
Employee or Dependent Loss of Coverage
Required Document: Certificate of Coverage

Spouse Gains Coverage at Their Employer
Required Document: Certificate of Coverage

Marriage
Required Document: Marriage Certificate

Domestic Partnership
Required Document: Domestic Partner Affidavit

Newborn Child
Required Document: Birth Certificate

Placement for Adoption
Required Document: Adoption Papers

Death of a Dependent
Required Document: Death Certificate

Divorce or Legal Separation
Required Document: Divorce Decree

Qualifying Life Event Types & Documentation

Qualifying Life Event Guide: Requirements & Submission

Important Information:

All Qualifying Life Events require supporting
documentation in order to enroll, disenroll, or change
your benefit selections. (Instructions on step 7)

QLEs should be reported within 30 days of the event

The Special Enrollment Period will be open for 30-45
days dependent on the QLE type. Once the SEP
closes, you must wait until the next Open Enrollment.

If you are having trouble accessing your employee
portal, please contact your HR Business Partner for
assistance.

Please follow the steps on pages 2 & 3 for the self-
reporting Life Event Process.

A Qualifying Life Event (QLE) is a significant change in
your circumstances that may impact your health
insurance. QLEs can trigger a Special Enrollment Period
(SEP) that allows you to enroll in a new health insurance
plan outside of the annual Open Enrollment Period. 



  Login to the PrismHR app
and scroll down the home
page until you reach the “Life
Events” widget.

1   Select the applicable Life
Event type.

2   Select the date the Life Event
occurred, the select “Report
Life Event”.
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  Select the right side panel.4   Expand the Benefits section
and select “Benefits
Enrollment” option.

5   You will now be able to
enroll, disenroll, or change
select benefit elections based
on the Life Event type.

6   Upload the required
documentation on the “Benefit
Summary” page, then select
“Submit”.
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