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Introduction 

This manual is intended for use as a training document only. The purpose of this manual is to assist 

you with understanding the eligibility rules for employees and their dependents. If there is any 

inconsistency between information in this manual and the Revised Code of Washington (RCW) and 

Washington Administrative Code (WAC), RCW and WAC take precedence. If you have any questions 

about eligibility rules, please contact: 

PEBB Outreach and Training 

1-800-700-1555 

HCA Support 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://support.hca.wa.gov/hcasupport
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Contact Information 

Health Care Authority 
Employee and Retiree Benefits (ERB) Division 

Public Employees Benefits Board Program • PO Box 42684 • Olympia, WA 98504-2684 

 

PEBB Outreach and Training 

For Personnel / Payroll / Benefits Use Only 

Outreach and Training (O&T) 1-800-700-1555 

Secure messaging: https://support.hca.wa.gov/hcasupport 

Personnel/Payroll website: www.hca.wa.gov/perspay  

Download forms and order materials: www.hca.wa.gov/perspay/forms-and-publications 

Fax Number: (360) 725-0771 

 

PEBB Customer Service 

Self-Pay Employees and State, Higher Ed, and K-12 Retirees 

Medical / Dental Questions, Eligibility Calls and Enrollment Verification 

Self-Pay and Retiree Subscribers 1-800-200-1004 

Fax Number: (360) 725-0771 

Secure messaging: https://support.hca.wa.gov/hcasupport 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://support.hca.wa.gov/hcasupport
http://www.hca.wa.gov/perspay
http://www.hca.wa.gov/perspay/forms-and-publications
https://support.hca.wa.gov/hcasupport
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Eligible Entities  

State agencies and higher education institutions are required to participate in all PEBB benefits. 

Insurance and health care contributions for ferry employees are governed by RCW 47.64.270. 

Employer groups may participate in PEBB insurance coverage through a medical-only benefits package 

or a full benefits package that includes medical, dental, basic life, and basic long-term disability (LTD), 

provided all requirements are met. Employer groups are defined as those employee organizations 

representing state civil service employees, counties, municipalities, political subdivisions, the 

Washington Health Benefit Exchange, tribal governments, board members of school districts, and 

educational service districts participating in PEBB coverage under contractual agreement as described 

in 182-08-245. 

Eligible Non-Employees 

Blind vendors mean “licensee” as defined in RCW 74.18.200. Vendors actively operating a business 

enterprise program facility in the state of Washington and deemed eligible by the Department of 

Services for the Blind may voluntarily participate in PEBB insurance coverage. Vendors who do not 

enroll when first eligible can enroll during annual open enrollment or the first day of the month 

following the loss of other insurance coverage.  

Dislocated forest products workers enrolled in the Employment and Career Orientation Program 

pursuant to chapter 50.70 RCW shall be eligible for PEBB health plans while enrolled in that program.  

School board members or students eligible to participate under RCW 28A.400.305 may participate in 

PEBB insurance coverage as long as they remain eligible under that section.  

Individuals Who Are Not Eligible 

The following individuals are not eligible for PEBB benefits:  

• Adult family home providers as defined in RCW 70.128.010 

• Unpaid volunteers 

• Patients of state hospitals 

• Inmates in work programs offered by the WA State Department of Corrections as described in 

RCW 72.09.100 or an equivalent program administered by a local government 

• Employees of the Washington State Convention and Trade Center as provided in RCW 

41.05.110 

• Students of institutions of higher education as determined by their institutions 

• Any others not expressly defined as employees under RCW 41.05.011 

See WAC 182-12-111 for additional details. 

http://apps.leg.wa.gov/RCW/default.aspx?cite=47.64.270
http://apps.leg.wa.gov/RCW/default.aspx?cite=74.18.200
http://apps.leg.wa.gov/RCW/default.aspx?cite=50.70
http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.400.305
http://apps.leg.wa.gov/RCW/default.aspx?cite=70.128.010
http://app.leg.wa.gov/rcw/default.aspx?cite=72.09.100
http://apps.leg.wa.gov/RCW/default.aspx?cite=41.05.110
http://apps.leg.wa.gov/RCW/default.aspx?cite=41.05.110
http://apps.leg.wa.gov/RCW/default.aspx?cite=41.05.011
http://apps.leg.wa.gov/WAC/default.aspx?cite=182-12-111
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Employee Eligibility 

Employees must establish eligibility based on the work circumstances described in WAC 182-12-114. 

Eligibility is determined solely by the criteria of the category that most closely describes the employee’s 

work circumstances. 

