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LKiChoice

Part of the AssuranceSD Family

PARTICIPANT
INFORMATION PACKET

CONTACT INFORMATION

Main Phone: 608.326.0434 Address: 106 S Beaumont Road
Toll Free Phone: 844.534.7225 Prairie du Chien, WI 53821

Toll Free Fax: 844.634.7225 Website: www.lkichoice.com



http://www.lkichoice.com/

\Y/ LKiChoice PARTICIPANT

Part of the AssuranceSD Family INFORMATION PACKET

ENROLLMENT CONTACTS

Do not schedule your Employee to start working until you receive a phone call with a start date.

Please call us! We will help you fill these forms out and answer any questions you may have.

Beth F. Jenny J.
Extension: 1279 Extension: 1219
beth.flansburg@lkichoice.com jennifer.jeidy@lkichoice.com
Donna B. Cassandra S.
Extension: 1224 Extension: 1210
donna.black@lkichoice.com cassandra.stocks@lkichoice.com
Tricia K. Kerrin T.

Extension: 1250 Extension: 1234
tricia.hummel@lkichoice.com kerrin.thompson®@lkichoice.com
Karen C. Corissa B.
Extension: 1232 Extension: 0032
karen.carver@lkichoice.com corissa.bothel@lkichoice.com
Anne S.
Extension: 0044
anne.sadler@lkichoice.com

IMPORTANT INFORMATION

Please complete all forms using your full legal name on your Social Security Card.

If you have a Guardian, your Guardian must sign all documents, if you have a POA then you or your POA can sign
all documents.

Please contact us with any questions or for help to complete the forms in this packet.
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PAYROLL CONTACTS
Your Payroll Specialist is highlighted below.

608.326.0434 or 844.534.7225

Brandon D. Carrie L.
Extension: 1280 Extension: 1282
Jayne M. Tiffany M.
Extension: 1205 Extension: 1310

Sara G. Michelle C.

Extension: 1288

Extension: 1203

Catherine W.
Extension: 1230

Nikki D.
Extension: 1238

Danielle D.
Extension: 1302

Jennifer Y.
Extension: 1265

Laura S
Extension: 3110

TIMESHEET REMINDERS

e Work week and authorizations run from Sunday to Saturday.

e Must have an in and out time for each shift listed.

e Stay within your authorized hours, miles, or services. If unsure of your authorized hours or service code,
please call your Payroll Specialist listed above.

o  Write clearly and in dark blue or black ink only and enter only one shift per line.

e When working past midnight, start a new line for the new workday.

e Don’t write over numbers already written on timesheet. If you make an error place a line through it, initial,
and write clearly next to it or on a new line.

e Have the member/legal rep and employee sign off on the timesheet after all days of service have been
worked for that pay period. Date the signatures for the same date as the signatures were written.

e Write the total number of hours and minutes worked on each individual timesheet.

e Check your correct Funding Source at the bottom of all timesheets. If unsure of Funding Source contact
your Payroll Specialist.
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ELECTRONIC VISIT VERIFICATION (EVV): CARETIME
608.326.0434 or 844.534.7225

EVV CONTACTS
Tanya D. Beth A-P.
Extension: 1283 Extension: 1284
Susan M. Jennifer M.
Extension: 1300 Extension: 1240
EVV INFORMATION

Electronic Visit Verification is to be used for the codes below and is mandated by the federal government.

e S5125, S5126, T1019 and T1020

e Therapy: 92507, 07139, 97799

e Nursing: 99504, 99600, S9123, S9124, T1001, T1021, T1502
e PCS: 99509

If you are a verified Live-in provider, you are exempt from using EVV. If you have one of the codes above and you
are not a verified live-in provider, you will need to use EVV to clock in and clock out for every shift worked.

EVV REMINDERS

e EVVisrequired for payment of payroll as well as a 2nd form of logging your hours. Paper timesheet or the
Web Entry Portal.
e CareTime punches should match your timesheet. Paper timesheet or Web Entry.
e LKiChoice uses the CareTime Software for the EVV Program. CareTime is two-step process:
1. Direct Care Professional use the CareTime app or the member’s landline phone to clock in/out of
their shifts.
2. The participant or their delegate will manage the CareTime portal website to edit and add shifts as
well as approve all shifts at the end of each payroll.
e |f a caregiver misses a punch in CareTime it will need to be corrected by the member, delegate, or the
EVV team.

