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Information Memorandum
Transmittal Aging and People with Disabilities 

 

Jane-ellen Weidanz 
 

Number: APD-IM-15-092 
Authorized signature  Issue date: 11/10/2015 

 
Topic: Long Term Care 

 
Subject: Live-in Homecare Worker Paid Time Off 

 
Applies to (check all that apply): 

 All DHS employees County Mental Health Directors 
 Area Agencies on Aging Health Services 
 Aging and People with Disabilities Office of Developmental  

Disabilities Services (ODDS)  Children, Adults and Families 
 County DD Program Managers Other (please specify):       

 
Message:  
As stated in PT 15-036, beginning November 1, 2015 paid time off (PTO) earned by 
Homecare Workers (HCWs) is no longer administered by Aging and People with 
Disabilities (APD).  As of November 1, 2015, HCWs’ PTO is administered by the 
Oregon Homecare Workers Benefits Trust. 
 
Live-in HCWs have been sent materials specific to their PTO benefits.  Specifically, 
they’ve been sent: 
  
 HCW Live-In PTO Cash-out Notification Letter 
 HCW Live-In PTO Benefit Estimate 
 HCW Live-In PTO FAQ 
 HCW Live-In PTO Benefit Request form 
 HCW Live-In PTO Missing W-9 form 
 HCW Live-In PTO  Eligibility Final Letter 
 

These documents attached to this transmittal via .pdf. 
 
All live-in HCWs who raise PTO-related questions should be directed to the Benefit 
Trust Administrative Office at 1-844-507-7554, select Option 3 then Option 2 or email 
OHCWTPTO@bsitpa.com. 
 
The Homecare worker live-in PTO will start this month.  Materials relating to the hourly 
Homecare workers’ PTO will be sent in January. 

http://www.dhs.state.or.us/policy/spd/transmit/pt/2015/pt15036.pdf
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If you have any questions about this information, contact: 
Contact(s): Chris Ellis 

Phone: 503-945-7035 Fax: 503-947-4245 

Email: Christopher.m.ellis@state.or.us  
 

 



 

 

 

<!$MG_Date> 
 

 
<!$MG_Name> 
<!$MG_Addr1> 
<!$MG_Addr2> 

 <!$MG_Addr3> 
 
Dear <!$MG_Name>: 
 
You are receiving this letter because you may be eligible for Paid Time-Off (PTO) benefits 
through the Oregon Homecare Workers Benefit Trust (“Trust”) if you complete the steps 
described in this letter. This PTO benefit is designed for you to use in connection with taking 
time off from your job as a live-in homecare worker. 
 
If you are eligible for a PTO benefit and you do not apply to receive it, 50% of your total accrued 
benefit (<!$MG_REMAININGHOURS>) or <!$MG_DOLLARBANKBALANCE>, based on your 
hours worked, automatically will be paid to you on [date]. The remaining 50% of your total 
accrued benefit will rollover into the following calendar year.  Please note, you will be taxed 
on the full amount of the PTO benefit in the calendar year in which you earned it, even if 
you elect not to receive your full benefit in that year. 
 
In order to be eligible for PTO benefits, you must send a completed and executed original 
of the enclosed Form W-9 to the Trust.  If you do not submit a completed Form W-9, you 
will not be eligible to receive a PTO benefit, even if you meet all of the other eligibility 
criteria under the Trust.  

Enclosed are the documents to help you claim and receive your Paid Time Off benefit. 

1. W-9 Form 

2. Designated Beneficiary Form*  

3. PTO Benefit Request Form 

4. PTO Frequently Asked Questions (FAQ) 

5. Return Envelope 

If you are eligible to receive a PTO benefit and you do not submit a completed beneficiary 
designation form, or if the beneficiaries you name on that form do not survive you, any 
remaining PTO benefit payable to you upon your death will be paid to the administrator of your 
estate. 
 
If you have any questions about the Paid Time Off benefit available under the Trust, please 
contact the Trust Office at 1-844-507-7554, option 3 and then option 2 or via email at 
OHCWTPTO@bsitpa.com  
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<!$MG_Date> 

   

NO FURTHER ACTION REQUIRED  

<!$MG_Name> 

<!$MG_Addr1> 

<!$MG_Addr2> 

 <!$MG_Addr3> 

 

Dear <!$MG_Name>: 

 

You are receiving this letter because you may be eligible for Paid Time-Off (PTO) benefits through the 

Oregon Homecare Workers Benefit Trust. This PTO benefit is designed for you to use in connection 

with taking time off from your job as a live-in homecare worker. 

