
 

 

Important Employer Documents  
 

This section addresses the Consumer, as the Employer, and contains the following information: 

 Timesheets and Instructions 

 Workers’ Compensation for PCAs 

 How to Apply for Unemployment 

 MassHealth Fraud 

 Important Tax Information 

 Termination of a PCA 

 PCA Sick Leave 

 Employment Laws and Benefits 

 

 Wage and Hour Laws and Regulations 

 Consumer Rights Under New Labor Contract 

 Child Labor Laws 

 Sick Time 

 Personal Time Off (PTO) - Travel Time – Overtime 

 Hotlines/Warmlines 

  



 



 



 



 



 



  

 
 

Top 10 Reasons Timesheets are Not Processed 

PROBLEM SOLUTION 

1. Invalid pay period Use correct start and end dates 

2. Missing/copied signature Original PCA/Consumer signatures 

3. AM/PM missing Fill in circle each time entered 

4. Day/Night hours total missing Enter totals for each shift 

5. 12AM/PM errors Noon = 12PM, Midnight = 12AM 

6. Wrong pay schedule Verify consumer schedule 

7. Fax errors – cut off, too light View fax receipt 

8. Daily totals not correct Verify total against start/end times 

9. AM/PM Inconsistent Validate that shift times make sense 

10. Submitted before hours worked Complete all shifts before submission 

 

How do I ensure my Timesheet gets processed accurately and quickly? 

 Do a final review before submitting the timesheet 

 Sign up to use Electronic Timesheet System 

  



  

 

 



  

 



  

 

 



  

 



   



  

 

 

 



  

 

 

  



  

 



  

 

 

MassHealth Fraud Fact Sheet 

All MassHealth PCA consumers have a responsibility to be sure that they, or their surrogates, 

are managing their PCA service in accordance with rules and regulations of the PCA program. 

Fraud is a crime and it wastes money and can weaken the PCA program. Any suspicion of fraud 

must be reported to the Office at the State Auditor’s Bureau Investigations (BSI) for further 

investigation and action. 

Their number is 1-617-727-6771. Tempus Unlimited, Inc. are required to report any suspicion of 

fraud on the part of the consumer, a PCA, a surrogate, or other party. 

Some Tips in Managing your PCA Program Successfully: 

1. Make sure that your timesheet is filled out accurately and only for time that your PCA actually 
worked. 

2. If you are hospitalized, your PCA can be paid for taking you to the hospital and picking you up, 
but cannot be paid for any of the time you are admitted to the hospital. 

3. MassHealth can only pay your PCA for doing tasks that are approved on your Prior 
Authorization. 

4. You must pay you PCA for all hours worked, even if you think your PCA didn’t do a good job. If 
you do not pay your PCA, your PCA has the right to file a complaint for nonpayment of wages 
with the Attorney General’s Fair Labor Division. Fees are imposed to consumers who are 
found guilty. 

5. Be sure to schedule your PCAs appropriately for the amount of time you are approved. Do 
your best to submit timesheets for the weekly approved amounts so that your care can be 
provided for the entire Authorization Period and you won’t run out early. 

6. The FI will not pay your PCAs and you will be responsible for paying them if: 

 You lose your MassHealth eligibility for the dates that your PCA 

worked. 

 Your Prior Authorization has expired and has not been renewed. 

 You do not have enough units on your Prior Authorization to cover 

the hours worked by your PCA. 

  



  

 

 

Important Tax Information 

While on the PCA program, you may receive in the mail various forms from certain 

government agencies. For example: Massachusetts Division of Unemployment Assistance 

(DUA), the Internal Revenue Service (IRS) and the Massachusetts Department of Revenue 

(DOR), to name a few. 

At no time should there ever be any financial charges to a consumer personally, and we 

never expect you to remit any monies in response to these notices. If you receive anything 

stating money is owed, immediately fax or email it to the Fiscal Intermediary office at: 

Tempus Unlimited, Inc. 

