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3748 West Chester Pike Ste 119 Newtown Square PA, 19073
Phone #: (484) 229-8611/ Fax#: (484) 229-8713
info@mataihomehealthcare.com

Matai Home Care Services
New Hire Onboarding Packet
Welcome to Matai Home Care Services.
To ensure compliance with Pennsylvania regulations and maintain the highest quality of care and service, all new employees must complete the required documentation, trainings, and clearances before beginning employment.

Applicant first and last name: _______________________________Date: ________
Applicant Address:  _____________________________________________________ 
Caregiver Onboarding Requirements
Personal & Employment Documentation
☐ Completed Caregiver Employment Application
☐ Competency Assessment/Test (Caregiver Skills Evaluation)
☐ Professional Reference Page
☐ Valid Driver’s License or State-Issued ID
☐ Proof of Legal Authorization to Work in the U.S. (one of the following):
    ☐ Social Security Card & EAC
    ☐ Green Card
    ☐ U.S. Passport
    ☐ Birth Certificate
☐ Proof of Pennsylvania Residency
Health Requirements
☐ Current Annual Physical Examination
☐ Two-Step PPD (Tuberculosis Test) or approved TB screening
Background & Compliance Clearances
☐ Pennsylvania Criminal Background Check — $22.00 (renewed annually)
☐ Pennsylvania FBI Fingerprint Clearance — $25.75
☐ Pennsylvania Child Abuse History Clearance — $13.00 (renewed every five years)
Required Caregiver Training
☐ Orientation Training
☐ Infection Control & Universal Precautions
☐ CPR/First Aid (if applicable)
☐ Patient Rights & Confidentiality (HIPAA)
☐ Position-Specific Caregiving Training

Administrative Staff Onboarding Requirements
Personal & Employment Documentation
☐ Completed Administrative Staff Employment Application
☐ Professional Reference Page (minimum two references)
☐ Valid Driver’s License or State-Issued ID
☐ Proof of Legal Authorization to Work in the U.S. (one of the following):
    ☐ Social Security Card & EAC
    ☐ Green Card
    ☐ U.S. Passport
    ☐ Birth Certificate
☐ Proof of Pennsylvania Residency
Health Requirements
☐ Current Annual Physical Examination (if handling client info or in-home duties)
☐ Two-Step PPD or approved TB screening (if interacting with clients)
Background & Compliance Clearances
☐ Pennsylvania Criminal Background Check — $22.00 (renewed annually)
☐ Pennsylvania FBI Fingerprint Clearance — $25.75
☐ Pennsylvania Child Abuse History Clearance — $13.00 (renewed every five years, if interacting with minors)
Required Forms
☐ Form I-9. Employment Eligibility Verification
☐ Form W-4. Employee’s Withholding Certificate
Required Administrative Training
☐ Orientation Training & Agency Policies
☐ HIPAA, Patient Rights & Confidentiality
☐ Emergency & Safety Procedures
☐ Office Systems & Documentation Procedures
☐ Position-Specific Administrative Training

Acknowledgment of Requirements
I, the undersigned, acknowledge that I have received, reviewed, and understand the onboarding requirements for my position at Matai Home Care Services. I understand that employment cannot begin until all required documents, clearances, and trainings are completed and approved.
Printed Name: _____________________________________
Signature: ________________________________________
Date: ______________________
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