
Purchasing Services and Staff? 
Tips and Tools for Managing the 

Process 

Presented by the Passport Program 



Agenda 
• Welcome	
  and	
  Introduc/on	
  

	
  -­‐	
  Presenters:	
  Megan	
  Hart	
  and	
  Amaranta	
  Ng	
  

•  Choosing	
  Services	
  
•  Budge/ng	
  for	
  Services	
  
•  Transporta/on	
  as	
  a	
  Service	
  
•  Hiring	
  a	
  Personal	
  Support	
  Worker	
  (PSW)	
  

•  Handouts:	
  One	
  Page	
  profile,	
  Hiring	
  a	
  Support	
  Worker,	
  
Ques/ons	
  for	
  Programs/Service,	
  Budget	
  Tracker	
  

•  Q&A	
  



Choosing a Service 



A service can include… 
•  Day	
  programs	
  
•  Respite	
  op/ons	
  
•  Educa/onal	
  programs	
  

•  Recrea/onal	
  ac/vi/es	
  
•  Skill	
  building	
  classes	
  
•  and	
  many	
  many	
  more…	
  



Tips for Choosing a Service 
•  Start	
  Early:	
  Start	
  looking	
  for	
  programs	
  and	
  
classes	
  as	
  far	
  in	
  advance	
  as	
  possible.	
  
Regardless	
  of	
  the	
  type	
  of	
  service,	
  it	
  can	
  take	
  
some	
  /me	
  to	
  find	
  a	
  suitable	
  op/on	
  and	
  there	
  
may	
  be	
  waitlists.	
  

• Make	
  a	
  Call:	
  Call	
  a	
  variety	
  of	
  programs	
  that	
  
may	
  be	
  of	
  interest.	
  Start	
  by	
  asking	
  ini/al	
  
ques/ons	
  that	
  are	
  of	
  importance.	
  



Questions to Ask 
•  What	
  is	
  the	
  structure	
  of	
  the	
  day?	
  
•  What	
  ac/vi/es	
  are	
  offered?	
  	
  
•  Will	
  service	
  take	
  part	
  on	
  site	
  or	
  in	
  the	
  community?	
  	
  
•  What	
  means	
  of	
  transporta/on	
  is	
  used	
  to	
  access	
  the	
  community?	
  
•  What	
  hours	
  is	
  service	
  offered?	
  	
  (extended	
  hrs-­‐	
  cost/holidays)	
  
•  Are	
  par/cipants	
  involved	
  in	
  planning	
  ac/vi/es?	
  
•  What	
  is	
  the	
  group	
  size?	
  	
  
•  What	
  is	
  the	
  ra/o	
  of	
  staff/teachers	
  to	
  par/cipants?	
  	
  
•  What	
  qualifica/ons	
  do	
  the	
  staff/teachers	
  have?	
  	
  
•  What	
  is	
  the	
  cost?	
  	
  
•  Are	
  their	
  any	
  addi/onal	
  cost/material	
  fees?	
  	
  
•  Is	
  there	
  a	
  waitlist?	
  	
  
•  Is	
  the	
  loca/on	
  accessible?	
  	
  
•  Is	
  food	
  included?	
  	
  
•  How	
  is	
  billing	
  managed?	
  	
  

Take	
  away	
  copy	
  
available	
  at	
  the	
  

end	
  of	
  
presenta/on	
  



Tips for Choosing a Service 
• Visit	
  and	
  Ask	
  Ques6ons:	
  Arrange	
  for	
  a	
  tour	
  of	
  
any	
  op/ons	
  that	
  you	
  are	
  considering.	
  Ask	
  
ques/ons	
  and	
  gather	
  informa/on.	
  You	
  can	
  get	
  
a	
  sense	
  for	
  the	
  people	
  and	
  environment.	
  	
  

•  Speak	
  to	
  People:	
  Talk	
  to	
  others	
  who	
  have	
  used	
  
the	
  service	
  and	
  ask	
  for	
  their	
  opinion.	
  

• Arrange	
  for	
  a	
  Trial	
  Period:	
  It	
  is	
  important	
  to	
  
make	
  sure	
  that	
  the	
  service	
  is	
  a	
  good	
  fit.	
  



