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We heard from many of you after the publication of the first 

Collegewide HR Newsletter in January that you found it infor-

mative.  It can be found online and  is available in hard copy 

from your campus Human Resources Offices.  This issue con-

tains important information about the State of Delaware benefits 

open enrollment period, as well as information on pensions, 

Personnel Policy Manual highlights, and healthy living. 

Your feedback and suggestions are always appreciated, and you 

may submit this information to your campus Human Resources 

Offices or Office of the President Human Resources Office. 

Patricia DePlasco 
Assistant Vice President for Human Resources 
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Below is a link to the Collegeçs Drug-Free Schools and Workplace Policy.  It 

is required that this document be annually distributed to employees.  A copy 

of the policy was inserted in the paycheck envelopes for the April 25 payday.  

The appendices to this document, along with the Policy itself, are accessible 

through the following URL on the Collegeçs Human Resources website: 

http://www.dtcc.edu/hr/pages/drug_free.html 

Please contact your Campus Human Resources Department with any ques-

tions. 

Drug-Free Schools and Workplace Policy 

http://www.dtcc.edu/hr/pages/drug_free.html
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This is your once-a-year opportunity to enroll or make changes to your Health, State Dental, State Vision, 

Group Legal, and Blood Bank coverage.  The State Benefits Office mails the 2008 Open Enrollment package 

to your home address.  Read your enrollment materials to learn about your benefits, make the right benefit 

choices, and enroll for benefits quickly and easily.  For more information visit www.ben.omb.delaware.gov.  

If you need additional help, you can contact your Campus Human Resources Office.  The campuses listed be-

low have designated days when Office of the President HR Benefits personnel will be onsite to assist employ-

ees.  Please contact your Campus HR Office for room locations 

¶ Wilmington Campus Thursday, May 8 10:00 - 3:00 

¶ Stanton Campus  Friday, May 9  10:00 - 2:00 

¶ Terry Campus  Monday, May 12 10:00 - 3:00 

 
 
 

 

 

 

 

 

 

Spousal Coordination of Benefits 

 

If you cover your spouse in one of the State of Delaware Health Insurance medical 

plans, you MUST complete a new Spousal Coordination of Benefits form each 

year during Open Enrollment and any time his/her employment or insurance status 

changes.   Failure to do so will result in the spouse not being covered as of  

July 1.  For more information, visit 

 http://www.ben.omb.delaware.gov/documents/cob/index.shtml  

or contact your Campus Human Resources Office. 
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State Benefits Open Enrollment May 5—May 21 

Very Important 

Information 

http://www.ben.omb.delaware.gov/
http://www.ben.omb.delaware.gov/cob/index.shtml
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The U.S. Department of Labor has a new online resource to make it eas-

ier to prepare for a financially secure retirement.  A series of interactive 

worksheets were developed as a companion to a 2006 publication enti-

tled, äTaking the Mystery Out of Retirement Planning.å  Using the work-

sheets, those who are 10ã15 years from retirement can calculate income 

and savings, as well as their projected expenses in retirement.  Although 

targeted to those approaching retirement, the worksheets and booklet are 

also useful for recent retirees. Worksheets are available at http://

www.dol.gov/ebsa/publications/nearretirement.html  Free copies of 

the booklet are available by calling the Employee Benefits Security Ad-

ministration (EBSA) toll free at 866-444-3272 and online at http://

www.dol.gov/ebsa/ (under Publications). 

The Social Security Administrationçs äYour Future Benefitså page at 

www.socialsecurity.gov/planners/index.htm has interactive planners 

for retirement, disability, and survivors.  You can also apply for benefits 

online.  There are benefit calculators that allow you to use information 

about your earnings from your Social Security Statement that you receive 

each year to learn how your benefits can be affected by different assump-

tions abut future earnings or when you stop working.  There is also a Fre-

quently Asked Questions (FAQs) section that is very informative. 

Retirement Planning Tools 

POLICY HIGHLIGHT                                                    

This policy is implemented in order to maintain a productive, safe work environment and applies to both incoming 

and outgoing communications. 

Cell phones and other electronic communication devices shall be turned off or set to silent or vibrate mode during 

meetings, conferences, and in classrooms or other locations where incoming calls may disrupt normal workflow. 

Employees may use personal cell phones or electronic communication devices while at work on a sporadic basis and 

only for periods of short duration.  If employee use of a personal cell phone or electronic communication device 

causes disruptions or loss in customer service or productivity, the employee may be subject to disciplinary action. 

Due to safety reasons, the use of a cell phone or electric communication device(s) while driving a State vehicle is 

strongly discouraged. 

The College strictly prohibits the use of camera phones and other recording devices in any manner which violates or 

compromises norms of personal conduct or the expectation of privacy that individuals have a reasonable right to ex-

pect. 

