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This is the first edition of a Collegewide Human Re-

sources Division newsletter that will be published quar-

terly to inform employees of issues of importance to 

them.  It will be distributed as a paycheck stuffer, posted 

online, and available in hard copy from your campus Hu-

man Resources Offices.  It will contain information about 

State of Delaware and College benefits, Personnel Policy 

Manual additions and changes, and  information on many 

other topics related to employment with the College. 

Your feedback and suggestions are appreciated as we 

launch this new publication, 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  

 

Welcome to the Collegewide HR Newsletter 

Changes in the OOP Human Resources Office 

The new year is bringing 

some changes to the OOP 

Human Resources Office.  

As was announced in a 

MyDTCC posting, Lisa 

Falkner has been named 

Acting College Relations/

Staff Development Coor-

dinator for the College.  

Mandy Emerson  will be 

assuming the duties of 

Lisa’s position as Acting 

Human Resources Special-

ist III for Classification and 

OOP  Recruiting.  Andy 

Hull joins the staff as regu-

lar part-time Human Re-

sources Technician in the 

Benefits section and will be 

assisting with creditable 

service verifications and 

pension processing.  Kim 

Butler joined the office in 

September 2007 in the 

Benefits section as regular 

full-time Senior Human 

Resources Technician .  

Jane Lane and Terri 

Householder continue in 

their roles as HR Specialist 

III for Benefits and Hu-

man Resources Techni-

cian, respectively. 
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Additionally, if you marry, you must sub-

mit the application to add the new spouse 

within 30 days prior to or following the 

date of marriage, or you will have to wait 

until the next open enrollment period. 

Failure to keep your address updated can 

result in W-2s and other mailed materials 

being sent to the wrong address.  Do you 

remember who you designated as your 

emergency contact?  Is this person still the 

one you would want notified should some-

thing happen and the College would need 

to contact him/her?  Is his/her contact 

information up to date?  Have your desig-

nated beneficiaries changed?   

It only takes a few minutes to check that 

your information is current and by keep-

ing it up to date, your Human Resources 

Office can ensure that you are receiving 

the benefits to which you are entitled . 

When employees are initially hired, they 

fill out many forms and supply informa-

tion such as current address, telephone 

number, emergency contacts, beneficiary 

information, and dependent information.  

Once completed, the information is stored 

in the Human Resources Offices’ files and 

perhaps forgotten by the employee.  It’s 

important, though, to contact your Hu-

man Resources Office when any of this 

information changes because not doing so 

could adversely affect you.  

For example, did you know that if you 

have a baby, you must add him/her to 

your health insurance within 30 days of 

the date of birth if you do not have Em-

ployee and Child(ren) or Family coverage?  

If not, you must wait until the next open 

enrollment period to add the child, and 

open enrollment occurs only once a year.  

Keep Your Employee Information Updated to Avoid Problems 

2008 Free Tax Preparation Locations & Times 

Free tax preparation at over 20 locations statewide! The sites are located at non-profit or faith-based organizations that donate 

the space and are staffed by trained, friendly volunteer tax preparers that help workers claim the Earned Income Tax Credit, 

Child Tax Credit, and other credits and deductions. Each site is managed by a tax professional to answer volunteer questions, 

ensure quality, and manage overall site operations. 

Federal and State returns are completed for any taxpayer whose household income does not exceed $40,000 and are electroni-

cally filed so refunds can be received in as little as 10 days. Since the Campaign started six years ago, 1,200 volunteers have 

assisted 30,000 hard-working Delaware residents, brought $45 million in refunds and saved almost $6 million in tax preparation 

fees. During the tax season, the IRS audited the tax sites three times to check for quality and each time the grade was A+. The 

Campaign sites are free so taxpayers can keep ALL of their refund while still receiving   fast, quality service.   FREE, RIGHT & 

FAST â a winning combination! 

FOR MORE INFO ABOUT FREE TAX PREPARATION: 

CALL THE DELAWARE HELPLINE AT 1-800-464-4357 OR VISIT WWW.EITCDELAWARE.NET. 