600 Technology Center Drive 

Stoughton, MA 02072 

www.tempusunlimited.org 

Toll-Free Phone #: 1-877-479-7577      Toll-Free Fax #: 1-800-359-2884 

We will take care of the situation 

Tempus pays your Unemployment Insurance, Social Security/Medicare and Workers’ 

Compensation Insurance for your PCA program, and also pays quarterly withholding taxes to 

the IRS on your behalf. Any paperwork you may receive regarding filing quarterly taxes should 

be disregarded unless there is a monetary demand for payment of quarterly taxes. In that 

case, please forward said forms directly to this office and we will resolve the issue. 

You may receive blank forms at the end of each quarter (March, June, September and 

December) on which to file quarterly taxes. Since WE FILE THESE ELECTRONICALLY FOR YOU 

through our payroll company, you may throw them away. Again, if you do receive a notice 

from the IRS that these taxes have not yet been paid, showing a dollar amount due, please 

mail or fax to us and we will research and resolve the problem. 

We hope that this will ease your mind regarding various notifications you may receive. If you 

have any questions, feel free to call Tempus. 

  



  

 

 

 

Termination of a PCA 

 Communicate clearly the date the PCA is no longer needed. 

 Obtain signature on the last timesheet worked. 

 Complete a Change Form (Request Form from FI) 

 Submit the Timesheet and Change Form to the FI 
Department 

 Provide the PCA with Unemployment Information “How to 
File for Unemployment Benefits” 

  



  

 

  



  

 

  



  

 

 



  

 



  

 

 



  

 

  



  

 

Employment Laws and Benefits 
Once you have hired your PCAs, you must make sure that you follow the laws that govern employers and 
employees. This is a brief description of some of the more important laws that cover employer/employee 
relations. This description in not complete, and is not meant to take the place of legal advice; but is only 
designed to give an overview of the general issues. If any consumer or surrogate needs more detailed 
information about any of these laws, or has a situation that may fall under one of these laws, they should 
seek professional legal advice. 

DISCRIMINATION 

Both state and federal law prohibits an employer from discriminating against an applicant or employee 
because of his or her race, age, disability, religion, national origin, sex or sexual orientation. This means 
that you cannot decide not to hire someone, or fire someone, only because of these characteristics. 
Hiring or firing decisions should be made only on the qualifications of the applicant. 

State law also makes it illegal for any person (not just the employer) to interfere with the rights of the 
employee; or the help someone interfere with the employee’s rights. This would cover harassment of the 
employee on the job, unfounded accusations of theft, threats, or any other action that prevents or makes 
it difficult for an employee to do their job. 

Discrimination on the basis of disability is illegal, but an employee must be able to perform the essential 
functions of a job with or without reasonable accommodation. The accommodation must be the result of 
a two way negotiation. 

When advertising for a job, an employer cannot put language in the ad that refers to a protected status. 
For example, an ad saying “female PCA wanted” would be illegal. 

During an interview, open-ended questions about an applicant’s criminal history or disability (either 
physical or mental) are not allowed. You can ask if an applicant will be able to perform all the essential 
functions of a job. In regards to criminal history, a consumer can ask if the applicant has been convicted 
of a felony within the last 7 years, and can ask an applicant to bring in their CORI (Criminal Offense 
Record Investigation). If driving is an essential function of the job, an employer can ask if the applicant 
has had any misdemeanor motor vehicle convictions within the last five (5) years, or any felony motor 
vehicle convictions. Driving records in Massachusetts are currently open to the public, and are not 
covered by the same laws as CORI records. 

