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Who Is Eligible?
All active, full-time employees are eligible for benefits through Fort Bend ISD. Benefits will be effective on the first of the 
month following their start date. For life and disability coverage, if you are not actively at work on the effective date, your 
coverage will be delayed until you return to active employment. 

When to Enroll Online*
Online enrollment must be completed in My Self-Serve within 30 days of your start date, a qualifying life event, or during 
open enrollment.

Who Are Eligible Dependents?
You may enroll your eligible dependents in the Medical, Dental, Vision, and Voluntary Life and Accidental Death & 
Dismemberment (AD&D) Plans. Your eligible dependents include your legal spouse, natural or step-child, adopted child, or a 
child placed with you for adoption. Your eligible dependents may be enrolled in benefits up to age 26.

How to Continue Coverage if Employment Terminates
All of your plans end at the end of the month in which your employment ends. You may continue your life plans by applying 
within 31 days of your last day of employment. You may continue your Medical, Dental, Vision, and Medical FSA plan for a 
limited period of time after termination through Federal COBRA continuation.

When to Change Your Benefits*
The benefit choices you make upon initial enrollment and during our annual enrollment period will remain in place until the 
next open enrollment, or when you experience a qualifying life event. Your benefit change must be consistent with your 
change in family status.

These changes include:
	' Marriage, divorce, or legal separation
	' Gain or loss of an eligible dependent for reasons such as birth, adoption, court order, disability, death, reaching the 
dependent age limit
	' Termination of your or your Dependent’s Medicaid or Children’s Health Insurance Program (CHIP) coverage as a result of 
loss of eligibility (you must contact the FBISD Benefits Department within 60 days of termination)
	'  You or your Dependent become eligible for Medicare, a premium assistance subsidy under Medicaid or CHIP (you must 
contact the FBISD Benefits Department within 60 days of determination of eligibility for Medicare and subsidy eligibility)
	' Significant changes in employment or employer sponsored benefit coverage that affect you or your spouse’s benefit 
eligibility
	' Loss of other insurance coverage (Note: An employee who begins COBRA benefits and then voluntarily drops the COBRA 
coverage cannot come on to the FBISD benefit plans mid-year. You must wait until the FBISD open enrollment period to 
add benefits.)

It is your responsibility to contact the FBISD Benefits Department within 30 days of the qualifying event to request a change 
to your benefits. You must provide the Benefits Department with documentation that states the qualifying event and the date 
this event has or will occur.

*Please see page 9 for step-by-step instructions on how to enroll online.
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To enroll your dependents in the benefit plans, you must submit proof of eligibility documents by email or fax to 
benefitsdependentdocuments@fortbendisd.com within 14 days of your benefits effective date. You should NOT submit 
original documents or certified copies (which would have a raised seal). Make sure the official seal is visible on all copies. 
Original documents cannot be returned. 

Legal Marriage
If you are legally married, you must submit a copy of:
	' Marriage Certificate

Biological Child
To verify the eligibility of a biological child, you must submit a COPY of: 
	' Birth Certificate of Biological Child; OR
	' Documentation on hospital letterhead indicating the birth date of the child or children under 6 months old

Adopted Child
To verify the eligibility of an adopted child or a child placed with you for adoption, you must submit a copy of the following 
documents. The documents you submit will depend on the current stage of the adoption.
	' Official court or agency placement, guardianship papers for a child placed with you for adoption (initial stage); OR
	' Official Court Adoption Agreement for an Adopted Child (mid-stage); OR
	' Birth Certificate (final stage)

Grandchild
To verify the eligibility of your grandchild, you must submit a COPY of:
	' Most Recent Federal Tax Return; AND
	' Official court papers establishing legal guardianship

Common Law Marriage
If you are in a common law marriage, you must submit a COPY of:
	' Country Certificate from the County where the marriage was recognized or recorded; OR
	' If the County does not issue certificates, you can submit a Common Law Marriage Affidavit, plus the supporting document 
listed on the affidavit; AND
	' Most Recent Federal Tax Return

Stepchild
To verify the eligibility of your stepchild, you must submit a copy of: 
	' Child’s Birth Certificate showing the child’s parent is the employee’s spouse; AND
	' Marriage Certificate showing legal marriage between the employee and the child’s parents; AND
	' Most Recent Federal Tax Return (if applicable)

Other Children
For who you are the legal guardian, to verify the eligibility of any other type of child for who you are the legal guardian, you 
must submit a copy of: 
	' Most Recent Federal Tax Return; AND
	' Court papers demonstrating legal guardianship. Including the person named as the legal guardian. 

About Submitting Tax Returns
Make sure to submit the pages that display all tax dependents, your tax filing status, your address, your signature (and your 
spouse’s, if appropriate), and the filing date. Submit either one joint return or the returns of both spouses, if you filed as 
“Married, Filing Separately.” This is required even if you filed electronically. Make sure to black out your financial information. For 
audit verification, your personal income data is not required. If you have not filed your most recent tax return, submit your prior 
year’s return.
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