
   ATTENDANT DATA FORM 
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12025

Attendant Information 

Name:          
                                First                 Middle                     Last 

Physical Address:   
                                               Street                            Apt/Unit #              City                       State          Zip Code 

Mailing Address:   
(if different than physical address)    Street/PO Box                 Apt/Unit #                     City                      State           Zip Code 

Phone #: Home    Cell   
We may reach out to you via SMS/Text Messaging concerning your services with CDCN. Please note that CDCN will 
never request sensitive personal information, such as your Social Security Number, banking details, address, or date of 
birth through text messages. If you receive an SMS message from CDCN and would like to opt-out from future SMS 
messages, please respond to the initial message with "STOP" 

Email:   

Date of Birth:    Social Security Number:   -   -   

 Yes   No – The Consumer is my child, and the Consumer is a minor under age 18?   

 Yes   No – The Consumer is my spouse?   

If yes to either question above, the Attendant cannot provide Respite Care. If the Attendant is the parent 
of more than one minor Consumer in Consumer Direction, the Attendant can work up to 40 hours per 
week for each child but cannot work more than 16 hours per day in total. All other LRI attendants cannot 
work more than 40 hours per week. 

Employer Information 

Name of Employer of Record (EOR):   

EOR Phone #:   

EOR Email:   

Name of Consumer:   

Consumer Medicaid ID #:    

Age of Consumer (check one):   Adult 18 years old or older     Minor under age 18  
 

Note: If the Consumer is a minor, the Attendant must complete a Dept of Social Services 
background check form. The form will be sent to the Attendant in an email from Virginia DSS on 
behalf of Consumer Direct. The email will be from CDVADSS@ConsumerDirectCare.com with 
subject line “Virginia Central Registry Search Authorization”. The attendant needs to complete the 
form in one sitting. Click on the link in the email to begin filling out the DSS background check form.  
The EOR will receive an Enrollment Confirmation Form from CDCN.  This confirms that CDCN has 
received and approved all employment paperwork. CDCN is not the Attendant’s employer.   
The Attendant attests that the Attendant Information listed above is accurate.  If this information 
changes, the Attendant must notify CDCN. 

         
 Attendant Signature  Date  Employer of Record Signature  Date 
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Dear future Attendant, 
Welcome to Consumer Direct Care Network Virginia (CDCN). CDCN provides financial management 
services for individuals, “Consumers”, enrolled in certain Medicaid programs.  This packet contains 
information and forms, to establish you as an employee.  CDCN will pay and file payroll taxes on your 
behalf.  
 
Once you have received notice from CDCN that your enrollment documents have been received and 
approved: 
 

1. Register for online services.  Our web portal is www.DirectMyCare.com.  Here you can review 
pay stubs, adjust time records, etc.  

 
2. Sign up for Electronic Visit Verification (EVV).  All attendants are required to clock-in and clock-

out using the CareAttend app or Interactive Voice Response (IVR). 
 

Please review training materials and instructions regarding the CDCN web portal and EVV at  
https://www.consumerdirectva.com/training-materials/. 
 
Questions?  We are happy to help!  Please call us Monday-Friday from 8:00 a.m. to 6:00 p.m. and 
Saturday from 9:00 a.m. to 1:00 p.m., excluding federal holidays or email us at 
infocdva@consumerdirectcare.com 

Important Contact Information 
 
CDCN Customer Service Center 

DMAS Services                                                                                            1-888-444-8182 

Aetna Better Health of Virginia Services                                                1-888-444-2418 

Sentara Health Plans Services                                                                  1-888-444-2419 

Kaiser                                                                                                            1-888-592-4341 

Humana                                                                                                        1-888-665-9781 

Phone 

Virginia Medicaid Fraud Hotline 1-800-371-0824 

Adult Protective Services Hotline 1-888-832-3858 

Child Protective Services Hotline 1-800-552-7096 

CDCN Fax (Forms) 1-877-747-7764  

CDCN Email (Forms/Correspondence) InfoCDVA@consumerdirectcare.com 

CDCN Web (Forms/Packets/Instructions/Training Materials) www.ConsumerDirectVA.com 

CDCN Web Portal (Pay Information/Time Approval) https://DirectMyCare.com/ 
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Checklist of Attendant Enrollment Packet Forms to Submit to CDCN 
(Forms are listed in the order they appear in the packet) 

(Some forms are completed by the Attendant, and some forms are completed by both the Attendant 
and the Employer.) 

1.   Attendant Data Form  

• Attendant completes the Attendant Information section of the form. 

• Attendant completes the Attendant/Consumer Relationship section of the form. 

