taxes, you would NOT advance the worker $20.  You would ONLY advance her $7.65, so that her paycheck would be the full $100.  (That’s $92.35 plus the EIC advance payment of $7.65).



Reporting Income

One final responsibility on the part of the employer is to report their income.  The Department of Human Services is required to send in a Miscellaneous Form 1099 quarterly that details the amount of money they have reimbursed to you.  Even though they report this money, you are not usually taxed for it.  If you do choose to declare it as income, you should show all expenses to make sure the IRS knows where this money was going.  If you do not report it and are later audited, the W-2’s and various forms may not match, therefore causing the government to inquire about the reason for the mismatch.
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Making Federal Tax Payments

To make your Federal Tax Payments, you must:

Once per year – File Schedule H, Household Employment Taxes, along with any other income tax forms that you file with the IRS each year.

When you file your annual Federal Tax return, you will make two adjustments to your income tax:

· You will add the Federal Employment taxes on the wages you paid your employees to your income tax.  This includes Social Security and Medicare taxes (FICA) and Federal Unemployment tax (FUTA).

· You will subtract any advance Earned Income Credits that you made to your employees during the year from your income tax.
To do this, fill out Schedule H, Household Employment Taxes.  Attach this schedule to your completed Form 1040.  See Appendix K for a copy of Schedule H and instructions for filling it out.

As you will see, Schedule H takes you through a step by step process where you:

· Figure out whether or not you need to pay Social Security, Medicare or Federal Unemployment taxes.

· Indicate the amount of wages you paid to your employees for the year.

· Figure out exactly how much you need to pay – if anything – in Social Security and Medicare taxes (FICA).
· Figure out exactly how much you need to pay – if anything – in Federal Unemployment tax (FUTA).

· Subtract the amount you paid in advance Earned Income Credit to your employees.

· Add it all up to see what amount of Federal Unemployment taxes you owe.
· Sign and date the form to indicate that you believe the information you provided is true.
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Unless you are granted an exception, the amount you owe on your return is due to the IRS by April 15 of that year.  Attach your Schedule H to your Income Tax form, along with a check for the money you owe, and send it to the appropriate IRS office.

REMEMBER:  The IRS takes its responsibility to collect taxes seriously, and you should take your responsibility to pay your employment taxes on time as well!  You do not want to end up paying penalties or back taxes.

The Forms You Must File

Some of the forms that you need to fill out or have your employees complete do not need to be sent anywhere.  You can keep them on file in your home.  There ARE a few forms that do need to be filed with the IRS or sent to your employees.  These are:

· Form W-2 and Form W-3:  You must file a separate W-2, Wage and Tax Statement, for each of the employees to whom you paid taxable wages or wages where you withheld Federal Income tax.
Instructions for filling out Forms W-2 and W-3 are found in Appendix L, Instructions for Household Employers.  This IRS publication shows you how to fill out the form and provides examples.

· You must complete Form W-2 and give Copies B and C to your employees by February 1st of the year.

· You must send Copy A of Form W-2 and Form W-3, Transmittal of Wage and Tax Statements, to the Social Security Administration by March 1st.

If an employee leaves during the year, you can give him the forms he needs right away.  If the employee asks for his completed W-2 forms, give it to him within 30 days of his last request or his last wage payment, whichever is later.
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· Schedule H:  Attach this schedule to your Income tax Form 1040.  As stated earlier in the section, you need to file Schedule H with your Federal tax return.  If you get an extension on filing your return, the extension will also apply to Schedule H.  If you are not required to file a tax return, you STILL need to file a Schedule H by itself.
Instructions for filling out Schedule H are found in Appendix L, Instructions for Household Employers.  This IRS publication shows you how to fill out the forms and provides examples.



What Records to Keep at Home

Keep good records!  For the Federal Government you will need to keep records on the following:

1. Your Employer Identification Number.  
2. Your employee’s names and Social Security Number.  If your employee does not have a Social Security Number, he or she must apply for one.  To do this, they need to fill out a Form SS-5, Application for a Social Security Number.  You can obtain a copy of this form by contacting the Social Security Administration at 1-800-772-1213.  

3. A completed INS I-9 form on each of your employees to confirm their eligibility to work in the United States.  
4. Your copies of your Federal tax return and copies of Schedule H or any other related tax forms, such as copies of your estimated tax payment vouchers, forms W-2, W-3, W-4 on each employee, and W-5 for any employees who want you to advance the Earned Income Credit.
5. Wage and tax records.  Each payday, you need to record for each employee:
· Each employee’s wages for that pay period
· Any Social Security and Medicare taxes (FICA) that you withhold or agree to pay for an employee.
· Any Federal Income tax you withhold for an employee
· Any advance EIC payments that you make for your employee, and
· Any State Unemployment tax (SUTA) that you withhold for your employees
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The graphic on the next page shows what a log or spreadsheet like this could look like. There is also a blank form for you to copy and use in Appendix M.


Example Log to Track the Wages and Taxes You Pay

This sheet does NOT show withholdings for Federal or State Income tax.  In the example, it is assumed that you have chosen not to withhold these taxes for your workers, although we show amounts for Federal Unemployment Tax (FUTA).  This example assumes that you will need to pay these taxes, but you may not have to.  These taxes are figured at a rate of 0.8% for FUTA.  

	Worker’s Name
	Social Security #
	Gross Wages
	FICA Tax to Withhold
	Possible EIC Payment
	Workers part of State Taxes
	Actual FICA Withheld
	NET PAY
	My Share FICA
	FUTA I Pay

	Brad Smith

Sally Pense

Tom Gross

Alice Redd
	111-11-111

222-22-2222

333-33-3333

444-44-444
	$100.00

$200.00

$300.00

$400.00
	
	
	
	
	
	
	

	A
	B
	C
	D
	E
	F
	G
	H
	I
	J


Don’t Be Caught Short!!  Count up your share of taxes.  You need to set aside your share of the FICA and Federal Unemployment taxes (FUTA).  You need to pay the IRS this amount using Schedule H, which can be paid at the same time as you pay your tax liability reflected on your form 1040 for that year.  In addition, you may also need to withhold state income taxes and pay state employment taxes.
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Where to Get More Information on Federal Employment Taxes

The Appendices to this manual contain many IRS publications and forms for you to study and use.  These Appendices include the following.

