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Preface
This Employee Benefits Handbook is intended to serve as a reference guide to the benefits that are to you if you are an eligible
employee of Montgomery College This Handbook should not be construed as constituting a contract, express or implied, between
the College and any person. The College may issue supplements to the benefits provided under the Plan.
Readers should use this Handbook solely as a reference document. All employees are encouraged to use this Handbook in
conjunction with current editions of other important College publications and documents, particularly the P&P Manual and any
applicable collective bargaining agreement. Although this publication has been carefully reviewed for accuracy and currency, where
there is a conflict between any official College document and any summary of such documents, which may appear in this Handbook,
the provisions of the official document shall apply.
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Health Plans
Generally, you cannot change the elections you selected outside of Open Enrollment, except in cases of a change in your family
status. Please refer to the section entitled “Enrollment - Points to Consider” below for the rules relating to these types of changes.
The College offers a variety of high quality and affordable medical and dental benefit plans. If you meet the eligibility requirements as
set forth in this Summary Booklet, you may elect to enroll in one of the three medical plans and/or two dental plans described below.

Eligibility and Participation
All full-time and part-time regular and temporary with benefits employees (and their dependents) are eligible to participate in the
health benefit plans described in this booklet. You and the College share in the cost of the plans. If you are enrolling for the first time
or changing your coverage, you will complete your enrollment through the Workday system.
Newly hired employees are eligible to participate in the benefit plans on the first of the calendar month following employment date,
provided they have completed the Workday online enrollment process by the last day of the month in which they were hired. New
employees have 31 days from date of hire to enroll. Failure to enroll within 31 days will preclude participation in a plan until the next
open enrollment period.
Copies of birth certificates and marriage certificates are required to add dependents to group health, dental, vision, and life insurance
plans. Certificates for dependents must be uploaded to Workday, or insurance coverage for dependents will be terminated. Once
terminated, coverage cannot be reinstated until the next open enrollment period (provided the employee provides appropriate copies
of their required documentation).

Enrollment-Points to Consider
Newly hired employees who elect coverage are eligible effective the first day of the month following date of hire. Certain changes in
your family status may make you eligible to modify your benefit coverage before the end of the Plan Year. These changes include:
•
•
•
•
•
•

Marriage, legal separation, or divorce
Death of a spouse or child
Birth or adoption of a child
Dependent child reaches plan’s maximum age limit of age 26 Dependent child becoming eligible or re-eligible for coverage
Loss of spouse’s job

Adding or dropping coverage through your spouse’s plan during its open enrollment (i.e., during the 31-day period beginning with the
first day of your spouse’s open enrollment period).
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In all cases, you MUST notify the Office of Human Resources and Strategic Talent Management (HRSTM) of your change of status,
by logging into Workday within 31 days of the event. Failure to do so may result in a denial of coverage. Documentation for adding or
dropping coverage because of your spouse’s open enrollment or your spouse’s change of employment is required as well as copies
of birth and marriage certificates, if adding dependents to the plans. You will be able to upload your documentation directly to the
Workday system.
Special note when adding a new baby: Even employees who already have family coverage must enroll the new dependent
within 31 days of the birth or adoption.
Employees terminating their employment with the College are covered through the last calendar day of the month in which they
worked.
Employees on leave of absence without pay
Employees on leave of absence without pay are responsible for paying both the employee and employer cost for benefits for the
duration of their leave. However, employees on leave of absence under the Family and Medical Leave Act (FMLA) are eligible for an
employer contribution to health insurance and can pick to either pay their insurance during the FMLA period or when they return to
work. Employees going on leave of absence should contact the Human Resources and Strategic Talent Management for further
details.

