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Notice What it Does Applies to Who/How Provided Timing/When Given
Sources & Comments

Federal COBRA + Minnesota Continuation:  

Initial Notice

Provides general information about insurance 

continuation rights and responsibilities

1. New hires; 

2. Newly covered spouse of existing employee; 

3. Anyone newly covered at Open Enrollment; 

4. Newly covered spouse or dependent upon a 

HIPAA Special Enrollment event

Carrier provides (or Employer if self-insured) Within 90 days of employee or spouse eligible 

to enroll in a group health plan.  Usually sent 

first class mail to employee’s last known 

address, unless spouse and/or covered 

dependents reside elsewhere. Use employee’s 

name and spouse’s name (or:  Employee name 

& Family

Federal COBRA information on U.S. Department 

of Labor’s (DOL) COBRA Continuation website, 

under Regulations:  

Click here and scroll down to “For Employers 

and Advisers” and expand; find Model General 

Notice.

Federal COBRA + Minnesota Continuation:  

Qualifying Event; Termination

Upon a Qualifying Event, notifies the employee, 

souse, and/or covered dependents of 

opportunity and specific details to continue 

group: health, dental,  

underspent medical FSA, EAP services separate 

from health plan, 

unspent unbundled HRAs with no spend-down 

provision, and life coverage under Minnesota 

law

Employee, spouse, and/or covered dependents What works well is to provide a combo-notice, 

incorporating both the federal and state 

requirements.  Employer is responsible, even if 

COBRA administration is outsourced.  First class 

mail.  Sending one notice for all covered people 

is OK if they reside at the same address; if not, 

then a separate notice is sent to any separate 

addresses.  (E-notification is an open question 

since counties are not covered by ERISA.) 

Sending the MN life notice separately helps 

keep it from being confused with federal 

COBRA.   Keep a tracking log showing date 

mailed.

Before separating or retiring when eligible for a 

full or reduced PERA annuity or is receiving 

PERA disability benefits; within 10 days of 

termination; 

If employer is Plan Administrator, within 14 

days of being notified of other Qualifying 

Events, including unable to return from FMLA 

leave

Examine obligations first under federal law, then under 

state law.  Obligations can run concurrently.  Federal law 

does not require offering life insurance continuation; state 

law does require life continuation for termination or 

reduction in hours. State law does not require continuation 

for underspent medical FSA, EAP, or unspent unbundled 

HRAs with no spenddown provision. 

U.S. DOL offers the most guidance for COBRA, but public 

sector is not subject to DOL’s ERISA provisions and U.S. 

Health and Human Services (HHS) is enforcer for public 

sector COBRA. 

Click here for more information 

Federal COBRA information:      

Click here and scroll down to “For Employers and Advisers” 

and expand; find Model Election Notice.

Minnesota continuation for health and dental and life 

insurance:   

Click here for Minn. Stat. Section 471.61

Minnesota continuation and conversion rights:  

Click here for  Minn. Stat., Section 62A.17

Minnesota continuation for life insurance and mandatory 

conversion option: 

Click here for Minn. Stat. Section 61A.092

Summary of Benefits & Coverage (SBC) & 

Uniform Glossary of Terms

Describes covered benefits; how the plan will 

pay in sample scenarios; definitions of common 

health terms

All health plans Typically, the carrier prepares the information 

and the plan sponsor (County) distributes the 

information to eligible employees and all 

participants.

Self-insured:  Either TPA or employer prepares 

and provides links.

Upon initial enrollment; with Open Enrollment; 

within 7 days of a request; within 90 days of a 

HIPAA Special Enrollment; at least 30 days 

before Day 1 of Plan Year if using auto-

enrollment/ evergreen plan

Summary Plan Description (SPD) Tells participants what the plan provides and 

how it operates

All health plans Employer or plan administrator gives to plan 

participants upon enrollment; whenever plan is 

changed (unless a separate Summary of 

Material Modification (SMM) is provided.

