
 

   COMPLETE AND RETURN                            

                                     Employee and Member / Employer Agreement 
------------------------------------------------------------------------------------------------------------- 

Created On: 04/21/2017  Revision: 09/02/2020 

 
106 S. Beaumont Rd. 

Prairie du Chien WI 53821 

Fax: 844-634-7225 

Phone: 608-326-0434 
Lori Knapp Richland, Inc. 

www.lkichoice.com  

   

                                                                                 

 

____________________________________ has been hired by ____________________________________ 

                           (Employee)                       (Member/Employer) 

 

Employee will provide care services through the self-directed services program to the Member/Employer.  

LKiChoice, a division of Lori Knapp Richland, Inc. has been chosen to assist the Member/Employer with 

administrative tasks, enrollment setup, and payroll services. 
 

 

 

As the Employee, I agree to: 

• Complete all documents that are required to be an Employee of a Fiscal Member (your Employer). 

• Not begin working and filling out timesheets until all required paperwork from LKiChoice and a 

Background Check has been completed, returned, processed, and approved. This includes a 

Background Check that has been ran and approved by my Member/Employer’s Funding Source. Then a 

start date will be given to me to start working for my Member/Employer.  

• Aid in the correction of any errors that may occur with processing payroll. 

• Work with my Member/Employer to provide them with the best cares and outcomes possible. 

• Stay within the guidelines of what is authorized for hours worked and tasks required. 

• Follow HIPAA and confidentiality requirements. 

• Follow standard precautions and perform all work-related tasks in a safe manner.  

• Accurate timesheet reporting.  Failure to do this could result in fraud and/or abuse reporting. 

• Follow processes and procedures of EVV (Electronic Visit Verification) if applicable to my 

Member/Employer. EVV will be mandatory and could affect payroll if not used appropriately.  

• Report concerns of safety, health, or well-being of the person I am caring for to your 

Member/Employer’s Care Manger. 

• Report current charges or pending allegation of abuse or neglect to your Member/Employer’s Care 

Manger or LKiChoice.  

• Report any convictions that occur after your start date to your Member/Employer and LKiChoice. 

• Report work-related injury, within 24 hours to LKiChoice at 1-844-534-7225. 

• Notify LKiChoice, if I do not work within 60 days.  

• Notify and send an updated form to LKiChoice, of changes to my mailing address. 

• Notify and send an updated form to LKiChoice, of changes to my Direct Deposit information (Direct 

Deposit information will not be updated without a completed form on file). Changes to Direct Deposit 

information need to be made 5 business days before pay dates. 

• Notify and send an updated form to LKiChoice, of any changes on my State or Federal deductions. (This 

will require an updated W4 or WT4 form completed) 

• Notify and send an updated form to y LKiChoice, if my name changes.  
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106 S. Beaumont Rd. 

Prairie du Chien WI 53821 

Fax: 844-634-7225 

Phone: 608-326-0434 
Lori Knapp Richland, Inc. 

www.lkichoice.com  

   

I understand that my timesheet needs to be turned in according to the Time Report and Pay Schedule 

provided.  Submission of timesheets and the use of EVV (if applicable) after the due date will delay pay.  

The late timesheet will be processed on the following scheduled payroll date.  

 

I understand LKiChoice is not responsible for payment of services if I provide duties to the 

Member/Employer that are not approved. If I work more hours than approved by the Funding Source or if 

the Member/Employer is no longer eligible for services under this program.   

 

I understand that if no person is designated on my Employer’s Member Authorization form from LKiChoice 

to sign off on timesheets due to my Member/Employer’s incapacitation or death, that I will need to wait to 

be paid until a person from their Estate is deemed legally responsible to sign my timesheets. 
 

I understand I am the Employee of ________________________________(Enter Member/Employer Name). 

I understand my Member/Employer is responsible for all employment actions which might include orientation, 

training, supervising, disciplinary action, termination, management, and other Member/Employer - related 

functions.   

I understand that LKiChoice is not my Employer but provides the payroll services and administrative tasks for 

my Member/Employer.  If I have employment concerns, I need to discuss these with my Member/Employer. 