Health Insurance Marketplace Coverage Options & Your Coverage
PART A: General Information
The Affordable Care Act enables workers to purchase insurance coverage in the Health Insurance Marketplace. To assist you as you
evaluate options for you and your family, this notice provides some basic information about the new Marketplace and employmentbased health coverage offered by your employer.
What is the Health Insurance Marketplace?
The Marketplace is designed to help you find health insurance that meets your needs and fits your budget. The Marketplace offers
"one-stop shopping" to find and compare private health insurance options. You may also be eligible for a tax credit that lowers your
monthly premium. Open enrollment for health insurance coverage through the Marketplace begins in October 2020 for coverage
starting January 1, 2021.
Can I Save Money on my Health Insurance Premiums in the Marketplace?
You may qualify to save money and lower your monthly premium, but only if your employer does not offer coverage, or offers
coverage that does not meet certain standards. The savings on your premium that you are eligible for depends on your household
income.
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Does Employer Health Coverage Affect Eligibility for Premium Savings through the Marketplace?
Yes. If you have an offer of health coverage from your employer that meets certain standards, you will not be eligible for a tax credit
through the Marketplace and may wish to enroll in your employer's health plan. However, you may be eligible for a tax credit that
lowers your monthly premium, or a reduction in certain cost-sharing options if your employer does not offer coverage to you at all or
does not offer coverage that meets certain standards. If the cost of a plan from your employer that would cover you (and not any
other members of your family) is more than 9.5% of your household income for the year, or if the coverage your employer provides
does not meet the minimum value standard set by the Affordable Care Act, you may be eligible for a tax credit.1
Note: If you purchase a health plan through the Marketplace instead of accepting health coverage offered by your employer, then you
may lose the employer contribution (if any) to the employer-offered coverage. Also, this employer contribution -as well as your
employee contribution to employer-offered coverage- is often excluded from income for Federal and State income tax purposes. Your
payments for coverage through the Marketplace are made on an after- tax basis.
How Can I Get More Information?
For more information about your coverage offered by your employer, please check your summary plan description or contact
Suzanne Redding (240.567.5354).
The Marketplace can help you evaluate your coverage options, including your eligibility for coverage through the Marketplace and its
cost. Please visit HealthCare.gov for more information, including an online application for health insurance coverage and contact
information for a Health Insurance Marketplace in your area.
PART B: Information About Health Coverage Offered by Your Employer
This section contains information about any health coverage offered by your employer. If you decide to complete an application for
coverage in the Marketplace, you will be asked to provide this information. The numbers below correspond to the numbering used in
the Marketplace application.

3. Employer name: Montgomery College

4. Employer Identification Number (EIN) 52-0891845

5. Employer address: 9221 Corporate Blvd., 1st Floor

6. Employer phone number: 240.567.5353

7. City: Rockville

9. ZIP code 20850

8. State: MD

10. Who can we contact about employee health coverage at this job? Suzanne Redding
11. Phone number: 240.567.5354
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12. Email address: suzanne.redding@montgomerycollege.edu

Here is some basic information about health coverage offered by this employer:
As your employer, we offer a health plan to some employees.
•
•

Eligible employees are: Faculty, Staff and Administrators in Benefit eligible positions, and temporary employees with benefits
(and their eligible dependents) are eligible to participate in the health benefit plans.
With respect to dependents we do offer coverage. Eligible dependents are:
o Legal spouse
o Biological stepchild, legally adopted, foster child or child in legal custody under the age of 26
o If checked, this coverage meets the minimum value standard, and the cost of the coverage to you is intended to be
affordable, based on employee wages.

Medical Plans
Pre-Tax Premiums
The employee’s share of all health and dental insurance premiums will be paid with pre-tax dollars, as allowed by Section 125 of the
Internal Revenue Code (IRC). This means that the health and dental insurance premiums deducted from your paycheck each pay
period are not taxed. Therefore, by electing medical and/or dental coverage, you are also selecting pre-tax health premiums. All
Section 125 contributions must be coordinated with any 403(b) and 457(b) contributions you make to any retirement annuity
programs.
The CIGNA Choice Fund/HSA Plan is a consumer-driven healthcare plan that engages covered individuals in choosing their
own health care providers, managing their own health expenses, and improving their own health with respect to factors that they can
control.
Out-of-pocket maximum is $4,000 per person per year, $6,500 for two persons and $8,000 for a family.
•

Prescriptions covered at a 10%, 20%, 40% coinsurance after the deductible has been met with minimums and maximums for
each. Plan pays 100% once maximum out of pocket is reached.