If you have any questions or issues with CareTime, contact the EVV Team.
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EMPLOYER HANDBOOK

This handbook is intended to give you, the Employer, tips and tools as it relates to Employer tasks.

1. Determine Your Support Needs and Job Criteria

Define the job duties (cleaning, bathing, lifting, transportation, etc.)

How many hours and workers are needed?

What time of day and what days do you need help? Can the hours be flexible?
Create a weekly schedule.

What is the hourly wage?

Who will supervise and what is the supervisory style?

Who approves timesheets?

How is quality of work defined?

S@ "o a0 TR

2. Find A Worker/Employee

a. Speak with family, friends, or neighbors.
b. Create ajob posting.
i.  Newspaper advertisement.
ii.  Online job sites.
i. https://jobcenterofwisconsin.com/
ii. https://www.indeed.com/
iii.  County or ADRC may have a job board.
iv.  College campuses or high school.
v.  Respite Care of Wisconsin Job Board - https://respitecarewi.org/

3. Provide Applications

a. Request the following information from prospective worker/employee:
i Name, address, phone numbetr.
ii.  Education, training, skills, and work experience.
ii. References for you to call.
iv.  Signature of applicant for certification of truthfulness.
b. Topics you should not include or ask:
v.  Age, race, height, or weight.

Vi. Marital status.
vii.  Religion.
viii.  Any question dealing with children
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4. Interview Prospective Worker/Employee

Be thorough and specific on the job responsibilities, hours, times, wages, start date, flexibility, etc.
Ask open-ended questions that allow for deeper communication.
If you have pets, discuss this with them in case they have pet allergies.
Ask questions such as:
i. Describe your work experience, skills, or any jobs you have had that relate to caregiving?
ii.  What motivates you to do your job well?
ii.  What makes them the best candidate for the job?
e. Do not ask questions such as:
iv.  Are you catholic?
v.  Are you single or dating?
vi. Do you have a disability?
f.  Answer any questions the applicant might have.

SRS O

. Review Applications and Decide on Worker/Employee to Hire

a. Gather all the information you have collected on applicants.
b. Call provided references and ask questions such as:
i. How do you know the applicant?
ii. How was the applicant’s attendance, punctuality, teamwork, motivation, etc.
iii.  What are the applicant’s strengths and weaknesses?
iv.  Would you rehire the applicant? Why or why not?

. Hire the Applicant that Fits Your Needs the Most

Call the worker/employee you have chosen and offer them the job position.

Be sure they understand their job responsibilities, the rate of pay, hours, etc.

Provide the Employee Packet from LKiChoice to be filled out by the applicant.

Sign the -9 and any employer signatures need in the Employee Packet.

Return completed packet to LKiChoice for processing.

i. LKiChoice will let you know when the required Wisconsin Caregiver background check is

completed, and your Funding Source has given a hire date for the employee. Do not schedule
your employee until a start date is received.

® o0 0o

106 South Beaumont Road, Prairie du Chien, W1 53821 | Phone: 608.326.0434 | Fax: 844.634.7225 | LKiChoice.com

LKI Participant Information Packet: Rev 07.25



\Y/ LKiChoice PARTICIPANT

Part of the AssuranceSD Family INFORMATION PACKET

7. Train Your Employee

a.

Explain to your Employee what needs to be done and the way you would like it to be completed.
View the LKiChoice website at https://Ikichoice.com/trainings, to assist with training materials.
Responsible for verifying hours worked on timesheets/online entry and sign off/approve properly
completed hours.
Verify that Employee is using the EVV system if required.
i. EVV is a Federal mandated electronic system that uses technology to verify that authorized
services were provided. If you are authorized for one of these service codes, S5125, S5126,
T1019, or T1020, you will need to follow the EVV guidelines and rules.
ii. For more information on EVV visit: https://Ikichoice.com/evv

8. Employer Best Practices for a Professional Relationship with Employees

o

@ =0 oo

Be fair, consistent, respectful, and honest with your Employee and their privacy.