• Employer completes the Employer Information section of the form. 

• Both Attendant and Employer sign and date the form. 

2.   Payroll Tax Exemptions Determination  

• Enter the Attendant’s, Employer’s and Consumer’s name on the top of the form. 

• Attendant checks one relationship.  

• If Attendant is the Employer’s parent or child, check additional descriptions that apply. 

• Both Attendant and Employer sign and date the form.  

3.   Attendant-Consumer Live-in Determination  

• Enter the Attendant’s, Employer’s and Consumer’s name on the top of the form. 

• Attendant checks one living arrangement. 

• If Attendant lives full time with the Consumer:  
o  Send proof of address to CDCN, and 
o Check Yes or No for Difficulty of Care income tax exclusion. 

• Both Attendant and Employer sign and date the form.  

4.   USCIS I-9 Employment Eligibility Verification – Full I-9 instructions are found on the forms page 
of the CDCN Virginia website. 

• Attendant completes and signs Section 1. 

• Attendant provides identity documents to Employer for review. 

• Employer completes and signs Section 2.   

• Employer must review and verify the Attendant’s identity documents.  Enter the details of 
the identity document(s) in appropriate column (List A or Lists B and C).  

• Employer completes the Certification section with Employee’s first day of employment, 
Employer’s name and title (title can simply be “Employer”), Business name (the EOR’s 
name), and Business address (Consumer’s home address – where services are provided).  

5.   W-4 Employee’s Withholding Allowance Certificate – A complete W-4 with instructions and 
worksheets is found on the forms page of the CDCN Virginia website. 

• Attendant completes steps 1-4 as needed. 
00540                                
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• Attendant signs and dates step 5.  

6.   VA-4 Virginia Employee’s Tax Withholding Exemption Certificate – A complete VA-4 with 
instructions is found on the forms page of the CDCN Virginia website. 

• Attendant completes the demographic section (name, SSN, address). 

• Attendant completes lines 1 through 4, as applicable, depending on withholding status. 

• Attendant signs and dates the form. 

7.   Pay Selection Form – Wisely Card information and fee schedule is found on the forms page of 
the CDCN Virginia website. 

• Enter the Attendant’s name on the top of the form. 

• Choose one of the two direct deposit pay options.   

• For an existing bank account (1) Enter the bank’s name, (2) Check the account type, and (3) 
Upload a voided check or other document with exact routing numbers.  

• Attendant signs and dates the bottom of the form.   

8.   Employment Agreement 

• Enter the Attendant’s and Employer’s name on the top of the form. 

• Attendant and Employer review the Agreement. 

• Both Attendant and Employer sign and date the Agreement to acknowledge their 
understanding. 

9.   Criminal History Record Name Search Request – A background check required by state law. 

• Attendant completes the Name Information To Be Searched section.   

• Attendant signs the form in the presence of a Notary Public. 

• Attendant submits form to CDCN with Notary seal.   

• CDCN will submit the completed form to the Virginia State Police. The search fee will be 
paid by the Consumer's Medicaid program. 

10.   Department of Social Services Central Registry Form – A background check required by state 
law only if the Consumer is a minor (under age 18).   

• The Attendant receives the form in an email from CDVADSS@ConsumerDirectCare.com The 
subject line will be “Virginia Central Registry Search Authorization”. 

• Attendant clicks on the link in the email.  The Attendant then completes the background 
check form online. CDCN will process the completed form. 

• All associated background check costs will be paid by the Consumer's Medicaid program. 
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nâ ]̀_èdZâk
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famªZ]cda\̂
cZ]
cfŶ\
̂̀ f̀\W\à «̂
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cfŶ\
mZe_W\à «̂
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Attendant Name Employer of Record Name 

This Agreement is between the Attendant and Employer of Record (EOR) named above. It establishes the 
responsibilities of the parties to each other. 

This Agreement will be effective when it is signed by both parties. Either party may terminate this 
Agreement. Notice to the EOR can be made orally or in writing. Notice must also be supplied to 
Consumer Direct Care Network Virginia (CDCN). The EOR must send a Notice of Discontinued 
Employment Form. 

Attendant Acknowledgements 

As the Attendant, I acknowledge the following: 

• I am at least 18 years old. 

• I have a valid Social Security Number. I am authorized to work in the United States. 

• I am an employee receiving payments under a state Medicaid Home and Community-Based 
Services program. I will not be paid by CDCN for services performed if the Consumer is not 
authorized for services. 

• I am an employee of the EOR. I am not an employee of CDCN. 

• My hourly pay rate is set by the Virginia General Assembly. The rate is based on the Consumer’s 
physical address. 