Hours that are excluded in determining eligibility include standby hours and any temporary increases 

in work hours, of six months or less, caused by training or emergencies (except governor-declared 

emergencies) that have not been or are not anticipated to be part of the employee's regular work 

schedule or pattern. The employer must request the PEBB Program’s approval to include temporary 

training or emergency hours in determining eligibility.  

Employers must inform employees in writing whether or not they are eligible for PEBB benefits upon 

employment. PEBB has developed a method to help agencies determine eligibility. State agencies and 

higher education institutions are required to use the method outlined below per WAC 182-12-113, 

RCW 41.05.008, and RCW 41.05.009. Employer groups, K-12 school districts, and educational service 

districts are encouraged to use this method but are not required to do so. 

Worksheets for Determining Eligibility 

PEBB provides worksheets as the method for determining eligibility for the employer contribution 

toward benefits for employees of state agencies and higher education institutions. The method 

facilitates decisions compliant with RCW and WAC, provides required notice and information to 

employees, confirms receipt of the required notice and information, and provides guidance and 

suggestions for the employer and employee. 

Eligibility worksheets are available on the Perspay website. Worksheet series “A” through “D” address 

specific employee scenarios, such as when a new employee is hired or returns to work. The “E” series 

provide additional information on dependent eligibility.  

• “A” Series: For new hires 

• “B” Series: For existing employees who have a change in employment status 

• “C” Series: For benefits-eligible employees who are leaving work 

• “D” Series: For employees who are returning to work 

• “E” Series: For eligible dependents 

1. Follow these steps: 

Step 1 Choose the worksheet that describes the employee's situation. Additional information 

is provided to guide you to other worksheets that may be more appropriate for the 

employee's situation. 

Step 2 Click on the title of the specific worksheet that describes the employee or employee's 

situation. The worksheet will display in Excel. 

http://apps.leg.wa.gov/RCW/default.aspx?cite=41.05.008
http://apps.leg.wa.gov/RCW/default.aspx?cite=41.05.009
https://www.hca.wa.gov/perspay/pebb-benefit-eligibility-tools-and-worksheets
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Step 3 Complete the worksheet electronically. Do not save worksheets to your computer, as they 

are updated often and employees may be issued outdated information. 

Step 4 With the exception of the A-5 worksheet, the employee must sign their completed 

worksheet. If the employee is not with you to sign their worksheet, send them a completed 

worksheet and request a returned, signed copy or an email confirming receipt.  

Step 5 File the worksheet electronically or as a hard copy for your use and review by PEBB. 

 

2. PEBB requires the employee signature to provide confirmation of the required information and 

notice. If the employee is not available to sign the worksheet: 

• PEBB will accept an email, email read receipt, or any other written response from the 

employee acknowledging receipt of their worksheet. If the employee receives their 

worksheet through the mail, a copy of the tracking information (which shows the date 

and time the worksheet was delivered to the employee’s address) can serve as the 

employee’s signature. 

• Electronic signatures are acceptable if your agency accepts electronic signatures. 

• If the employee is unwilling or unavailable to sign the worksheet, make a note on the 

worksheet. 

3. Worksheets are required for all state agencies and higher education institutions when 

determining eligibility. Employer groups are encouraged, but not required, to use this method.  

Affordable Care Act (ACA) Codes 

In addition to PEBB eligibility, the worksheets also include a section for eligibility under the Affordable 

Care Act (ACA). The information captured in this section is used to meet the federal annual reporting 

requirement. 

The ACA definition of an employee is different than the PEBB definition and does not determine an 

employee’s eligibility for PEBB benefits. To help identify the correct ACA status code for each 

employee, definitions and code examples are included on the worksheets. An ACA code must be 

assigned to every new employee, returning employee, and an employee with a change in employment 

status beginning January 1, 2014.  

Based on the method of notification chosen by the agency, record the ACA code in your system of 

record (HRMS, PPMS, etc.). Instructions for determining the ACA status code is available on the 

PersPay website.  

 

 

https://www.hca.wa.gov/assets/perspay/ACA-EE-Status-Code-Instructions.pdf
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When Do PEBB Benefits Begin for Newly Eligible Employees?  

WAC 182-12-114 describes how employees establish eligibility and when PEBB benefits begin.  

Use the First Day of Work/Effective Date table, available on the PersPay website,  to determine the 

effective date of medical and dental coverage based on the employee’s first day of work.  

The eligibility worksheets also provide guidance on how to determine eligibility and when benefits 

begin. 