FOR TAXPAYERS WITH HOUSEHOLD INCOMES AT OR BELOW $40,000 

http://www.eitcdelaware.net/mediacenter/headlines.asp?id=1016
http://WWW.EITCDELAWARE.NET
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¸ŜŀǊ ¢ǿƻΦΦΦ! ²ŜƭƭƴŜǎǎ tǊƻƎǊŀƳ άWǳǎǘ ŦƻǊ ¸ƻǳΗέ 
In April 2007, the Statewide Benefits Committee launched the new, exciting wellness initiative called DelaWELL, a comprehensive 

health management program.  Year Two of the Program will be packed with even greater benefits and health resourcesãfree of 

charge.  Employees who participate in DelaWELL Year Two will gain access to valuable health information, onsite biometric health 

screenings for early detection and prevention, and feedback that will assist in their personal health and wellness goals. 

Who is Eligible? 

All full-time state, school district, charter school, higher education employees and pre-65 retirees, as well as spouses and dependents 

over the age of 18 who are covered under the state group health plan. 

What is äDelaWELLå Year Two? 

A statewide comprehensive wellness program with exciting new initiatives available February 14, 2008: 

 Confidential online or paper-based Health Risk Assessment (HRA) 

Onsite Biometric Health Screenings to include blood pressure, cholesterol, and glucose testing with review of personal re-

sults with a Health Coach. 

 Weight Watchers® to assist employees in their weight management efforts 

 Cardio Health Assessments available to employees only, first-come basis, 600 slots available 

 Personalized Lifestyle & Disease Management Coaching Programsãdelivery options include phone based, mail and online 

programs. 

Online Health Resources (Health and Safety Education Centers, Self-Care Resources, Wellness Library, Drug Database, 

Health Quizzes and Calculators, Recipes, Daily Health News, Quarterly Newsletter and Much More) 

 Onsite Health Seminars, Events & Activities 

 Health Education Campaigns/Communications/Incentives 

 Unlimited Access to the StayWell Help Line (1-800-926-5455) 

Timeline 

 February 14, 2008 through May 30, 2008ãHealth Risk Assessments and Onsite Biometric Health Screenings 

 Weight Watchers® available beginning February 14, 2008ãup to 100% reimbursement through group health plan. 

 August 2008ãincentive payments 

Incentives 

 Active employees who attend a Biometric Health Screening and complete an HRA will receive a $100 pre-tax incentive  

 Health-related prizes (t-shirts, mugs, pedometers, etc.) and special events. 

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

To schedule an appointment for a biometric health screening nearest you, visit www.employeesignup.com/staywell/

EventHome.htm and type DelaWELL as the Company ID.   

For more information, please check MyDTCC Announcements, or contact the Statewide Benefits Office Wellness Line 

at 1-800-556-6106, or e-mail the DelaWELL staff at Employee.Wellness@state.de.us 
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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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Q:   What is the State of Delaware EAP? 

A.  The State of Delaware Employee Assis-

tance Program (EAP) is a confidential  

problem solving resource that can help 

with personal problems or other issues 

that are concerning you.  The State of 

Delaware EAP provides a professional 

counselor to listen and 1) help define the 

problem clearly, 2) assess the type 

of help needed, 3) either provide the re-

quired help or make the most appropri-

ate, cost-effective referral for you.  This 

service is available to employees, pen-

sioners under 65 and their covered de-

pendents who are participants in the 

Group Health Insurance Program. Sim-

ply pick up the phone and dial 1- 

Q: Why is the net amount of my pay-

check larger at the beginning of 

the year? 

A: As an employee of the State of Dela-

ware, you contribute a certain per-

centage of each paycheck to the 

State's pension fund. As of January 

1, 1987, all employees contribute at 

the same rate: 3% of that portion of 

your monthly compensation which 

exceeds $6,000 per year.  So until 

your compensation exceeds $6,000, 

there are no pension monies de-

ducted from your gross pay.  If you 

see a decrease in your net amount, 

most likely your compensation has 

reached the $6,000 level and the 

pension deduction has started again. 

800-343-2186 (toll-free) and speak to 

a counselor or visit HMS 

online at www.hmsincorp.com to ac-

cess EAP or Work/Life services. 

Questions & Answers 

Have Questions?  Your campus Human Resources Office is happy to 

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

HUMAN RESOURCES MISSION STATEMENT 