Within 90 days of first being covered; and 

whenever plan is changed (unless a SMM) is 

provided

Click here for information from the U.S. 

Department of Labor.

Women’s Health & Cancer Rights Act Information about covering mastectomies and 

related services, and how to get detailed 

information

All health plans Plan Administrator sends to all plan participants Upon initial enrollment; annually, usually with 

Open Enrollment

Click here for information from the U.S 

Department of Labor. 

Refer to page 142; page 141 is for initial 

enrollment

HIPAA Notice of Special Enrollment Tells all eligible employees what types of 

circumstances give rise to a mid-year Special 

Enrollment, even if the employee is not 

enrolled

All health plans Plan Administrator sends or gives to eligible 

employees

Initial Eligibility for health insurance; with Open 

Enrollment; can also be in SPD

Click here for more information      

Page. 138; can be in the Summary Plan 

Description (SPD) for the initial opportunity to 

enroll, but needs to be provided separately 

thereafter, so provide both formats.

HIPAA Notice of Availability of Reasonable 

Alternative Standard in Wellness Program

Notifies eligible employees they can satisfy an 

alternate standard if they are medically unable 

to meet the standard in the Wellness Program 

that is related to a health condition

Wellness programs that are either activity-

based or outcome based achievement of 

performance standards

Plan administrator sends to all plan participants Prior to or upon initial offering of wellness 

program; with all plan materials describing the 

terms of the program; annually with Open 

Enrollment

Click here for more information

 Refer to page 139 

Newborns’ and Mothers' Health Protection 

Act

Specifies federal and state hospitalization time 

provisions for mothers and newborns

All health plans Plan Administrator sends to all plan 

participants; can be in SPD

Provide with Open Enrollment; include in SPD Click here for more information.

Refer to Page 140; can also be in SPD, but as a 

best practice offer it separately, annually
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https://www.dol.gov/general/topic/health-plans/planinformation
https://www.dol.gov/sites/default/files/ebsa/about-ebsa/our-activities/resource-center/publications/compliance-assistance-guide.pdf
https://www.dol.gov/sites/default/files/ebsa/about-ebsa/our-activities/resource-center/publications/compliance-assistance-guide.pdf
https://www.dol.gov/sites/default/files/ebsa/about-ebsa/our-activities/resource-center/publications/compliance-assistance-guide.pdf
https://www.dol.gov/sites/default/files/ebsa/about-ebsa/our-activities/resource-center/publications/compliance-assistance-guide.pdf
https://www.revisor.mn.gov/statutes/cite/471.61
https://www.revisor.mn.gov/statutes/2017/cite/61A.092
https://www.dol.gov/agencies/ebsa/laws-and-regulations/laws/cobra
https://www.dol.gov/agencies/ebsa/laws-and-regulations/laws/cobra
https://www.revisor.mn.gov/statutes/cite/62A.17
https://www.dol.gov/general/topic/health-plans/cobra
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Medicare Part D Notice of Creditable (or Non-

Creditable) Prescription Drug Coverage

Indicates if the health plans prescription drug 

coverage is Creditable or Non-Creditable with 

Medicare’s prescription drug coverage

All health plans Plan sponsor is required to send to all 

“Medicare-eligible participants and eligible 

dependents," but it’s simpler to send to all 

participants

Annually before October 15 (not dependent on 

Plan Year start date).  Usually sent with Open 

Enrollment before October 15; sent separately 

if Open Enrollment starts later

Click here for CMS.gov Model Letters:

Choose the relevant one.  LOOK CAREFULLY to 

find all the places you need to tailor it to your 

County

CHIP Notice – Medicaid and Children’s Health 

Insurance Program

Informs employees about possible state 

financial assistance for children’s health 

insurance coverage (depends on state of 

residence)

All health plans Plan sponsor sends to all eligible employees in 

states listed on the CHIP notice (Minnesota, 

Wisconsin, Iowa, South Dakota, North Dakota 

are all on the notice)

Upon initial eligibility; annually before the 

beginning of the plan year, usually with Open 

Enrollment

Click here for the most current Notice.    