 

• Hourly and salaried (WAC 182-12-114(1)(d)) and seasonal employees (WAC 182-12-114(2)(d)) 

PEBB benefits begin on the first day of the month following the date an employee becomes 

eligible. If the employee becomes eligible on the first working day of a month, then insurance 

coverage begins on that date. 

• Faculty (WAC 182-12-114(3)(c)) 

For faculty who the employing agency anticipates will work half-time or more for the entire 

instructional year or equivalent nine-month period, benefits begin on first day of the month 

following the day the faculty becomes eligible. If the faculty becomes eligible on the first 

working day of a month, then coverage begins on that date. 

For faculty hired on quarter/semester to quarter/semester basis: Faculty who the employing 

agency anticipates will not work for the entire instructional year, or equivalent nine-month 

period, benefits begin the first day of the month following the beginning of the second 

consecutive quarter/semester of half-time or more employment. If the first day of the second 

consecutive quarter/semester is the first working day of the month, then coverage begins at the 

beginning of the second consecutive quarter/semester. 

• Elected and full-time appointed officials of the legislative and executive branches of state 

government (WAC 182-12-114(4)(b)) 

PEBB benefits for an eligible employee begin on the first day of the month following the day the 

employee becomes eligible. If the employee becomes eligible on the first working day of a 

month, then coverage begins on that date. 

• Judges and Justices (WAC 182-12-114(5)(b)) 

PEBB benefits for an eligible employee begin on the first day of the month following the day the 

employee becomes eligible. If the employee becomes eligible on the first working day of a 

month, then coverage begins on that date. 

 

Medical, dental, basic life, basic AD&D, and employer-paid and employee-paid LTD 

https://www.hca.wa.gov/perspay/quick-reference-guides
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Supplemental life insurance begins on the first day of the month following the date the 

contracted vendor receives the required form or approves the enrollment.  

 

Supplemental AD&D insurance begins on the first day of the month following the date the 

contracted vendor receives the required form.  

Employee Enrollment Form 

The employee must submit the completed Employee Enrollment/Change form no later than 31 days after 

the date of eligibility. If enrolling eligible dependents, dependent verification is also required. See the 

Eligible Dependents section below for additional information.  

The required forms can be found on the Forms and Publications web page. 

Employee Regaining Eligibility 

• Employees regain eligibility for the employer contribution when they return to work from 

approved leave without pay, approved educational leave, layoff, time-loss benefits under 

workers’ compensation, or active military duty and are in pay status eight or more hours in a 

month. 

• Seasonal employees who work less than nine months regain eligibility for the employer 

contribution when they return for the next season with at least eight hours of pay status in a 

month. 

• Faculty who return after a gap in employer contribution regain eligibility for the employer 

contribution when they return for a quarter/semester at half-time or more no later than the 12th 

month after they lose eligibility for the employer contribution. 

See the D-series eligibility worksheets for employees who lost eligibility and are returning to work.  

When an employee regains eligibility, the date PEBB benefits begin can differ based on the processes 

described below: 

 

The PEBB Employee Enrollment/Change form must be received by the employing agency no 

later than 31 days after the employee regains eligibility for the employer contribution for PEBB 

benefits. Medical and dental coverage begins the first day of the month in which the employee 

is in pay status of 8 or more hours in the month (5% of full-time for faculty).  

 

Supplemental AD&D: 

Medical and dental: 

Basic and supplemental life and AD&D: 

Supplemental life: 

https://www.hca.wa.gov/perspay/forms-and-publications
https://www.hca.wa.gov/perspay/pebb-benefit-eligibility-tools-and-worksheets
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The PEBB MetLife Enrollment/Change form must be received by the contracted vendor no later 

than 31 days after the employee becomes eligible for PEBB benefits. 

Basic life and basic accidental death and dismemberment insurance begins the first day of the 

month in which the employee is in pay status of 8 or more hours in the month (5% of full-time 

for faculty).  

If the employee self-paid supplemental life and supplemental AD&D insurance coverage while 

on leave, that they will maintain that level of coverage the first day of the month in which the 

employee is in pay status 8 or more hours (5% of full-time for faculty), without submitting 

evidence of insurability (statement of health).  

If the employee was eligible to continue supplemental life and supplemental AD&D insurance 

under continuation coverage but discontinued that insurance coverage the employee must 

submit evidence of insurability (statement of health) to the contracted vendor upon regaining 

eligibility for the employer contribution.  Supplemental insurance will not become effective 

until approved by the contracted vendor. 