	A. List the workers’ name

B. List the workers’ Social Security Number

C. List the amount of taxable wages you are paying the worker for this pay period

D. Show the share of FICA taxes that your worker is contributing and you are withholding from the paycheck (7.65% of wages)

E. Show the amount in advance Earned Income Credit that you are paying your workers.

F. Show the FICA tax that you actually withhold.  You subtract the amount of EIC credit from their FICA share.  REMEMBER:  The amount of their FICA share is the most EIC credit that you can give.  

G. Show the special contribution for state employment tax you withhold from the worker’s pay.  

H. This is the worker’s net pay.  This is the amount that you write the check for.  Figure the amount by taking the gross pay and subtract any withholdings.

I. Show your share of FICA that you will pay.  Remember it is also 7.65% of wages.  It should equal the amount in column D

J. Show the amount in Federal Unemployment taxes (FUTA) that you are paying.  You may not have to pay this.  If you do, pay this tax from your own funds, and DO NOT withhold it from the worker’s paycheck.



Appendix A:

IRS Publication 926 – Household Employer’s Tax Guide

Appendix H:

IRS Form W-4

Appendix I:

IRS Publication 15 – Circular E, Employer’s Tax Guide

Appendix K:

IRS Schedule H – Instructions for Household Employers

In addition, you can contact the Internal Revenue Service directly to get the forms or publications you need.

· Call them at 1-800-829-1040 
· TTY:  1-800-829-4059
· Visit their website at:  http://www.irs.gov/
This website will give you a lot of information about the Federal Taxes you may need to pay, how to fill them out, and where to send them.  You can directly download and print these forms for your convenience.
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Do you need to withhold state income taxes from your workers’ wages?  Do you need to pay state unemployment taxes?  Do you need to pay for disability insurance for your workers?

The people you hire are considered your workers, if you direct what they do.  Because of this, you may need to withhold North Dakota State income tax from the worker’s wages.  You may also need to pay North Dakota’s employment taxes and withhold a contribution from the workers paycheck.  Before you do this, you must first register with the state as a “business.”

Recognize that as an employer, you will be running a business. You will be in the business of obtaining/providing personal assistance for your son or daughter through employees that you hire. As a business owner you will have certain responsibilities to the state of North Dakota and to yourself. 




Decide How You Will Keep Your Accounting Records
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Decide on a Business Structure

Decide on a business structure (sometimes called a shell) that best fits your needs. The two most common options are forming a Sole Proprietorship or a Corporation.  There are advantages to each type of business structure that you will need to become familiar with before making a decision. To find out about these and several other possible business structures, contact the ND Secretary of State Office at the following address or view their web site:

Secretary of State

600 E. Boulevard Ave. Dept. 108

Bismarck, ND 58505-0500

701.328.4284

800.352.0867

Email: sosbir@state.nd.us

http://www.state.nd.us/sec


A sole proprietorship is essentially a simple business structure for a single owner. If you are just starting or not sure how much hiring you will be doing, this may be the best structure for you.  You can always transfer to another kind of structure later. A Corporation is a more organized structure. Its biggest advantage is 

protecting the assets of the business owner from a lawsuit filed by an injured or disgruntled employee. It is YOUR responsibility to research both of these options carefully before making a decision. 







Register Your Business

Register your business with the Secretary of State office. Strictly speaking, if you run your business under your name only (i.e. John Doe) you are not required to register your business. However, doing so, will afford you many of the following advantages and almost all owners do so.

1. You may then become eligible for certain tax breaks depending on the type of business you register.
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2. If you are seeking a small loan for the business from a bank you may find it impossible to be taken seriously unless you are registered.

3. You can obtain technical assistance for your business from various sources, both state and private.

4. You may be eligible for certain grants or programs that can assist with the cost of operating (i.e. Federal food program).

5. Your personal assets may be protected from legal action.

At the same time that you register with the Secretary of State you will apply for any licenses that are required in North Dakota. Although it is unlikely that you will need many of the licenses, you should check those requirements through their department.  

A Sole Proprietor using a business name in North Dakota must file a Trade Name Registration with the Secretary of State.  For a copy of this form and instructions to fill it out, see Appendix N.

A Corporation using a business name in North Dakota must file a Reserve Name Application with the Secretary of State.  For a copy of this form and instructions to fill it out, see Appendix O.




Run your Business in a Cost Effective Manner

There are many steps involved in running a business correctly. These include paying taxes on time and in the required amount, keeping records, bookkeeping, keeping abreast of applicable laws, paying workers compensation, filing with job service, running a payroll etc. It is YOUR responsibilities to carry out these steps in full compliance with both state and federal laws. 

There are several resources that you can turn to for help with the business. 

· A local accounting firm or bank

· The nearest adult service provider 
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· A fiscal intermediary 

· A technical assistance provider for small businesses

As you look for assistance, it will be important to keep the following precautions in mind.  Suppose you decide that the record keeping, accounting and management functions are more than you want to take on and decide to contract with another business to complete those steps. Be aware that it is unlikely that the family subsidy dollars that you receive would cover the cost of asking a local accountant or adult service provider to complete those functions. The cost for that would have to be provided by you. Also, your business is small and may not fit well within other types of business models that are familiar to technical assistance providers. You may need to carefully educate others about the kind of business you want to operate. Also be aware that a generic business center or accountant may not be as familiar with the liability and practical issues of providing personal assistance or family support as an existing adult service provider may be.  

The Secretary of State features several North Dakota business resource centers or companies on their web site http://www.state.nd.us/businessreg/index.htm
 Many of these agencies provide free information and advice. 




 Deciding if You Must Pay State Taxes 

When it comes to withholding federal income tax from a worker’s pay, you have a choice.  You don’t have to withhold federal income tax unless you agree and the worker gives you a completed W-4 tax form.  This also affects North Dakota income tax in the following ways:

· If you do not withhold Federal taxes, the wages the worker earns are not subject to North Dakota State Tax.

· If you withhold Federal Income tax for the worker, then you must withhold State Taxes too.

· If you don’t pay Federal income tax, you don’t have to pay North Dakota income tax either.
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EVERY employer required to withhold North Dakota income tax must register with the Office of State Tax Commissioner by completing and filling out Form 301 – Application to Register for North Dakota Income Tax Withholding.  For a copy of this form and instructions, see Appendix P.