Site Visit Check List 
•  Did	
  you	
  feel	
  welcome?	
  

•  Were	
  the	
  services	
  and	
  ac/vi/es	
  properly	
  explained?	
  

•  Were	
  you	
  given	
  clear	
  informa/on	
  regarding	
  staffing,	
  

	
  	
  	
  	
  programming,	
  and	
  costs?	
  
•  Is	
  the	
  facility	
  clean?	
  
•  Did	
  the	
  staff	
  and	
  par/cipants	
  seem	
  happy	
  and	
  comfortable?	
  

•  Are	
  par/cipants	
  ac/vely	
  involved	
  in	
  ac/vi/es?	
  

Take	
  away	
  copy	
  
available	
  at	
  the	
  

end	
  of	
  
presenta/on	
  



Tips for Choosing a Service 
• Make	
  a	
  Choice:	
  Consider	
  what	
  you	
  learned	
  
from	
  each	
  visit	
  and	
  make	
  the	
  best	
  choice.	
  

•  Stay	
  Involved:	
  AZer	
  a	
  choice	
  has	
  been	
  made,	
  
remain	
  in	
  contact	
  with	
  the	
  staff	
  on	
  a	
  regular	
  
basis	
  to	
  ensure	
  that	
  things	
  are	
  going	
  smoothly.	
  



Resources 

• Connectability:	
  	
  www.connectability.ca	
  

• Toronto	
  District	
  School	
  Board-­‐	
  Learn4Life:	
  	
  
www.tdsb.on.ca	
  

• Toronto	
  Parks	
  &	
  Recrea/on:	
  	
  
www1.toronto.on	
  



Budgeting for Services 
Budge/ng	
  and	
  planning	
  helps	
  to	
  purchase	
  supports	
  on	
  a	
  regular	
  
basis.	
  

•  Set	
  a	
  monthly	
  amount:	
  Ensure	
  this	
  amount	
  it	
  realis/c	
  and	
  
affordable	
  	
  

•  Plan	
  ahead:	
  Calculate	
  the	
  cost	
  and	
  hours	
  for	
  services/classes/
support	
  hours	
  to	
  stay	
  within	
  the	
  monthly	
  allowance	
  

•  Leave	
  some	
  wiggle	
  room:	
  Keep	
  in	
  mind,	
  things	
  can	
  change.	
  More	
  
support	
  hours	
  may	
  be	
  needed	
  one	
  month	
  and	
  not	
  the	
  next.	
  Leave	
  
some	
  funds	
  available	
  to	
  accommodate	
  the	
  unexpected.	
  

•  Write	
  it	
  down:	
  Keep	
  a	
  detailed	
  list	
  of	
  spending.	
  This	
  is	
  a	
  good	
  
visual	
  reminder	
  to	
  stay	
  within	
  budget.	
  



Budgeting for Services: Sample 

Take	
  away	
  copy	
  
available	
  at	
  the	
  

end	
  of	
  
presenta/on	
  



Transportation as a Service 
This	
  may	
  include:	
  TTC,	
  Taxis,	
  private	
  driver	
  and	
  driving	
  companies	
  

If	
  this	
  is	
  a	
  service	
  you	
  are	
  interested	
  in,	
  remember	
  to	
  ask	
  ques/ons	
  
to	
  ensure	
  your	
  needs	
  will	
  be	
  met	
  	
  

•  Pick	
  up	
  and	
  drop	
  off	
  /me?	
  
•  Will	
  the	
  driver	
  wait	
  with	
  the	
  person	
  receiving	
  the	
  ride?	
  

•  What	
  are	
  the	
  expecta/ons	
  around	
  being	
  late?	
  

•  What	
  is	
  the	
  cancella/on	
  policy?	
  

•  How	
  will	
  I	
  be	
  billed?	
  
•  Will	
  this	
  meet	
  the	
  person’s	
  accessibility	
  requirements?	
  
•  Are	
  they	
  equipped	
  to	
  deal	
  with	
  behaviours?	
  