Be sincere in your praise and give positive feedback often. Tell the Employee why you appreciate their
efforts and behavior.

Understand that retention is important to you and your cares.

Compromise or brainstorm strategies with your Employee.

Listen and pay attention to Employee’s ideas.

Give examples of how to improve.

Address concerns immediately, in a non-judgmental manner.

9. Post REQUIRED Employment posters

a.

All Employers covered by Wisconsin’s Unemployment Insurance Law are required to prominently
display the most up to date posters where Employees will easily see them, such as, on bulletin
boards. If Employers do not have a permanent work site regularly accessed by Employees, an
individual copy is to be provided to each Employee. All posters can be found at
https://dwd.wisconsin.gov/dwd/workplaceposters/ and should be kept up to date. The last pages of
this document contain the current required posters at this time.

10. Termination of an Employee

a.

b.

Termination may be due to reasons including:
i.  Employee found another job.
ii. Employee failed to meet the job requirements/duties.
ii.  The Employee was often late or a no show for work shifts.
Contact your Care Manager and LKiChoice to let them know the last day worked by your Employee
and reason for employment termination.

106 South Beaumont Road, Prairie du Chien, W1 53821 | Phone: 608.326.0434 | Fax: 844.634.7225 | LKiChoice.com

LKI Participant Information Packet: Rev 07.25


https://lkichoice.com/evv
https://dwd.wisconsin.gov/dwd/workplaceposters/
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TIMESHEET SUBMISSION :
Mail Email Fax

106 S Beaumont Road 844.634.7225
Prairie du Chien, WI 53821

Please call 608.326.0434 to ensure fax or mail is received or for any questions.

**Late Timesheets received after the date indicated in the “Timesheets Due” column will be processed
in the next pay period. NO EXCEPTIONS. **

. Pay Peri Pay Peri Timesh
Pay Period agta(:-ts()d aj]riln(:is o ]gieeets Pay Date
1 12/16/24 12/31/24 01/03/25 01/15/25
2 01/01/25 01/15/25 01/18/25 01/30/25
3 01/16/25 01/31/25 02/03/25 02/14/25
4 02/01/25 02/15/25 02/18/25 02/28/25
5 02/16/25 02/28/25 03/03/25 03/14/25
6 03/01/25 03/15/25 03/18/25 03/28/25
7 03/16/25 03/31/25 04/03/25 04/15/25
8 04/01/25 04/15/25 04/18/25 04/30/25
9 04/16/25 04/30/25 05/03/25 05/15/25
10 05/01/25 05/15/25 05/18/25 05/30/25
11 05/16/25 05/31/25 06/03/25 06/13/25
12 06/01/25 06/15/25 06/18/25 06/30/25
13 06/16/25 06/30/25 07/03/25 07/15/25
14 07/01/25 07/15/25 07/18/25 07/30/25
15 07/16/25 07/31/25 08/03/25 08/15/25
16 08/01/25 08/15/25 08/18/25 08/29/25
17 08/16/25 08/31/25 09/03/25 09/15/25
18 09/01/25 09/15/25 09/18/25 9/30/25
19 09/16/25 09/30/25 10/03/25 10/15/25
20 10/01/25 10/15/25 10/18/25 10/30/25
21 10/16/25 10/31/25 11/03/25 11/14/25
22 11/01/25 11/15/25 11/18/25 11/28/25
23 11/16/25 11/30/25 12/03/25 12/15/25
24 12/01/25 12/15/25 12/18/25 12/30/25
All forms can be found on the page.