If you must withhold state income taxes from the worker’s pay, submit a copy of the Federal Form W-4 to the Office of State Tax Commissioner.  This information is also used for North Dakota State tax purposes. This form is found in Appendix H.



Withholding North Dakota State Income 

Taxes from a Worker’s Pay

You must decide on the method you will use to figure out how much taxes to withhold from the worker’s pay.  There are three ways to do it:
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· The method used by most businesses is the Percentage of Wages method.  This is similar to the federal percentage method, as seen in Publication 15, Circular E, found in Appendix I.  This method is recommended for all wage levels and is good for computerized payroll systems.
· The second method is the Percent of Federal Withholding method.  This is a simplified method where the Federal Income tax withheld is multiplied by a flat tax rate.  This method is recommended for use ONLY when the worker’s annual wages do NOT exceed $18,000 for single workers or $30,000 for married workers.
· Method three is Withholding Tables, which is similar to the Federal Wage Bracket method found in Appendix I – Circular E.  This method may be used for wages up to $65,000 and is recommended for manual payroll systems.
These methods are more fully described in Appendix Q, Withholding Rates and Instructions for Wages Paid.

Once you figure out how much income tax you need to withhold, deduct this amount from the worker’s paycheck.  You’ll need to let the person know how much you deducted by noting the amount on the pay stub, and paying that 
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amount to the State of North Dakota.  Remember to keep good overall records of the workers’ wages, including the total or gross amount you pay and the taxes you pay or withhold.


An Example Using Tax Tables…

Let’s say you are using a semi-monthly pay period – you pay a worker twice a month (on the 15th and last day of the month).  The worker indicated that he is married and filing jointly, and is claiming two exemptions.  The wage you must pay is $195.

To figure out the amount of North Dakota income tax to withhold:

1. You determine that you must use the tax table for married persons – semi-monthly payroll period.  (See Appendix Q)

2. Look at the number of withholding allowances (exemptions), which in this case are two.

3. Find the correct row to match the amount of wages you are paying and look at where it meets the number of exemptions.  This is the amount of tax to withhold.

4. Since the employee in this case made $195, the amount of tax to withhold is $0.



Another Example Using the Withholding Tables…

Again, you are using a semi-monthly pay period.  The worker indicated on his Form W-4 that he is filing as a “single” person claiming no exemptions.  The wage you must pay is $810.

To figure out the amount of North Dakota income tax to withhold…

1. You determine you must use the tax table “Single Persons Semi-Monthly Payroll Period”. (See Appendix Q)

2. Consult the tax table and find the correct row to match up the wages with the number of exemptions. In this case it’s zero.

3. Now, note the amount of tax to withhold.  The amount in this example is $14.
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Set Aside and Withhold State Employment Tax

You may need to pay state employment taxes for workers’.  As an employer, you need to pay state employment taxes if you…



Pay $1500 or more in wages in a calendar quarter to the individuals you hire.



When you meet this condition, you must pay taxes on your worker’s wages for the entire year.  All workers are included under these terms, unless the service they offer you is excluded specifically by law.  The most common type of wages that are excluded and my effect you include:

· Service performed by a child under 18 years of age, employed by his or her mother or father – that is, work done for you by your son or daughter.

If a particular service is excluded, then…

1. You don’t figure in the wages you pay to these workers when you decide if you need to pay state employment taxes.

2. You leave these wages out of your quarterly reports, and 

3. You don’t pay state employment taxes on those wages.



If you must pay state employment taxes, there are two things that you must do.

1. Figure out what employment taxes you need to pay.

2. Withhold the workers’ contribution for employment taxes.
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First…
Figure out what employment taxes you need to pay.

In North Dakota, there are two types of employment tax to pay.  This includes unemployment insurance and worker’s compensation.  

· Unemployment Insurance:  You may have heard this tax referred to as “SUTA”(State Unemployment Tax).  This tax is used to offer benefit payments to workers who are temporarily unemployed through no fault of their own.

· Worker’s compensation:  This is a law meant to protect workers and employers from the costs of injuries on the job.  If a worker is injured on the job, worker’s compensation will pay benefits for loss of income and/or pay medical bills.  This protects employers from lawsuits from workers for any damages arising from the injury.

The employment tax you will pay to start your first year as an employer is 2.08% of your workers’ taxable wages.  This rate can fluctuate from year to year.  In this year, the taxable wage base was $17,400.  This means employers must pay on the first $17,400 paid to each of the workers in the calendar year.  
Important Note… Most employers who pay North Dakota unemployment taxes (SUTA) must also pay Federal Unemployment Tax (FUTA).  If you pay wages of $1500 or more in a calendar quarter to any worker or all of your workers combined FUTA must be paid on the first $7000 paid to each worker in a calendar year.  The current tax rate is 6.2%.

As previously stated, this rate is reduced to 0.8% if you pay your state unemployment taxes on time.  When you pay on time you get a tax credit of 5.4%, reducing the rate from 6.2% to 0.8%.

The key is to pay your state unemployment taxes on time.  At the end of the year the state lets the federal government know if you have been timely with your payment.  If you haven’t been on time or missed payments, you can be asked to pay a higher rate.  This could be a problem for you if you didn’t put money aside to pay the additional taxes.

Pay state unemployment taxes on time to receive full credit against your federal unemployment tax!
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Here’s how to Figure Your State Employment Tax… Figure your employment tax based on the wages you pay your workers.

· REMEMBER:  If you pay wages to your workers totaling more than $1500 in any calendar quarter, the first $17,400 you pay to each of your workers is taxed.

· If a worker’s wage reaches $17,400 during the year, then you don’t need to figure the employment tax on any other wages you pay that person for the rest of the year.

· The most that you can pay per worker for the year is $361.92.  (That’s 2.08% x $17,400)



Examples…

Say that on January 1 of the calendar year, you hire a person to help you with your daily needs.  You only need help once in a while, and this is the ONLY person you hire.  It turns out that you pay her $100 a month.  During January, February and March (the first calendar quarter of the year) you pay a total of $300 (that’s 3 months x $100).