• This Agreement does not guarantee me employment or payment of wages for any time period. 

• I will keep information about the Consumer confidential. 

• I will carry out assigned duties and tasks. These will be explained by the Consumer or EOR. 
Approved tasks are outlined in the Consumer’s Plan of Care. 

• I must report to the Dept. of Social Services: 
o Neglect or abuse of a Consumer. 
o Misuse of funds or property of a Consumer. 

• Wages are from federal and state funds. I can report suspected Medicaid fraud to the Virginia 
Medicaid Fraud Hotline. Reporting contact information is available on the CDCN website under 
the Resources/Fraud Prevention tab. 

• Federal and state taxes will be withheld from my wages, as applicable. Garnishments, support 
orders, and liens may also apply. I will submit to CDCN: 
o IRS Form W-4. 
o Virginia Form VA-4. 
o CDCN Payroll Tax Exemptions Determination. 
o CDCN Attendant-Consumer Live-In Determination. 

 
 

 
   12029 
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• I cannot be paid if: 
o The Consumer is no longer authorized for services 
o I work more hours than what the Consumer is authorized. 
o I work more than 16 hours within one day. 
o I submit time outside of the 30 day shift submission rule. 

• If I am the Consumer’s spouse or the Consumer is my child under the age of 18: 
o I cannot work more than 40 hours per week for the Employer of Record; unless I am a 

parent of a minor Consumer, and have more than one minor child in Consumer Direction 
and; 

o I cannot provide Respite care. 
• I must notify CDCN of changes in my information on file. Such as name, address, contact 

information and tax withholdings. 

• I am classified as a “domestic service employee” under Virginia law. I am not covered by 
Workers' Compensation Insurance. 

EOR Acknowledgements 

As the EOR, I acknowledge the following: 

• I am responsible for completing the USCIS Form I-9. I will keep a copy for my record and send a 
copy to CDCN. 

• I will hire, dismiss, and train the attendant. 

• I will submit to CDCN a Notice of Discontinued Employment form when an Attendant is no longer 
employed. 

Background Check Requirements 

• The Attendant is subject to background checks prior to hire. These include: 
o Criminal History Record Name Search. This is by the Virginia State Police. 
o List of Excluded Individuals/Entities (LEIE). This is by the U.S. Dept. of Health and Human 

Services; Office of Inspector General. 
o Child Abuse and Neglect Central Registry Records Check. This is by the Virginia Dept. of 

Social Services. This is only required if the Consumer is a minor (under the age of 18). 

• Attendant authorizes CDCN to proceed with required background checks. Results cannot be 
released for any other purpose without Attendant’s written consent. The results of background 
and LEIE checks are made available to CDCN, the EOR, and the clients Medicaid program. 

• Background checks are paid for by the clients Medicaid program. 

• The Attendant may be hired on a temporary basis for no more than thirty (30) days. This is 
pending results of all background and LEIE checks. 

• An Attendant who fails a background or LEIE check is not allowed to work or be paid under this 
program upon or after discovery of failed results.        

Time Records and Payment 

• The Attendant must clock-in and clock-out for each shift worked using the CareAttend app or 
Interactive Voice Response (IVR).         12030 

 



EMPLOYMENT AGREEMENT 

 

Rev. 05/21/2025 Page 3 of 3 
 

• Use the EVV exception process only as needed. The reasons an Attendant would need to adjust 
or correct a shift include: 
o The Attendant clocked-in or clocked-out at the wrong time. 
o The Attendant forgets to clock-in or clock-out. 
o The Attendant’s phone or tablet was not working. 
o The Attendant did not have their phone or tablet. 
o The mobile app was not working. 
o The Consumer had an emergency. 
o New Enrollment 
o The Attendant lives with the consumer. 

• Attendant wages are paid biweekly by CDCN. Payment is through Electronic Funds Transfer. 
Payment is to a bank account or pay card. 

• CDCN will not pay for services provided when: 
o They are not authorized. 
o They exceed the service authorization. 
o The Consumer has lost program eligibility. 
o Time records are submitted more than 30 days from the date of service, unless an 

exception reason is approved. 

• If the Consumer is responsible for any “Patient Pay” amount, CDCN will deduct the amount from 
the Attendant’s net pay. The Consumer pays the Attendant the Patient Pay amount shown on 
the pay stub. 

Attestation 

By signing below, the parties attest and agree that they: 
• Have read and understand all program rules and responsibilities. 
• Understand what is being requested. 

• Must sign and return this Agreement. 

• Will abide by the terms and conditions of this Agreement. 
 