NOTE:  The U.S. DOL updates the notice 

annually.  

HIPAA Privacy Notice Tells plan participants about: their HIPAA 

privacy rights; the Plan’s privacy obligations; 

contact information for the Plan’s Privacy 

Official if a participant wants to file a complaint

All health plans Fully Insured:  If employer does not get 

Protected Health Information (PHI), carrier 

sends to all participants; if employer DOES get 

PHI, employer also sends own notice.       

Self-Insured:  Employer or TPA sends to all plan 

participants

Upon initial enrollment; whenever relevant 

information changes; upon request; at least 

every 3 years, must notify of participant’s right 

to request a new Notice. Easiest:  send every 

year with Open Enrollment

Click here for HHS.gov health information 

privacy resources

Choose one of the 4 formats - scroll down to 

"NPP Provider Files" - English

Marketplace Exchange Notice (Notice of 

Coverage Options)

Informs employees: about the Health Insurance 

Exchanges/Marketplace (MNsure); that 

employees might be eligible for federal 

subsidies; information about the employer’s 

coverage

All employers Given to all employees, full and part time, 

whether eligible for insurance or not

Within 14 days of initial hire; can also give with 

Open Enrollment; can also give upon 

termination

Click here for more information

Refer to second bullet.

Wellness Program EEOC/ADA Notice Tells potential participants:  what information 

will be collected; how it will be used; who will 

receive it; how it will be kept confidential

Wellness programs which collect employee 

health information (like a Health Assessment) 

or require medical exams or lab tests (like 

biometric screenings)

Send to all employees eligible to participate Annually before employee provides any health 

information, and with enough time to decide 

whether to participate in the wellness program

Click here for more information

Note: 

LOOK CAREFULLY to find all the places you need 

to tailor it to your County

ACA Form 1095-C Tells individuals about the health coverage they 

were offered by the employer, or if they were 

not offered coverage

“Applicable Large Employers” (ALEs), employers 

who have 50 or more full-time FTEs or 

employees in the prior calendar year

Send to individuals who were full-time 

employees in at least one month of the prior 

calendar year, whether or not the employer 

offered health coverage

Annually by January 31 for information about 

the prior calendar year

Click here for Form 1095-C  

Click here for instructions for Forms 1094-C and 

1095-C  

ACA Form 1095-B Tells individuals about the health coverage they 

were offered by the employer

Small employers who are not ALEs and who are 

self-funded group health plans

Small employer sends to all employees who 

participated in the health plan

Annually by January 31 for information about 

the prior calendar year

Click here for Form 1095-B 

Click here for instructions for Forms 1094-B and 

1095-B  

Disabled or killed in line of duty licensed peace 

officer 

Employer continues to cover and maintain 

employer contribution for employee, and 

spouse and/or dependents who were on the 

plan at the time of in the line of duty injury or 

death.  Coverage continues until officer 

reaches/would have reached age 65 or 

dependent is no longer a dependent, whichever 

is first 

Disabled in line of duty licensed peace officer 

and spouse and/or dependents if on the plan at 

time of injury, or licensed peace officer killed in 

line of duty’s spouse and/or dependents if on 

the plan at time of death

PERA Executive Director gives written 

determination of eligibility

Annually by August 1, employer may apply for 

reimbursement of the previous year's costs; 

state reimburses on a pro rata basis, based on 

funding

Click here for Minn. Stat., Section 299A.465  

Click here to obtain the reimbursement form

Mental Health Parity and Addiction Equity Act 

(MHPAEA)