· Because you paid wages of less than $1500 for the calendar quarter, you do not need to pay state employment taxes.
REMEMBER, this is only one calendar quarter.  If you wind up paying the worker $1500 or more in another quarter, then you will need to pay employment taxes for the whole year.  Also, if you hire other people and their combined wages total $1500 or more for the quarter, then you will need to pay taxes for all of these workers.

Now suppose that on January 1, you hire a person to help you support your child with disabilities.  You agree to pay the worker $300 twice per month.  This amounts to $600 per month.  During January, February and March (the first calendar quarter of the year) you pay a total of $1800 to this worker.

· Because you paid the worker wages of more than $1500 for the calendar quarter, you must pay state employment taxes.
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· You must pay employment taxes for the first $17,400 you pay this worker – or any other worker you hire – in the calendar year.

As it turns out, this is the only person you hire in this calendar year.  You pay him $600 a month for 12 months.  His total wages are $7200.  You need to pay employment taxes on the entire amount.

· To figure out the tax to pay, multiply the amount in wages by the tax rate of 2.08%.  In this case this amounts to $149.76 (That’s 2.08% x $7200).

Now let’s say that on January 1 you hire three people to help you with your daily needs.

· You pay the first person $100 twice per month.  This amounts to $200 per month.  During January, February and March (the first calendar quarter of the year) you pay this worker a total of $600.

· You pay the second person $100 twice per month.  This amounts to $200 per month.  But this worker quits after just one month, so you only paid her $200 for the calendar quarter.

· You pay the third person $150 twice per month.  This amounts to $300 per month.  For the calendar quarter you pay her a total of $900.

Would you need to pay employment taxes?

· Yes, you would!  Figured alone, none of the workers earned $1500 or more in the calendar quarter.  But added together, your workers earned $1700.  Since this is more than $1500, you must pay taxes for all three workers.




State Taxes and You



· Because the wages paid to your workers was $1500 or more for this single quarter, then you must pay employment taxes for these three workers and any other worker you hire in the year.

· The amount in taxes that you must pay is figured by multiplying the total in wages by the tax rate of 2.08%.  This amounts to $35.36 (That’s 2.08% x $1700).




 NOTE:  In North Dakota, Unemployment taxes are strictly employer based. What this means is that you DO NO deduct any portion of taxes from your worker’s paycheck to cover the unemployment taxes that you need to pay.


Report and pay state employment tax by filing Quarterly Reports.
As an employer, you must file wage reports with the State of North Dakota on a quarterly basis.  You must do this whether or not you paid any wages in the quarter.  There is one report you must file, found in Appendix R – Form SFN 41263, Employer’s Contribution And Wage Report.

You should receive a supply of these forms in the mail when you register as a business.  If you don’t receive these forms within a reasonable amount of time, visit the Job Service North Dakota Website at http://www.jobsnd.com
State Taxes and You


Each quarter you must send this form and the taxes you set aside to…

CS/BUSINESS SERVICE

P.O. BOX 5507

BISMARCK, NORTH DAKOTA

58506-5507

If you do not send in your completed report and pay your state unemployment taxes on time, you will be penalized!  Reports will be due as shown below…



For Wages Paid During

Calendar Quarter Ends
Reports Due By

January, February, March


March 31


April 30

April, May, June



June 30


July 30

July, August, September


September 30

October 30

October, November, December

December 31

January 30



For step-by-step instructions on how to fill out Form SFN 41263, Employers Contribution and Wage Report, see Appendix R.







File Proper Year-End Forms and Keep Good Records!

As you have read in previous sections, you will need to file paperwork at the end of the year.  This paperwork describes your overall actions regarding employment taxes for the previous year.  

1. One important form is the Federal Wage and Tax Statement (W-2) that you must give your workers.  Among other things, this form requires you to note the total amount of state income tax that you withheld from the worker during the previous year.  You must give this completed form to your workers by February 1.

You must keep proper and complete information on the people you hire to help you.  You should keep the following information on hand for 5 years:

State Taxes and You



a. The pay period covered by any payroll,

b. Full name and Social Security Number of each worker employed during any pay period,

c. Place of employment (this may simply be your home!), 

d. The amount of wages you paid for each pay period.

e. Any amounts paid as allowances or reimbursements for travel or other expenses, including the dates of payments and exact amounts

f. The date each worker was hired or re-hired.

Since there are so many other requirements described in this manual, you are probably already keeping some or all of this information.  Double-check your records just to be certain!



Where to get Help

If you are having trouble managing your State taxes, you can get help from the North Dakota State tax staff.

For help with registering a business contact the Secretary of State:    

 (701) 328-4284 or

(800) 352-0867 (ext. 84284)


   
For help with State Income Tax, or if you have general questions regarding any State Taxes, contact the State Tax Commissioner:

  (800) 638-2901


To get copies of different tax forms by mail, write or call:

Office of State Tax Commissioner

State Capitol

600 E. Boulevard Avenue

Bismarck, ND 58505-0599

 1- (800)-638-2901

If you have access to the Internet, you can also look at the State Tax Department Website:  http://www.ndtaxdepartment.com


This website lists many different services available in North Dakota, has printable forms and contact information.

State Taxes And You: An Outline of What You Need To Do


Step 1




Step 2



       









Step 4

Step 3













                                                                       Step 6

Step 5



Step 7











Step 8



   Step 9



Labor Laws and You



As an employer, there are a few Federal and State labor laws that you must follow.  Carefully review the laws about paying your workers minimum wage and overtime, special considerations for overnight workers as well as ensuring the work area is safe for the workers.




Paying Minimum Wages and Overtime Wages

Because you have control over your family subsidy dollars, you can basically pay your workers what you want.  When you are deciding what wage you will pay a worker, you will need to consider your budget and a few labor rules.
Set the wage you will pay workers to fit your budget.  It should be enough to attract good workers.  If you pay the workers too much, you might not have enough money to pay for all of the help you will need.  On the other hand, if you pay the workers too little, you may not be able to find people to help you, or may get fed up and not work for you very long.  You will need to pay people a fair wage.  REMEMBER:  When you set a wage, you must also figure in the Federal and State employment taxes you may need to pay.  These taxes will add to the amount that you will be paying per hour.