SEXUAL HARASSMENT 

A separate sexual harassment law in Massachusetts covers all employers. Harassment is when an 
employee is the victim of unwelcome sexual advances, requests for sexual favors or other verbal or 
physical conduct of a sexual nature. The harassment must create a working environment which affects 
the terms and conditions of employment. Harassment might be a situation where an employee is offered 
a certain employment benefit in exchange for sexual favors, or a work place that that employee considers 
sexually hostile. A person who chooses to display explicit, erotic material in his or her home might leave 
themselves open to accusations of sexual harassment if a PCA finds it offensive, and if it is not removed 
or covered when the employee asks. This also applies to telling dirty jokes. An employer must take 
prompt action to remedy the situation as soon as he or she receives a report of sexual harassment. The 
employer is supposed to get all the facts from the employee and any witnesses, and then confront the 
accused. The problem arises if the harasser is also the employer, as is likely to be the case for any PCA. In 
this case, if the employer does not respond to the complaint, the PCA should take their complaint to the 
Attorney General’s office. 



  

 

Wage and Hour Laws and Regulations 

The Office of the Attorney General (OAG) enforces many of the laws regulating the workplace, including 
the payment of wages, overtime, minimum wage, prevailing wage and youth employment laws. 

The Fair Labor Hotline staff are available to answer your questions about the laws described in this guide 
and, if necessary, to help you file a complaint. 

The Hotline number is 1-617-727-3465 and it is open Monday through Friday, from 9:00AM through 
5:00PM. 

Payment of Wages: The term “wages” includes pay for hours worked, tips, vacation pay, holiday pay and 
commissions as defined in Section 148. 

Employers must be employee wages within the following time periods: 

 If the employee works 5 to 6 days in a calendar week, payday must be within six (6) days of the 
end of the pay period. 

 If the employee works seven (7) days or less than five (5) days in a calendar week, payday must 
be within seven (7) days of the end of the pay period. 

Employees who voluntarily leave their job (quit/resign), must be paid in full on the next regular pay day 
or if there is no regular pay day, no later than the following Saturday. 

Employees who involuntarily leave their job (fired/laid off), must be paid in full on the day of discharge. 
(MGL c. 149, s. 148) 

Deductions: As a general rule, employers may only deduct federal and state taxes, social security and any 
other deductions required or permitted by law from wages. 

Deductions taken by the employer may never reduce an employee’s salary below the minimum hourly 
wage unless those deductions are required by law. (MGL c. 149, s. 150A) 

  



  

 

 

Pay stubs: Employers must give each employee a pay statement on payday that includes that name of 
the employer, name of employee, date of check (including the day, month and year), and number of 
hours worked during the pay period, hourly rate and any deductions for the period. 

 Employees who are paid on an hourly basis must be paid every week or every other week. 

 Employers must notify employees in writing of a change in the pay schedule from weekly to bi-
weekly at least 90 days before implementing the change. (MGL c. 149, s. 148) 

Overtime: Generally, an employer who permits or requires an employee to work over 40 hours in any 
week must pay the employee at least 1 ½ times their regular rate of pay for all hours worked over 40. 
(Example) – If an employee regularly earns $8.00 per hour, the employee’s overtime rate would be 
$12.00 per hour. ($8.00 which is regular rate + $4.00 which is half regular time = $12.00 which is overtime 
rate). 

 The state overtime law contains a list of 20 categories of work for which overtime pay is not 
required. This does not include PCA workers. 

 You may have the rights to overtime under federal law, even if you do not have state overtime 
rights. For more information, contact the U.S. Department of Labor at: www.dol.gov/ or call 
1.617.624.6700. (MGL c. 151, s.1A). Overtime payment can be arranged by the 
Consumer/Employer with the FI. 

Meal Breaks: Employees who work a period of more than six (6) consecutive hours per day are entitled to 
a 30 minute break. Employees must be relieved of all duties and be permitted to leave the premises 
during the meal break. 

 If the employee voluntarily agrees to waive his or her break, he or she must be paid for the time 
worked. 