106 South Beaumont Road, Prairie du Chien, WI 53821 | Phone: 844.534.7225 | LKiChoice.com

LKiChoice 2025 Payroll Schedule Rev. 06.25


mailto:payroll@lkichoice.com
https://lkichoice.com/forms/

(0202/90) ¥¥008-d

[suno) |eba Jo 92O
SADIAYAS HITVAH /o
JINAINIIVIIA NISNODSIX

"SMe| 9S8y JO aWos
1noge uonewJojul SeAlb pue si uonoajold [eroads
1By} Jeym surejdxe ainyooiq siy] ‘[oAs] 8Jels ay) 1e
(SHQ) seo1M8S YljeaH Jo Juswyiedaq UISUOISIA BU}
ybnouyy paoIojus aie Jey) SMe| [eiopa) JO asnedaq s
SIyJ "uoneulwLosIp Jsurefe uonosjo.d [eroads ey
sweiboid 921AI8S [eI00S pue yieay ul siuedionied

mouy noA pig

SIyS1y I a0 Mouy

| it [ {

‘noA 0} papinoid aq |Im )1 pue sed1AIas Buipiroid
weJboud 1o Ayjioey 8y} Jo Jaquiaw Jels e 9es asead
‘s)ybu asay) BuipieBal uonewoul [euolippe
aunbal noA §| '¢1'z8y 4D Zv PUE ‘pZ| SHA Pue
26 SHQ "sY0 8poQ "WpY "SIV ‘0¢'LS PUe (1)19'1G
§ 1813 "siM Japun s)ybu sy eaey nok ‘Ayjigesip
|eyuswdojansp e Jo ‘asnqge Bnip ‘wisijoyooje ‘ssau|l

[eJUBW 10} S80IAISS Jusledul 8AI808) NOA UBYM

‘sjuie|dwoo seoInIas AJunod

pajgesip Ajlejuswidojorsp pue YAy ey [eyusw
Aunoo ‘aienlabpeg/pieaipa|y ‘UISUOISIAL B1eySPOO
Jo} Xdse s[eaddypuySbuesH/ YO qInoqy/Sabed

JAOD T BOp M s|eaddy pue sBuliesH Jo uoIsing
UISUODSIAN BU) Yim Buliesy Jiey e 1o} o)1} 1SNW NOA

8lle|Q ne3 Ul £68€-9€8-GL L ‘UIBISOM  »

UoSIpelN Ul €11G-12G-¢9¢ -uisyinog .

BYSOMNEA Ul €11 G-1¢G-¢9C -UIsiseayinos .
JspueppuIyy Ul /0G2-G9¢-GL L (UIBYHON  «

feg usalI9 ul £8£G-8y-026 :UISISESULON
:uolessIuIWpY ealy

[euoifey SHQ @reudoidde ayy 0} noA Jayal pinoys
Auno2 InoA ‘uonnjosal a|qeidadde Ajjemnui e pul
JOUUBD NOA J| “J0JeUIPJ002 Jule|/dwod Aunod 8y} 0} Yje}
J0U J| "UOIEBNYIS BY} BA|0S8) UBD NOA JI 89S 0} Japiroid
$921AI8S AJUN02 noA Jo Josiniedns e o) yeads 0} sy

b

sjyuiejdwod
weJtsoad 10 Ayp1qisya Joy sdayg

"suolIpuod Ayjiqibije oIseq asay) uo

108§ ou aABY SMe| S)YBI [IAID “JaW 8¢ ISNW SUOIIPUOI
Aniqibiie 21seq JayI0 U pue ‘(98] Ulelad e mojaq
8 JSNW BWOo9U] S,u0stad e ‘UISUODSIA\ 8IeySPo0

10} 9|q1b19 8q 0} JapJo Ul ‘a|dwexa J04 "UOISN[OXS IO
[eluap siyy Jsuiebe sme| syybu 1a10 Aq pajosjold jou ale
S80IA8S 9S8y} Jo 1diaoal 8y Joj suonipuod Ayjiqibie
2Iseq 8y} Joauw Jou op Asy) 8sneasq Sa9IAISS WOy
papN|oXa 8Ie OYM IO S}auaq paluap aJe Oym SU0SIad
"S80IAJBS WO UOISN|OXS PUE ([njmejun Jo |njmey)
S}ljouaq Jo [elusp Usamaq ajefjusiagip o} Juepodwi st |

UoIJRUIWLIISIP
10U SI S89IAI3S 10} KN[IqISIja-UoN

SJyS1Y [In) noj Mou)