Here are a few labor laws to keep in mind:

· You must pay your employees a minimum hourly wage.  Currently, the minimum wage is $5.15 per hour in North Dakota as well as Federally.  This could change, so be sure to check with the Department of Labor for the current rate.
· Your employees may work more than 40 hours in a single week.  If a worker works more than 40 hours in a week, you must pay this person 1 ½ times the hourly rate that you are paying for every hour over the 40 hours per week (full time), unless there is an exemption for overtime in the state wage and hour laws.  These requirements are outlined in North Dakota Century code 34-06-03.1  

· For current application of the law be sure to check with the North Dakota Department of Labor.

Labor Laws and You



An Example…

Let’s say that you are paying an employee $5.50 per hour.  They work 45 hours in a single week at your home.  You would need to pay this person:

· $5.50 for 40 hours: $5.50 x 40 = $220

· There is 5 hours in overtime.  The overtime rate would be one and one-half times $5.50 (1.5 x $5.50 = $8.25 per hour).  You will need to pay this rate for 5 hours.  ($8.25 x 5 = $41.25)

· All together the employee’s pay will be $261.25 ($220 + $41.25).

· You only need to pay overtime if a person works more than 40 hours in a single week.  There is no Federal or state rule that requires you to pay overtime to employees who work their regular hours on a weekend or a holiday.  You do not have to pay overtime if a person works more than their scheduled daily or weekly hours (as long as it doesn’t amount to more than 40 hours).


Special Considerations for Overnight Workers

Some of your employees may work or be in your home all night.  These workers may be asleep for all or part of the night.

The North Dakota Department of Labor states that employees who provide companionship or family home care services to individuals who are unable to care for themselves because of age or disability are exempt from any minimum wage and hour standards.  This statement is only true if those services are provided by an employee from 10:00 p.m. to 9:00 a.m., up to a total of 8 hours.  During this time, the employee is available to perform duties for the individual, but is free to sleep or do other activities within the home.  Employees who provide companionship services under this description are not entitled any overtime premium outlined by law.  If an employee is interrupted to work when they are sleeping, it is considered work time and will be paid accordingly.



Labor Laws and You



Prepared Workers and a Safe Workplace

In 1970, a Federal law was passed with the idea of making sure that work places will be safe and healthful.  The workers you hire will be coming to your home to help you.  They may be doing many different tasks around your home. Make sure that your home is a safe place for them to complete the work assigned.  There are things you can do to assure that safety.  You could place grab bars in the bathroom, have a properly built ramp leading to your house, and work areas free from obstructions or things that could trip someone. These are just a few examples of what you may do to make sure your home is safer for your employees to work in.

It will depend on the needs of your family, but the employee may have to provide direct assistance to the individual with a developmental disability.  They may need to lift and carry the individual, or help transfer the person between the bed and wheelchair.  They may need to help the person get dressed or get in and out of a bathtub.  In some instances, the employee may need to help the individual carry out various bodily functions or medical routines.  In this situation, the employees will need to know how to keep things properly cleaned and how to avoid the spread of disease.  You may need to train your employees about these procedures.  

When you hire a person to help you in your home, please take the time to properly train the person to do their job in the best ways possible.  You may be able to provide much of this training yourself, as you know your house, your needs and preferences.  You and your family will know how you want some things done.  In some cases, you may want the employees to receive basic or special training from a qualified professional.  This may include Basic First Aid or other special training that you are not qualified to provide.

Remember that…

When your employees are properly trained to do their job and have the right tools and a safe work area, you reduce the chance of injury.  That benefits you AND the worker!!



Worker’s Compensation and You



What is worker’s compensation?  Will you need to purchase worker’s compensation insurance?  The answer is YES, you will.  North Dakota law states that worker’s compensation is mandatory for most employment situations.  There are a few exceptions, but none that are applicable to your situation (unless you employ a son or daughter under the age of 22).  You will need to purchase the insurance with your own money.



About Worker’s Compensation

Worker’s compensation laws are meant to protect workers and employers from the cost of injuries that may happen while on the job.  There are some times when a worker may get hurt or sick while they are doing their job.  There are some types of work that are more dangerous than others, although there are jobs that are pretty safe and have low risk of injury.

When a situation comes up where an employee gets hurt or sick on the job, they may suffer a loss of income because they can’t work, and may have related medical bills to pay.  Employers want to protect themselves from this risk.  To begin with, an employer can try to keep the work area as safe as possible.  An employer can also make sure they purchase worker’s compensation insurance for their employees.

All 50 states have a worker’s compensation program.  These programs require employers to pay for worker’s compensation insurance for all of their employees.  When an employee gets hurt or sick because of something that happened while on the job or because of their job he or she can count on quick payment of benefits for loss of income or to pay their medical bills.  In return, the workers give up their right to sue their employer for any damages arising from the sickness or injury.
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Getting Worker’s Compensation Insurance

Since you will need to have worker’s compensation insurance for your employees, you will need to know how to get insured.  Here are some simple steps for you to follow:

1. Contact the Policyholder Service Department at: (701) 328-3800 OR 
1-(800) 777-5033, where someone will help guide you through the application process making sure your account reflects the appropriate rates and job classifications.

2. You may also print a copy of the Application for Insurance form from the web site:  http://www.ndworkerscomp.com publication section.  For a copy of this form, see Appendix S.  When you have completed this form, mail it to the following address:  
North Dakota Workers Compensation

500 East Front Avenue

Bismarck ND 58504-5685
Once your application has been processed, the North Dakota Worker’s Compensation office will bill your premium based on the payroll estimate that you provided them with.  

You can get a free package of information called “State of North Dakota New Business Registration Forms” to help you establish your business in North Dakota by contacting the office that is listed above, or visit the website at http://www.discovernd.com/businessreg
Once you buy insurance, you are responsible for paying the premium.  You must NOT collect any part of the payment from your workers.  You may not withhold or deduct any money from their paychecks to pay for the insurance.  You must use the account set up for your Family Subsidy Dollars to pay for this workers compensation insurance.



Saving on Insurance Premiums

You can get a premium discount by participating in the North Dakota Worker’s Compensation’s (NDWC) Risk Management Program (RMP) or Small Account Safety Incentive Program (SASIP) and maintain a safety program approved by the NDWC to earn premium discounts.
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If you successfully participate in the Risk Management Program (RMP), you can get a 5% premium discount.

There are other options under the RMP that will offer additional premium discounts if participated in successfully.  You may want to talk to NDWC, or check the website for these options.