  

Reinstating employee-paid LTD insurance coverage when returning from approved unpaid 

leave differs based on whether the employee continued coverage during their leave (and the 

type of leave they were on).  Only employees on approved educational or USERRA leave are 

eligible to continue employer-paid and employee-paid LTD insurance. 

If the employee was not eligible to continue LTD insurance, employee-paid LTD insurance is 

reinstated as follows:  

• To the same level of coverage the employee was enrolled in prior to losing the employer 

contribution;  

• Effective the first day of the month the employee regains eligibility;  

• Without needing to complete and submit a form. 

If the employee was eligible to continue LTD insurance, employee-paid LTD insurance is 

reinstated dependent on if the employee continued or discontinued coverage during their leave: 

• Employees who did not continue employee-paid LTD insurance must submit the LTD 

Evidence of 

• Insurability Form to The Standard Insurance Company.  This insurance will not become 

effective until approved by The Standard Insurance Company. 

• Employees who did continue employee-paid LTD insurance will have that coverage 

reinstated as follows: 

o To the same level of coverage the employee was enrolled in prior to losing the 

employer contribution;  

o Effective the first day of the month the employee regains eligibility;  

o Without needing to complete and submit a form. 

Employer-paid and employee-paid LTD:  
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See the scenarios above to determine if/when forms are required to be received by the 

employing agency or The Standard (the LTD vendor). If required, the PEBB Long-Term 

Disability (LTD) Enrollment/Change form must be received by the employing agency no later 

than 31 days after the employee becomes eligible for PEBB benefits. If employee-paid LTD 

insurance is requested after 31 days, evidence of insurability (statement of health) will be 

required.   

Note: Port Commissioners and seasonal employees who work a season of less than 9 months are eligible 

for employer-paid LTD only. 

Failure to Submit Forms Timely 

Failure by the employee to submit forms timely will result in a default enrollment as follows: Uniform 

Medical Plan Classic with a monthly premium of $105, Uniform Dental Plan, basic life, basic AD&D, 

employer-paid LTD, dependents will not be enrolled, and a $25 per account monthly tobacco use 

premium surcharge will be incurred (WAC 182-08-197 (1)(b)). Exception applies for employee-paid 

LTD as described in (WAC 182-08-197 (3)(b)) and in the previous section.  

Note: Forms must be submitted even if the employee chooses to waive medical coverage. 

Eligible Dependents 

Eligible dependents include: 

• Employee’s lawful spouse* 

• Employee’s registered domestic partner* 

• Children up to age 26  

• Children of any age with developmental or physical disabilities, provided such condition occurs 

before age 26 

• Extended dependents in the legal custody or legal guardianship of the employee or the 

employee’s spouse or registered domestic partner  

*For purposes of PEBB benefits, spouses are eligible for benefits, regardless of gender.  

See WAC 182-12-260 for details.  

Enrolling Eligible Dependents 

Employees gaining or regaining eligibility may enroll eligible dependents during the 31-day eligibility 

window. The effective date of coverage for dependents is the same as the employee’s effective date of 

coverage. 

Dependents may also be added during annual open enrollment (AOE) or during a special open 

enrollment (SOE). Additional information about AOE and SOE events is available on the When 

employees may make changes webpage. 

https://www.hca.wa.gov/perspay/when-employees-may-make-changes
https://www.hca.wa.gov/perspay/when-employees-may-make-changes
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Verifying Dependent Eligibility 

All employees enrolling a dependent(s) are required to submit dependent verification documents 

within the required timeframes. Failure to submit these documents timely will result in the 

dependent(s) not being enrolled in PEBB coverage. 

Agencies must submit valid dependent verification to HCA through HCA Support for processing, 

except for those who key their own dependent verification. 

A list of acceptable dependent verification documents can be found in PEBB Policy 31-1 located on the 

PEBB rules & policies webpage.  

Note: See below for additional forms that may be required when enrolling dependents. 

Declaration of tax status form  

The Declaration of Tax Status form, used for determining dependent tax status, is required when 

enrolling a dependent who does not qualify as a dependent for tax purposes under IRC Section 152, as 

modified by IRC Section 105(b).  

The form is required if an employee is enrolling: 

• A state-registered domestic partner (SRDP), as defined in RCW 26.60.020(1), or 

o This includes all substantially equivalent legal unions from other jurisdictions, as 

defined in RCW 26.60.090 

• The child of a state-registered domestic partner, or 

• An extended dependent child, or 

• A dependent who does not qualify as a dependent for federal tax purposes. 

