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Elections made during open enrollment will become effective
[Effective_Date].

[C_Officialname] offers you and your eligible family members
a comprehensive and valuable benefits program.

We encourage you to take the time to educate yourself about
your options and choose the best coverage for you and your
family.
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Annual Open Enrollment Checklist 
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Open enrollment can be an extremely positive and rewarding experience for you and your employees. Consider the following suggestions to help you prepare for a successful open enrollment period this year.

Pre-enrollment Period

Plan Ahead:

· Be ready to answer employee questions regarding the health care reform legislation. Understand how the legislation affects your benefits offerings and be prepared to share this knowledge with employees.

· Make a list of anything new and exciting that will enhance your open enrollment processes. Plan to communicate these enhancements to employees.

· Consider online enrollment programs and software if you haven’t already. Allow time to implement them onto your company website before your open enrollment period.

· Maintain records of employee questions, comments and concerns, preferred communication methods, trends in employees' selections and other information that will help you better serve employees during open enrollment. 

· Make necessary changes to your benefits offerings before the open enrollment period to avoid rushing at the last minute.

· Survey employees on what they are seeking in terms of benefits offerings and any improvements they would like to see. Customize your offerings to your employee population after analyzing survey results.

· Consider offering new benefits, even if they are 100 percent voluntary.

Spread the knowledge:

· Hold meetings with employees to review coverage options and changes. Also offer information regarding benefits in various formats to your employees – one-on-one meetings, benefit fairs, mailers or Intranet tools.

· If pamphlets or brochures are provided by your carrier or third-party administrator, deliver them to employees.
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Communicate helpful phone numbers and websites to employees looking for additional resources

Know your audience:
· Be prepared to answer questions that employees asked most frequently last year.

· Create a frequently-asked-questions sheet with answers to distribute, post or email to employees.

· Provide answers to basic questions, such as how much premiums will increase, new coverage options, etc.

Enrollment Period

Make sure employees have received all of the following materials, including:

· Open enrollment schedule

· Statement of current coverage

· Plan-specific changes and rates

· Plan-specific summaries

· Open enrollment booklet and forms

· Deadline for open enrollment

· Resource contact information

Guide your employees through this period:

· Provide employees with materials and give them time to review them.

· Offer generous deadlines, with frequent reminders.

· Send a reminder the day before the enrollment deadline.

· Remain available through various mediums for employees to contact with questions and clarification. 

· Make sure employees understand that you are available to answer any questions, and that no question is too simple or complex.
Post-enrollment Period

Did you...

· Check enrollment forms for any missing information?

· Check enrollment forms for any information that was incorrectly filled out?

· Submit all enrollment forms to the carrier?

· Ensure that you are in compliance with any health care reform provisions that affect your plan and employees?

· Follow up to ensure all employees received their ID cards?

· Follow up and make sure all employees are clear about their benefits and don’t have any outstanding questions?

Throughout the year...
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Consider offering a second, off-cycle enrollment period for employees. Feature voluntary benefits that may be overshadowed by medical benefits and retirement options if offered during the typical open enrollment season. This second enrollment time will provide employees the opportunity to focus on other benefits offerings separate from the hectic primary open enrollment season.
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Maximizing Open Enrollment for Employees 
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Open enrollment can be an overwhelming time for both employers and employees. Employees are given the opportunity to re-evaluate their current benefits and make changes for the coming year, while employers must choose a benefits package that balances cost and value and facilitate the enrollment process. Due to a variety of factors, benefit offerings are changing, placing new demands on employees and employers during open enrollment. To make the enrollment process as smooth as possible, it is important that employers educate and communicate with their employees effectively.

The Open Enrollment Process

As employer-sponsored benefits transition to more voluntary, employee-paid or employee-subsidized offerings, employees must assume more control in making smart decisions. Accordingly, employers should provide benefit information in an easy-to-understand format that provides employees with essential information, along with additional resources to help them make decisions.

Here is a typical open enrollment process:

· Notification – Employers send out an organization-wide announcement alerting employees that open enrollment will begin shortly. 

· Receipt of Information – Employers distribute information about benefit plans, selection information and the appropriate forms to their workers. Employees may also receive personal information based on their elections from the previous year.

