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Discussion/Interpretation: In July 2003 hourly Homecare Workers who worked 80 
authorized and paid hours in April, May or June of each year began to earn 8 hours of 
paid leave per year, in accordance with the Homecare Workers' bargaining agreement. 
This transmittal provides clarification about how hourly paid leave is taken and 
instructions on issuing hourly paid leave vouchers. 
 
Under paid leave, the Homecare Worker does not get paid any more hours than they 
would in any other month. The Homecare Worker gets paid for the same number of 
hours but some of the hours are hours worked and some of the hours are paid 
vacation hours. The Homecare Worker does not get paid for the leave unless they 
actually take the time off. They cannot work during the paid leave period and get paid 
extra hours in return.  

http://www.dhs.state.or.us/policy/spd/transmit/im/2003/im03100.pdf
http://www.dhs.state.or.us/spd/tools/homecare/contract.pdf
http://www.dhs.state.or.us/policy/spd/rules/411_031.pdf


 

It is not the Homecare Worker's responsibility to find their own replacement while they 
take paid leave. The client has the primary responsibility for selecting and hiring their 
providers. Paid leave must be prior-authorized with the client and relief must be 
available. The client will need to sign the paid leave voucher, as they would with any 
other voucher. Sometimes the client will require assistance from the Case Manager in 
finding a suitable replacement provider. Either a paid Homecare Worker or an unpaid 
support person can provide services to the client during the paid leave period.  
 
Paid Leave for Hourly Homecare Workers 
 
Hourly Homecare Workers earn 8 hours of paid leave per year if they work the required 
number of hours. If an hourly Homecare Worker has worked 80 or more authorized 
and paid hours in the months of April, May or June, they will have 8 hours of paid leave 
effective July 1st of each year. They earn one 8-hour block of paid leave, irrespective 
of the number of clients they are serving. These hours, if earned, are reflected on the 
SHLQ screen.   
 
The eligibility period for taking the 8 hours of leave ends on June 30th of each year. 
Paid leave is a "use it or lose it" benefit.  The SHLQ screen will show a separate line 
for each annual period of paid leave beginning July 1st and ending June 30th of the 
following year. Even though a line from the previous year may reflect the 8 hours for 
that service period, the 8 hours are no longer available as of that end date. The hours 
will not accumulate year to year. Paid leave cannot be cashed out. 
 
Homecare Workers have to take the hours in increments equivalent to their normal 
workday. For example, if their normal workday is 3 hours, they could only take 3 hours 
off one day, 3 hours another day and the remaining 2 hours off on another day. If their 
normal workday is 8 or more hours, they must take the leave in one eight hour block.  
 
Procedures for Payment of Hourly Paid Leave 
 
Paid leave hours for hourly Homecare Workers are issued on a separate voucher 
using the TU111 procedure code. If a Homecare Worker's regular, monthly, authorized 
hours are 80 hours, and they take 8 hours of paid leave that month, their regular hours 
worked will be issued on one voucher for 72 hours, and their paid leave voucher using 
the TU111 procedure code will be for the other 8 hours - they still get paid a total of 80 
hours.  
 
If the Homecare Worker has multiple clients, the voucher will be issued under the 
name of the client the Homecare Worker would otherwise be working for that day. If 
the Homecare Worker normally provides services to more than one client on the same 
day, the leave will be attributed to the day and shift in which they are taking their paid 
leave. 
 
The Case Manager creates a CA 546 "Service Plan" for the relief Homecare Worker 



 

with the date(s) worked and the number of hours the relief HCW is providing. The relief 
Homecare Worker gets paid in hourly rates of either $9.03 or $9.26 based on the task 
and the client's assistance level. The CA 546 should include a comment under 
"remarks" for the CEP clerk to adjust the voucher for the primary provider accordingly 
(i.e. from 80 to 72 hours using the above example).  
 
When the CEP clerk receives the CA 546 for the requested leave, they will need to 
process the following transactions: 

o Cancel the original voucher with the OC111 procedure code (e.g. 80 
hours), and  

o Reissue the voucher with the OC111 procedure code with the hours 
worked for the correct number of hours (e.g. 72 hours) 

o Issue the paid leave voucher with the TU111 procedure code (e.g. 8 
hours). The hours paid on this voucher will be subtracted from the SHLQ 
screen. 

 
• If the Homecare Worker chooses not to use their paid leave and ends up working 

the maximum hours indicated on their original voucher, the CEP clerk will need to 
process the following transactions: 

o Cancel the paid leave voucher with the TU111 procedure code since the 
leave was not taken. 

o Cancel the voucher that was issued with fewer hours with the OC111 code. 
o Issue a new voucher with the full maximum monthly hours indicated on 

their original voucher. 
 

