
PROCESSING TERMINATIONS - MYCCSB Q&As

Why use the MyCCSB portal? 

The MyCCSB portal offers easy web-based access to all of your group enrollment and account information. Best of all, 
this paperless function provides faster processing and allows you to perform essential functions.

Can coverage be terminated through the MyCCSB portal? 

The MyCCSB portal allows you to terminate coverage for an employee/dependent by clicking on the “Eligibility Mainte-
nance” icon from the Dashboard screen. This is one of the many functions available in the MyCCSB portal that simplifies 
managing your small group benefits.

How to terminate coverage for an Employee or Dependent.

After clicking on the “Eligibility Maintenance” icon from the Dashboard screen, you will be redirected and need to select 
“Terminate an Employee/Dependent” and click next. From the Select Employee screen, you will then select the employ-
ee/dependent that needs their coverage terminated and click next. 

Once redirected to the Termination Conditions screen, be sure to confirm the appropriate employee/dependent to termi-
nate by placing a check mark by their name under the Select column. Next, select the date of the Qualifying Life Event 
(QLE), Termination Reason, and click next. You will then confirm that the correct employee/dependent has been select-
ed to terminate coverage and click “Submit Termination.”

You will then be redirected to the Eligibility Maintenance screen and receive a confirmation notice at the top of the screen 
stating that the termination actions selected for the employee/dependent have been submitted for processing.

What are valid reasons to terminate coverage?

Valid employee termination reasons include but are not limited to: death of participant, decline coverage, employment 
termination, gross misconduct, reduction in hours, and retirement. Valid dependent termination reasons include: de-
ceased dependent, decline coverage, divorce, loss of dependent status, and loss of domestic partner status.
  

How to terminate group coverage?

To terminate health coverage for your company, you must provide written notice to CCSB prior to the end of the month 
in which coverage should end. For notifications received before the 15th of the month, terminations will become effective 
the end of the month in which it was received.

Terminations received after the 15th of the month will become effective at the end of the following month. Employees 
enrolled in a health plan will also receive notification from CCSB of discontinuation of health coverage within 15 days 
from the employers’ written notice to CCSB. Such notification will provide information about other potential sources of 
coverage, including access to individual market coverage through the Exchange.
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