· Employers may direct their employees to the company website, invite them to attend HR seminars, offer a benefit fair with the insurance company or offer access to interactive decision-making tools. 
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Making Decisions – Employees research their various benefits options and discuss with family to determine which benefits they will elect for the coming year.
· Enrollment – Employees select their benefits.

Open Enrollment Strategies

The following suggestions, based partially on an employee survey conducted by MetLife®, can improve the open enrollment process for both employers and their employees:

· Establish solid communication between the HR department and employees. To do so effectively, conduct meetings and seminars and offer calculators, intranet education information and benefit fairs. If your organization is smaller, conduct one-on-one meetings with employees to determine exactly the type of information they need.

· Survey your employee population to determine their priorities—product importance, preferred method of communication, etc. By doing so, employers can identify exactly what their employees want, and workers feel their needs have been heard by decision-makers.

· Customize benefits and information resources to the life stages of your employees. For instance, if you have a large older population, feature more retiree benefits and long-term care insurance. It is also wise to communicate with your employees in the same way that they communicate on a regular basis. For example, if messages are received via postings in a common area, consider placing benefit information in that area as well.

· By customizing your benefits to your population, you can increase employee satisfaction without increasing your spending.

· Employees have an easier time selecting the benefits that are best suited for them and their families.

· Provide easy-to-understand tools. This will lessen employee confusion and the feeling of being overwhelmed while trying to make tough decisions.

· Consider offering new benefits, even if they are voluntary, such as dental insurance, vision insurance or benefits for prescription drugs. Employees tend to make more changes when they receive new options.

· Even if employees must pay 100 percent for such voluntary options, they can still be attractive offerings. Since the benefits are negotiated by the employer, employees typically receive a group rate, which is significantly lower than purchasing them individually.

· Offer a second, off-cycle enrollment period when new benefits are featured. This can be a time for employees to focus on voluntary benefits and other offerings that are not traditional. These benefits are typically overshadowed by health insurance and retirement options, so a second off-cycle enrollment is a great time for employees to focus on their other needs. 

· Make plan information as simple as possible, while also being interactive. Employees should be able to understand their offerings to make more knowledgeable decisions.

· Maintain all Summary Plan Descriptions on your website, rather than directing employees to the insurance carrier site for information. This provides easy access to information and makes the company appear more in control of the information.
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Overall, a successful and effective open enrollment process can have a dramatic impact on the relationship between employers and their employees. By catering to their needs and wants, employers will ultimately make the experience more enjoyable and worthwhile.
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2017 Open Enrollment Checklist

To prepare for open enrollment, group health plan sponsors should be aware of the legal changes affecting the design and administration of their plans for plan years beginning on or after Jan. 1, 2017. Employers should review their plan documents to confirm that they include these required changes.

In addition, any changes to a health plan’s benefits for the 2017 plan year should be communicated to plan participants through an updated summary plan description (SPD) or a summary of material modifications (SMM). 

Health plan sponsors should also confirm that their open enrollment materials contain certain required participant notices, when applicable—for example, the summary of benefits and coverage (SBC). There are also some participant notices that must be provided annually or upon initial enrollment. To minimize cost and streamline administration, employers should consider including these notices in their open enrollment materials.



What Happens if an Employee Misses Open Enrollment?

Open enrollment can be an extremely stressful and overwhelming time for both you and your employees. It is typically the only time during the year in which employees can make changes to their benefits choices, such as adding or dropping coverage, adding or dropping dependents, or enrolling in benefits for the first time.

For an employee, missing this vital deadline can mean losing coverage, or being unable to change benefits elections, which can have a significant financial impact on the employee. For you, when employees miss this deadline, it can result in additional administrative burdens and unhappy or unproductive employees.

In order to prevent these issues, it is important to understand what it means when an employee misses open enrollment and how it can affect your business—before it actually happens. Communicating potential consequences to employees will encourage them to take the open enrollment deadline more seriously. 

What Am I Legally Required To Do?

Legally, employers are not required to do anything for employees who have missed the open enrollment deadline. In fact, the terms of your benefits plans may prohibit you from making exceptions for employees who do not make benefits elections within a certain time period, such as before the new plan year begins. 

The only exception to these terms is if an employee qualifies for a special enrollment period (SEP). Employees who experience qualifying life-changing events (such as getting married, divorced or legally separated, having or adopting a child, or moving to a new residence or work location that affects benefits eligibility) are eligible to enroll in or make changes to their benefits elections outside of the open enrollment period. It is in your best interest to create simple and comprehensive policies and procedures so that you are prepared in the event of a SEP. If you are concerned about complying with the technicalities of SEPs, contact your representative at Daines Insurance & Financial Services, LLP to learn more. 