Zi¥1-069-20Z Xed
(usiueds) 9¢19-G¥8-008

(siesn 8010/ Aejoy) Z798-//€-998

(Kejal |esepay Jo [€207) 6EES-£28-008
(801188 JBWIOISND B81)-101) Z666-2£9-998

016-0620Z 04 ‘uoBulysep
MS "eAy souspuadapu] 00}
SyBry 11D J0 8O J0j0aaIg ‘'YASN

1J0BJU0D ‘(sdWwie}g Po04) UISUOOSIA 81eYSPO0 J04

AOD SUU@STUEIAWO0H00 ([lew

(aaL) 269.-1€5-008
(8010A) 6101-89€-008

10202 04 ‘uoBuiysepn
"Bpig HHH 460G 8IS

MS 8y ouspuadapul 00Z
suoneladQ Juswabeueyy ase) pazienusd

S$89IAI9S UBWINH pue YjleaH jo juswpedaq 'S'n
:JOBJUOY) “|9A3] [elapa) 8y 1e Apoalip |l 0s|e Aew nop

AOD UISUOOSIM SUP@IOIOSYP :[lew

(xed) yeyL-292-809
(ALL) 62G€-1¥6-008 10 L2
(80107\) GG6-292-809

0G8/-L0LEG IM ‘UOSIpE

058, *0g Od

1G9 WO0Y IS UOSIIA "M |

9010 SIYBIY [IND PUE UONOY SATEWLILY
‘S90INIBS U)|eaH JO Jusipedaq UISUOOSIAN
J0BJU0D

‘|oA8] 8)e)s 8y} Je Julejdwod UoleuIuLoSIp e 8]l oL

"SHQ yim pajerdosse weiboud Aue Joj nok jsurebe
pajeullLosIp 8ABY Aew yuly) noA jey) uoneziuebio
Jo “Ayjioey a1ed yyesy ‘“Aousbe ue jsuiebe seoinieg
UieaH 1o Juswiedaq UISUOISIAA U} Yim Apoalip
Jule[dWO9 UONBUIWLIOSIP [eJ0 JO UsiM B 8]l Aew noA
‘uonjosaJ s,A1UN0d 8y} Yim palsiessIp ae oA J|

")Sep UonewIojul
10 }siuondadal 8y} e 1o $pJeoq uns|ing uo Jaguinu
10BJUOD pUB JOJeUIpI000 Jule|dw oo Jo J0jeuIpJo0d
Ayunyuoddo [enba sA1unod ayy Jo aweu sy Joy
007 "S80IAI8S UBWNY Jo Juawpedap Ajunod inoAk

1e Julejdwoo uoneuiwLosIp e oyl 0) si das 1sl 8yl |

juiejdwod uonjeurwiasip e suljy 1oy sdayg

‘ys||bu3 ui pue abenbue| Aewid s axeads

437 8y urjusiedwod Ajjeinyna pue Ajjeansinbul si
oym Jsje.diajul [eJo ue papirosd aq snw sexeads 437
uy Juswiulanob [esapa} 8y} Jo aje}s ay} Ag papuny
90IM9s J0 Weubod e ul ajedionied Ajny o) sjqe aq 0}
ybnoua |jam ysibug yeads jouues oym uosiad e si sy

LcAajeads
(d37) wus1oyoid ysijSug paywiy, e si oypm

‘(QvN 10 avy) siuswalinbal uoneolso

[BUOIEBU WNWIUIW YIm Jejaidisul ue 9ses| AlaA ay)

1e ‘noA Jayo 1snw Japiroid 821AI8s JnoA usyaidisiul
abenbue| ubis e ainbai pue Buliesay Jo pley Jo jesp ale

noA J| “Japinoid ao1nes ayy Aq abiey Jo a8y noA o uanib

9 1SNW ey} UOI)epOWWOo9. d|qeuoseal e o} 1sanbal
e ayew Aew noA ‘Ayjigesip e yym uosiad e aie noA |