The SASIP program is available to employers who have an annual gross premium of less than $10,000.  If you successfully take part in this program, you can get an 8% premium discount.



Worker’s Compensation and Your Workers

Worker’s compensation is a partnership between you – the employer – and your workers.  Besides carrying worker’s compensation insurance there are a few other things that you should do.

· Inform your employees about worker’s compensation

· Be responsive when one of your employees gets hurt or becomes sick because of conditions on the job, and 

· Report fraud when you see it.

Inform Your Workers about Worker’s Compensation

You need to let your employees know about the worker’s compensation insurance you carry.  Make sure you have the right information to show your employees.  You can check with the NDWC to be sure.

What to do when an accident or illness occurs

If one of your employees gets hurt or sick because of their job, you should:

· Make sure that the employee gets quick medical care.  Get a list of local doctors and hospitals that NDWC approves.  If you need to get medical attention for the worker quickly or if they end up seeing a doctor, be sure that the doctor is approved.  If you are participating in the Risk Management Program, your workers must see your company’s designated medical provider UNLESS they have previously informed you, 
Worker’s Compensation and You



· in writing, of a different medical provider selection before any injury occurred.
· Report the accident or illness.  Your worker is required to report any serious work related injury to you.  Once they tell you, you need to inform NDWC immediately (within 24 hours of occurrence).  You can do this any of three ways:  
1.  Online.  Visit the web site at http://www.ndworkerscomp.com where instructions are given to complete the claim.
2. By hand.  Complete, sign and date the Claim Form Packet with the worker, if possible, and mail or fax the forms to NDWC. 

Fax:  (701) 328-3820

Mail:  North Dakota Workers Compensation

500 East Front Avenue

Bismarck ND 58504-5685

3. By Telephone.  Call 1-800-777-5033 twenty-four hours a day/weekends and holidays.  The claim form used to record the claim by telephone will be sent to the injured worker for a signature – they must return the form to NDWC as soon as possible.
Whichever claim filing method you choose, ALWAYS complete the claim form with the injured employee, if possible.  Explain the procedures to the injured worker to help relieve any anxiety they may have regarding the injury and their job.

· Keep good records.  Check with NDWC about what records you need to keep.  It’s a good idea to keep all records regarding the injury or illness for at least 3 years.

· Try to find out what went wrong and fix it to prevent another injury from happening.  If an employee got hurt or became ill because of their job, you should try to find out what may have happened.  Get information while it is still fresh in other employees’ minds so you can correct the problem to prevent further injury or illness.
· Stay in contact with the injured worker, the medical provider and NDWC.  Help the employee feel that they are an important asset to you and your business.
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· If the doctor restricts your injured employees work, provide modified or alternative work.

Reporting Fraud

On occasion, you may suspect that your employee is falsely asking for worker’s compensation benefits.  You may believe that he or she is not really hurt or ill, or that they are pumping up their claim.

If you suspect that something is not right, call NDWC.  It is up to them to take a look at the claim your worker is making.  NDWC will either accept or deny liability for the claim.



Putting It All Together



You have reached the last section!  In previous chapters, we provided you with the information you need to manage Family Subsidy Dollars on your own.  There was a lot of information covered related to:

· Your overall responsibilities as an employer,

· Getting started by learning how to keep track of the money you spend and how to get reimbursed, getting an Employer Identification Number (EIN), and checking the work status of your employees.

· The Federal and state employment taxes you need to pay

· The Federal and state labor laws that you must follow, and

· Many other responsibilities that you may have for managing your Family Subsidy Dollars.

There are many forms to fill out, rules to follow, and records to keep.  We will help you put it all together in this section.  There is a checklist on the next page that shows you the tasks that you need to do.  Use this checklist as a general guide, as there may be circumstances where the checklist does not apply to you.



Managing Your own Payroll and Employer Tax Responsibilities

Getting Started…

· Get an Employer Identification Number (EIN)
· Set Up a separate checking account just to use for your FSD
· Set up a system to keep track of your business related to the program.
Hiring Workers…

· Check the citizen or work status of the workers you hire.

· Decide whether you need to tell the workers about Earned Income Credit.

· Explain to the workers what they will be paid per hour.

· Keep a file on each of the workers.

· Make sure that the working conditions are safe and workers are well trained.

Paying Your Workers…

· Pay the workers on time & re-check to make sure you have figured their wages correctly.

· Fill out a log to track the wages and taxes you have paid.

· Along with the paycheck, give the workers an accurate pay stub.

Paying Federal Employment Taxes…

· Decide whether or not you need to pay Federal Employment Taxes.

· Decide if you want to withhold Federal Income Tax for your workers.

· If a worker gives you a completed IRS Form W-5, you must make Earned Income Credit payments to the worker.

· If you have to make tax payments, be sure to set aside these taxes in your bank account.

· Pay your taxes on time using Schedule H, and be sure to turn in any other tax forms on time.

· Keep good records on all of your Federal Tax business for at least 5 years.

Registering as a Business, Paying State Unemployment Taxes, and Withholding Income Tax…

· If you need to, withhold State income tax from the workers’ pay, and pay these taxes to the state quarterly.

· If needed, set State employment taxes aside.

· Report or pay all employment taxes quarterly.  Make sure they are on time!

· Keep good records on all your state tax business for at least 5 years.

Carry Workers Compensation Insurance

· This is NOT optional in North Dakota
Putting It All Together



Getting Help
This manual covers a lot of information!  The appendices are a great source of additional help to you, but you may also want to contact Federal or State agencies directly.  Here is a list of contact information to help you organize your new business:

· At the Federal Level:

· The Internal Revenue Service (IRS)

Website:  http://www.irs.gov/
Phone:  1-800-829-1040

· The Social Security Administration

Website:  http://www.ssa.gov/
Phone:  1-800-772-1213

· The US Department of Labor

Website:  http://www.dol.gov/
ND Contact Phone:  1-800-582-8032

· The US Immigration and Naturalization Service

Website:  http://www.ins.usdoj.gov/
Phone:  1-800-755-0777

· At the State Level:  

· For help with registering as a business:

Phone:  701-250-4304

Website:  http://www.state.nd.us/businessreg/register.htm
· For help with State Income Tax

Phone:  1-800-638-2901

Website:  http://www.state.nd..us/taxdpt/
· For help with North Dakota State Labor Laws

Phone: 1-800-582-8032

Website:  http://www.discovernd.com/labor


What are Fiscal Intermediaries?