 Exemptions to the meal break laws are contained in section 101. (MGL c.149 s. 100 and 101) 

 

  



  

 

Child Labor: Special laws apply to the employment of workers under the age of 18. These laws regulate 
the hours minors may work and prohibit minors from working in certain hazardous occupations. For more 
information about these laws, visit: www.mass/gov/ago/youthemployment or www.laborlowdown.com. 

Work permits: All teens under 18 must complete a work permit application and obtain a work permit 
before starting a new job. For further information about obtaining a work permit, visit the Division of 
Occupational Safety website at: www.mass.gov/dos. (MGL c.149, s. 56 – 105) 

Employee Right to Sue: Employees have the right to bring private lawsuits against their employers on 
behalf of themselves and other similarly situated employees under the following wage and hour laws 
(MGL Chapter 149, sections 27, 27F, 27G, 27H, 33E, 52D, 148, 148A, 148B, 150, 150C, 152, 152A, 159C 
and Chapter 151, sections 1B, 19 and 20). 

 Employees who succeed in their lawsuits are entitled to back pay, triple damages, attorney’s fees 
and litigation costs. 

 For violations of Chapters 149 and 151, section 19, employees must first file a complaint with the 
Attorney General’s Office, and wait 90 days or obtain permission from the Attorney General to 
proceed with a private lawsuit before the 90-day period has passed, before filing in court. 

 Any lawsuit under these provisions must be filed in court within three (3) years after the 
violation(s). 

 For violations of Chapter 151, sections 1B and 20 (Overtime and Minimum Wage laws), 
employees do no need to file with the Attorney General’s Office, but, must file in court within 
two (2) years after the violation(s). 

 No Retaliation: An employer is prohibited from retaliating, discharging, discriminating or 
punishing an employee in any way as a result of any action taken on the part of the employee to 
seek his or her rights under the Wages and Hours provisions of chapters 149 and 151, including 
assisting the Attorney General’s Office, or to any other person, about his or her rights under the 
State Wage and Hour laws. (MGL c. 149, s.148A and MGL c. 151, s. 19 (1) 

  

www.mass/gov/ago/youthemployment
www.laborlowdown.com
www.mass.gov/dos


  

 

 

 

Consumer Rights Under the New Labor Contract 

PCAs are part of the SEIU1199 Union. Consumer Rights under the New Labor Contract.  

Now that PCAs have a Union, a number of questions have arisen amongst consumers: 

 Can I still fire a PCA that I am dissatisfied with? 

 Can a PCA file a grievance against me? 

To clarify matters, below is language directly from the contract signed by the Council. 

Article 2: Consumer Rights 

Section 1: General Rights 

As provided by MGL c.118G, section 31(a), Consumers and/or their Surrogates shall retain the 
right to: 

 Hire PCAs of their choice 

 Supervise, manager and train PCAs in their employ 

 Determine the work schedules of PCAs in the employ 

 Terminate PCAs from their service at will 

 Determine under any circumstances whom may and may not enter their residence. 

Such authority and control on the part of the Consumers is not, and shall not be, diminished in 
any way whatsoever by this Agreement. 

From time to time, consumers may receive union materials in the mail they receive from the 
Fiscal Intermediaries. Consumers should give these materials to their PCA. Remember, 
consumers have a stake in a strong union; the union promotes better wages and benefits for 
PCAs, thus increasing the number of people wanting to do PCA work and making it easier for 
consumers to recruit PCAs. 

 



  

This is a compilation of state and federal child labor laws. The most protective laws are presented here and 
apply to all employers of teens including parents who may employ their children. There are additional 
regulations in this area not summarized here and some exceptions for employers in agricultural industries. 

Questions about the state child labor laws should be directed to the Massachusetts Office of the Attorney 
General, Fair Labor Division by calling (617) 727-3465. 

Questions about federal child labor laws should be directed to the U.S. Department of Labor, Wage and Hour 
Division by calling (617) 624-6700. 