 

Employee signature:  _____________________________________________________ Date____________ 

 

Member/Employer signature: ______________________________________________ Date____________ 
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COMPLETE AND RETURN 

Relationship Questionnaire 
---------------------------------------------------------------------------------------------------- 

Created on:  03/10/2017  Revision: 07/27/2022 

 
106 S. Beaumont Rd.            Prairie du Chien WI 53821 

                    Fax: 844-634-7225                                  Phone: 608-326-0434 

Lori Knapp Richland, Inc. 

www.lkichoice.com  

   

 

EMPLOYEE NAME: _______________________________________________________ 
 

MEMBER/EMPLOYER NAME: _________________________________________________ 

 

Please answer the questions below to determine appropriate tax-exempt status. 
 

1. LIVE IN:  Do you permanently reside in the same residence as your Member/Employer?     
        

No  Yes - You are exempt from overtime.  
 

        

2. What is your legal relationship to your Member/Employer?  I am the Member/Employer’s: (check 

only one box) 
 

 Child/Step under 21 years old (S,F,FI)  Child/Step over 21 years old (S) 

 Domestic Partner* (S)  Grandchild (S)  Grandparent (S) 

 Parent (S,F,FI)  Sibling  Spouse (S,F,FI) 
 

*Per Wisconsin Statue 770.05, Domestic Partnership mean you and your same sex partner have filed for Domestic 

Partnership and have a certified copy of your Declaration of Domestic Partnership. Please submit proof of 

Domestic Partnership to claim this relationship. 

  
 

3. Are you under the age of 18 or will turn 18 this year? 
 

    Yes – I am under the age of 18 or will turn 18 this year.  Date of Birth: _____/_____/_____ 
 

No – I am not under the age of 18. 
 

 

3a. If Yes: 

Is this job or performing household services your principal occupation?  If you are a student, 

check “No”. 
 

   Yes – This job or performing household services is my principal occupation and I am 

NOT a student.   
 

No – I am a student, providing household services which is not considered my 

principal occupation.   

 

By signing, I acknowledge I have truthfully answered the above questions. I understand my Employer is 

a Household Employer according to the IRS. Payroll is processed according to IRS Publication 926, which 

may indicate I am exempt for certain payroll taxes. I understand according to Wisconsin Department of 

Workforce Development, Unemployment Insurance Division, my Member/Employer is a Sole Proprietor 

and Domestic Employer. I understand I may not be eligible to State Unemployment Benefits as indicated 

in UBC-201-P. I also understand exemptions and/or unemployment eligibility based on my relationship 

with the Member/Employer is not optional.  
 

 

__________________________________________   ________________________ 
Employee Signature                  Date 
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COMPLETE AND RETURN 
Payroll Information Form 

------------------------------------------------------------------------------------------------------------- 

Page 1 of 1 
Created On:  04/19/2019 

 
106 S. Beaumont Rd. 

Prairie du Chien WI 53821 

Fax: 844-634-7225 

Phone: 608-326-0434 
Lori Knapp Richland, Inc. 

www.lkichoice.com 

   

Name: _______________________________________      Phone Number: _________________ 

  

Address: ____________________________________________________________ 

 

Email Address (Required for EVV): ___________________________________________ 

 

Please check all that apply: 
 

☐

☐☐

☐  Receive paystub via email 

☐

☐☐

☐  Secure Email - Allows you to send timesheets or other information securely. 

☐

☐☐

☐  Web Entry  Allows you to submit payroll hours using our Web Entry Portal, both you and the 

       Member/Employer will need to have an email and agree to utilize Web Entry.                                                                                    

☐

☐☐

☐  Direct Deposit* - Complete below sections.  You may also include a Voided Check. 

☐

☐☐

☐  Paper Check – no direct deposit, mail check 

*With direct deposit, Employees have their pay directly deposited in their account on payday 

rather than waiting for a check to arrive in the mail.   

Name of Bank:  ____________________________________________________________ 
 

Action to be taken:  New Deposit Authorization   Change from previous authorization 
 

Type of Account: ☐Checking  ☐Savings              Amount:     ____________%  
 

Account #: __________________________________________________________________ 
 

 9-Digit Routing #: ____________________________________________________________ 
 

------------------------------------------------------------------------------------------------------------------------------- 

*For Multiple Accounts: 

Name of Bank:  ____________________________________________________________ 
 

Action to be taken:  New Deposit Authorization   Change from previous authorization 
 

Type of Account: ☐Checking  ☐Savings              Amount:     ____________%  
 

Account #: __________________________________________________________________ 
 

 9-Digit Routing #: ____________________________________________________________ 
 

LKiChoice, a division of Lori Knapp Richland, Inc., is authorized to directly deposit my pay to the account(s) identified 

in this document, which include my signature and date.  Authorization will remain in effect until I modify, cancel in 

writing, or employment terminates. 

