






























 



2025 HSP Individual Provider Payroll Schedule 
Provider Assistance Line:  1-800-804-3833 

For additional assistance, please contact your local DRS Office 

https://www.dhs.state.il.us/page.aspx?module=12&officetype=7


11 Understanding Overtime (1 of 3) 

Understanding Job Requirements, Timecards and Helping Caregivers Fight 
Fraud, Abuse, Neglect & Exploitation 

Content in these handouts was 
approved by the Illinois DHS 
Home Services Program 11.1 

Learning Outcomes 
• Understand the Individual Provider (IP) Overtime Policy
• Understand a work week versus a pay period
• Understand responsibilities when working for multiple Home Service

Program (HSP) customers
• Identify consequences if unjustified use of Overtime occurs
• Understand Overtime Exceptions

Key Content 
 The importance of working no more than 60 hours in a work week unless the IP’s customer is 
approved for an Overtime Exception will be reiterated along with the consequences of unjustified use 
of Overtime, which include periods of ineligibility for payment and the potential of an IP's permanent 
ineligibility for payment from HSP  

Introduce General Policy Overview 
1. Home Services Program customers who utilize Individual Providers must hire a sufficient number of

providers to cover the weekly hours on their Service Plan.  HSP Customers must hire a back-up
Individual Provider(s) for coverage when another Individual Provider is unable to provide services.

2. Individual Providers are subject to the 60-hour per week maximum unless the customer is approved
for an overtime exception.

3. Individual Providers who work for multiple HSP customers are responsible for monitoring work hours
and communicating with their customers to ensure the Individual Provider does not work more than 60
hours in a work week, unless the customer is approved for an overtime exception.

4. It is important to remember that any approved use of Overtime does not change existing program
rules. Even if the customer has an approved overtime exception, they cannot exceed their monthly
Service Plan hours.   Individual Providers are not authorized to work more than the number of hours
listed on the customer’s Service Plan.   Additionally, no Individual Provider should work more than 16
hours in a 24-hour period

   Work Week vs. Pay Period 
Overtime is calculated by work week, but Individual Providers are paid by pay period. Therefore, it is 
important to understand the difference between the two. 

1. Pay periods are from the 1st day of the month through the 15th of the month, and from the 16th of
the month through the last day of the month.

2. A work week is a 7-day span that begins on Sunday at 12:00 a.m. and ends Saturday at 11:59 p.m.
3. In some cases, a work week may extend across multiple pay periods.
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Working for Multiple Customers 
1. Individual Providers who serve multiple customers are responsible for monitoring the number of

hours that they work in a work week to ensure that they comply with the Overtime policy.
2. Individual Providers should add together the total hours worked for each HSP customer; this

combined total should not exceed 60 hours in a work week, unless a customer is approved for an
Overtime Exception.

3. If Individual Providers also claim travel time when traveling between customers on the same
workday, the combined total of work time and travel time must not exceed 60 hours for the work
week, unless a customer is approved for an Overtime Exception.

Definitions 
• Overtime – the time worked by an Individual Provider for an HSP Customer(s) that exceeds 40 hours

in a work week.
• Overtime Pay: Any time an Individual Provider works more than 40 hours in a work week, the

Individual Provider shall be paid at time and one half of the IP’s hourly rate.
• Work week – a week that begins Sunday at 12:00 a.m. (midnight) and ends each Saturday at 11:59

p.m.
• Travel Time – the time an Individual Provider spends traveling between two or more different

HSP Customer addresses on the same work day and that does not end or begin at the Individuals
residence or include any personal errands.

Understanding the Overtime Policy 
1. The Overtime policy applies to the following situations:

a. Where the Customer needs their Individual Provider to work more than 60 hours per week.
b. Where the Individual Provider works more than 60 hours per week for multiple customers.

2. When a customer’s service plan authorizes services by an Individual Provider more than 60
hours in a week, the customer must apply and be approved for an overtime exception. If the
customer’s overtime exception request is approved, the IPs who works for that customer will be
permitted to work more than 60 hours in a work week as long as the total hours for all
IPs do not exceed the Customer’s approved Service Plan.

3. There are four overtime exceptions that a customer may apply for:
a. Provider Capacity – applies when an incumbent IP no longer works for the Customer,

is unfunded, no longer meets qualifications, has expired credentials and/or there is no
qualified IP within 45 miles of the Customer’s service location who is able and willing to
provide needed services.
The Provider Capacity exception must be applied for in advance or within 2 weeks of need. Once
approved, this exception is valid for one (1) year and will be automatically renewed unless the
State determines not to renew the exception.

b. Unique/Complex Needs – applies when the Customer’s health and safety would be
compromised by adding additional IPs to the Service Plan: which may include court ordered
service plans, Customers with a DON score at or above 70, Customers who cannot tolerate
multiple workers because of medical or behavioral needs or Exceptional Care Customers.
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The Unique/Complex Needs exception must be applied for in advance. Once approved, 
this exception is valid for one (1) year and will be automatically renewed unless the State 
determines not to renew the exception. 

c. Out-of-Town Situations – applies when the Customer requires care to ensure their health
and safety while out-of-town and it is not feasible to bring additional IPs. This exception
permits personal care services only during the duration of the out-of-town stay.
The Out-of-Town Situations exception can be used for 14 days per year and must be applied for
in advance.

d. The Emergency Need Exception applies when an urgent need for care arises and
working more than 60 hours in a work week is unavoidable without risking the health and
safety of the Customer; this may include the delayed arrival or unexpected illness of a
Provider. The Customer may utilize this exception four (4) times per year and up to 10 hours
per pay period and must be applied for within two (2) weeks of need.  Dates are required to
indicate when the Emergency Hours were used.