.£UOIJEPOWILL0IIE 3[qeuoseal,, i Jeyp

‘Ajgesip e yum uosltad e se papiebal

SI(g) Jo ‘uonIpuod e yans Jo piodal e sey (z) ‘Ananoe
ol Jolew e sywi| Ajlenueisgns jey) UoRIPUOD [elusW Jo
[eaisAyd e sey (1) oym auo s Ajjigesip e yum uosiad

«&AN|IqesIp & y)m uosiad,, e st oyp

"UISUOISIAN 81eYSpPOOS
ur juedioned e aie noA Ji ajou Jenaied Jo SISyl

"suoneljie [eanijod Jo sjeijeq snoibijai oA jo asneosq

Japinoud 8o1nI8s InoA Aq siyeuaq paiuap Ajjebs| ag «

"9|e|IBAR S| UOB|SUB} UBYILIM OU JI UOIBULIOJUI [BJIA
J0 uoljejaidiajul [elo ue jsanbal osje Aew juedioned
(d37) yueroyoud ysiibuz peywi v ‘Aousioyosd ysibug
pajwi| sey oym Juedionsed e jo abenbue| Arewud sy}

ul Jajaudisyur usyedwiod B noylim SeolAles papiroid 8g

“1apinoid 8o1nAI8s

B} UM UOIJBDIUNWWOD SAI}I3YS 8|qeus 0} papirosd

SeM UOIJepOLILLIOdI. OU 8SNedaq 0 SalijIgesip Yim

suosJad 0} a|qissaooe Ajleaishyd jou ale saijioe} Jo
sbulp|ing 8sneaaq d0IAI8S B 0} SSBIE PalUsp 8

"S18U10 0} papiroid SI 801AI8S 1By} Aem
U} WOJJ JauueW JusIsIp B Ul papircid S| 1o Jusisyip

S| Jey) Jeusa( Jo ‘ple [eloueul ‘eoinies Aue papiaoid og

‘weiboid papuny A|leiapa}

B Ul Juswieay) ajeledas Jo uolebalbas o) pajoslgns ag «

"weibo.id papuny A|lelapay e Japun papiroid
158USq JaYI0 J0 ‘ple [eoueUl ‘@dIAIasS AUe palusp ag .

:Aujigesip 1o abe ‘iopusb ‘uiblio [euoneu

10|00 ‘9Bl JI3Y} JO 9SNEdaq ‘J0U Aew S|enplAlpul Jey
SUBaW SIY| "SUONO. 0} SIajal uoneulwuasIp, ‘sjybnouyy
Jo suoiuido 0} siagau Ajjeseuab ea1pnfaid, ajIUp S1o.}
U} Jo uoleulWwExa 10 abpajmouy INOY)IM pueyaloleq
uosJad e Jnoge paw.oy uoiuido Jo Juswbpn( 8s1aApe si
yoiym ‘saipnlesd wouy ynsal Aew uoneuiwlasiq ‘me| Aq
pa1oajold sjdoad Jo salioba)ed uo joedu asianpe ue
S8sned Jo jJuswieal) [enbaun sy Ul SNsal YaIym ‘Jou

10 [eUOIUBIUI JBYIBYM ‘UOIOR J08Ip B SI UOIeUILILOSI(,

GUONEUIILIISIP,, S1 JeYp

SJYS1Y [IA19 Anok Mouyj




Wisconsin Fair Employment Law

Section 111.31-111.395 Wisconsin Statutes and DWD 218 Wisconsin Administrative Code
requires that all employers prominently display this Poster in all places of employment.

It is unlawful to discriminate against employees and job applicants because of their:

Sex

J e Use of Lawful Products

e Color e Arrest or Conviction

e Ancestry e Honesty Testing

e Disability e National Origin

e Marital Status e Pregnancy or Childbirth

e Race e Sexual Orientation

e Creed (Religion) e Genetic Testing

e Age (40 or Over) e Military Service

e Declining to Attend a Meeting or Participate in any Communication About

Religious or Political Matters
This law applies to employers, employment agencies, labor unions and licensing agencies.

Employers may not require certain types of honesty testing or genetic testing as a condition of
employment, nor discipline an employee because of the results.

Employees may not be harassed in the workplace based on their protected status nor retaliated
against for filing a complaint, for assisting with a complaint, or for opposing discrimination in the
workplace.

