
How to fill in and submit your benefits forms in 10 steps (Common-Law Spouse) 
 

1) Download and read the FAQ from the website: https://www.sd61.bc.ca/payroll-and-benefits-

gvta/.  

2) Download and read through the Addition of Eligible Dependents application package.  

3) Open the blank form with Adobe. 

4) Create a signature in Adobe. 

a. Select E-sign; Add signature. 

 

 
 

b. Select Draw. 
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c. Use your mouse, or finger, to draw your signature and select Apply. 

 

 
 

 

d. Your signature is now saved for use when you select the Fill and Sign option. 

 

 

 

 

 

e. If you cannot sign with a drawn digital signature, please print your completed forms and 

sign in ink before scanning them to yourself and then emailing to benefits@sd61.bc.ca.  
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5) After you have read and understood the FAQ, complete the cover sheet: 

a. Add you name and employee number. 

b. Select the benefits you want or do not want. 

c. Date and sign the form – with the signature you created or print and sign in ink. 

 

 

 



 

6) Complete the Common-Law Spouse Declaration (1 page) 

 



 

7) Complete the Group Insurance Changes Form for extended health and dental (1 page) 

 



8) Double check that you have filled in and signed all required spaces on your forms. 

a. If you and your common-law spouse have been living together for longer than is 16 

months (1 year plus 4 months) you must also include the statement of health forms 

as you are now considered a late applicant. 

9) Save your forms to an easily accessible folder or your desktop. 

10) Email only the required, completed and signed, forms to beneifts@sd61.bc.ca.  
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