Extended Dependent Certification Form  

Children may also include extended dependents (such as a grandchild, niece, nephew, or other child) 

for whom the employee, their spouse or state-registered domestic partner are legal custodians or legal 

guardians. The legal responsibility is demonstrated by a valid court order and the child’s official 

residence with the custodian or guardian.  

Note: Extended dependent child does not include a foster child unless the employee, their spouse, or their state-

registered domestic partner are legally required to provide support ahead of adoption.  

When adding an extended dependent, in addition to the Employee Enrollment/Change form, employees 

must also submit: 

• Extended Dependent Certification, and 

• A valid court order that demonstrates the legal responsibility or guardianship, and 

• Declaration of tax status form 

https://support.hca.wa.gov/hcasupport
https://www.hca.wa.gov/employee-retiree-benefits/rules-and-policies/pebb-rules-and-policies
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Additional information can be found in PEBB Policy 37-1 located on the PEBB rules & policies 

webpage.  

The dependent’s enrollment will pend approval from HCA. The employer must submit a copy of the 

required paperwork to PEBB for processing. 

  

If the dependent meets the eligibility requirements, PEBB will notify the employee and 

employer in writing. The copy of the approval letter sent to the agency should be placed in the 

employee’s file. 

  

If the dependent does not meet eligibility requirements, PEBB will notify the employee and 

employer in writing. A copy of the denial letter sent to the agency should be placed in the 

employee’s file. If the denial is due to recertification, the PEBB Program will also send a 

Continuation Coverage Election Notice to the dependent. 

  

Eligibility will be recertified annually. However, the PEBB Program reserves the right to review 

an extended dependent child’s eligibility at any time. The employee will receive a letter from 

PEBB with instructions to submit all recertification information directly to PEBB. 

Certification of a Child with a Disability Form 

A disabled child is defined by WAC 182-12-260 as a child of any age with a developmental disability or 

physical disability that renders the child incapable of self-sustaining employment and chiefly 

dependent upon the employee for support and maintenance, provided such condition occurs before 

age 26. 

To add a dependent child with a disability age 26 or older, employees must submit the Certification of a 

Child with a Disability form and evidence that the condition occurred prior to age 26 no later than 60 

days after the child turns 26 or no later than 31 days after the date of initial eligibility. Additional 

information can be found in PEBB Policy 36-1 located on the PEBB rules & policies webpage.  

The dependent’s enrollment will pend approval. The employee must submit a copy of the required 

paperwork per instructions on the form for processing, based on their plan enrollment. The request will 

be reviewed.   

 

Approval: 

Denial: 

Recertification: 

Approval: 

https://www.hca.wa.gov/employee-retiree-benefits/rules-and-policies/pebb-rules-and-policies
https://www.hca.wa.gov/employee-retiree-benefits/rules-and-policies/pebb-rules-and-policies
https://www.hca.wa.gov/employee-retiree-benefits/rules-and-policies/pebb-rules-and-policies
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A medical review will be conducted to determine if the dependent meets the medical 

requirements of a dependent child with a disability. If the employee changes health plans, the 

new health plan will conduct a medical review to continue the dependent’s certification. 

  

Dependents who fail the medical review may appeal to the entity that made the determination. 

If the denial is due to recertification, PEBB will send a Continuation Coverage Election Notice. 

Recertification:     

The PEBB Program will periodically verify the eligibility of a dependent child age twenty-six or 

older with a disability, but no more frequently than annually after the two-year period 

following the child’s twenty-sixth birthday. Verification will require renewed proof of disability 

and dependence from the subscriber. The initial verification and any following verification will 

be conducted according to WAC 182-12-260 (3)(g)(i) - (v). 

Note: If the employee is enrolling the dependent in dental only, the required forms and evidence that the condition 

occurred prior to age 26 are submitted to the PEBB Program within the same timeframes as above. 

Premiums and premium surcharges 

See the Paying for benefits and Premium surcharges webpages. 

Resources 

• PEBB Rules and Policies webpage 

• HCA Support 

• PersPay website (for employers only) 

• PEBB website (for employees) 

Recertification: 

Denial: 

https://www.hca.wa.gov/perspay/paying-benefits
https://www.hca.wa.gov/perspay/premium-surcharges
https://www.hca.wa.gov/employee-retiree-benefits/rules-and-policies/pebb-rules-and-policies#PEBB-Program-policies
https://www.hca.wa.gov/employee-retiree-benefits/rules-and-policies/pebb-rules-and-policies#PEBB-Program-policies
https://support.hca.wa.gov/hcasupport
http://www.hca.wa.gov/perspay
http://www.hca.wa.gov/pebb