Summary of Massachusetts laws regulating Minors’ work hours 

Prohibited Jobs (Hazardous Orders) 

Persons under 14 may not work. There are a few exceptions to this such as working as news carriers, on 
farms, and in entertainment (with a special permit). 

Persons under 16 may NOT: 

 Operate, clean, or repair power-driven machinery (except office machines or machines for retail, 
cleanup, or kitchen work not otherwise prohibited 

 Cook (except on electric or gas grills that do not have open flames) 

 Operate fryolators, rotisseries, NEICO broilers, or pressure cookers 

 Operate clean or repair power-driven food slicers, grinders, choppers, processors, cutters, and mixers 

 Perform any baking activities 

 Operate microwave ovens (except to heat food in microwave ovens with a maximum capacity of 140 
degrees Fahrenheit) 

 Clean kitchen surfaces that are hotter than 100 degrees Fahrenheit 

 Filter, transport, or dispose of cooking oil or grease hotter than 100 degrees Fahrenheit 

 Work in freezers or meat coolers 

 Work in a manufacturing facility or occupation (e.g., in a factory, as an assembler) 

 Work on or use ladders, scaffolds, or their substitutes 

 Work in garages, except dispensing gas and oil 

 Work in brick or lumber yards 

 Work in amusement places (e.g., pool or billiard room, or bowling alley) 

 Work in barber shops 

 Work in door-to-door street sales, including work as a sign waiver (except directly outside employer 
establishment) 

 Work in construction, transportation, communications, or public utilities (except doing clerical work 
away from heavy machinery off the job site) 

 Work in warehouses (except doing clerical work) 

 Load or unload trucks, railroad cars, or conveyors 

 Ride in or on a motor vehicle (except in passenger seat if wearing a seatbelt) 

 Work doing laundry in a commercial laundry or dry cleaning establishment 

 Work as a public messenger  

 Work at processing operations (e.g., in meat or fish, poultry catching, cooping, cracking nuts, bulk or 
mass mailing) 

 Work around boilers or in engine rooms 

 Do industrial homework 

 Work with dangerous electrical machinery or appliances 

 Work in any of the occupations or tasks prohibited for persons under age 18 

 Engage in work that is determined by the Massachusetts Attorney General to be dangerous to the 
health and well-being of minors 



  

Persons under 18 may NOT: 

 Drive a vehicle, forklift, or work assist vehicle (except golf carts in certain circumstances) 

 Ride as a passenger on a forklift 

 Operate, clean, or repair power-driven meat slicers, grinders, or choppers 

 Operate, clean, or repair power-driven bakery machines (except for certain countertop models and 

pizza dough rollers) 

 Work 30 feet or more above ground or water 

 Handle, serve, or sell alcoholic beverages 

 Use circular, chain, or band saws; guillotine shears; wood chippers; and abrasive cutting discs 

 Use power-driven woodworking machines 

 Use, service, drive, or work from hoisting machines 

 Operate or load power-driven balers, compactors, or paper processing machines 

 Use power-driven metal-forming, punching, or shearing machines 

 Use buffing or polishing equipment 

 Manufacture brick, tile, or kindred products 

 Manufacture or store explosives 

 Work in excavation, wrecking, demolition, or shipbreaking 

 Work in forest fire fighting, forest fire prevention, timber track operations, and forestry service 

 Work in logging, sawmilling, or mining 

 Work slaughtering, packing, or processing meat and poultry 

 Work in railway operations 

 Work in roofing or on or about a roof 

 Work in foundries or around blast furnaces 

 Work manufacturing phosphorus or phosphorus matches 

 Work where they are exposed to radioactive substances 

 Work as a firefighter or engineer on a boat 

 Oil or clean hazardous machinery in motion 

 Work in any job requiring the possession or use of a firearm 

Tasks not specifically permitted by the US DOL Secretary of Labor are prohibited. 

