Benefits Enrollment Instructions

When Should I Enroll?

	Group
	Benefits Effective Date
	Enrollment Period

	Group 1 

Non-exempt hourly employees 

excluding grades 15x-19x
	1st of month following 60 days of employment
	1st of month after hire through 30 days after Benefits Eligibility Date

	Group 2

Exempt salaried employees 

including grades 15x-19x
	1st of month following start date
	2 business days after hire  through 30 days after Benefits Eligibility Date


*All full-time and part-time employees in Hawaii are categorized as Group 2 employees, as required by state regulations.

How Do I Enroll?
From work:

· http://central.genesishcc.com/sites/HR/benefits2014/default.aspx
From home:

· http://benefitsoe.genesishcc.com
Resources include the Benefits Guidebook, Alex an on-line Benefits Counselor and the Benefits Tab on HR Central on the Genesis Intranet Site. 

What Else is Important to Know?

· Enroll as soon as possible to ensure that you receive insurance cards before your effective and to avoid the need for retro-deductions. 
· Deduction(s) for the cost of benefits will begin on the first full pay period after the effective date.  
· Although IRS regulations permit you to enroll up to 30 days following your effective date.  If you miss this deadline, these regulations require that you wait for the next Annual Open Enrollment Event (November with a benefits effective date of January 1st) to elect benefits, unless you experience a qualified family status change.  
Where Can I Get Assistance?
Should you have any questions about benefits eligibility or the enrollment process, please contact your Branch Office or contact the Benefits Hotline at 1-888-HR-AT-GHC (472-8442).
