
PERSONAL ASSISTANCE SERVICES (PAS) 

PAY TIMESHEET and ATTESTATION FORM (Page 1 of 2) 

 

 

______________________________________________  _____________________________ 

Participant / Common Law Employer (CLE) name  Consumer ID (the ‘C‘ number) 

 

______________________________________________  _______________________________ 

Direct Care Worker (Printed Name)    DCW ID number (the ‘E’ number) 
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PERSONAL ASSISTANCE SERVICES (PAS) 

PAY TIMESHEET and ATTESTATION FORM (Page 2 of 2) 

 

I, the undersigned Direct Care Worker (DCW), declare that I provided Personal Assistance 

Services to the Participant listed on the Pay Timesheet above, and that the hours worked are 

true and correct. 

 
 
_________________________________     _________________ 
Direct Care Worker signature                                                                       Date signed 
 
 
______________________________  _________________ ________________ 
Direct Care Worker printed name  DCW Phone number DCW ID number 
 

______________________________  _________________ ________________ 

 Common Law Employer signature            CLE Phone number  Date signed 

 

If the Common Law Employer could not sign this form, the Direct Care Worker 

needs to attest to the following statement:  

I attempted to obtain my Common Law Employer’s signature on the attached PAS timesheet; 

however, despite my best efforts, I was unable to obtain the Common Law Employer’s 

signature on this timesheet. 

 

_______________________________     ________________ 
Direct Care Worker signature                                                                  Date signed 

 
_______________________________ 
Direct Care Worker printed name 

 
 

 



Instructions for completing the Direct Care Worker (DCW) timesheet: 
(do not submit this page with your timesheet and attestation) 

 
A timesheet without all this information cannot be processed. 

 
Enter the payroll period dates, names, and other required information on the time sheet. 
Please note: The payroll period always starts on a Sunday at Midnight (12:00 A.M.) and runs 
through Saturday at 11:59 P.M.   

 
Please include phone number(s) so that you can be reached if there is a question on what has 
been submitted. 
 
Hours worked:  Record actual time in and time out for all hours and all shifts. Then calculate 
the daily totals, which must be rounded up to the next 15-minute increment. For example, if a 
DCW works for 1 hour & 10 minutes, that day’s total must be rounded up to 1 hour & 15 
minutes.  
 
Complete all information on the timesheet: There are 3 sections of boxes per day to indicate 
the hours and minutes that a DCW has worked. There are also circles that indicate if the DCW 
worked during A.M. or P.M. hours. 
If more than 3 shifts (In and Out times) are needed for a single day, please use a second time 
sheet and fill in all the required information concerning the Participant, DCW, Payroll Period, 
and Signatures.  
 
REMINDER for non-covered Services: A DCW will not be paid for non-covered services, 
including activity  / time performed by a DCW while the Participant is in an inpatient setting, 
including, but not limited to, hospitals, rehabilitation centers, skilled nursing facilities, etc. 
Activity time performed by a DCW while the Participant is in an inpatient setting may be 
referred to a Special Investigations Unit. 
 
Timesheet submission: Please fax or email this form by 4:00 P.M. on the Monday after the 
payroll period ends to ensure timely direct deposits and checks. Please, do not send the 
timesheet twice. Timesheets that are emailed or faxed before the hours are worked will not be 
processed. 

You can submit this timesheet to Tempus by: 
 

Fax toll-free fax: # 833-583-6787 
Email: InboxTimesheetManagement@tempusunlimited.org 

Mail:  Tempus Unlimited, Inc. 
600 Technology Center Drive 

Stoughton, MA  02072 
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