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QUICK REFERENCE – EMPLOYEE STATUS CHANGES 
AND LOOKBACK MEASUREMENT PERIODS 

BACKGROUND - ACA Benefit Status 
➢ An ACA Benefit Offering Status of “full-time” means that the employee qualifies for an offer of coverage

under the ACA’s benefit offering rules.
➢ The ACA’s definition of full-time often differs from an employer’s definition.   An employee under ACA rules

is ”ACA full-time” if the employee averaged 130 hours/month or more or averaged 30 hours/ week or more.
➢ The TotalSource system tracks both the employee’s ACA Benefit Offering status based on hours worked,

and the employer’s classification of and employee as full-time or part-time.

➢ An IRS 1095-C form will be generated only for employees who:
o Completes a measurement period where the employee averaged 130 hours/month or more or averaged 30 hours/ 

week or more and has entered an accompanying stability period with a full-time ACA status, OR; 

o Have a “Designated FT” ACA Benefit Status 

ACTION NEEDED FOR EMPLOYMENT STATUS CHANGES 
In order to maintain correct records for purposes of generating correct 1095-Cs for your employees, you must 
identify whether the employee’s ACA Benefit Status will be “Designated Full Time” or “measured in a 
measurement period at the time of hire, or when an individual’s employment status (i.e., Worker Category 
Code) changes.  

➢ AT TIME OF HIRE: for a guide to help you correctly identify the ACA Benefit Status of a newly hired

employee, CLICK HERE. 

➢ EMPLOYMENT STATUS CHANGE – PART-TIME TO FULL-TIME:

Navigate to People > ACA > ACA Information: 

Following these steps will override the calculation of the employee’s ACA Benefit Offering Status in the 

current measurement period and prompt the system to issue a 1095-C for the calendar year that the 

status change became effective.   

NOTE: Please send a service portal case to our Benefits team to assure that an offer of coverage is 
initiated for this employee.  

https://imagesbu.adpinfo.com/Web/ADPBUServices/%7Baffd0001-e671-4d57-a203-44aec0c12f10%7D_Designating_ACA_Benefit_Status_-_New_Hires.pdf
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➢ EMPLOYMENT STATUS CHANGE, FULL TIME to PART TIME:

CRITICAL:  AN EMPLOYEE MAY RETAIN BENEFIT ELIGIBILITY FOLLOWING THE MOVE TO A PART-TIME 
POSITION.

Scenario 1:  If the employee has NOT completed one full measurement period, proceed to the steps below. 

1) Navigate to People > Employment > Employment Profile: In the “Corporate Groups” section, update 
the employee’s benefits eligibility class to “9 – Not Eligible”.

2) Navigate to People > ACA > ACA Information

Scenario 2: Benefits eligibility may need to continue under ACA benefit offering rules if the employee has 
completed at least one full measurement period.  Contact your Benefits Representation for additional 
guidance.  Follow these steps: 

1) Navigate to People > ACA > ACA Information

Click here for the full Lookback Measurement Period User Guide 

If the employee has been working 130 hours or more per month or averaging 30 hours or more per week each 

month (or designated ACA Full Time), during the most recently completed measurement period, the 

employee should remain in an eligible benefits class code until they are calculated as ACA Part Time in a 

subsequent Measurement Period.  Contact your Benefits Service Representative for assistance.   

https://imagesbu.adpinfo.com/Web/ADPBUServices/%7Ba273f162-ba0c-4815-a04a-40da735cc9a7%7D_ACA_Lookback_Measurement_Period_Client_User_Guide.pdf
https://imagesbu.adpinfo.com/Web/ADPBUServices/%7Bf493dd28-43ab-4d7f-98e0-41e7c687fe8d%7D_ACA_Lookback_MP_UserGuide_Existing_Clients_FINAL_v9.20.19.pdf
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