Legal work hours for teens in Massachusetts 
After 8:00 p.m., all minors must have the direct and immediate supervision of an adult supervisor who is 
located in the workplace and is reasonably accessible to the minor, unless the minor works at a kiosk, cart 
or stand in the common area of an enclosed shopping mall that has security from 8:00 p.m. until the mall 
is closed to the public. 

14 and 15 year-olds work hours 
Only between 7 a.m. and 7 p.m. during the school year 

Not during school hours 
Only between 7 a.m. and 9 p.m. during the summer (from July 1 through Labor Day) 

Maximum Hours When School Is in Session 

 18 hours a week 

 3 hours a day on school days 

 8 hours a day Saturday, Sunday, holidays 

 6 days a week 



  

Maximum Hours When School Is Not in Session 

 40 hours a week 

 8 hours a day 

 6 days a week 

16 and 17-year olds work hours 
Only between 6 a.m. and 10 p.m. (on nights preceding a regularly scheduled school day) - if the 
establishment stops serving clients or customers at 10:00 p.m., the minor may be employed until  
10:15 p.m. 

Only between 6 a.m. and 11:30 p.m. (on nights not preceding a regularly scheduled school day). 

Exception for restaurants and racetracks: only between 6 a.m. and 12:00 midnight (on nights not 
preceding a regularly scheduled school day). 

Maximum hours of work - whether or not school is in session 

 48 hours a week 

 9 hours a day 

 6 days a week 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Massachusetts Laws Regulating Minors' Work Hours.” Mass.gov, Summary of Massachusetts Laws 
regulating Minors work hours. 

https://www.mass.gov/service-details/massachusetts-laws-regulating-minors-work-hours#:~:text=Only%20between%206%20a.m.%20and,a%20regularly%20scheduled%20school%20day).
https://www.mass.gov/service-details/massachusetts-laws-regulating-minors-work-hours#:~:text=Only%20between%206%20a.m.%20and,a%20regularly%20scheduled%20school%20day).


  

 

SICK TIME 
PCAs accrue Sick Time for all consumers they work for starting July 1, 2015. 

Benefit Year: 12 month time frame starting from date of hire. 

PCAs begin accruing earned Sick Time on first day of work. Cannot accrue more than 40 hours in a Benefit Year. 

PCAs can start using Sick Time 90 Days after first date of work if that date is on or after July 1, 2015. 

If PCAs have been working on or before April 2, 2015 they can use Sick Time as soon as it accrues 

Accrual rate: 1 Hour of Sick Time for every 30 Hours Worked 

PCAs do not accrue Sick Time when they are not working. 

PCAs may rollover up to 40 hours of unused Sick Time to the next Benefit Year. 

PCAs cannot use Sick Time for periods they are not scheduled to work. 

The smallest amount of Sick Time a PCA can use is 1 hour. 

PCAs can use no more than 50 hours of Sick Time per Benefit Year. 

Sick Time is paid at same hourly rate. 

Mass Health is not required to pay unused Sick Time at end of Benefit Year or end of PCA employment. 

PCA Payroll Portal: PCAs can go to https://www.onlineemployer.com/feapca and create an account. Here, they 
can track their Sick Time. 

Timesheets: Consumers coming onto the PCA program will receive Sick Time timesheets. They can also be 
requested from the FI. Sick Time can also be entered into e-timesheets. 

 

PTO (Personal Time Off) 
As of July 1, 2019, all earned sick time will convert to PTO and PCAs shall only be eligible for earned PTO. 

Used PTO must be reported on a separate “PCA Paid Time Off Activity Form Timesheet” obtained from your F.I. 

PCAs will earn 1 hour of PTO for every 30 hours worked. PCAs can accrue up to 50 hours of PTO. 
PCAs cannot accrue more than 50 hrs. of PTO. Can carry over up to 50 hrs. unused earned PTO to the next year 

PCA may never have more than 50 hours unused earned PTO and must use PTO to start accruing again. 

All PCAs who work enough hours must be allowed to accrue 50 hours per year of earned PTO. 