Provides the criteria for medically necessary 

determinations with respect to relevant 

benefits

All health plans subject to MHPAEA Employer provides to any current or potential 

participant upon request; can send to all 

annually

Upon initial hire; upon request; can provide 

annually if desired

Click here for more information 

Refer to page 41, and page 134

Retiree indefinite health & dental insurance 

continuation coverage 

Prior to retirement, notifies employee of right 

to continue coverage indefinitely if the 

employee is eligible for a full or reduced PERA 

annuity or is receiving pension disability 

benefits

All health and dental plans Employer gives the notice to the eligible 

retiring/ separating employee  

Before or on the employee’s retirement date Click here for Minn. Stat. § 471.61, Subd. 2(b)

HIPAA/HITECH Data Breach Notice (if breach 

involved more than 500 individuals)

Notifies affected participants and the federal 

Health & Human Services (HHS) that there was 

a PHI breach during the prior 60 days

All health plans which have had a PHI breach in 

the: past 60 days for participants; and past plan 

year for notice to HHS)

Plan sponsor must provide notice to directly 

affected participants, and to HHS via the HHS 

website

Without unreasonable delay after discovery of 

the breach, and not more than 60 days 

thereafter

Click here for information on submitting a 

breach notice to HHS.gov

HIPAA/HITECH Data Breach Notice (if breach 

involved fewer than 500 individuals) 

Notifies affected participants and the federal 

Health & Human Services (HHS) that there was 

a PHI breach during the prior 60 days

All health plans which have had a PHI breach in 

the: past 60 days for participants; and past plan 

year for notice to HHS)

Plan sponsor must provide notice to directly 

affected participants, and to HHS via the HHS 

website

To affected participants:  Without unreasonable 

delay after discovery of the breach, and not 

more than 60 days thereafter.  

To HHS:  Within 60 days after the end of the 

plan year

Click here for information on submitting a 

breach notice to HHS.gov
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https://www.hhs.gov/hipaa/for-professionals/breach-notification/breach-reporting/index.html
https://www.hhs.gov/hipaa/for-professionals/faq/1065/is-a-health-plan-required-to-notify-enrollees-about-availability-of-npp/index.html
https://www.hhs.gov/hipaa/for-professionals/privacy/guidance/model-notices-privacy-practices/index.html
https://www.irs.gov/pub/irs-pdf/f1095c.pdf
https://www.irs.gov/pub/irs-pdf/f1095b.pdf
https://www.irs.gov/pub/irs-prior/i109495b--2018.pdf
https://www.revisor.mn.gov/statutes/cite/299A.465
https://www.irs.gov/pub/irs-prior/i109495c--2018.pdf
https://www.cms.gov/Medicare/Prescription-Drug-Coverage/CreditableCoverage/Model-Notice-Letters.html
https://www.dol.gov/sites/default/files/ebsa/laws-and-regulations/laws/chipra/model-notice.pdf
https://www.dol.gov/sites/default/files/ebsa/about-ebsa/our-activities/resource-center/publications/compliance-assistance-guide.pdf
https://www.revisor.mn.gov/statutes/cite/471.61
https://www.hhs.gov/hipaa/for-professionals/breach-notification/breach-reporting/index.html
http://dps.mn.gov/divisions/co/programs/public-safety-officer-benefit-program/Documents/Public Safety Officers Continued Health Care Claim Form.docx
https://www.dol.gov/agencies/ebsa/laws-and-regulations/laws/affordable-care-act/for-employers-and-advisers/coverage-options-notice
https://www.eeoc.gov/laws/regulations/ada-wellness-notice.cfm
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Post 3 highest salaries on website or in local 

newspaper

Notify of the positions and base salaries of 3 

highest paid employees

Residents of jurisdictions over 15,000 

population

Usually posted on the home page of the 

jurisdiction’s web site for at least 90 

consecutive days (unless distributed via 

newspaper)

Annually.  Can be each August 1 (when the law 

first went into effect), or is often each January 1 

(when salaries and pay increases are top of 

mind)  

Click here for Minn. Stat., Section 471.701

Note:  

Elected officials are not considered employees.

Posting the names is not required. 