 

Employer of Record, Printed Name Signature Date 
 
 

Attendant, Printed Name Signature Date 
 
 
 
 
 

12031
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Consumer Direct Care Network Virginia, LLC

Virginia Consumer-Directed Services Program

300 Arboretum Place, Suite 410

Richmond VA 23236



Symbol Key: Pay Day Postal and Bank Holiday

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 1 1
5 6 7 8 9 10 11 2 3 4 5 6 7 8 2 3 4 5 6 7 8

12 13 14 15 16 17 18 9 10 11 12 13 14 15 9 10 11 12 13 14 15
19 20 21 22 23 24 25 16 17 18 19 20 21 22 16 17 18 19 20 21 22
26 27 28 29 30 31 23 24 25 26 27 28 23 24 25 26 27 28 29
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Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 1 1 2 3 4 5 6
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12 13 14 15 16 17 18 9 10 11 12 13 14 15 14 15 16 17 18 19 20
19 20 21 22 23 24 25 16 17 18 19 20 21 22 21 22 23 24 25 26 27
26 27 28 29 30 31 23 24 25 26 27 28 29 28 29 30 31

30

2025 Payroll Calendar
JANUARY FEBRUARY MARCH

APRIL MAY JUNE

JULY AUGUST SEPTEMBER

OCTOBER NOVEMBER DECEMBER

2025 Bank & Post Office Holidays
*Consumer Direct Care Network office closures

*New Year's Day - Wednesday, January 1 *Labor Day - Monday, September 1

*Independence Day - Friday, July 4

*Martin Luther King, Jr. Day - Monday, January 20 Indigenous Peoples Day - Monday, October 13
Presidents Day - Monday, February 17 *Veterans Day - Tuesday, November 11

*Memorial Day - Monday, May 26 *Thanksgiving Day - Thursday, November 27
*Juneteenth - Thursday, June 19 *Christmas Day - Thursday, December 25



EVV Time Correction 
Deadline Pay Date

 Thursday Wednesday Friday Friday
12/12/2024 12/25/2024 12/27/2024 1/3/2025

12/26/2024 1/8/2025 1/10/2025 1/17/2025*

1/9/2025 1/22/2025 1/24/2025 1/31/2025

1/23/2025 2/5/2025 2/7/2025 2/14/2025*

2/6/2025 2/19/2025 2/21/2025 2/28/2025

2/20/2025 3/5/2025 3/7/2025 3/14/2025*

3/6/2025 3/19/2025 3/21/2025 3/28/2025

3/20/2025 4/2/2025 4/4/2025 4/11/2025*

4/3/2025 4/16/2025 4/18/2025 4/25/2025

4/17/2025 4/30/2025 5/2/2025 5/9/2025*

5/1/2025 5/14/2025 5/16/2025 5/23/2025

5/15/2025 5/28/2025 5/30/2025 6/6/2025*

5/29/2025 6/11/2025 6/13/2025 6/20/2025

6/12/2025 6/25/2025 6/27/2025 7/3/2025*

6/26/2025 7/9/2025 7/11/2025 7/18/2025

7/10/2025 7/23/2025 7/25/2025 8/1/2025*

7/24/2025 8/6/2025 8/8/2025 8/15/2025

8/7/2025 8/20/2025 8/22/2025 8/29/2025*

8/21/2025 9/3/2025 9/5/2025 9/12/2025

9/4/2025 9/17/2025 9/19/2025 9/26/2025*

9/18/2025 10/1/2025 10/3/2025 10/10/2025

10/2/2025 10/15/2025 10/17/2025 10/24/2025*

10/16/2025 10/29/2025 10/31/2025 11/7/2025

10/30/2025 11/12/2025 11/14/2025 11/21/2025*

11/13/2025 11/26/2025 11/28/2025 12/5/2025

11/27/2025 12/10/2025 12/12/2025 12/19/2025*

12/11/2025 12/24/2025 12/26/2025 1/2/2026
DMAS: 888.444.8182
Aetna: 888.444.2418
Sentara Health Plans: 888.444.2419 
Kaiser: 888.592.4341
Humana: 888.665.9781

*If applicable, Patient Pay amount is subtracted from pay on these
dates.

Web: www.ConsumerDirectVA.com
Email: InfoCDVA@ConsumerDirectCare.com
Fax: 877-747-7764

Two Week Pay Period
Start  Date End Date

Work weeks are Thursday through Wednesday.  You must submit 
time daily using Electronic Visit Verification (EVV).  Corrections are 
due by the correction deadline.  Late time or time with mistakes 
may result in late pay.  Thank you! 
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