There is a 300-day time limit for filing a discrimination complaint.

For more information or a copy of the law and the administrative rules contact:

STATE OF WISCONSIN
DEPARTMENT OF WORKFORCE DEVELOPMENT
EQUAL RIGHTS DIVISION

201 E WASHINGTON AVE ROOM A100 819 N 6TH ST

PO BOX 8928 ROOM 723

MADISON WI 53708 MILWAUKEE WI 53203
Telephone: (608) 266-6860 Telephone: (414) 227-4384

Website: https://dwd.wisconsin.gov/er/

The Department of Workforce Development is an equal opportunity employer and service provider. If you have
a disability and need to access this information in an alternate format or need it translated to another language,
please contact us.

ERD-4531-P (R. 06/2020)




Notice to Employees About Applying
for Wisconsin Unemployment Benefits

When To Apply

= You are totally unemployed,

= You are partially unemployed (your weekly
earnings are reduced), or

= You expect to be laid off within the next 13
weeks and would like to start your benefit
year early

IMPORTANT: Your claim begins the week
you apply. To avoid any loss of benefits,
apply the first week you are unemployed.

Do not wait until the week is over.

Have This Information Ready To Apply:

O A username and password for filing online
O A valid email or mobile number

O Your social security number
Il

Your Wisconsin driver license or identification
number

O

Your work history for the last 18 months:
Employers' business names **

How To Apply

STEPS TO APPLY ONLINE:
1. Type into the internet browser:
my.unemployment.wisconsin.gov
. Read & accept Terms and Conditions
. Create a username and password
. Logon to access online benefit services
. Complete your application

a A ODN

Employers' addresses (including zip code) **
Employers' phone numbers

First and last dates of work with each employer
Reason no longer working with each employer

Your alien registration number, document number
and expiration date, if you are not a U.S. citizen

Form DD214 (Member 4 copy), if you served in

the military in the last 18 months

O Form SF-50 or SF-8, if you are a federal civilian

employee

O Name and local number of your union hall,
if you are a union member

Notice to Employers: All employers covered by Wisconsin's
Unemployment Insurance law are required to prominently display
this poster where employees will easily see it. If employers do not
have a permanent work site regularly accessed by employees, an
individual copy is to be provided to each employee. For additional
copies go online at: https://dwd.wi.gov/dwd/publications/ui/notice.htm
or call (414) 438-7705. Please enter your Ul Account business
name and address in the box (at right) for employee reference.

Notice to Employees: The federal Social Security Act requires
that you give us your social security number. It will be used to verify
your identity and determine your eligibility. If you do not provide your
social security number, we cannot take your claim.

UCB-7-P (R. 09/2019)

Apply Online During These Times

Sunday 9:00 AM - 5:00 PM
Monday — Friday 6:00 AM - 7:00 PM
Saturday 9:00 AM - 2:30 PM

For help using online services or if you
are truly unable to go online call
(414) 435-7069
during business hours

For more information about
unemployment insurance,
visit our website:

dwd.wisconsin.gov/ui

STATE OF WISCONSIN

CE®DWD

Department of Workforce Development

* Employer Business Name & Address:

DWD is an equal opportunity employer and service provider. If you
have a disability and need assistance with this information, please dial
7-1-1 for Wisconsin Relay Service. Please contact the Unemployment

Insurance Division at (414) 435-7069 to request information in an

alternate format, including translated to another language.
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YOUR RIGHTS UNDER USERRA

THE UNIFORMED SERVICES EMPLOYMENT
AND REEMPLOYMENT RIGHTS ACT

USERRA protects the job rights of individuals who voluntarily or involuntarily leave employment positions to undertake
military service or certain types of service in the National Disaster Medical System. USERRA also prohibits employers from
discriminating against past and present members of the uniformed services, and applicants to the uniformed services.

REEMPLOYMENT RIGHTS

HEALTH INSURANCE PROTECTION

You have the right to be reemployed in your civilian job if you leave that
job to perform service in the uniformed service and:

¥¢ you ensure that your employer receives advance written or verbal
natice of your service;

¥¢ you have five years or less of cumulative service in the uniformed
services while with that particular employer;

¥¢ you return to work or apply for reemployment in a timely manner
after conclusion of service; and

¥¢ you have not been separated from service with a disqualifying
discharge or under other than honorable conditions.

