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ACA 201
Guidelines for classifying an employee
as full-time
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Integrity Data’s leadership in
human capital management since 1996

More than 10,000 organizations worldwide use our 
technology to improve businesses processes
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Engaged by Microsoft to author payroll and human resources 
upgrades to the ERP system known as Microsoft Dynamics® GP

We have been immersed in ACA compliance software since 2012

We help over 1,250 employers (unique EINs) with ACA 

Who is
Integrity Data?
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ACA redefinitions:
“hours” and “full-time employee”
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In addition to paid hours that 
are clocked on the job, this 
includes situations that are 
not paid but during which the 
employee is available to the 
employer. 

130 hours of service in a 
month; the monthly 
equivalent of at least 30 
hours of service a week. 

Hours means hours of service: Full-time means: 
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Be “reasonable”
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Guidelines for 
classifying an 
employee as 

full-time from 
the hire date

Look at :

 Is the employee is replacing an employee who was or was not a 
full-time employee?

 The extent to which employees in the same or comparable 
positions are or are not full-time employees.

 Was the job advertised, or otherwise communicated to the new 
hire or otherwise, as requiring hours of service that would 
average 30 (or more) hours of service per week or less than 30 
hours of service per week?
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Time to include:
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Hours of 
service –
not just 

paid hours

Jury duty*
Military deployment*
FMLA absence*
Leave of absence
Vacation

Holiday
Illness
Incapacity 
Layoff

* These are special unpaid leave where you can either not factor the absence in your 
eligibility calculation or credit the employee with the average hours they worked while 
not on special unpaid leave. 
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ACA math must-know for
eligibility determination
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Crediting
special

unpaid leave

 Jury duty
 Military 

deployment
 FMLA absence

To calculate time that does not have to be paid – but which must be 
counted in hours of service, choose one of the two methods:

METHOD 1: Look only at the time worked and base the 30-hour 
threshold on that time.

METHOD 2: Credit the employee with hours as if they had worked 
during this unpaid time.

Both methods yield the same number.
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ACA math must-know for
eligibility determination
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Crediting
special

unpaid leave

 Jury duty
 Military 

deployment
 FMLA absence

Example: An employee is on
 A 12-month measurement period (52 weeks)
 FMLA absence for 6 weeks

Before unpaid leave, their hours of service were 1,421.

METHOD 1: Look only at the 
time worked and base the 
30-hour threshold on that time.

1421 / (52-6)=
30.59 hours average

Both methods yield the same number.

METHOD 2: Credit the employee 
with hours as if they had worked 
during this unpaid time.

1421 + (30.89 x 6) =
1606.34 hours

1606.34 / 52 =
30.89 hours average
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ACA math must-know for
eligibility determination
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Crediting
time for

employees
on-call

Crediting an on-call employee with for on-call hours is needed if:

(1) payment is made or due for the on-call hours, 
(2) the employee is required to remain on the employer’s 

premises during the on-call hours, or 
(3) the employee’s activities while on call are subject to 

substantial restrictions that prevent the employee from using 
the on-call hours for the employee’s own purposes.
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ACA math must-know for
eligibility determination
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Crediting
time when you 

do not track 
“hours”

 Commission-only 
salespeople

 Pieceworkers
 Adjunct faculty

When an employee’s compensation is not based on hours, an 
employer must use a ‘reasonable’ method of converting time
to an hours-of-service equivalent:

“Employers are required to use a reasonable method of crediting hours 
of service that is consistent with Section 4980H.”

TRANSLATED: Employers cannot deploy conversion methods that are intended to limit 
eligibility for health coverage.

‘Reasonable’ appears 63 times in ACA regulations.
‘Reasonably’ appears 50 times. 

Neither is defined.
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Crediting
time for shared 
employees in 

commonly 
controlled or 

affiliated 
groups

All employees of commonly controlled corporations, trades or 
businesses must be treated as employees of a single corporation, 
trade or business.

 With shared employees, eligibility determination is based on 
accumulation of hours within all commonly controlled or 
affiliated entities.

 Each entity within a commonly controlled or affiliated group 
will submit annual reporting on their behalf and will reference 
every other in the submission.  

ACA math must-know for
eligibility determination
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Educational
Resources

acafluent.com

Videos in Integrity Data’s ACA Reporting 101 series
 Does your business have to comply with the ACA? Are you an ALE? 
 How do I comply with the ACA? And when?
 What is a 1095-C?
 Why comply? What are the penalties for employers?

Downloadable eBook
Affordable Care Act: Employer Essentials for IRS Reporting

Downloadable Infographic
ACA checklist for 2018

Blog posts
• ACA exclusions to the ALE count
• ACA math for special unpaid absences: crediting leave for FMLA, jury 

and military duty
• ACA math must-knows for crediting on-call hours

https://www.acafluent.com/
https://www.integrity-data.com/aca-ebook/
https://www.integrity-data.com/aca-balance/
https://www.integrity-data.com/aca-exclusions-to-the-ale-count/
https://www.integrity-data.com/aca-math-for-special-unpaid-absences-crediting-leave-for-fmla-jury-and-military-duty/
https://www.integrity-data.com/aca-exclusions-to-the-ale-count/
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VIDEO: Concepts Behind the Affordable Care Act’s Employer Mandate
VIDEO: Guidelines for Classifying an Employee as Full-Time
July 31: Determining Eligibility for Health Coverage
August 7: Choosing a Pay-or-Play Strategy
August 14: Recordkeeping for Required IRS Reporting

Sign up now or watch on demand recordings of past events at:
integrity-data.com/ACA-201

All lessons are held at 1:30 PM 
Central, which translates to the time 
zones below:

• 2:30 p.m. Eastern
• 1:30 p.m. Central
• 12:30 p.m. Mountain
• 11:30 a.m. Pacific
• 9:30 a.m. Alaskan
• 8:30 a.m. Hawaiian-Aleutian

ACA 201
An Affordable Care Act educational 
series for employers
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Visit integrity-data.com/aca
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Follow us

Read our 
blog

Video 
demos

Customer 
stories

Product 
Information

Education on 
ACA Reporting

http://www.integrity-data.com/blog/
http://www.integrity-data.com/aca-compliance-software-detail/#videos
http://www.integrity-data.com/our-customers/
http://www.integrity-data.com/aca-compliance-software-detail/
http://www.integrity-data.com/aca-education/
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Q&A
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To get on the fast and sure track 
to ACA compliance, please 
contact us: 

sales@integrity-data.com
888.786.6162

Integrity Data’s publications and presentations are designed to make 
employers aware of IRS reporting requirements under the Affordable 
Care Act, best practices for compliance with those requirements, and 
the consequences of noncompliance. 

This material is intended to provide accurate information as of the 
date posted. It is provided with the understanding that neither 
Integrity Data, nor the authors and presenters, are rendering legal or 
accounting advice. 

With respect to your organization’s decision making for Affordable 
Care Act compliance, review the information presented with legal 
counsel specializing in employment law.

Follow us
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