• Instructions for issuing paid leave for Homecare Workers who get paid twice per 
month instead of once per month: 

�� For paid leave taken in the first half of the month: 
o Cancel the voucher for the first half of the month (e.g. 40 hours). 
o Reissue a new voucher using the OC111 procedure code for the first half of 

the month with fewer hours (e.g. 32 hours). 
o Issue the paid leave voucher using the TU111 procedure code (e.g. 8 

hours). 
o The voucher for the second half of the month would be issued with the 

hours as normal (e.g. 40 hours). 
 

�� For paid leave taken in the second half of the month: 
o The first half of the month would be paid as usual (e.g. 40 hours). 
o Cancel the voucher for the second half of the month if it was already issued 
o Reissue the voucher using the OC111 procedure code with fewer hours 

(e.g. 32 hours). 
o Issue the paid leave voucher using the TU111 procedure code (e.g. 8 

hours). 
 

 



 

Hourly Paid Leave Using An Unpaid Informal Support 
 
If the client uses an unpaid informal support, instead of a paid relief Homecare Worker 
during the paid leave period, the Case Manager will prepare a CA 546 for the paid 
leave the regular Homecare Worker will be taking. The CEP clerk will issue the paid 
leave voucher using the TU111 procedure code, which will simply adjust the paid leave 
hours from the total on the SHLQ screen for the amount of leave taken.   
 
Error discovered on the Homecare Workers' Guide 
 
There was an error reported on page 19 of the Homecare Workers' Guide.  In the 
section for paid leave for hourly Homecare Workers, it referred to Homecare Workers 
who worked 80 authorized and paid hours in any two of the following months (April, 
May or June) earning hourly paid leave. It should have read "in any one of the 
following months: April, May or June". Since the Homecare Workers' Guide has 
already been published and delivered to many SPD/AAA field offices that have ordered 
this publication, we are enclosing a correction page. Please print this attachment and 
insert it in Homecare Workers' Guide as you hand them out to Homecare Workers. We 
apologize for this error. The correct language on earning hourly paid leave can be 
referenced in OAR 411-031-0040 (9) (b) "Client-Employed Provider Program ". 
 
Training/Communication Plan: Contact SPD In-Home Supports Section for policy 
questions about paid leave. For problems with issuing vouchers contact the Provider 
Payments Unit. 
 
Local/Branch Action Required: When a Homecare Worker requests to use paid 
leave, check the SHLQ screen to see if they are eligible to take paid leave. Case 
Managers will need to create a CA 546 for the paid leave, as well as any CA 546 for 
payment to a relief HCW. CEP clerks will need to issue the appropriate vouchers 
based on the CA 546s. 
 
Central Office Action Required: Provide technical assistance and policy clarification; 
resolve issues with vouchers as needed.  
 
Field/Stakeholder review: Yes  No 

If yes, reviewed by:   Operations Committee 
                                    Provider Data and Enrollment Committee 

 
If you have any questions about this policy, contact: 
Contact(s): Mary L. Lang, In-Home Services Program Coordinator 
     Phone: 503-945-5799 Fax: 503-947-4245 
     E-mail: mary.l.lang@state.or.us 

 

mary.l.lang@state.or.us


 

 
 

 
Correction to Page 19 - Homecare Workers' Guide 
 
Live-in HCWs can earn up to a total of 144  
hours of accrued leave. Coordinate with the client 
and case manager when you want to take the 
leave. You can use the paid leave in as little as 
one-hour increments or in 24-hour blocks. If your 
employment ends, you will keep your accrued 
leave if you become employed again as a live-in 
with another client within one year. 
 
Hourly homecare workers — Starting July 
1st of each year, homecare workers who worked 
80 authorized and paid hours in any one of the 
following months: April, May or June, will earn 
8 hours of paid leave to use between July 1st 
and June 30th of the current year. 
Paid leave for hourly homecare workers 
does not accumulate — it is a “use-it-or-lose it” 
benefit. When you use your leave, it must be 
taken in one 8-hour block or in amounts that 
are the same as your normal workday. Also, your 
employer and the case manager must authorize you to take the time off. Homecare 
workers can’t be paid for leave time unless the time off work is actually taken. If the 
hours are not used within the July 1 – June 30 year, you will lose the paid leave hours. 
 
Latex gloves and protective masks 
 
Medicaid clients may be able to get gloves and masks covered under their Oregon 
Medical Assistance Program (OMAP) medical coverage. Your client can contact the 
phone number on his/her medical card. If they can’t get these items covered, contact 
the local SPD/AAA office. Gloves and masks are covered for homecare workers who 
may come in contact with clients’ bodily fluids on the job. Gloves and masks are not 
covered for general housekeeping tasks. 
 
 
 
 

 