If you are eligible to be reemployed, you must be restored to the job
and benefits you would have attained if you had naot been absent due to
military service or, in some cases, a comparable job.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION

If you:

v¢ are a past or present member of the uniformed service;
v¢ have applied for membership in the uniformed service; or
v¢ are obligated to serve in the uniformed service;

then an employer may not deny you:

initial employment;
reemployment;

retention in employment;
promotion; or

any benefit of employment

ok o X

because of this status.

In addition, an employer may not retaliate against anyone assisting in
the enforcement of USERRA rights, including testifying or making a
statement in connection with a proceeding under USERRA, even if that
person has no service connection.

¥¢  If you leave your job to perform military service, you have the right
to elect to continue your existing employer-based health plan
coverage for you and your dependents for up to 24 months while in
the military.

v¢  Even if you don't elect to continue coverage during your military
service, you have the right to be reinstated in your employer’s
health plan when you are reemployed, generally without any waiting
periods or exclusions (e.g., pre-existing condition exclusions) except
for service-connected illnesses or injuries.

ENFORCEMENT

¥¢  The U.S. Department of Labor, Veterans Employment and Training
Service (VETS) is authorized to investigate and resolve complaints
of USERRA violations.

P

For assistance in filing a complaint, or for any other information on
USERRA, contact VETS at 1-866-4-USA-DOL or visit its website at
http://www.dol.gov/vets. An interactive online USERRA Advisor can
be viewed at http://www.dol.gov/elaws/userra.htm.

¥¢  If you file a complaint with VETS and VETS is unable to resolve it,
you may request that your case be referred to the Department
of Justice or the Office of Special Counsel, as applicable, for
representation.

v¢  You may also bypass the VETS process and bring a civil action
against an employer for violations of USERRA.

The rights listed here may vary depending on the circumstances. The text of this notice was prepared by VETS, and may be viewed on the internet at this
address: http://www.dol.gov/vets/programs/userra/poster.htm. Federal law requires employers to notify employees of their rights under USERRA, and employers
may meet this requirement by displaying the text of this notice where they customarily place natices for employees.

U.S. Department of Labor
1-866-487-2365

U.S. Departnient of Justice

o
L

=R

1-800-336-4590
Publication Date — April 2017

Office of Special Counsel




U.S. Department of Labor and Health Administration

ASHA

Occupational Safety

All workers have the right to:

A safe workplace.

Raise a safety or health concern with
your employer or OSHA, or report a work-
related injury or illness, without being
retaliated against.

Receive information and training on
job hazards, including all hazardous
substances in your workplace.

Request a confidential OSHA inspection
of your workplace if you believe there are
unsafe or unhealthy conditions. You have
the right to have a representative contact
OSHA on your behalf.

Participate (or have your representative
participate) in an OSHA inspection and
speak in private to the inspector.

File a complaint with OSHA within

30 days (by phone, online or by mail)
if you have been retaliated against for
using your rights.

See any OSHA citations issued to
your employer.

Request copies of your medical
records, tests that measure hazards
in the workplace, and the workplace
injury and illness log.

This poster is available free from OSHA.

Contact OSHA. We can help.

Job Safety and Health

IT'S THE LAW!

Employers must:

Provide employees a workplace free from
recognized hazards. It is illegal to retaliate
against an employee for using any of their
rights under the law, including raising a
health and safety concern with you or
with OSHA, or reporting a work-related
injury or iliness.

Comply with all applicable OSHA standards.

Notify OSHA within 8 hours of a
workplace fatality or within 24 hours of
any work-related inpatient hospitalization,
amputation, or loss of an eye.

Provide required training to all workers
in a language and vocabulary they can
understand.

Prominently display this poster in the
workplace.

Post OSHA citations at or near the
place of the alleged violations.

On-Site Consultation services are
available to small and medium-sized
employers, without citation or penalty,
through OSHA-supported consultation

programs in every state.
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