Public Student Loan Forgiveness Program 

(PSLF)

To increase awareness of federal public service 

loan forgiveness programs among Minnesota 

residents who are eligible for those programs

All employees All employers send to all employees in written 

or electronic format (all supplied by the Office 

of Higher Education):

1. One-page letter;

2. Fact sheet;

3. FAQs;

4. Upon request, employment certification form

Within 14 days of initial hire; annually; upon 

request provide the certification form

Click here for Minn. Stat., Section 136A.1792, 

Subd 4

Click here for link to forms

Pay Equity Report To eliminate gender-based wage inequities in 

compensation and submit reports to MMB

All public jurisdictions with at least one 

employee

Employer sends required reports on forms to 

Minnesota Management and Budget (MMB) via 

web based software; post for at least 90 days in 

prominent location and at the local Public 

Library (May 1 or 2, depending on leap year); 

distribute Pay Equity Report to the Exclusive 

Representative for each bargaining unit 

Every 3 years as assigned by the state, by 

January 31 of the listed year with data effective 

the prior December 31

Click here for additional information

Requirement to provide to each exclusive 

representative of your bargaining units. 

Click here for additional information

Supply the Compliance, Predicted Pay, and 

Implementation Reports.

Click here for Pay Equity Checklist 

OSHA Form 300A Summary of work-related injuries and illnesses 

so that employees are aware of injuries and 

illnesses occurring at the workplace

All Minnesota public employers Employer posts in a visible location Post from February 1 through April 30 Click here for fillable forms and instructions

Appoint 1 of 3 Members of Personnel Board of 

Appeals (if County has a Personnel Board of 

Appeals)

Personnel Boards of Appeals (PBA) have 3 

members carrying staggered, 3-year terms.  

They can hear: non-union employee grievance 

appeals; veteran's preference termination 

appeals if agreed to by the veteran; 

classification and compensation plan appeals if 

designated by the County to do so, and other 

matters arising under Minnesota Statutes, 

Sections 375.56 to 375.71, and their 

corresponding rules

Counties which have established a standing 

Personnel Board of Appeals

County Board appointment 3-year terms, as fixed by the County Board Click here for Minnesota Statutes, Section 

375.65  

Prepare Annual Compensation Resolutions 

Establishing the Non-Represented Employee 

Groups' Salary Ranges, General Adjustments 

(if any), Performance or Step or Range 

Movement Paremeters and Benefits; and 

Salaries and Benefits or Changes for Elected 

Officials and Unclassified Employees; and the 

Annual Salary and Per Diems and Benefits for 

Commissioners for the following year

Personnel departments created under 

Minnesota Statutes, Section 375.56, are to 

prepare a compensation plan and recommend a 

schedule of salary or wage rates for adpotion 

by the County Board.    

Elected officials, employees not covered by a 

collective bargaining agreement, unclassified 

employees

County Board passes a Resolution Annually Click here for information on Commissioners' annual salaries

Note:  If there is a change in who fills the elected position, 

both the outgoing and the incoming personnel are paid for 

the first Monday in January.  

Although statute describes the incoming electeds' term of 

office starting the first Monday in January, the Minnesota 

Constitution, Article VII, Section 7 describes the outgoing 

electeds as terminating their office on the first Monday in 

January; there is an overlap. Additionally, there is case law 

supporting paying the outgoing electeds for the first 

Monday in January. 