 

Based on your hours worked, you may be eligible for <!$MG_REMAININGHOURS> hours of 

PTO benefits, or <!$MG_DOLLARBANKBALANCE>. 

 

If you do not submit a Benefit Request Form and you are eligible for benefits, 50% of your PTO benefits 

automatically will be paid to you in February of the year following the year in which they were earned. 

Please note, you will be taxed on the full amount of the PTO benefit in the calendar year in which 

you earned it, even if you elect not to receive your full benefit in that year. 

 
Enclosed are the documents to help you receive your Paid Time Off. 

 

1. PTO Benefit Request Form 

2. Return Envelope 

 

If you have any questions about the Paid Time Off benefit available under the Trust, please contact the 

Trust Office at 1-844-507-7554, option 3 and then option 2 or via email at OHCWTPTO@bsitpa.com 
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Frequently Asked Questions 
 
What does a live-in homecare worker need to do to be eligible for Paid Time Off (PTO) benefits under the 

Benefit Trust? 

 

To be eligible for PTO benefits as of November 1, 2015, a Live In homecare provider must have worked 112 

hours or more of eligible live-in homecare work, providing services to seniors and people with physical 

disabilities, in September 2015. To be eligible for PTO benefits in subsequent months, a live-in homecare 

workers must work at least 112 hours of eligible live-in homecare work each month. 

 

What is this PTO benefit for? How do I use it? 

 

The PTO benefit is for use when you have taken time-off from regularly scheduled hours with your Consumer. 

 

How many hours of PTO can I earn? 

 

If you are an eligible live-in provider, you can earn PTO benefits each month according to the table below, provided 

you work the required number of hours of eligible live-in homecare work, as described above. Please note, in no 

event may a Live-In have more than 144 hours of accrued PTO benefits at any given time. 

 

Hours Worker Per Month PTO Benefits Earned Per Month  

112 8 

160 12 

222 16 

288 20 

352 or more 24 

 

How are my PTO benefits calculated? 

 

Your PTO benefits are determined based on your total gross wages divided by the total gross hours worked in 

eligible employment in the determination month.  

 

What if my rate of pay changes? 

 

If your gross wages change from one month to the next, your PTO benefits will change as well.  A new eligibility 

determination is made every month 

 

 

 

 



 

 

 

 

How do I request PTO benefits? 

 

If you have worked the required number of hours to earn a PTO benefit, the Trust will mail you an eligibility 

packet containing a Benefit Request Form, a W-9 Form and Beneficiary Designation Form.  You must 

complete and return the W-9 Form to the Trust Administrative Office to be eligible for PTO benefits under 

the Trust.  When you are ready to receive payment of your PTO benefits, you must complete and submit the 

Benefit Request Form in your eligibility packet.  
 

What if I do not claim my PTO benefits? 

 

If you are eligible to receive PTO benefits but you do not complete a Benefit Request Form, 50% of your total 

accrued benefit will be automatically paid to you in February of the year following the year in which it was earned 

and the remaining 50% will rollover to the next year.  Please remember that you will not be eligible for PTO 

benefits unless you have completed and returned a Form W-9 to the Trust. 

 

Do I have to pay taxes on this benefit? 

Yes. You will be taxed on your full PTO benefit in the year in which you earn it, even if you elect not to receive 

the full benefit that year. 

 

What is the timeline for claiming PTO benefits? 

 

To have your PTO benefit processed by the 15th of the month, you must submit, and the Trust must receive, all 

required documentation by the 5th of the month. To have your PTO benefit processed by the last Friday of the 

month, you must submit, and the Trust must receive, all required documentation by the 20th of that month. 

 

Will I receive a 1099? 

 

If your PTO benefit is over $600 in a single year, the Trust is required to send you a Form 1099.  Please note that 

your PTO benefit is considered taxable income, regardless of whether you receive a Form 1099 from the Trust.  

 

How do I find a back-up care provider for my client during my time off? 

 

Under the Collective Bargaining Agreement, it is not your responsibility to find your own replacement when you 

take paid leave. The Consumer/Employer has the primary responsibility for selecting and hiring their providers.  