The college will fund $500.00 into an employee’s health savings account in January 2021 for those with single coverage, $750.00
for those with two-person coverage, and $1,000.00 for family coverage. The HSA allows individuals to save money that they do not
spend this year for health care expenses in future years. A debit card will be issued for those who wish to pay health expenses from
the account. Individuals may contribute towards their HSA via pre-tax payroll deduction up to the IRS limits ($3,600 single,
$7,200 for 2 individuals, and $7,200 for family inclusive of college funding). Age 55 and older may contribute an additional $1,000.
The Open Access Plus (OAP) network provides employees and their eligible dependents with discounts. For employees who
utilize OAP providers, the plan 90%, after the deductible is satisfied. The plan pay 70% of the reasonable and customary charges
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with non-participating doctors or facilities pay 30%, after the deductible is satisfied. All family members contribute towards the
family deductible. The plan will not pay an individual’s claims until the total family deductible has been met. Employees enrolled in
the Choice Fund cannot have other health coverage, including Medicare Part A. Employees who are considering enrolling in the
Choice Fund must incur and be reimbursed all their Health Care Flexible Spending Account (FSA) monies by 12/31/20 per IRS
regulation. Dependent children covered under the plan must be claimed on the employee’s tax return for that year of coverage to use
HSA monies to pay for their expenses.
CIGNA HealthCare Point of Service Plan (POS)
The CIGNA HealthCare Point of Service Plan (POS) provides employees and their families the flexibility to use the plan as an HMO
(in-network) by selecting a Primary Care Physician, in which case services are covered by payment of specific co-pays and/or
deductibles, or to select their own physician (out-of-network) in which case the participant pays a greater share of the total cost.
When using the plan like an HMO, participants must abide by specific rules concerning referrals for specialists. If you have any
questions regarding specialty services, please call your Primary Care Physician prior to any appointment with a specialist. Cigna is
not the pharmacy benefit provider. CVS/Caremark administers the prescription drug benefit for pharmacy and mail order, for both the
Cigna plans.
•
•
•
•
•
•
•

In-network deductible $500 per person, per calendar year
Out-of-network deductible $1,000 per person per calendar year
In-network out-of-pocket limits is $4,000 per person per year and $8,000 per family
Out-of-network out-of-pocket limit is $8,000 per person per year and $16,000 per family
Emergency Room copay $150
Office Visits (primary/specialist) are $25/$50
No vision coverage under the plan.

Kaiser Permanente HMO
Kaiser Permanente HMO is a traditional group model health plan in a clinic-type setting. Medical centers are located throughout
the Washington, DC metropolitan area with primary care physicians, specialists, and vital services all under one roof. Kaiser
Permanente is fully accredited by the National Committee for Quality Assurance (NCQA), the industry watchdog group that
measures health plan quality and performance.
•
•
•
•
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Office Visits (primary/specialist) $25/$50
Emergency Room copay $100
Inpatient copay $250
Rx generic/formulary/non-formulary at Kaiser pharmacy $20/$35/$50 and at participating pharmacies $30/$50/$75

Health Plan Comparison Guide

Table 1 - Inpatient Services
CIGNA Choice Fund/HSA

CIGNA/POS

Kaiser Permanente

Hospital Room & Board

90%/70% R&C
after deductible.

90%/70% R&C
after deductible.

100% after $250 co-pay

Surgery

90%/70% R&C
after deductible.

90%/70% R&C
after deductible

100% after $250 copay

Anesthesia

90%/70% R&C
after deductible.

90%/70% R&C
after deductible

100% after $250 copay

Medical Services

90%/70% R&C
after deductible.

90%/70% R&C
after deductible

100% after $250 copay

Diagnostic Tests

90%/70% R&C
after deductible
90%/70% R&C
after deductible

90%/70% R&C
after deductible
90%/70% R&C
after deductible

100% after $250 copay

Drugs and Medications

90%/70% R&C
after deductible

90%/70% R&C
after deductible

100% after $250 copay

Mental Health

90%/70% R&C
after deductible

90%/70% R&C
after deductible

100% after $250 copay

Special Duty Nursing

100% after $250 copay

OAP – Additional discounts available through the Open Access Plus network. R&C - Reasonable and Customary charges
NOTE: IT IS ONLY A SUMMARY. For specific coverage, limitations, and exclusions, please consult the literature provided by each
company or call the appropriate member services number.
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Table 2 - Outpatient Services
CIGNA Choice Fund/HSA

CIGNA/POS

Kaiser Permanente

90%/70% R&C
after deductible

$25 copay for PCP visit
$50 copay for specialist

$25 copay PCP visit
$50 copay for specialist
cop

Preventative Care Exams No charge in network/70% R&C
after deductible

No charge in network/70% R&C
after deductible

No charge

Surgery

90%/70% R&C
after deductible

90%/70% R&C
after deductible

$50 copay per procedure

Diagnostic Tests

90%/70% R&C
after deductible

90%/70% R&C after deductible

No charge

Prescription Drugs

10% with $10 min./$20 max.,20%
with $20 min./$50 max.40% with $40
min./$100 max. after deductible♦
generic/formulary/non-formulary Drug
Utilization Review Program4