Employers that are applicable large employers (ALEs) under the Affordable Care Act (ACA) may have additional concerns. These employers must offer affordable, minimum-essential coverage to their full-time employees or potentially face the employer shared





PICK THE BEST BENEFITS FOR YOU AND YOUR FAMILY.

Awesome Employer, Inc. strives to provide you and your family with a comprehensive and valuable benefits package. We want to make sure you’re getting the most out of our benefits—that’s why we’ve put together this Open Enrollment Guide.

Open enrollment is a short period each year when you can make changes to your benefits. This guide will outline all of the different benefits we offer, so you can identify which offerings are best for you and your family.

Elections you make during open enrollment will become effective on January 1st. If you have questions about any of the benefits mentioned in this guide, please don’t hesitate to reach out to HR.
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Who is eligible?

If you’re a full-time employee at , you’re eligible to enroll in the benefits outlined in this guide. Full-time employees are those who work 30 or more hours per week. In addition, the following family members are eligible for medical, dental and vision coverage: 

How to Enroll

Are you ready to enroll? The first step is to review your current benefits. Did you move recently or get married? Verify all of your personal information and make any necessary changes.

Once all your information is up to date, it’s time to make your benefit elections. The decisions you make during open enrollment can have a significant impact on your life and finances, so it is important to weigh your options carefully. 

When to Enroll

Open enrollment begins on November 1st and runs through November 30th.  The benefits you choose during open enrollment will be effective on January 1st.
How to Make Changes 

Unless you experience a life-changing qualifying event, you cannot make changes to your benefits until the next open enrollment period. Qualifying events include things like:

· Marriage, divorce or legal separation

· Birth or adoption of a child

· Change in child’s dependent status

· Death of a spouse, child or other qualified dependent

· Change in residence

· Change in employment status or a change in coverage under another employer-sponsored plan 






Our employees are our most valuable asset.  
At  we are committed to offering a comprehensive employee benefits program that helps our employees stay healthy, feel secure and maintain a work/life balance.

STAY HEALTHY

· Medical, dental and vision care

· Flexible spending accounts

· [Insert additional benefits]

FEELING SECURE

· Disability insurance
· 401(k)/profit sharing
· Life and accidental death & dismemberment (AD&D) insurance
· [Insert additional benefits]
WORK/LIFE BALANCE

· Employee assistance program
· Paid time off (PTO)
· [Insert additional benefits]
]


	Benefit Selection Guide for Employees
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Your stage in life and your family situation are important determinants in the benefits decisions you will make each year. During open enrollment, follow this guide to determine the coverage you need. Look at your stage in life and consider each of the items marked with an X.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Health Insurance
	
	
	
	
	
	
	

	STATUS:
	SINGLE
	MARRIED, NO KIDS
	NEW FAMILY
	ESTABLISHED FAMILY
	PLANNING TO RETIRE
	PLANNING TO CHANGE  JOBS
	
	
	
	
	
	
	

	List the medical services and procedures you think you will need this coming year and then review your options to see which plan fits best with your situation.
	X
	X
	X
	X
	X
	X
	
	
	
	
	
	
	

	Consider the monthly premiums, deductibles and copays when determining costs.
	X
	X
	X
	X
	X
	X
	
	
	
	
	
	
	

	Consider a higher deductible if you are younger and relatively healthy.
	X
	X
	X
	X
	 
	X
	
	
	
	
	
	
	

	Make sure you have enough available funds in case of a health emergency.
	X
	X
	X
	X
	X
	X
	
	
	
	
	
	
	

	Compare your health insurance with your spouse to see whose plan covers more of your needs. You will receive a better rate if you sign up as a family. 
	 
	X
	X
	X
	X
	 
	
	
	
	
	
	
	

	Check the plan options for coverage of prenatal care and baby care for after the birth.
	 
	 
	X
	X
	 
	 
	
	
	
	
	
	
	

	Determine when you need to enroll the newborn to assure that he or she receives coverage during enrollment.
	 
	 
	X
	X
	 
	 
	
	
	
	
	
	
	

	Check to make sure the hospital or birthing facility is covered under your health plan.
	 
