
Employment Change Form

Reasons to complete an Employment Change Form:

· Address Change

· Name Change

· Location Change (Example:  move from Mills Pond to Sunny Reach)

· Change in Responsibilities

· Change in Supervision

· Change in Hours (This could affect employee’s benefits!!)

· Change in Salary (This could affect employee’s benefits!!)

Important things to know:

· If an employee works 20 or more hours                            Employee is eligible for medical and dental benefits
· Eligible date for new employees = 90 days, first of the month following from the hire date

Example:  Hire Date = 1/14/05

       Benefit Effective Date = 5/1/05
· Eligible date for employees who worked under 20 hours, but their status changed to 20 hours or more = First of the month following the date of change

 Example:  Hire Date = 1/14/95

        Change in Hours = 5/14/05

        Benefit Effective Date = 6/1/05
· If an employee works 30 or more hours                              Employee is eligible for life insurance and long-term disability

*Both of these benefits are provided by the agency and no additional money is deducted from employee’s pay

· Eligible date for life insurance =  30 days, first of the month following hire date or date of change

(The waiting period is never waived)

Example:  Hire Date = 1/14/05

      Ins. Effect. Date = 3/1/05
· Eligible date for Long-Term Disability = 90 days first of the month following hire date or date of change

(The waiting period is never waived)

Example:  Hire Date = 1/14/05

        LTD Effect. Date = 5/1/05
**An employee only has 30 days after the effective date to submit their benefit forms.  If the 30 days passes, the employee will no longer be eligible for the benefits and will have to wait until the open enrollment period to apply for medical and dental coverage.

Other Important Things to Know:

· If an employee’s hours decrease, an employee may no longer be eligible for certain benefits, in which case, Human Resources needs to submit forms also in a timely manner

· Change to under 30 hours                         employee no longer eligible for life insurance or long-term disability

· Change to under 20 hours                         employee no longer eligible for medical and dental benefits

· Salary increases and decreases affect employee’s Life Insurance and LTD benefits, which also needs to be changed by Human Resources

· Hourly increases and decreases also affect the amount of deductions being made from employee’s pay for medical and dental benefits, because these benefits are pro-rated.

Example:  single rate for medical @ 35 hrs = $15.07 per check





       Single rate for medical @ 25 hrs = $58.00 per check

Therefore, Human Resources must notify payroll of such a change as soon as possible.

******************************************************************

**Any changes in salary or hours, either increases or decreases, please complete an Employment Change Form immediately!

**Fax the form to the Central Administration (860-548-9343) ATTN:  ANA