2. When a Customer applies for an exception, if no determination is made within thirty (30) days, the
Individual Provider shall be deemed conditionally approved to work the overtime hours until the
determination is made.

Unjustified Use of Overtime Policy
1. Any time an Individual Provider works more than 60 hours in a work week without the customer

having received an approved Overtime Exception, the Individual Provider will receive an occurrence
which can lead to suspension; also referred as temporary ineligibility in this section  Individual
Providers who work for more than one customer are subject to the 60-hour weekly maximum for all
hours worked and the exceptions listed above.

2. Individual Providers will be given a written notification for the first three (3) occurrences of
unauthorized overtime. Reasonable amounts of overtime, effective 07/01/24, resulting from minor
variations in the IP’s clocking in or out times shall not result in an occurrence of unauthorized
overtime. Each written notification shall be valid for a rolling twenty-four (24) month period.
Provided an email address is available, the State shall send notifications via email when
unauthorized overtime occurs.

3. If within any rolling twenty-four (24) month period a fourth (4th) occurrence of unauthorized overtime
occurs, the IP will be notified in writing that they are temporarily ineligible for funding from the Home
Services Program for one (1) month. The notification shall include the date upon which the
temporary ineligibility period will end.

4. After the Individual Provider has been temporarily ineligible for funding from the Home Services
Program three (3) times, the Individual Provider will be notified in writing that he or she is
permanently ineligible for funding from the Home Services Program.

5. If an Individual Provider has been deemed permanently ineligible for funding the IP may request a
review after 12 months for reinstatement to the Home Services Program, except in cases of
substantiated fraud, abuse, neglect or exploitation.

6. At the request of the Individual Provider, any written notification to the IP shall be rescinded where
the Customer has made timely application for an overtime exception and the State has not made
determination on the application.

7. If, during a period of ineligibility for funding, an applicable overtime exception is approved, the
Individual Provider shall be permitted to resume providing services immediately.
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 Learning Outcomes  
• Understand the Paid Time Off Policy 
• Identify how to apply for Paid Time Off 

 
 Key Content  

Effective July 1, 2024, all Individual Providers (IPs) are eligible for Paid Time Off.  

Introduce General Policy Overview 
1. Beginning July 1, 2024, IPs will earn 1 hour of paid time off for every 40 hours worked, with a cap of 

40 hours per year.   
2. Unused PTO hours shall carry over year to year (at the end of the calendar year) with a maximum of 

40 hours per year.  
3. Any unused sick time hours will be carried over to your new PTO bank on July 1, 2024.  
4. PTO can be used after 90 days following commencement of services. 
5. PTO can only be used in increments of 2 hours. Example: An IP can request 2 hours, 4 hours, 6 hours, 

8 hours, 10 hours, etc. of PTO but cannot request 3 hours or 5 hours of PTO.    
6. PTO hours will be available to IPs on their pay stubs: PTO hours used and current PTO balance will 

appear on the IP’s pay stub. 
Example: YTD HRS: 809.18;   Reg HRS: 99.27;  OT HRS: 2092;  TRVL HRS: 12.00; 
  PTO Used: 02.00;   PTO BAL: 14:00 
 

How to Apply for PTO 
1.  IPs must use the PTO request form which is available on-line (see the attached form)  
2. The Form can be mailed, faxed, emailed and or submitted in-person to the customer’s local office. 
3. IP are encouraged to notify Customer at least 7 days in advance but not required to do so. IPs and 

Customer are expected to be in communication about Paid Time Off and if the Customer needs a backup 
IP during this time, the Customer should communicate with their case manager for assistance.  

4. Payment for PTO will be paid on the same pay check for the pay period in question. For example, an IP 
takes PTO from Sep. 6- 12. The PTO pay will be reflected on the Oct. 13 paycheck for hours worked Sep. 
1-15. 

5. IPs are encouraged to review pay stubs to ensure they have enough PTO hours accrued before 
submitting their PTO request form. If an IP requests more PTO than they have accrued, the PTO 
request may be denied and returned to the IP for correction and may therefore cause a delay in 
payment.  

 
 
      PTO FAQ:   https://www.dhs.state.il.us/page.aspx?item=164880 

https://www.dhs.state.il.us/page.aspx?item=164880
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