City of Portland ACA Administration Policy
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Policy, Background and Purpose
In 2015 Employer Responsibility provisions of the Affordable Care Act (ACA) were enacted. The City of Portland is
mandated to offer all employees who meet the ACA definition of “full-time employee”, affordable health insurance
coverage. The ACA defines full-time employee as working on average, 30 hours or more per week during a defined 12-
month measurement period.

The City of Portland policy was more generous when implementing the mandate and implemented two 6-month
measurement periods in which employee must average 30 paid hours per week. Beginning July 1, 2018 the hours
requirement was broadened to include employees who average at least 28 paid hours per week during the defined
measurement periods.

Effective January 1, 2019, the City of Portland offers healthcare coverage to employees who are not otherwise eligible
for healthcare coverage per employment status or union contract, provided the employee has an average of at least 26
paid hours per week during defined measurement periods.

The administration of benefits through ACA is determined by reporting of employees’ total paid hours in BenefitsSolver
during one of two defined measurement periods.

Employees who are eligible for ACA benefits will have access to the CityBasic health plan which provides medical,
prescription, dental and vision benefits. Employees are automatically enrolled in employee only coverage and can add
eligible dependents or opt-out of coverage.

Measurement Periods
ACA eligibility is determined through two (2) types of measurement periods, Initial Measurement Period (IMP) and
Standard Measurement Period (SMP). Each measurement period is 6 months. The employee must have an overall
average of at least 26 paid hours per week during the measurement period, or 676 total paid hours per 6-month
measurement period.
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Following each measurement period, there is a 60-day administrative period for employees who meet the 26-hour
average. The employee gains eligibility the 1st of the month following the 60-day administration period.

Upon becoming eligible the employee moves into the stability period. The stability period last for up to six (6) months;
eligibility will remain in place until the end of the stability period provided that the employee remains actively employed
and in a paid status with the City.

If the employee separates from employment or the City is unable to collect benefits deductions through the payroll
cycle, their benefits will end retroactively to the last day of the month in which they were last actively working. See
section IV. When do Benefits End?

Initial Measurement Period (IMP)

New and re-hired employees (re-hired more than 13-weeks from separation) are measured using the Initial
Measurement Period. The IMP starts on the first of the month following date of hire or re-hire and ends after 6-months.
A total of the employee’s paid hours divided by 26 (number of weeks) is how the average is calculated. The employee
must have an average of at least 26 paid hours during their IMP to become benefits eligible.

If the employee meets the eligibility requirements, they will fall into the 60- day admin period. Benefits are effective first
of the month following the 60-day admin period. The employee then falls into the current stability period and will
remain eligible until the remainder of the stability period provided the employee is still employed and has paid hours.
Eligibility for the next stability period will be measured through the next Standard Measurement Period.

IMP Example:

Employee hired 02/05/25

Paid hours measured from 03/01/25 — 08/31/25

Employee averaged 27.5 paid hours

60-Day admin period 09/01/25 - 10/31/25

Employee gains eligibility 11/01/25

Eligibility remains in place for remainder of the Stability Period (11/01/25 - 12/31/25)

Hours re-measured for January 1% coverage using Standard Measurement Period from May 1t — October
315t
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Standard Measurement Period (SMP)

Employees who have been working for at least 6-months will fall into the Standard Measurement Period. A total of the
employee’s paid hours divided by 26 (number of weeks) is how the average is calculated. The employee must have an
average of at least 26 paid hours during the SMP. The SMPs are as listed below:

May 1% — October 31%; for benefits effective January 1%t — June 30"
November 1% — April 30'™; for benefits effective July 1%t — December 315

If the employee meets the eligibility requirements, they will fall into the 60- day administrative period. The
administrative periods that correspond with the Standard Measurement Periods are as follows:

November 1%t — December 31%%; for benefits effective January 1% — June 30t
May 1% — June 30%"; for benefits effective July 1 — December 31

Benefits are effective first of the month following the 60-day admin period. The employee then falls into the 6-month
stability period and will remain eligible until the remainder of the stability period provided the employee is actively
employed and in a paid status. Eligibility for the next 6-month stability period will be measured through the next
Standard Measurement Period.



Hours Tracking Process
Hours are tracked or measured for all employees covered by the ACA through time entries in SAP, with subsequent file
transmissions into BenefitsSolver. Paid hours reported on timecards entered in SAP and transmitted to BenefitsSolver
are the basis for determining eligibility. Hours that are reported delinquently may not be captured within reporting, due
to reporting needing to occur in a timely manner to notify benefit plan participants.

Initial Measurement Period (IMP) hours are reviewed and reported each month after the second pay date for newly
eligible participants completing their IMP, during the administrative period. Standard Measurement Period (SMP) hours
are reviewed and reported every 6-months during the administrative period, generally within 30 days after a SMP
closes. Notification for eligibility is sent out at least three weeks in advance of benefits beginning to employees via paper
mail packet to their home address, and when available via email.

Employees can inquire about their number of paid hours throughout the Measurement Periods by reaching out to the
Benefits Office and asking for a paid hours report. The Benefits Office will review appeals for paid hours relating to
eligibility. Please notify the Benefits Office within two weeks of the beginning of a stability period if you feel your hours
were miscalculated.

Movement to a Benefit Ineligible Position
The Benefits office is notified of full-time and part-time employees who move to a benefit ineligible position through a
daily census file. The census file displays new data entered into SAP from the previous day. Employees whose assigned
Group and/or Subgroup changes to a benefits ineligible designation are measured to see if they can remain eligible for
benefits through ACA.