Transportation as a Service: Resources 

•  Beaver	
  Transporta/on:	
  www.beavertransport.com	
  

•  The	
  BTS	
  Network:	
  h`p://www.thebtsnetwork.com/	
  

•  Dignity:	
  h`p://www.dignitytransporta/on.com/	
  

•  GTA	
  Accessible	
  Transporta/on:	
  h`p://gtaaccessible.com/	
  

•  TTC	
  WheelTrans:	
  h`p://`c.ca/WheelTrans/index.jsp	
  	
  

•  Local	
  taxi	
  companies	
  generally	
  offer	
  accessible	
  services,	
  and	
  allow	
  
an	
  account	
  to	
  be	
  made	
  and	
  paid	
  at	
  designate	
  /mes	
  



Hiring a Personal Support 
Worker (PSW) 



What is a PSW? 

A PSW is a paid staff person who assists people 
with daily living activities 



What do PSWs do? 

•  A	
  PSW	
  helps	
  with	
  individual	
  needs	
  	
  
	
  	
  	
  	
  (needs	
  are	
  diverse	
  and	
  vary	
  from	
  individual	
  to	
  individual)	
  	
  

•  Examples	
  include:	
  	
  
! Training	
  how	
  to	
  use	
  TTC	
  
! Supervising	
  and	
  providing	
  guidance	
  during	
  day	
  
program(s)	
  

! Learning	
  communica/on	
  skills	
  
! Teaching	
  meal	
  prepara/on	
  	
  
! Buying	
  groceries	
  
! Learning	
  how	
  to	
  organize	
  and	
  clean	
  your	
  house/room	
  
! Caregiver	
  Respite	
  
! Much	
  more…	
  



Identifying your needs 

• What	
  do	
  I	
  want	
  the	
  PSW	
  to	
  do?	
  
•  Write	
  a	
  list	
  of	
  ac/vi/es	
  and	
  responsibili/es	
  for	
  the	
  
worker	
  –	
  like	
  a	
  job	
  descrip/on	
  

• When	
  and	
  where	
  will	
  I	
  ask	
  them	
  to	
  work?	
  
• What	
  is	
  the	
  hourly	
  rate?	
  
• Do	
  I	
  need	
  more	
  than	
  one	
  worker	
  ?	
  
• Do	
  I	
  need	
  to	
  sign	
  an	
  agreement?	
  



Finding a PSW  
When ready to hire consider the following  

•  Do	
  I	
  want	
  to	
  hire	
  through	
  an	
  agency?	
  

•  Do	
  I	
  want	
  to	
  hire	
  someone	
  I	
  know?	
  
Neighbour,	
  rela/ve,	
  family	
  friend,	
  staff	
  from	
  a	
  program	
  

•  Who	
  do	
  I	
  ask	
  for	
  help	
  to	
  find	
  a	
  PSW?	
  
-­‐	
  respiteservices.com	
  
-­‐	
  www.connectability.com	
  
-­‐	
  www.homehealthcarenetwork.com	
  
-­‐	
  h`p://personalsupportworkerhg.com	
  
-­‐	
  college	
  and	
  universi/es	
  community	
  boards	
  (job	
  pos/ng)	
  



Planning to hire – check list 
" Review	
  resumes	
  and	
  highlight	
  what	
  interests	
  you	
  	
  

" For	
  informal	
  interviews	
  and	
  referral	
  from	
  friends	
  write	
  down	
  why	
  
this	
  person	
  is	
  being	
  recommended	
  	
  

" Make	
  sure	
  your	
  needs	
  match	
  the	
  experience	
  of	
  the	
  worker	
  

" Create	
  a	
  list	
  of	
  ques/ons	
  that	
  you	
  would	
  like	
  to	
  discuss	
  with	
  the	
  
poten/al	
  worker	
  

" Ask	
  for	
  availability	
  and	
  flexibility	
  	
  

" Discuss	
  hourly	
  rate	
  	
  



Questions to ask the PSW 
•  What	
  is	
  your	
  previous	
  experience?	
  Can	
  you	
  tell	
  me	
  about	
  it?	
  

•  Do	
  you	
  have	
  formal	
  educa/on?	
  

