Parks Agency Manual - Payroll Section
How to “Waive” medical coverage on the HCA enrollment change form
If the employee has other comprehensive group medical coverage they are allowed to “waive” their medical coverage, but they must pick a dental plan.
1. [bookmark: _GoBack]Where do I get this form?
· HCA/PEBB website: http://www.hca.wa.gov/pebb/Pages/forms.aspx
· Employee Enrollment/Change form as of 1/1/2016: 
http://www.hca.wa.gov/pebb/Documents/50-400_2016.pdf
· Request one from payroll
   
2. Who needs to complete this form?	
· Every employee newly eligible for health care. 
   
3. When should form be completed?	
· Before the default date indicated by payroll when the eligibility notification is given.

Instructions:
Page 1: Fill in your name and ssn at the top of this page. 
Mark “no” you are not making changes to an existing account, then skip to page 3.
Page 3: Fill in section 1 with all your information. 
Next to medical coverage, mark the box next to “waive” and put in your eligibility date.
Fill in section 2 if you want dental coverage for a spouse, or domestic partner. 
Mark the “cover” box next to “dental coverage”.
Page 4 & 5: If you have no other dependents, or do not want dental coverage for them, skip these pages.
If you want dental coverage for other dependents:
Fill in your name and ssn at the top of each page. 
Fill in section 3 for each dependent. 
Mark the “cover” box next to “dental coverage”.
Page 6: Fill in your name and ssn at the top of this page. 
Skip section 4.
Section 5 - Pick a dental plan. This is required.
Page 7: Fill in your name and ssn at the top of this page. 
Sign and date

Reminder – ONLY RETURN FORM ONCE & keep a copy for yourself
Pick ONE method – paperwork received by any of these methods is considered an original:
1. Scan and email to payroll @parks.wa.gov (preferred) 	–or-
2. Fax to 800-497-9906 (or 360-586-6627) 	–or-
3. Mail to:	Parks Attn: Payroll
PO Box 42650
Olympia, WA  98504-2650
Returning forms by more than one method creates confusion, wastes time and resources, and can cause errors.