	 
	X
	X
	 
	 
	
	
	
	
	
	
	

	Speak to your employer about disability payments for new mothers.
	 
	 
	X
	X
	 
	 
	
	
	
	
	
	
	

	Think about immunizations, checkups for children and important exams like mammograms when selecting your plan.
	 
	 
	X
	X
	 
	 
	
	
	
	
	
	
	

	Compare benefits and premiums for various health plans to determine which one offers the most variety in terms of doctors (pediatricians, gynecologists, etc.)
	X
	X
	X
	X
	X
	 
	
	
	
	
	
	
	

	Determine whether you need to purchase new insurance, supplemental insurance or can remain on your existing plan post-retirement. Check if you are eligible for Medicare.
	 
	 
	 
	 
	X
	 
	
	
	
	
	
	
	

	Have a checkup, go to the dentist and take advantage of your employer's coverage while you are insured.
	X
	X
	X
	X
	X
	X
	
	
	
	
	
	
	

	Check with your old employer to see if you will be covered until you start your new job and get new coverage.
	 
	 
	 
	 
	 
	X
	
	
	
	
	
	
	

	When starting your new position, ask about their policies on pre-existing conditions. Compare different insurance options offered to you.
	 
	 
	 
	 
	 
	X
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Dental Insurance
	
	
	
	
	
	
	

	STATUS:
	SINGLE
	MARRIED, NO KIDS
	NEW FAMILY
	ESTABLISHED FAMILY
	PLANNING TO RETIRE
	PLANNING TO CHANGE  JOBS
	
	
	
	
	
	
	

	Determine if there are any discounts for using certain dentists that are in-network.
	X
	X
	X
	X
	X
	X
	
	
	
	
	
	
	

	Consider a higher-priced dental plan if you are planning to purchase braces for your children. This may save you money in the long run. 
	 
	 
	 
	X
	 
	 
	
	
	
	
	
	
	

	Consider a higher-priced plan if you will need expensive procedures such as crowns or dentures.
	X
	X
	X
	X
	X
	 
	
	
	
	
	
	
	

	Consider the fact that Medicare Part A or B does not cover dental care. Ask your employer if a retiree dental plan is offered.
	 
	 
	 
	 
	X
	 
	
	
	
	
	
	
	

	Your dentist may be out-of-network at your new employer. Weigh your options to determine if you would like to see a new dentist or pay higher costs to see your old dentist. 
	 
	 
	 
	 
	 
	X
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Vision Insurance
	
	
	
	
	
	
	

	STATUS:
	SINGLE
	MARRIED, NO KIDS
	NEW FAMILY
	ESTABLISHED FAMILY
	PLANNING TO RETIRE
	PLANNING TO CHANGE  JOBS
	
	
	
	
	
	
	

	Look into plans that cover eyeglasses and contact lenses as well as checkups. Consider contributing to your flexible spending account (if offered) to cover these items.
	X
	X
	X
	X
	X
	X
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	




What Happens If I Miss Open Enrollment?

An open enrollment period is a short period of time when you can enroll in or make changes to your employee benefits elections. Possible changes include adding or dropping coverage, adding or removing dependents, or enrolling in benefits for the first time. 

Open enrollment is your opportunity to take advantage of important benefits, such as health, vision, dental and life insurance, a health savings account (HSA), and a retirement plan. 

The decisions you make during the open enrollment period can have a significant impact on your life and your finances, so it is important to weigh your options carefully and to make your decisions during the open enrollment period. 

Failure to comply with your employer’s open enrollment deadline could result in a loss of coverage for you and your loved ones and could subject you to a monetary penalty imposed by the Affordable Care Act (ACA). Missing this deadline also means that you could be unable to make changes or enroll inbenefits until the next open enrollment period. 

One exception to this rule is if you experience a life-changing qualifying event 

that would trigger a special enrollment period (SEP). Events such as getting married or divorced, having or adopting children, or losing eligibility for other health coverage can trigger special enrollment rights. In some cases, you can also qualify for special enrollment if you become eligible for a premium assistance subsidy under Medicaid or a state Children’s Health Insurance Program (CHIP). 

If you think you might qualify for a SEP, contact your HR manager. If you have not recently experienced a life event, but have missed the open enrollment deadline, you should also contact your HR manager to find out whether you have any other options. 

