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and/or provisions, resolving employee concerns and/or problems and other issues as they 
arise. 
 
PROCEDURE: 
 
  Responsibility            Action       
 
Employee 1. Completes all necessary paperwork to 

enroll within 30 days of hire and submits 
to Human Resources. 

 
2. Completes all necessary paperwork to 

make changes within 30 days of the 
qualifying event. 

 
3. Submits appropriate forms to Human 

Resources if a dependent is no longer 
eligible for coverage. 

 
Human Resources 4. Processes all paperwork as necessary. 
 

5. Schedules periodic Employee Insurance 
Advisory Committee meetings. 

 
6. Notifies all employees of health insurance 

changes via printed notices. 
 

7. Schedules annual Open Enrollment 
period. 

 
 
Disclaimer:  This policy is for internal processes only.  Should a discrepancy exist between 

this document and the Insurance Plan Document, the Insurance Plan 
Document will prevail.  Should a discrepancy exist between this document and 
Federal or State Law, the Federal or State Law will prevail. 