If you find the idea of managing family subsidy supports overwhelming you may want to consider purchasing the services of  a fiscal intermediary.  They provide accounting supports to the individual who has decided to be an employer.  The purpose of hiring a fiscal intermediary is to eliminate your headaches by accessing employer-related financial reporting.  This service ensures that you are in compliance with the law. There are some things you should know about a fiscal intermediary.

A Fiscal Intermediary IS NOT:

· A funding source
· A decision maker for employee duties or schedules
· Provider of direct services
The Duties of a Fiscal Intermediary Include:

· Act on behalf of the person/family receiving support and service for the purpose of payroll reporting

· Make payments as approved by the person’s budget

· Generate paychecks on a timely basis to your employees according to all federal and state laws

· Conduct background checks and keep the information on file

· Process all employments records

· Withhold, file, and deposit all state and federal taxes according to the IRS and Department of Labor

It is important to understand that the IRS recognizes Fiscal Intermediaries as legitimate employer representatives.  If you hire a fiscal intermediary, it will not affect the “employer of record” relationship.  To contact the National Association of Fiscal Agents and Intermediaries (NAFAI), contact:  PMB #106-142






4200 Wisconsin Ave., NW

Washington, DC 

20016-2143
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Appendix B

	Community Options

Bryan Wetch

12 N 3rd St Suite 175

Bismarck ND 58501

(701) 223-2417
	Friendship Inc.

Jeff Pederson

3004 11th St South

Fargo ND 58103

(701) 235-8217
	Alpha Opportunities

Don Nelson

PO Box 824

Jamestown ND 58402

(701) 252-7770



	Enable Inc.

Jon Larson

1836 Raven Drive

Bismarck ND 58501

(701) 255-2851
	Fraser Hall

Sandra Leyland

2902 S University

Fargo ND 58103

(701) 232-3301
	Easter Seal Society

Gordon Hauge

PO Box 1206

Mandan ND 58554

(701) 663-6828



	Pride Inc.

Chuck Bisnett

1929 North Washington St

Bismarck ND 58501

(701) 258-7838


	Red River Human Services

Tom Newberger

2506 35th Ave S

Fargo ND 58104

(701) 235-0971
	Hit Inc.

Michael Remboldt

306 14th Ave NW

Mandan ND 58554

(701) 663-0379



	Support Systems

Don Wald

1720 Burnt Boat Dr #200

Bismarck ND 58501

(701) 255-6503
	SEHSC

Dianne Wanner

2624 9th Ave SW

Fargo ND 58103

(701) 298-4500
	MVAW

Owen Larson

PO Box 1030

Minot ND 58701

(701) 852-1014



	Lake Region Corp.

Executive Director

224 3rd St SW

Devils Lake ND 58301

(701) 662-8681
	Agassiz Enterprises

James Breidenbach

2105 Gateway Dr

Grand Forks ND 58201-1498

(701) 775-2566
	REM North Dakota Inc.

Brenda Niess

624 31st Ave SW

Minot ND 58702

(701) 839-6630



	Able Inc.

Mary Anderson

653 19th St W

Dickinson ND 58601

(701) 225-6762
	Development Homes, Inc.

Nancy McDonald

2830 S Washington St

Grand Forks ND 58201

(701) 772-8188
	4th Corp.

Peggy Hibsch

PO Box 366

New Rockford ND 58356

(701) 947-2147

1-800-642-4092



	Catholic Family Services

Donna Byzewski

2537 S University

Fargo ND 58103

(701) 235-4457
	Listen Center

Charles Bremseth

1407 24 Ave S #100

Grand Forks ND 58201

(701) 746-7840

	Tri City Cares Inc.

Marla Niemetalo

PO Box 423

Stanley ND 58784

(701) 628-2990



	Community Survival Program

Jim Berglie

111 N University

Fargo ND 58102

(701) 232-3133
	Success Unlimited

3551 S 20th St Suite B

Grand Forks ND 58201

(701) 775-3356
	Open Door Center

Mary Simonson

209 2nd St

Valley City ND 58072

(701) 845-1124

	Evaluation & Training Ctr/Voc

Paul Ornberg

424 9th Ave S

Fargo ND 58103

(701) 241-4858
	Hav It Adult Services

Tim Huseth

409 W Brewster St

Harvey ND 58341

(701) 324-4636
	Opportunity Foundation

Charles Robinson

PO Box 1627

Williston ND 58801

(701) 774-8593
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Job Description Example

Location: Anywhere, ND, Immediate Opening

DAYS/HOURS: Up to 25hr/wk. Must be flexible. Usual hours: 11:00am-1:00pm and/or 5:00pm-7:00pm

WAGE: $8.50/hr. 


DUTIES: Personal care for paraplegic including transfer out of bed to wheelchair and to shower. Assist with bathing, dressing; empty urinary drainage bag; Basic meal preparation; housekeeping; occasional shopping or errands. 

REQUIRES: Basic home health aide type skills including total assit transfer of 135 lb. person. Must have some experience as a personal care or home health aide.

A benefit package may or may not be available. Request specific information from the employer.

	Name
	MON
	TUES
	WED
	THURS
	FRI
	SAT
	SUN
	TOTAL

	Sandy
	8a-12p

4hrs
	
	
	
	
	
	
	

	Barb
	6p-10p

4hrs
	
	
	
	
	
	
	

	Joe
	
	
	
	
	
	
	
	

	Harry
	
	
	
	
	
	
	
	


APPENDIX F

FOR THE WEEK OF _______________

	Name: ________________________

Pay Period: ____________________

Gross Wages………………………

FICA Taxes Withheld ……………

Federal Income Tax Withheld……

State Income Tax Withheld………

State Unemployment Tax Withheld…………………………….

Net Wages………………………….


	This Pay Period

$____________

$____________

$____________

$____________

$____________

$____________
	Year To Date

$_________

$_________

$_________

$_________

$_________

$_________


Appendix G

	Name: ________________________

Pay Period: ____________________

Gross Wages………………………

FICA Taxes Withheld ……………

Federal Income Tax Withheld……

State Income Tax Withheld………

State Unemployment Tax Withheld…………………………….

Net Wages………………………….