 

Employee Signature:  _______________________________ Date: _____________________ 
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I-9 Instructions for page 14 

Please call LKiChoice at 608-326-0434 and ask for 

the Referral department for assistance 

 

Example only:  
These are suggestions for the forms of ID that you can use for the I9.  

You will need a form of ID under list A or one under list B and one under list C  

If you need other forms of approved ID, please call 608-326-0434 and ask for the Referral department. 

See page 15 for a list of acceptable documents. 

 

 

 

 

 

 

 
 

 

Employee 

List A -- If ID information is entered in list A you do not have to enter anything in B or C 
 

 

List B  

Document Title write Driver’s License, State ID, or Tribal ID (whichever one you use) 

Issuing Authority write Wis DOT, State ID, or Tribal ID (whichever one you use) 

Document Number write your Driver’s License, State ID, or Tribal ID number 

Expiration Date write the expiration date of your Driver’s License or State ID.   

If you are using your Tribal ID, write N/A 
  

List C  

Document Title write Social Security Card 

Issuing Authority write Social Security Admin 

Document Number write your social security number 
Under Expiration Date write N/A     

 

Member/Employer/Guardian/POA 
Next to the RED X- Member/Employer/Guardian/POA will need to complete the required information. 

Under Title of Employer or Authorized Representative- write Employer, Guardian, or POA-whichever applies 

Under Employer’s Business or Organization Name- Write Member/Employer’s name. 
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Documentation of Training for: Supportive Home Care, Personal Cares, 

Respite, and Daily Living Skills in Self-Direction FEA 

------------------------------------------------------------------------------------------------------------- 

Page 1 of 1 

Created on: 02/04/2017 

Revision: 07/27/2022 

 
106 S. Beaumont Rd. 

Prairie du Chien WI 53821 

Fax: 844-634-7225 

Phone: 608-326-0434 
Lori Knapp Richland, Inc. 

www.lkichoice.com  

   

This form is not optional, a start date of employment will not be given until the form is completed and returned.  

Name of Employee: Date: 

 

Name of Employer: Date: 

 

The following information is the minimum required training to be completed by the Employee of the 

Employer. Check the appropriate box(s) to indicate which training(s) were completed or which training(s) 

the Employee is exempted from due to previous comparable experience.  

 

Personal Services – Required Training 

1. Orientation to policies & Employer’s cares 

2. Safe Provision of Services 

3. Recognizing & Responding to Emergencies 

4. Employer Specific Information 

5. General Target group information  

6. Working Effectively with Employer 

7. Homemaking/Household Services 

 

Required Training Completed  

 

Training Exempted due to 

previous/comparable experience with 

Employer or other Employers 
 

N/A 

Household/Chore Services – Required Training 

1. Orientation to policies & Employer’s cares 

2. Safe Provision of Services 

3. Recognizing & Responding to Emergencies 

4. Employer Specific Information 

 

Required Training Completed  

 

Training Exempted due to 

previous/comparable experience with 

Employer or other Employers 
 

N/A 

Daily Living Skills – Required Training 

1. Orientation to policies & Employer’s cares 

2. Safe Provision of Services 

3. Recognizing & Responding to Emergencies 

4. Employer Specific Information 

 

Required Training Completed  

 

Training Exempted due to 

previous/comparable experience with 

Employer or other Employers 
 

N/A 

Respite Services – Required Training 

1. Orientation to policies & Employer’s cares 

2. Safe Provision of Services 

3. Recognizing & Responding to Emergencies 

4. Employer Specific Information 

5. General Target Group Information 

6. Working Effectively with Employer 

7. Homemaking/Household Services  

 

Required Training Completed  

 

Training Exempted due to 

previous/comparable experience with 

Employer or other Employers 
 

N/A 

Signature of Employee: Date: 

 

Signature of Employer: Date: 
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