Upon notification via the census file, the employee’s total paid hours are measured through either the Initial
Measurement Period or Standard Measurement Period, whichever is applicable (see above).

If the employee is eligible per the measurement period, the employee does not have to meet the 60-day administrative
period. ACA benefits will be effective 1% of the month following the position change and will remain in place through
the current stability period.

If the employee does not meet ACA eligibility requirement a COBRA Election Notice will be sent to their address on file.
COBRA benefits will be effective 1% of the month following the employees position change.

Seasonal Workers ACA Eligibility
Seasonal Maintenance Workers (SMWSs) and Seasonal Park Rangers (SPRs) are eligible for health benefits through their
labor contracts. If a SMW or SPR loses coverage under their respective labor contract, they will be measured for ACA
eligibility.

o Benefits eligibility begins on the 1° of the month following date of hire or re-hire

o Must be paid at least 112 hours per month; with one month per calendar year in which employees covered
by these labor agreements do not have to meet the requirement; this is the grace period

o Upon 2" month of not meeting paid hours requirement, they are measured for ACA eligibility

If the employee meets ACA eligibility requirements, the employee does not have to meet the 60-day administrative
period. ACA benefits will be effective 1% of the month following the month in which they were last paid 112 hours.

If the employee does not meet ACA eligibility requirement benefits will terminate at the end of the month in which they
did not meet the labor contract requirements.
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13-Week Rule
When an employee separates employment and is re-hired within 13-weeks of their separation date, the employee is
considered a “continuing” employees instead of a new hire per ACA rules and is measured for ACA eligibility based on
the most recent Standard Measurement Period (SMP). Employees who are re-hired are identified through the census
file process.

If the employee meets the eligibility requirements of the most recent Standard Measurement Period, the employee will
have benefits 1 of the month following their re-hire date. Coverage will remain in place for the remainder of the
current stability period.

If an employee is re-hired after 13-weeks of their separation period, the employee will be measured for eligibility using
the Initial Measurement Period.

Unpaid Hours
When the Benefits office is notified of an employee going into an unpaid status, benefits staff will reach out directly to
the employees’ bureau to determine whether benefits need to be terminated.

If the bureau confirms that the employee is still employed but is going to be not working for a short period of time (i.e.
two weeks), benefits staff has the discretion to keep benefits active. The bureau must confirm the date upon which the
employee will be returning to work. Upon the employee returning to work, benefits will collect arrears through the
payroll process.

When an employees’ bureau has confirmed that an ACA employee is in an unpaid status and not working, the
employees’ benefits will be terminated retroactively to the end of the month in which they were last in a paid status.
The employee will be sent a COBRA Election Notice to continue coverage 1% of the month following benefits
termination.

If an employee in an unpaid status returns to a paid status, eligibility will be determined based on the either the 13-
week rule or based on the Initial Measurement Period, whichever is applicable. If the employee returns to a paid status
within 13-weeks of going into an unpaid status, the employee’s benefits will be reinstated 1 of the month following
when they were back in a paid status (and have enough paid hours to cover benefit deductions). If the employee has
been in an unpaid status of more than 13-weeks, the employee will be treated as a rehire. In this case, the employee
will be measured and must gain eligibility through the Initial Measurement Period.

Exhausted Leaves — ACA Eligibility
For an employee who has been on continuous or intermittent FMLA/OFLA/PLO and their protected leave status is
ending, the employee is eligible to continue their current part-time or full-time benefits, provided they meet ACA
eligibility requirements.

The employee can continue the benefits they were eligible for during their leave, including health, prescription, dental,
vision, and Employee Assistance Program (EAP) programs.

Employees must meet the 26-hour minimum average paid hours per week for the most recent Standard Measurement
Period in order to have continuation of benefits through ACA. If the employee does not meet the average, the
employee’s benefits terminate the end of the month protected leave is exhausted and the employee is offered COBRA.

If employee met ACA requirements, their current benefits (part-time or full-time) will remain in place for the remainder
of the current stability period. The employee must remain in a paid status. However, if the employee is not working
enough to collect the employees’ premium share through the payroll process, employee may pay by check.

If employee goes into a fully unpaid status, benefits will be terminated retroactively to the end of the last month they
were in a paid status and the employee will be offered COBRA.



Employee Notification Process
An employee is notified of their benefits eligibility during both the Initial Measurement Period and the Standard
Measurement Periods by the Health & Financial Benefits office during the Administrative Period. Seasonal
Maintenance Workers and Seasonal Park Rangers are notified upon hire or rehire due to their benefits beginning the
first of the month following hire or rehire, per their labor agreement. Notification is sent via paper mail to the
employee’s home address on file, and if an email address is available for the employee, the enrollment notification is
also sent to their email address on file. The enrollment notification includes:

A letter sharing about enrollment options, coverages offered and that employee only enrollment is automatic
The Seasonal/Casual Benefits Highlights Guide

An Enrollment / Opt-Out form for employees to either add dependents or opt-out of coverage

Initial COBRA Notice
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Employees can complete included forms and return to the Health & Financial Benefits Office to enroll dependents or
opt-out of coverage, provided they have coverage elsewhere.

Additionally, employees are notified each Standard Measurement Period if their coverage is continuing or ending, due

to the number of paid hours they had in the most recent Standard Measurement Period. Notifications are sent via
paper mail to an employee’s home address, and when possible, emailed to employees as well.
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