Paid leave must be prior authorized by the Consumer/Employer, relief must be available if necessary and the 

appropriate Agency must be notified in order to authorize the Substitute Worker's hours. Sometimes the 

Consumer/Employer will require assistance from the Case Manager/Personal Agent/Service Coordinator in 

finding a suitable replacement provider. 
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Last Name:       First Name:

Full Address: 

Email Address: 

HOURS REQUESTED:

Signature: Date:

Please Mail or Fax this form and supporting documents to:

Mail: Oregon Homecare Workers Trust, PO Box 6, Mukilteo, WA 98275

Fax: Oregon Homecare Workers Trust, 1-866-459-4623

Email: OHCWTPTO@bsitpa.com Subject: OHCWT PTO

Phone: 844.507.7554 Option 3, then select Option 2

CLAIM:

20324354v1

Phone Number:

Date of Birth:SSN:

PAID TIME OFF BENEFIT REQUEST

I understand that by completing and signing this form I am requesting a taxable income benefit.  I also understand that Paid 

Time Off (PTO) benefits will not be paid to me unless I have submitted a completed Form W-9  and Beneficiary Designation 

Form to the Trust Administrative Office.  I understand that any PTO benefit that I have accrued in a calendar year but have 

not applied to receive will be cashed out to me on February 15th of the following year so long as I have submitted a 

completed W-9 form and Beneficiary Designation form to the Trust Administrative Office by January 31st. This PTO benefit is 

designed for you to use in connection with taking time off from your job as a homecare worker.

(4 hours minimum) 

mailto:OHCWTPTO@bsitpa.com


 

 

 

<!$MG_Date> 

 

 

<!$MG_Name> 

<!$MG_Addr1> 

<!$MG_Addr2> 

 <!$MG_Addr3> 

 

Dear <!$MG_Name>: 

 

You are receiving this letter because you may be eligible for Paid Time-Off (PTO) benefits through the Oregon 

Homecare Workers Benefit Trust if you complete the steps described in this letter. This PTO benefit is designed 

for you to use in connection with taking time off from your job as a live-in homecare worker. 

 

Based on your hours worked, you may be eligible for <!$MG_REMAININGHOURS> of PTO benefits or 

<!$MG_DOLLARBANKBALANCE> based on your hours worked.  

 

In order to become eligible for PTO benefits, you must send the following enclosed document to the Trust: 

 A completed and signed W-9 Form 

 

Once you have submitted these forms, you may apply to receive your PTO benefits by submitting a PTO Benefit 

Request Form (a copy of which is enclosed).  If you do not submit a Benefit Request Form and you are eligible 

for benefits, 50% of your total accrued hours in will be paid to you in February of the year following the year in 

which they were earned. Please note, you will be taxed on the full amount of the PTO benefit in the calendar 

year in which you earned it, even if you elect not to receive your full benefit in that year. 
 

Enclosed are the documents to help you receive your Paid Time Off benefit. 

 

1. W-9 Form 

2. Designation of Beneficiary Form 

3. PTO Benefit Request Form 

4. PTO Frequently Asked Questions 

5. Return Envelope 

 

If you have any questions about the Paid Time Off benefit available under the Trust, please contact the Trust 

Office at 1-844-507-7554, option 3 and then option 2 or via email at OHCWTPTO@bsitpa.com 
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<!$MG_Date> 

 

 

 

<!$MG_Name> 

<!$MG_Addr1> 

<!$MG_Addr2> 

<!$MG_Addr3> 

 
Dear <!$MG_Name>: 

 

You are receiving this letter because you may be eligible for Paid Time-Off (PTO) benefits through the 

Oregon Homecare Workers Benefit Trust if you complete the steps described in this letter. This PTO 

benefit is designed for you to use in connection with taking time off from your job as a live-in homecare 

worker. 

 

You may be eligible for <!$MG_cycle11hours> hours of PTO in <!$MG_cycle11> 

The Total Hours you may be eligible for at this time is <!$MG_TotHours>.  

 

In order to become eligible for PTO benefits, you must send the following enclosed documents to the 

Trust: 

 A completed and signed W-9 Form 

Once you have submitted these forms, you may apply to receive your PTO benefits by submitting a PTO 

Benefit Request Form (a copy of which is enclosed).  If you do not submit a Benefit Request Form and 

you are eligible for benefits, 50% of total accrued hours of PTO benefits will be automatically paid to you 

in February of the year following the year in which they were earned. Please note, you will be taxed on 

the full amount of the PTO benefit in the calendar year in which you earned it, even if you elect not 

to receive your full benefit in that year. 

 

 

Enclosed are the documents to help you receive your Paid Time Off. 

 

1. W-9 Form 

2. Designation of Beneficiary Form 

3. PTO Benefit Request Form 

4. PTO Frequently Asked Questions 

5. Return Envelope 

If you have any questions about the Paid Time Off benefit available under the Trust, please contact the 

Trust Office at 1-844-507-7554, option 3 and then option 2 or via email at OHCWTPTO@bsitpa.com 

 

mailto:OHCWTPTO@bsitpa.com