Options for Obtaining Health Coverage

If you miss your employer’s open enrollment deadline, there are a number of ways in which you can try to obtain health insurance; however, the availability of some options will depend on their enrollment deadlines. 

· Spousal Benefits:

If your spouse receives benefits from his or her employer and the open enrollment period is still open (or coming up), you may be able to enroll in coverage through your spouse’s plan.  

· Young Adult Benefits Under a Parent’s Plan:

If you are younger than 26 years old, you may be able to be added as a dependent on your parent’s plan. If your parent’s plan offers dependent coverage, this option should be available to all children under 26, regardless of whether or not you are employed, married, have children or are a student. However, this option is likely available only if your parent’s work-based plan offers coverage for family members and if the open enrollment period for that plan has not yet closed.

· State Insurance Marketplace

Depending on the timing, you can consider buying health insurance from the Health Insurance Exchange Marketplace. Marketplace coverage is only available for purchase during an annual open enrollment period, unless you qualify for a SEP. (See the SEP section of www.healthcare.gov to check). Similar to employer-based plans, a SEP can be triggered if you experience a qualifying life event


Are your employees getting the most out of open enrollment?


An attractive benefits package won’t retain employees without active enrollment. Our agency can deliver the resources you need to effectively communicate with your employees about benefit enrollment.


Are your employees educated about all of their enrollment options?


Our Know Your Employee Benefits series, along with benefit announcements, emails and posters, provide your employees the information they need to make informed benefit selection decisions.


Could your enrollment services be more effective?


With our checklists, presentations and informative articles, we provide your staff with all the tools they need to succeed during open enrollment season.





Brought to you by the insurance specialists at


Daines Insurance & Financial Services, LLP





Be Prepared


Open enrollment can be an extremely positive and rewarding experience for you and your employees. This checklist will help you prepare for a successful open enrollment period this year.
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To make the open enrollment process as smooth as possible, it is important that employers educate and communicate to their employees effectively. Maximize open enrollment with these strategies.
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Provided by Daines Insurance & Financial Services, LLP





�


PLAN DESIGN ISSUES


Confirm your plan’s out-of-pocket maximum complies with the ACA’s limits for 2017.  


For HDHPs, confirm that the plan’s deductible and out-of-pocket maximum comply with the 2017 limits. 


For wellness programs that include HRAs, review compliance with the new EEOC rules. 


NOTICES TO INCLUDE


Annual CHIP notice


Medicare Part D creditable coverage notice


Notice of grandfathered status (if applicable) 


Annual notice regarding coverage requirements for mastectomy related benefits (WHCRA notice)
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Links And Resources


� HYPERLINK "https://www.irs.gov/pub/irs-drop/rp-16-28.pdf" ��Revenue Procedure 2016-28�, which includes the inflation-adjusted limits for HSAs and HDHPs for 2017


Revised � HYPERLINK "http://www.dol.gov/ebsa/pdf/sbc-template-final.pdf" ��SBC template�, � HYPERLINK "http://www.dol.gov/ebsa/pdf/SBC-Instructions-Group-final.pdf" ��instructions� and � HYPERLINK "http://www.dol.gov/ebsa/pdf/SBC-Uniform-Glossary-final.pdf" ��Uniform Glossary� (for use on or after April 1, 2017)


EEOC’s new rules for wellness programs under the � HYPERLINK "https://www.federalregister.gov/articles/2016/05/17/2016-11558/regulations-under-the-americans-with-disabilities-act" ��ADA� and � HYPERLINK "https://www.federalregister.gov/articles/2016/05/17/2016-11557/genetic-information-nondiscrimination-act" ��GINA�





Brought to you by the insurance professionals at


Daines Insurance & Financial Services, LLP





Be Prepared. 


The open enrollment process relies on employees to take action. Despite your best efforts to prevent employees from missing the deadline, there is always a chance that you will encounter a few cases of missed deadlines. 


Although you may want to make exceptions, unless an employee qualifies for a SEP, there is nothing you are legally required or able to do. 


Know the rules, and stick to them. 
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Plan Year:  2017





Design © 2008-2016 Zywave, Inc. All rights reserved.
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Plan Year:  
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PLAN YEAR  | 
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Missing the open enrollment deadline means that you will be unable to make changes or enroll in employer-based benefits until the next open enrollment period.
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