
LABOR COMPLIANCE HOW To’s
for ARF & RCFE 

Serving clients with developmental disability

Note: you can also use this compliance tool kit for ARF (MI) and 
RCFE (Private Pay/ALW), the only difference is the staffing requirement



DISCLOSURE

• This presentation does not constitute 
legal advice and cannot be relied upon 
as such.  Please consult with your 
attorney for advice regarding your 
specific situation.



LANTERMAN
ACT

• It gives people with 
developmental disabilities the 
right to services and 
supports that enable them to 
live a more independent and 
normal life

• California Law that passed in 
1977

• It is unique to California 

• 2018 Budget $6.9 Billion



COMMUNITY CARE FACILITIES (ARF & RCFE)
RATE SCHEDULE AS OF JAN 2019



NEGOTIATED 
RATE 

The staffing requirement of the negotiated 
rate is dependent on what you agreed to 
provide in terms of staffing as shown in 

your program design.  Review your 
Program Design.

Rate for the “Negotiated Rate” is 
dependent on the services you provide.  
Often the negotiated rate is substantially 

higher than the ARM rate (level 1-4i)



NUANCES OF DD HOMES

Follow Title 17 Mandate for 
staffing hours for all ARM rate 
homes (level 1,2,3,4a-4I)

1
Clients go to program (about 
6 hours plus travel time)

2



7 STEPS TO 
LABOR 

COMPLIANCE

• STEP 1:  STAFFING 
REQUIREMENT

• STEP 2:  STAFFING MODELS

• STEP 3:  CLASSIFY YOUR 
EMPLOYEES

• STEP 4:  AGREEMENTS AND 
NOTICES

• STEP 5:  TIME SHEETS

• STEP 6:  W-4, PAY STUBS & 
WORKERS COMP

• STEP 7:  RECORD KEEPING 



1 .  STAFF ING 
REQUIREMENT:  

T ITLE  17  
STAFF ING 

REQUIREMENTS  



1 .  STAFF ING 
REQUIREMENT:  

T ITLE  17  
STAFF ING 

REQUIREMENTS  



STEP  2 :  
STAFF ING 
MODEL :
LEVEL  3  
SAMPLE  

STAFF ING 
MODEL



LEVEL 4I –
4 CLIENTS



STAFF 
SCHEDULE

PROVIDE 
WEEKLY 

OR WHENEVER 
THERE IS  A 
CHANGE IN 
SCHEDULE



THE BEST STAFFING MODEL

LIVE-IN MODEL
EXCLUDES SLEEP & OFF DUTY HOURS

IMPORTANT: 
PAY ATTENTION TO DAILY OVERTIME

PRIVATE ROOM
LIVE-IN AGREEMENT



STEP 3: CLASSIFY YOUR 
EMPLOYEES

• Live-in Permanent
• Live-in Extended Stay
• Live-in Reliever
• Live-out 24 Hour Shift
• Live-out Hourly (example: 8 Hr Shift)



STEP 4 : 
AGREEMENT
LIVE- IN, 24 

HR SHIFT TO 
EXCLUDE 

SLEEP TIME, 
OFF DUTY 

!!!!ATTENTION!!!!
FOR LIVE –IN AND 24 HR 

EMPLOYEES

YOU CAN NOT 
AUTOMATICALLY EXCLUDE 
SLEEP TIME (8 HOURS) AND 

OFF DUTY HOURS FROM 
HOURS WORKED,

YOU NEED A REASONABLE 
AGREEMENT TO DO IT.

NO AGREEMENT, YOU MAY 
PAY 24 HOURS A DAY!



THE “GUIDE”  I S  
THE  GOLD 

STANDARD OF  
AGREEMENTS FOR

L IVE - IN , 24  HR 
SHIFT  TO BE  ABLE  

TO EXCLUDE SLEEP  
T IME , OFF  DUTY 





GIVE NOTICE TO EMPLOYEE WHEN HIRED



STEP 5 
:TIME 

SHEETS 

!! ! !ATTENTION!!!!
LIVE –IN AND 24 HR SHIFTS

NO TIMES SHEETS, YOU MAY 
BE REQUIRED TO PAY 24 

HOURS!

