
Terminating 
an Employee
Group insurance ceases at midnight on 
the employee’s last day of employment. 
Coverage does not continue until 
the end of the month, regardless of 
premium payment already remitted for 
the month of termination. 

Notify RWAM immediately upon 
termination of an employee’s 
employment. This avoids ineligible 
payment of claims, and enables RWAM 
to inactivate benefit cards.

NOTE: Some benefits may offer conversion  
privileges, please reach out to RWAM at  
csr-groupadmin@rwam.com if you have any 
questions or need assistance. 

All changes, including 
enrolments and terminations, 
must be done within 31 days of 
the effective date of the change.

To begin, log into your Plan 
Administrator Account at: 

https://planadministrator.rwam.com

STEP 1
	� Using the search bar on the left side of the 
screen, enter the terminated employee’s 
certificate number or last name. 

	� Click Go. 

STEP 2
	� Click on the employee’s name. 

	� This will take you to their plan details /
certificate information. 
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STEP 3
	� On the Certificate Information page 
you will see a drop down menu labeled 
“Action”.

	� Select “Terminate”.

STEP 4
	� Complete the termination checklist.

Helpful Hint
If terminating an 
employee prior 
to the effective 

date of coverage 
(waiting period not 

met), please use 
the effective date 
of coverage as the 

effective date of 
termination.

Note: If you wish to continue benefits due to a severance, please contact your RWAM 
Administration team at csr-groupadmin@rwam.com with the termination details for this employee 
for assistance. If applicable, benefits may be extended. 

STEP 5
	� Click “Save Certificate” to 
complete the termination 
process.
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STEP 6
	� If you have saved successfully, 
you will see a notification 
stating you have been 
successful.

Congratulations! 
You have successfully 
completed terminating 
an employee in the Plan 
Administrator Services website.

Helpful Hint
Need more information or clarification on 
terms like Date of Coverage or Severance? 
You can find tutorials and resources like the 
“Plan Administrators Manual” by visiting: 
planadministrator.rwam.com/resources
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