Office of

HUMAN RESOURCES

Memorandum
From:
The Office of Human Resources

Re:
Change in Status/Qualifying Life Event


Employees that experience a qualifying event are able to make changes to their benefit elections with 30 calendar days of the event. Please see the attached list of qualifying events. (List of Qualifying Events)  


To assure an easy transition into your recent life status change, the following paperwork needs to be completed and returned to the Office of Human Resources within thirty (30) calendar days (along with documentation to support the qualifying event: Legal Marriage, Domestic Partnership Affidavit, Notice of Termination of Domestic Partnership, Divorce Decree, Birth, Adoption or Death Certificates) of the qualifying event. Please review and complete each form as applicable. 
· Benefits/Life Status Change Enrollment Form - This form is MANDATORY. (Return to the Office of Human Resources along with any applicable forms listed below.)

· Employee Information Form – https://www.elon.edu/u/bft/hr/wp-content/uploads/sites/653/2020/02/2020FINAL-New-Employee-Info-Form.pdf
· Lincoln Financial Beneficiary Form - https://www.elon.edu/u/bft/hr/wp-content/uploads/sites/653/2019/04/Lincoln-Life-Beneficiary-Designation-Form-041219.pdf
· TIAA Beneficiary Form - update online www.tiaa.org (or) by calling 1-800-842-2252
· Domestic Partnership Affidavit/Notice of Termination of Domestic Partnership - https://www.elon.edu/docs/e-web/bft/hr/uploads/currentemployees/DomesticPartnerBenefitPolicy021015.pdf
· Continuation Coverage Rights Under COBRA - https://www.elon.edu/u/bft/hr/wp-content/uploads/sites/653/2019/09/COBRA-Annual-Notice-090419.pdf
Please contact the Office of Human Resources at (336) 278-5560 if you have any questions regarding this information. 
Change in Status / Qualifying Life Events

Faculty and staff members that experience a qualifying event are able to make changes to their benefits plan elections within 30 days of the event. Employees should notify the Office of Human Resources and complete the necessary paperwork. Provided below is a list of eligible qualifying events:

· Legal marriage, legal separation, divorce or death

· Change in the same or opposite sex domestic partner status 

· Domestic Partner Benefits Policy/Affidavit and Notice of Termination of Domestic Partnership
· Gain or loss of an eligible dependent for reasons such as birth, legal adoption, placement for adoption, foster or death

· Dependent satisfies or no longer satisfies eligibility requirements for reasons such as reaching the dependent child age limit

· Changes in the legal spouse’s or domestic partner’s employment affecting benefits eligibility

· Changes in the legal spouse’s or domestic partner’s benefits coverage with another employer that affects benefits eligibility

· Change in employee work status affecting benefits eligibility

· The employee enters and/or is discharged from military service

· Eligibility for enrollment in Medicare/Medicaid

· Children’s Health Insurance Plan (CHIP) eligible

