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Qualifying Life Events (QLE) Cheat Sheet

Qualifying Life Events (QLEs) are significant life changes that allow employees to modify their benefits outside the
standard open enrollment period. Understanding these events is crucial for HR professionals to properly
administer benefits and ensure compliance with regulations.

QLE Fundamentals Common Qualifying Life Events

A Qualifying Life Event opens a Special Enroliment Marriage or divorce

Period (SEP), typically lasting 30 days, during which e Birth, adoption, or placement for adoption

employees can make changes to their benefits that
e Death of spouse or dependent
would otherwise only be available during open

enrollment. Most changes become effective on the o CATEINgES I EEl ey mEnt SEiuE

first day of the month following the QLE, though e Lossorgainof other coverage
some events like births may allow retroactive e Relocation to a new service area
coverage.

e Courtorders (QMCSO)

Under IRS guidelines, retroactive changes are e Medicare/Medicaid eligibility changes

generally limited to 60 days maximum, and e Significant cost changes (>20%)

employees must report these events within 30 days s epEn rrellmet sates
of occurrence. All QLE-related activities must comply
with both HIPAA privacy regulations and ACA

requirements under §125 and §98011.

Administrative Best Practices

Requirements

Required

Documentation e Create a standardized QLE

e Marriage/divorce: Marriage e \Verify and collect verification process

documentation within 30-
60 days

certificate or divorce decree e Implement multi-channel

e Birth/adoption: Birth reminders for QLE reporting

certificate or adoption e Secure storage of all « Develop clear
papers documentation per HIPAA documentation
e Lossof coverage: e Check for state-specific requirements for each QLE

Certificate of creditable

coverage .

e Employment changes:
Documentation of status
change

e Relocation: Proof of new
address in different service

area

e Death: Death certificate

variations in QLE definitions

COBRA election periods: 60
days from QLE notice

type

Train HR team on proper
handling of sensitive
information

Regular compliance reviews

of QLE administration

Clear communication of

deadlines to employees

When processing Qualifying Life Events, you should develop a systematic approach to verification,

documentation, and implementation. This ensures compliance while providing timely service to employees during

significant life transitions. Regular audits of QLE procedures can help identify potential compliance gaps, while

clear communication templates can streamline the notification process when employees experience these

events. Remember that QLE administration serves both compliance needs and supports employees during

important life changes - balancing empathy with procedural accuracy is key to successful management.