(Added Board of Trustees, 4/3/07) 

11.13 Electronic Communication Device Use Policy  

The State Pension Office also has 

online calculators to compute an 

estimated monthly benefit for a 

regular retirement, early retire-

ment, and using the Sick Leave 

Buy-In option.  Itçs available at  

http://

www.delawarepensions.com/

pensionplans/stateemployees/

calculator/calculator_sepi.shtml 

 

 

http://www.dol.gov/ebsa/publications/nearretirement.html
http://www.dol.gov/ebsa/publications/nearretirement.html
http://www.socialsecurity.gov/planners/index.htm
http://www.delawarepensions.com/pensionplans/stateemployees/calculator/calculator_sepi.shtml
http://www.delawarepensions.com/pensionplans/stateemployees/calculator/calculator_sepi.shtml
http://www.delawarepensions.com/pensionplans/stateemployees/calculator/calculator_sepi.shtml
http://www.delawarepensions.com/pensionplans/stateemployees/calculator/calculator_sepi.shtml
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The onsite DelaWELL Biometric Health Screenings will only be offered through May 2008.  Sign-up to-

day!  Full--time active employees who attend a Biometric Health Screening and complete a 2008 Health 

Risk Assessment (HRA) will receive a $100 pre-tax incentive.  Incentive payments will be included as part 

of the August 29, 2008 pay.  

The screenings are confidential, free and voluntary.  Currently, screenings are held at multiple agency and 

school district locations in all three counties and accommodate both workday and evening appointment times.   

You will be able to evaluate your lifestyle-related health risks and receive information on how to make posi-

tive changes to enhance your health and well-being.  Screenings include measurements for height, weight, 

BMI, blood pressure, total cholesterol, HDL, and glucose (your finger will be pricked to draw blood for the 

test).  Results will be provided within minutes and reviewed by a health professional.  Fasting is not required.  

 

        Attend a free   Biometric Health Screening  at most work locations (through May 30, 2008) 

      To schedule an appointment for a biometric health screening nearest you, please visit 
www.employeesignup.com/staywell/EventHome.htm  and type DelaWELL as the Company ID. 

 
       Complete a 2008 confidential, online Health Risk Assessment (HRA) (through May 30, 2008)  

      To complete the online HRA, go to https://delaware.online.staywell.com . 

 

       Receive 100 % reimbursement for participation in Weight Watchers® offerings   

       Please check the website for more information regarding Weight Watchers® offerings:  http://

delawell.delaware.gov/   

 

Weight Watchers® is providing a new promotional opportunity for employers groups. Beginning April 15 th , Employ-

ees will receive a òWelcome to Weight Lossó kit if they purchase an 18 -week Local Meeting Voucher be-

tween April 15 th  and May 30 th . The kit includes: 2 Weight Watchers cookbooks, Weight Watchers Walking Kit, 6 -

month subscription to Weight Watchers Magazine, additional tips to help with success, and valuable recipes and 

coupons. The approximate value of the welcome package is $55.  

To order your 18 - week Local Meeting voucher and get your free welcome package , call  

866 - 237 - 2012 and mention code WW408  

 

 

DTCC  - HR Updates—Page 4—April 2008 

http://www.employeesignup.com/staywell/EventHome.htm
https://delaware.online.staywell.com
http://delawell.delaware.gov/
http://delawell.delaware.gov/
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The mission of the Human Resources Division is to provide leadership 

and expertise on human resource issues to accomplish the strategic ob-

jectives of Delaware Technical & Community College by serving as inter-

nal/external consultants to prospective/current employees in the follow-

ing areas: 

¶ Developing and supporting a quality workforce. 

¶ Facilitating an efficient and effective employment process. 

¶ Directing a comprehensive performance management process. 

¶ Providing a continuum of learning to support professional and organ-
izational development. 

¶ Serving as an advocate for equity, diversity, and lifelong learning 
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Questions & Answers  (If you have a question to submit, please e-mail pdeplasc@dtcc.edu) 

Have Questions?  Your campus Human Resources Office is happy to 

assist you.  Please see contact numbers on the front page. 

HUMAN RESOURCES MISSION STATEMENT 

Q: How soon should I contact the Office 

of the President Benefits Specialist about 

the date I plan to retire? 

A.  The Benefits Specialist, Jane Lane, in 

the Office of the President should be con-

tacted for an appointment at least three 

months prior to the retirement date because 

research has to be done  to verify creditable 

service, which may include reviewing past 

paychecks and contacting other agencies for 

which an employee has worked.  There are 

also numerous documents that have to be 

prepared in order for your retirement to be 

processed in a timely manner. The first re-

tirement paycheck could be delayed if the 

proper paperwork is not submitted in time. 

 

 Q: How do I calculate leave for a 
partial day usage? 

A. Below is the calculation that 
should be used: 

No. of Hrs. in Work Day:       7.5 

Less Hrs. Worked that day   -____ 

BalanceãHours to  

put on Leave Request form 

 

Example: 

Employee has a doctorçs appointment 

and leaves at 2:00 and took a 30-

minute lunch break (a lunch break is 

not included in the hours worked fig-

ure) that day: 

No. of Hrs. in Work Day         7.5 

Less Hrs. Worked                    5.0 

Balance to put on Leave 

Request form                          2.5 hrs. 

Q:   Içve heard the Human Resources 

Offices sometimes have discount cou-

pons for amusement parks.  Is this 

true? 

A.  The Human Resources Offices 

sometimes receive discount coupons for 

several amusement parksãHershey 

Park, Great Adventure (NJ and MD), 

Busch Gardens (VA and FL), and Dor-

ney Park.  Stop by your campus or 

OOTP Human Resources Office to see 

what might be available. 