Prepare County Board Resolution Establishing 

the Minimum Salaries for County Attorney 

and County Sheriff, and for Counties with less 

than 75,000 poopulation also the County 

Auditor, County Treasurser, and County 

Recorder, in January in the Year Candidate 

Filings Open for Elected Offices for Term Next 

Following

Notifies potential applicants of what the 

minimum salary for the elected office will be 

Anyone who might be interested in running for 

the named elected offices 

County Board passes a Resolution In January prior to the first date on which 

applicants may file for the named elected office

Click here for information regarding the County 

Attorney 

Click here for information regarding the County 

Sheriff      

Click here for information regarding the County 

Auditor

Click here for information regarding the County 

Treasurer  

Click here for information regarding the County 

Recorder  
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https://www.revisor.mn.gov/statutes/cite/136A.1792
http://www.ohe.state.mn.us/mPg.cfm?pageID=2226
https://mn.gov/mmb/employee-relations/compensation/laws/local-gov/local-gov-pay-equity/
https://www.amcddahrsupport.com/kb/article/89-pay-equity-checklist/
https://www.revisor.mn.gov/statutes/cite/471.995
https://www.revisor.mn.gov/statutes/cite/375.65
https://www.revisor.mn.gov/statutes/cite/375.055
https://www.revisor.mn.gov/statutes/cite/388.18
https://www.revisor.mn.gov/statutes/cite/387.20
https://www.revisor.mn.gov/statutes/cite/471.701
https://www.revisor.mn.gov/statutes/cite/471.995
https://www.osha.gov/recordkeeping/RKforms.html
https://www.revisor.mn.gov/statutes/cite/384.151
https://www.revisor.mn.gov/statutes/cite/385.373
https://www.revisor.mn.gov/statutes/cite/386.015
https://www.revisor.mn.gov/statutes/cite/375.055
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Prepare County Board Items or Resolutions to 

(Re-)Appoint Statutory Appointees 

(Sometimes Administration prepares these)

As required by statute, some named County 

positions are appointed to 4-year terms.  

Appointments are made by the County Board 

and an oath is given.  Some positions also 

require a bond.  The incumbents may be 

terminated only under special conditions.

Counties with the following positions:  County 

Veteran Service Officer (CVSO), County 

Highway Engineer, County Surveyor, County 

Assessor, Medical Examiner or Appointed 

Coroner

County Board passes a Resolution, or can be by 

motion in some cases

Every 4 years, or upon a vacancy County Veteran Service Officer:  

Minnesota Statutes, Section 197.60

Click here for more information

County Highway Engineer:  

Minnesota Statutes, Section 163.07

Click here for more information

County Surveyor:  

Minnesota Statutes, Section 389.011

Click here for more information  

County Assessor:  

Minnesota Statutes, Section 273.061

Click here for more information

Medical Examiner or Appointed Coroner

Minnesota Statutes, Section 390.005

Click here for more information      

Statement of Economic Interest (unless 

coodinated by Finance or Administration)

Discloses certain financial relationships and 

sources of income

Local officials in the 7-county metropolitan area 

(Anoka, Carver, Dakota, Hennepin, Ramsey, 

Scott, and Washington).  

Click here for a list of local official positions by 

jurisdiction. County Commissioners,  are "public 

officials," and they file a different form with the 

state.

Local officials elected or appointed in the 7-

county metropolitan area file with the political 

subdivision.

Annually by the last Monday in January after 

initial filing. 

Initial filing:  within 60 days of accepting 

employment as a local official in a metropolitan 

government.

Final filing:  before the following April 15 after 

termination of employment, if there are 

changes to report      

Click here for Minnesota Ethics in Government 

Act. 

For Local officials: 

Click here for Minnesota Statutes, Section 

10A.01, Subd. 22  and;

Click here for Minnesota Statutes, Section 

10A.09

Click here for link to model forms
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https://www.revisor.mn.gov/statutes/cite/10A.01
https://www.revisor.mn.gov/statutes/cite/10A.09
https://cfb.mn.gov/pdf/quicklinks/list_of_local_official_positions.pdf?t=1538427083
https://cfb.mn.gov/filer-resources/complete-a-filing/government-official-filings/local-officials/
https://cfb.mn.gov/pdf/quicklinks/list_of_local_official_positions.pdf?t=1538427083
https://www.revisor.mn.gov/statutes/cite/197.60
https://www.revisor.mn.gov/statutes/cite/163.07
https://www.revisor.mn.gov/statutes/cite/389.011
https://www.revisor.mn.gov/statutes/cite/273.061
https://www.revisor.mn.gov/statutes/cite/390.005
https://www.revisor.mn.gov/statutes/cite/10A



