
 
 
Employees on a Leave of Absence 
  
Employees on a leave of absence during Open Enrollment will be mailed the following 
information:  

• Leave of Absence memo 
• Forms (includes Benefits Enrollment Change Form and Waiver Form) 

 
What you need to know: 

• Please note that the 2017 Open Enrollment Period is not mandatory – if you do nothing, 
your existing elections (excluding Flexible Spending Accounts and/or Health Savings 
Account contributions and waiver elections) will automatically carry over into 2017. You 
are REQUIRED to participate in open enrollment if you waive your medical (includes 
those currently waiving) and have any Flexible Spending Accounts or a Health Savings 
Account. If you do not make a waiver election, you will automatically be defaulted to 
the Kaiser HMO Employee Only plan. 
 

What you need to do: 
• Review 2017 Open Enrollment plan information. 

http://www.sandiegocounty.gov/content/sdc/hr/EmployeeBenefits/open-
enrollment/OpenEnrollmentInfo.html  

• Complete your elections on the Personal Enrollment Worksheet, Benefits Enrollment 
Change Form and Waiver Form (if applicable). If adding dependents, provide required 
documentation. 

 
Return all paperwork to:  

• By Email: Kim.Steffens@sdcounty.ca.gov 
• By Fax: (858) 467-9708   
• By Mail: Department of Human Resources 

     Employee Benefits Division 
     Attn: Kim Steffens 
    5530 Overland Avenue, Suite 210 
    San Diego, CA 92123 
  
 
 
 
 
For questions, please call the Benefits Division at 888-550-2203. 
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