•  What	
  type	
  of	
  ac/vi/es	
  would	
  you	
  be	
  doing	
  with	
  the	
  person	
  being	
  
supported?	
  

•  Are	
  you	
  experienced	
  in	
  handling	
  emergencies?	
  
•  Are	
  you	
  trained	
  in	
  first	
  aid/CPR?	
  
•  Do	
  you	
  have	
  any	
  references?	
  If	
  so,	
  can	
  I	
  contact	
  them?	
  

•  What	
  is	
  your	
  hourly	
  rate?	
  

•  Do	
  you	
  have	
  a	
  minimum	
  or	
  maximum	
  shiZ	
  /me	
  length?	
  

•  Do	
  you	
  provide	
  a`endant	
  care?	
  

*Use	
  this	
  /me	
  to	
  ask	
  as	
  many	
  ques/ons	
  as	
  you	
  can,	
  so	
  to	
  reduce	
  
any	
  surprises	
  once	
  the	
  PSW	
  begins	
  working	
  	
  



One Page Profile 
•  Consider	
  crea/ng	
  a	
  one	
  page	
  profile	
  to	
  allow	
  the	
  PSW	
  to	
  be`er	
  
understand	
  the	
  person	
  being	
  supported	
  

•  A	
  one-­‐page	
  profile	
  captures	
  all	
  the	
  important	
  informa/on	
  about	
  a	
  
person	
  on	
  a	
  single	
  sheet	
  of	
  paper	
  under	
  three	
  simple	
  headings;	
  
what	
  people	
  appreciate	
  about	
  me,	
  what’s	
  important	
  to	
  me	
  and	
  
how	
  best	
  to	
  support	
  me	
  

•  This	
  page	
  can	
  be	
  taken	
  with	
  the	
  PSW	
  as	
  a	
  /p	
  sheet	
  

•  The	
  back	
  of	
  the	
  page	
  can	
  be	
  used	
  for	
  any	
  emergency	
  contact	
  
informa/on	
  for	
  the	
  person	
  being	
  supported	
  and/or	
  family/
guardians	
  	
  



*Remember:	
  
Honesty	
  is	
  
important	
  to	
  
ensure	
  the	
  
safety	
  and	
  
success	
  for	
  
both	
  the	
  
person	
  and	
  
PSW	
  

Take	
  away	
  copy	
  
available	
  at	
  the	
  

end	
  of	
  
presenta/on	
  



Writing an Agreement 

Having	
  a	
  wri`en	
  agreement	
  with	
  your	
  PSW	
  will	
  help	
  clarify	
  roles	
  
and	
  responsibili/es	
  and	
  will	
  reduce	
  conflict	
  in	
  the	
  future.	
  Consider	
  
including	
  the	
  following	
  items	
  in	
  your	
  agreement.	
  

" When	
  and	
  where:	
  dates	
  and	
  /mes	
  of	
  work,	
  loca/on	
  of	
  work,	
  
method	
  of	
  travel	
  

" Salary:	
  Hourly	
  pay	
  or	
  flat	
  rate	
  amount,	
  dates	
  of	
  pay	
  or	
  frequency,	
  
PSW	
  responsibility	
  to	
  declare	
  income	
  



Writing an Agreement 
" Goals	
  for	
  the	
  person	
  being	
  supported:	
  learning	
  goals,	
  skill	
  
development,	
  socializa/on,	
  safety,	
  par/cipa/on	
  

" Expecta/ons	
  of	
  the	
  PSW:	
  recording	
  hours	
  worked,	
  calling	
  in	
  sick/
missing	
  work,	
  maintaining	
  safety,	
  respec/ng	
  personal	
  and	
  cultural	
  
customs,	
  personal	
  liability,	
  no/ce	
  of	
  resigna/on	
  

" Any	
  other	
  informa/on	
  you	
  feel	
  necessary	
  

Take	
  away	
  copy	
  
available	
  at	
  the	
  

end	
  of	
  
presenta/on	
  



Questions 



Thank you! 
Passport Program, Family Service Toronto 

416-780-1106 
passport@familyservicetoronto.org 

www.familyservicetoronto.org/programs/passport 