EMPLOYEES NEED AN ACCURATELY 
FILLED OUT TIMESHEET TO PAY 

FOR ALL HOURS WORKED  

HAVE EMPLOYEE DOCUMENT 
THEIR MEAL BREAKS (AT LEAST 30 
MINUTES) AND REST BREAKS (10 

MIN EVERY 4 HRS.)

NO TIMESHEET, IT IS YOUR 
WORD AGAINST THEIR WORD,

EMPLOYEES OFTEN WIN IN 
THIS SITUATION



MACHINE 
GENERATED 
TIMESHEET 

USING 
F INGERPRINT



TIME 
SHEET: 
PAPER



IF  EMPLOYEE WORKS 
ALONE, 

HAVE EMPLOYEE 
SIGN AN ON DUTY 

MEAL PERIOD
AGREEMENT (30 

MINUTES) 
TO AVOID 

PENALTIES (OF ONE 
HOUR) FOR NOT 

GIVING MEAL 
BREAKS.

NOTE:  ON DUTY 
MEAL BREAKS ARE 

PAID



HAVE EMPLOYEE RECORD IN TIME SHEET

MEAL BREAKS (MINIMUM 30 MINUTES)

REST BREAKS (10 MIN EVERY 4 HOURS)



STEP 6:  EMPLOYEE FILL OUT W-4 



PAYSTUB



WORKERS '  COMPENSATION IS THE NATION'S 
OLDEST SOCIAL INSURANCE PROGRAM: IT WAS 

ADOPTED IN MOST STATES ,  INCLUDING 
CALIFORNIA ,  DURING THE SECOND DECADE OF 

THE 20TH CENTURY. . . .  AS A RESULT,  
CALIFORNIA EMPLOYERS ARE REQUIRED BY LAW 

TO HAVE WORKERS '  COMPENSATION
INSURANCE, EVEN IF THEY HAVE ONLY ONE 

EMPLOYEE .



STEP 7:  RECORD KEEPING

KEEP RECORDS FOR 3 
YEARS



 IMPORTANT INFORMATION
STATUTE OF LIMITATION

3 YEARS

STATUTE OF L IMITATION FOR EMPLOYEE 
TO F ILE CLAIM WITH THE DEPARTMENT 
OF INDUSTRIAL RELATIONS IS  WITHIN 

THREE YEARS OF THE DATE THE 
EMPLOYEE CLAIM AROSE.  

HOWEVER,  AN EMPLOYEE’S RIGHT TO 
SOME PENALTIES COULD EXPIRE AFTER 

ONE YEAR.  

THE T IME PERIOD TO FILE A CIVIL 
LAWSUIT IN  STATE OR FEDERAL COURT 

FOR VIOLATION OF A STATUTORY 
RIGHT—SUCH AS MINIMUM WAGE,  
BREAKS,  OR OVERTIME—IS THREE 

YEARS FROM THE DATE THE EMPLOYEE 
CLAIM AROSE .  



SUMMARY

7 STEPS 
TO

LABOR 
COMPLIANCE

• STEP 1:  KNOW YOUR STAFFING REQUIREMENT

• Know your Staffing Requirement per Title 17 and 
Title 22

• STEP 2:  CREATE EFFICIENT STAFFING MODELS

• Best Model: live-in Model 

• 2nd Best Model: 24 hr. Shift Model

• Pay attention to DAILY OVERTIME

• STEP 3:  CLASSIFY YOUR EMPLOYEES

• Live-in, 24 hr,  live-out

• STEP 4:  AGREEMENTS AND NOTICES

• Sign Agreements: Live-in Employees/24 hr. Shift 
Employees  

• Provide Notice to Employee (Labor Code 2810.5)

• STEP 5:  TIME SHEETS

• Employees to:

• Record all hours worked to the minute

• Record meal breaks 

• Record rest breaks to avoid penalties

• STEP 6:  W-4, PAY STUBS & WORKERS COMP

Step 7:  RECORD KEEPING (3 YEARS)



FOR 6BEDS 
MEMBERS: 

GET YOUR FREE 
ARF/RCFE LABOR 

COMPLIANCE 
TOOL KIT 

• Visit us at 6beds.org

• Call 1-833-MY6-BEDS
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