PCAs begin accruing PTO from their first date of actual work. 

A PCA can begin utilizing earned PTO 90 days after the PCA started working for a consumer. 

PTO can be used for any reason the PCA chooses not to work scheduled time (vacation, personal, sick time …) 

It is the PCA’s responsibility to use PTO in amounts consistent with their regular schedule. 

PTO cannot be taken the same time/hrs. PCA is providing personal care to another consumer in the program. 

PCAs are entitled to use earned PTO in 15-min. intervals (shortest time period which earned PTO may be used). 

PTO will not count toward the calculation of overtime or other premium rates. 

PCAs should submit a Paid Time Off Activity Form for each consumer from whom they are requesting PTO. 

Unused accrued PTO paid out at end of employment, regardless whether PCA left voluntarily or involuntarily. 

A PCA must end employment with all consumers to be eligible for payment of unused accrued PTO.  

A PCA must work for a PCA Consumer, and an activity form must be submitted, for dates of services on or after 
July 1, 2019, for a PCA to be eligible for payout for any remaining PTO at the end of employment as a PCA. 

The Termination Form must be submitted within 1 year of the last date worked to be eligible for payout. 

Payout of unused accrued PTO will be issued by the Fiscal Intermediary with the next scheduled payroll after 
receiving an accurately completed Termination Form. 

PCAs must make a good faith effort to provide reasonable notice to the consumer employer of the intent to 
use PTO in advance of the use of earned PTO. 

A PCA can view his or her unused accrued Paid Time Off balance at the CYMA web portal at 

CYMA Employee Portal 

 
 

https://www.onlineemployer.com/feapca
https://p4.tempusunlimited.org/CymaEmployeePortal/(S(wr3h1n4qntlg4r2lhxugqzxn))/default.aspx


  

TRAVEL TIME 
As of 1/1/16, MassHealth will be required to pay PCAs Travel Time. 

PCA travel from their home to work (consumer’s home) is not compensated 

Travel from work site to work site must be compensated. 

Note: If PCA lives with consumer this does not count toward Travel Time. 

Travel Time is considered hours worked and factored into Overtime 

Travel Time is not consumer controlled (FI and MH need to figure it out). 

If PCA stops somewhere in between consumer work sites (ex. cup of coffee) Travel Time is based on the direct 
route between consumers and doesn’t include Travel Time for the stop in between. 

 

OVERTIME 
As of 1/1/16, MassHealth is required to pay PCAs Overtime (time and-a-half) for hours worked over 40 hrs/wk. 

This is for hours across consumers and FIs. 

Consumers are required to make special requests for OT pay. 

OT and Travel Time will be paid together on a separate check or direct deposit. 

 
Timesheets submitted for PCA time when you are in the hospital or rehab will be denied and/or recouped. 

Make your paperwork process easier:  
E-Timesheets: Etimesheets and PCA New Hire Paperwork: Paperworkr 

 

  

https://timesheets.tempusunlimited.org/users/sign_in
https://paperwork.tempusunlimited.org/


  

 

 

HOTLINES 

AIDS Action Committee of Massachusetts  ......................................................................... 1-800-235-2331 
Provides information and referrals for persons with AIDS/HIV 

Child At Risk  ............................................................................................................................. 1-800-792-5200 

National Suicide Prevention  ................................................................................................. 1-800-273-8255 
www.suicidepreventionlifeline.org 

Federally funded suicide prevention hotline  
Connects individuals to crisis centers across the country  
Staff have essential resources to assist in a suicide crisis 

Samaritans  ............................................................................................................................................ 1-877-870-4673 
Crisis hotline staffed by volunteers. Provides support to persons who are suicidal or in despair 

Samariteens  ............................................................................................................................. 1-800-252-8336 
Crisis hotline for teens; staffed by teen volunteers.  Help for any teen that is suicidal or in despair 