	This Pay Period

$____________

$____________

$____________

$____________

$____________

$____________
	Year To Date

$_________

$_________

$_________

$_________

$_________

$_________


Appendix M

Federal Taxes

	SUTA That I Pay
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FUTA That I Pay
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	My share FICA
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Net 

Pay
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Worker Contribution State Taxes
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Actual FICA Withheld
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Possible EIC Payment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FICA Tax to Withhold 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Gross Wages
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Social Security #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Worker’s Name
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CAREGIVER





$10/HOUR


Full-Time, Regular (more than 30 hours/week, more than 6 month period





To apply, call employer @ 555-1111.  Requires Certified Nursing Assistant who will provide personal care in home, companionship, bathing, taking child to social events from time to time with local transit service.  Very little lifting is required.  Pay is bi-weekly.  Hours are 9am-5pm, Monday to Friday and some weekends.  Immediate opening.  Must provide references.











As the employer of record, you can expect to be held accountable.


You can be charged fines or penalties if you do not comply with federal and state tax and labor laws.  State and federal authorities take these responsibilities seriously and you should too!





Employers who do not maintain proper records on their workers are subject to a variety of financial penalties by the appropriate governing authority (e.g., the Federal Immigration and Naturalization Service (INS), Internal Revenue Service (IRS), or the Department of Labor).





Employers who do not pay taxes when they are due must pay the tax and any interest or tax penalties charged to them.  Certain tax rates, like those associated with unemployment taxes, may even go up for the following year.





CAREGIVER


$7.25/Hour


1 year experience required





Requires High School Diploma/GED, experience working with people with disabilities, and valid drivers license.  Full and part-time positions available.  Hours will vary. Late PM, Early AM & overnight.  Duties include companionship, meal preparation, light housekeeping, errands, personal care assistance, and 24-hour care.  Apply in person to employer.





How FICA Taxes Breakdown:





Medicare Tax:  	1.45%


Social Security Tax:  	6.2%





Total FICA Tax:	7.65%








Special Note:  Much of the content in this section was taken directly from materials prepared by the Internal Revenue Service.  For information on how to contact the IRS to ask questions or get copies of different forms or instructions, look at the end of this section, page 48.  Also, many of the forms and publications you need are included as an Appendix.





COMPANION


$100.00 Per day


Full-Time, regular (more than 30 hours/week, more than 6 month period





Weekend companion work for a 14-year-old child with Cerebral Palsy.  $100/day.  Help with bathing.  You must do all the cooking during your shift.  3 referenced required.  To apply, complete an application at Job Services.  Must be willing to rotate holidays.  2 people needed.  48 hours a week.  Could also work on an “on-call” basis.








What is a calendar quarter?





A calendar quarter is…





January 1 through March 31


April 1 through June 30


July 12 through September 30


October 1 through December 31





NOTE:  The IRS Publication 926 is subject to change from year to year.  The Publication included in this manual was revised in 2001, and is subject to change.  Be sure to check if you are using a current copy before relying on the following table by visiting � HYPERLINK "http://www.irs.gov/" ��http://www.irs.gov/�








First Warning!!





Don’t Be Caught Short…





Be Sure To Figure In the FICA Taxes You Must Pay When You Plan How To Spend Your Family Subsidy Dollars!





The employment taxes you pay come from your personal funds.  That is, you must pay these taxes from the funds you are reimbursed by the Family Subsidy Program.























Amount Paid In Wages For the Calendar Quarter





Worker 1:		$600		


Worker 2:		$100


Worker 3:		$900


TOTAL Paid To	


All In The Quarter	$1600





Because the total amount you paid in wages to all the workers was greater than $1000 in the quarter, you must pay FUTA taxes for all your workers in the calendar year and any others you hire in this year.





Second Warning!!





Don’t Be Caught Short…


Be Sure To Figure In the FUTA Taxes You Must Pay When You Plan How To Spend Your Family Subsidy Dollars!





REMEMBER: The employment taxes you pay come from your own funds.  Keep this in mind when you budget!





If you pay out $1000 or more to workers in a calendar quarter, then you must pay FUTA taxes.  You will need to pay this tax on all workers for the calendar year.  You will need to pay this tax on the first $7000 that you pay to each of the workers in the year.





If you pay your state unemployment taxes on time, then your tax rate will be 0.8%.  Otherwise, the rate will be 6.2%.
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So…  Don’t Get Caught Short!


Set aside the employment taxes you need to pay in the bank account you have set up for your Family Subsidy dollars, and pay the IRS your estimated tax payments in FULL!





Step 1





Step 4





Step 3





Step 5





Step 7





Step 6





Be sure to let the State know if anything changes!!





Pay State Taxes Quarterly





File Year End Forms 





Keep a copy for your records!





1.  Figure out the taxes you must pay


2.  Withhold your workers’ contribution





Withhold State Employment Taxes


*Did you pay $1500 or more in wages in a calendar quarter?





Decide if you must pay State Employment Taxes





Withhold State income tax from the workers’ paychecks





Register your Business





Run Your Business in a cost effective manner





Decide on a Business Structure





Amount Paid in Wages for the Calendar Quarter





Worker 1		$600


Worker 2		$200


Worker 3		$900





Total Paid To All


In The Quarter	$1700





Because the total amount paid in wages to all the workers was greater than $1500 in the quarter, you must pay employment taxes for all of the workers in the year.





WARNING!!


The employment taxes you pay come from your own funds.  That means you must pay these taxes from the money you set aside for the Family Subsidy Dollars Program, and then submit your pay stubs/receipts for reimbursement.





Don’t Be Caught Short…


Be Sure To Figure In the State Employment Taxes You Must Pay When You Plan How To Spend Your Cash Grant!











Step 8








WARNING!





Keeping track of Federal and State taxes and records are not easy!  This may seem like an overwhelming task to do.  There are many different types of computer programs available to help you organize and keep track of all the important information you will need as a small business owner.  We cannot recommend a specific product, but we recommend looking into this software to make your life a little easier.  You can purchase programs that will help you from office supply stores such as Staples or Office Max.  These programs range in price from $39.99 to $199.99.





Step 2





Decide how you will keep your accounting records








What is a calendar quarter?





January 1 through March 31


April 1 through June 30


July 1 through September 30


October 1 through December 31
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