Employee benefits FAQ template

Directions: Make a copy of the document to edit and customize for your organization.

Introduction

Welcome to our Benefits FAQ document. This resource is designed to provide clear, concise
answers to common questions about our organization's benefits. We hope this guide will help
you better understand and utilize the comprehensive benefits we offer. If you have additional
questions, please do not hesitate to contact our HR department.

General Benefits Questions

What types of benefits does our organization offer?

Our organization offers a wide range of benefits including health insurance, dental and vision
insurance, retirement plans, life and disability insurance, wellness programs, paid time off,
family support services, education and training, financial support programs, and employee
assistance programs [Update based on your company’s specific benefits offerings]. Specific
details about each benefit can be found in the respective sections below.

Who is eligible for benefits?

Benefits eligibility varies by benefit type and employment status. Generally, full-time employees
are eligible for most benefits, while part-time employees may have access to a limited
selection. Temporary employees and contractors may not be eligible for certain benefits.
Please refer to the specific benefit policy for detailed eligibility criteria.

How do I enroll in benefits?

Enrollment can be completed through our online benefits portal at [link to benefits portal].
Instructions and deadlines for enroliment will be communicated via email and are also available
on our intranet at [link to intranet]. New hires will receive an enrollment packet during their
onboarding process.

When can | make changes to my benefits?

Changes to benefits can typically be made during the annual open enrollment period. However,
changes may also be made within 30 days of a qualifying life event, such as marriage, divorce,
birth or adoption of a child, or loss of other health coverage.

Health Insurance



What health insurance plans are available?

We offer several health insurance plans, including HMO, PPO, and high-deductible health plans
(HDHP) with Health Savings Accounts (HSAs). Detailed information on each plan, including
coverage options and costs, is available in the benefits portal at [insert link to portal].

How do | choose the right health insurance plan for me?

Choosing the right plan depends on your healthcare needs, budget, and preferred healthcare
providers. Consider factors such as premium costs, deductible amounts, out-of-pocket
maximumes, and network restrictions. Our HR benefits team can provide additional guidance
during open enrollment.

When can | make changes to my health insurance?
You can make changes to your health insurance during the annual open enrollment period or
within 30 days of a qualifying life event (e.g., marriage, birth of a child).

Dental and Vision Insurance

What dental and vision insurance plans are available?

We offer comprehensive dental and vision insurance plans that cover preventive care, routine
exams, and other services. Detailed information on each plan, including coverage options and
costs, is available in the benefits portal at [insert link to benefits portal].

How do I enroll in dental and vision insurance?
Enroliment in dental and vision insurance can be completed through our online benefits portal
during the open enroliment period or within 30 days of a qualifying life event.

Retirement Plans

What retirement plans are available?

We offer a 401(k) plan with [X%] employer matching contributions and a variety of investment
options. Employees are eligible to participate after completing [XX] days of employment.
Additional retirement savings options, such as Roth 401(k) and deferred compensation plans,
may also be available.

How do | access my retirement account information?

You can access your retirement account information through the plan provider's website at
[insert link]. Login details and instructions will be provided upon enrollment. Our HR team can
also assist with any questions regarding your retirement account.



What are the vesting requirements for the employer match?

Vesting requirements for the employer match vary based on the length of service. Typically, full
vesting occurs after [XX years] of continuous employment. Specific details can be found in the
401(k) plan documentation.

Life and Disability Insurance

What life insurance options are available?

We provide basic life insurance coverage at no cost to employees, with the option to purchase
additional coverage for yourself, your spouse, and your dependents. Details about coverage
amounts and costs are available in the benefits portal at [insert link].

What disability insurance options are available?

We offer both short-term and long-term disability insurance to provide financial protection in
the event of a disabling injury or iliness. Short-term disability typically covers a portion of your
salary for up to six months, while long-term disability provides extended coverage. Specific
plan details and eligibility requirements can be found in the benefits portal at [insert link].

Paid Time Off (PTO)

How is PTO accrued and used?

PTO is accrued based on your length of service and employment status. Full-time employees
accrue PTO at a higher rate than part-time employees. PTO can be used for vacation, personal
time, or iliness. Accrual rates and maximum carryover limits are detailed in the Employee
Handbook [link to employee handbook].

How do | request PTO?

PTO requests should be submitted through our online portal at finsert link to portal]. Please
provide as much notice as possible to ensure adequate coverage. Approval from your
supervisor is required.

What holidays are recognized by our organization?
A: Our organization recognizes the following holidays:

e [Insert list of holidays]




Family Support Services

What family support services are available?

We offer a range of family support services including maternity/paternity leave, adoption
assistance, fertility benefits, and child care support. Specific details on each service can be
found in the benefits portal at [insert link to benefits portal].

How do | apply for maternity/paternity leave?

To apply for maternity/paternity leave, please submit a leave request form through the HR
portal at least 30 days in advance of the expected start date. Documentation, such as a
medical certificate, may be required.

What adoption assistance benefits are offered?

Our adoption assistance program provides financial support for eligible adoption-related
expenses, such as legal fees, agency fees, and travel costs. Details on the reimbursement
process and eligibility requirements are available in the benefits portal at [insert link to benefits
portal].

Wellness Programs

What wellness programs are offered?

A: Our wellness programs include gym membership discounts, mental health support, smoking
cessation programs, and regular wellness workshops [Update list based on your unique
benefits]. Participation details are available in the benefits portal at [insert link to benefits
portall.

How can | participate in wellness programs?
You can sign up for wellness programs through the benefits portal. Keep an eye on HR
announcements for upcoming wellness events and program enroliments.

What mental health resources are available?

We offer a comprehensive Employee Assistance Program (EAP) that provides confidential
counseling services, stress management resources, and crisis intervention. Additional mental
health resources may be available through our health insurance plans.

Education and Training



What education and training benefits are available?

We offer tuition reimbursement for job-related courses, professional development programs,
and access to online learning platforms. Specific details on eligibility, reimbursement amounts,
and application procedures can be found in the benefits portal at [insert link to benefits portal].

How do | apply for tuition reimbursement?

To apply for tuition reimbursement, complete the tuition reimbursement request form and
submit it to HR along with proof of course registration and payment. Pre-approval from your
supervisor is required.

Financial Support Programs

What financial support programs are offered?

We provide various financial support programs including employee discounts, emergency
financial assistance, and financial planning services. Detailed information on each program is
available in the benefits portal at [insert link to benefits portal].

How can | access financial planning services?
A: Financial planning services are available through our partnership with certified financial
advisors. You can schedule an appointment through the HR portal.

Employee Assistance Programs (EAP)

What is the Employee Assistance Program (EAP)?

The EAP is a confidential resource that provides employees and their families with counseling
services, legal and financial advice, and work-life balance support. The program is available
24/7 and can be accessed through the EAP provider's website [insert link] or by phone at
[insert phone number].

Additional Questions

How do I find more information about my benefits?

Detailed information about all benefits is available on the HR intranet site at at [insert link to
benefits portal]. You can also attend our quarterly benefits information sessions for more details
and live Q&A.



Can | speak to someone directly about my benefits?
Yes, you can schedule an appointment with an HR benefits specialist through our online
appointment system or by Slacking the HR department.
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