Disabled Persons Protection Commission (DPPC)  ............................................................ 1-800-426-9009 

Elder Affairs  ............................................................................................................................. 1-800-882-2003 

Staff provides assistance to elders on areas of concern; also provides connection to  
Protective Services when elder abuse is suspected 

Fenway Violence Recovery Project  ..................................................................................... 1-800-834-3242 
Operated out of the Fenway Community Health Center, the project helps the gay/lesbian/bisexual/ 
transgender community with the aftermath of violence, including hate crimes and domestic violence 

Mass Transgender Political Coalition (MTPC)  .................................................................... 1-617-267-9001 

Peer Listening Line  .................................................................................................................. 1-617-627-2535 

Toll-Free .................................................................................................................................... 1-800-339-7337 

  

https://988lifeline.org/


  

 
 
 

HOTLINES (cont.) 

 
 

Health Care for All (HCFA) .....................................................................  1-800-272-4232 or 1-617-350-7279 

Seeks to create a consumer-centered health care system that provides  
high quality care and consumer education for everyone 

Recovery Hotline for Alcohol Crisis  ....................................................................................... 1-800-252-6465 

Staffed by Volunteers 

Massachusetts Substance Abuse Hotline  ............................................................................. 1-800-327-5050 

Provides information and referrals for substance abuse and treatment; run through DPH 

Alcoholics Anonymous (AA)  .................................................................................................... 1-800-327-5050 

www.helplineonline.com 
12-step support groups for persons with alcohol addiction 

Narcotics Anonymous (NA) .....................................................................................................  1-800-327-5050 
12-step support groups for persons with drug addiction 

Alanon/Alateen  ......................................................................................................................... 1-508-366-0556 

(This is a statewide number for accessing local groups) Support groups for family and friends of  
persons with addictions; Alateen is specifically to address the support needs of young people 

Massachusetts Council on Compulsive Gambling ............................................................... 1-800-426-1234 

Support groups for persons with a gambling addiction 

  

www.helplineonline.com


  

 
 
 

WARMLINES 

Warm lines are run by and for consumers; they are used by consumers who need to talk to 
someone, but are not in crisis. 

Central Massachusetts 

Crossroads  ....................................................................................................................... 1-978-629-8485 
Hours: Daily 4:00pm-7:00pm & 10:00am-12 Noon 

Tradewinds  ...................................................................................................................... 1-508-864-0270 
Hours: Friday 4:00PM-10:00PM, Weekends 10:00AM-10:00PM 

Westwinds  ....................................................................................................................... 1-508-426-1660 
Hours: Daily 6:00PM – 9:00PM 

Central MA Recovery Learning Community  ............................................................... 1-508-468-9740 
Hours: Daily 6:00PM – 8:00PM 

Metro Boston 

Peer Warm Line (Metro Boston RLC)  ........................................................................... 1-877-733-7563 

Metro Suburban 

C.A.S.T.L.E.  ....................................................................................  1-617-610-7907 or 1-617-243-3977  
Hours: Mon.-Fri., Sun. 7:00PM - 11:00PM 

The Peer Line  ..................................................................................................... 1-508-879-2250 Ext. 168 
Hours: Mon.-Thurs. 8:30AM – 7:30PM, Fri. 9:00AM – 5:00PM  

The Consumer/Edinburgh Center  ................................................................................ 1-800-243-5836 
Hours: Mon. – Fri. 5:00PM – 10:00PM, Weekends 1:00PM – 10:00PM 

The South Shore Warm Line .......................................................  1-617-689-1050 or 1-617-689-1051 
Hours: Mon., Thurs., Fri., Sun. 5:00PM - 10:00PM 

Northeast 

None – to be established by the Northeast RLC 

Southeast 

None – to be established by the Southeast RLC 

Western MA 

Pioneer Valley Warm Line  ............................................................................................. 1-413-747-8658 
Hours: Wed. – Sun. 5:00PM – 1:00AM 