10% with $10 min./$20 max.
20% with $20 min./$50 max.
40% with $40 min./$100 max.♦
generic/formulary/non-formulary
Drug Utilization Review Program4

$20/35/50
generic/formulary/nonformulary at KP

Mental Health Care

90%/70% R&C after deductible

$25 copay

$25 copay/individual visits,
$12 copay/group visits

Deductible

$1,400 Single
$2,800 Two Persons, $3,300 Family

$500 In-Network
$1,000 Out-of-Network

N/A

$4,000 Single
$6,500 Two Persons
$8,000 Family

$4,000/$8,000 Single/Family
In-Network
$8,000/$16,000 Single/Family
Out-of-Network (incl. prescriptions)

Single $3,500
Family $9,400

Office Visits

Maximum out-of-pocket
Expenses

♦ Double copay penalty applies on 4th fill at retail level on maintenance medications.
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Table 3- Other Services

Routine Eye Exams

CIGNA Choice Fund/HSA

CIGNA/POS

Kaiser Permanente

not covered

not covered

$15/$30 copay (eye refraction
exam), 25% discount for
eyeglasses purchased at
Kaiser Optical Shops

Routine Hearing Exams

not covered

$25/$50 copay per visit

$25/$50 copay

Allergy Testing

90%/70% R&C

$50 copay per visit

$25/$50 copay

90%/70% R&C (60 days per
CY)

100% for 100 days per CY

No Charge In-Network
(unlimited days per CY)

100% (2 hrs. per visit max.)

after deductible
Skilled Nursing Facility

90%/70% R&C
after deductible

Home HealthCare

90%/70% R&C
after deductible

70% Out-of-Network after
deductible (40 days per CY)
Hospice Care

Emergency Room Care

90%/70% R&C

No Charge In-Network

after deductible

70% Out-of-Network after
deductible

90% R&C

$150 copay

after deductible

Frequently Asked Questions –Health Insurance (FAQ’s)
When am I allowed to change health carriers?
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No Charge

$100 copay

Employees are allowed to change health carriers once a year at open enrollment.
What if I get married or have a baby?
Changes in dependent coverage must be made within 31 days of the qualifying event (for example, birth or marriage date). Copies of
marriage and birth certificates are required to add dependents.
How do I change my doctor if I am in an HMO?
This can be done by calling the toll-free number listed on your identification card.
Which dental plan allows me to choose my own dentist?
The Cigna PPO plan allows you to go to the dentist of your choice.
What is a generic drug?
A generic drug is a prescription drug that has the same active-ingredient formula as a brand-name drug. A generic drug is known
only by its formula name and its formula is available to any pharmaceutical company. Generic drugs are rated by the Food and Drug
Administration (FDA) to be as safe and as effective as brand-name drugs and are typically less costly.
What is a formulary listing?
It is a list of preferred, commonly prescribed prescription drugs. These drugs are chosen by a team of doctors and pharmacists
because of their clinical superiority, safety, ease of use and cost.
What is a brand drug?
It is a drug manufactured by a pharmaceutical company that has chosen to patent the drug’s formula and register its brand name.

Dental Plans
The Cigna Dental PPO provides traditional dental insurance coverage under which you are reimbursed for covered expenses on the
schedule of benefits as outlined in the certificate of coverage. This dental plan offers the flexibility to see the dentist of your choice
with a deductible and co-insurance varying depending on the services provided
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Table 4 - Schedule of CIGNA PPO Dental Benefits
Treatment Classification

PPO Dental Benefits

Class I (Preventative Care)

Plan Pays 100% of reasonable & customary (R&C) charges with NO deductible

Class II (Basic Restorative)

Each covered family member pays $50 annual Deductible

Plan Pays 80% R & C

Class III Major (Restorative)

Each covered family member pays $50 annual Deductible

Plan Pays 60% R & C

Class IV (Orthodontia)

Each covered family member pays $50 lifetime Deductible

Plan Pays 60% R & C

Class V (Periodontia)

Each covered family member pays $50 lifetime Deductible

Plan Pays 60% R & C

Table 5 - Individual Deductible (Classes IV, V) $50.00/year
Maximum Benefit
Classes I, II, III Combined Calendar Year Maximum

$2,000.00

Classes IV, V Combined Calendar Year Maximum

$1,000.00

**If an employee gets their annual cleaning once a year, they will receive $100.00 towards the
combined calendar year maximum for 3 years
Deductibles
Individual Deductible (Classes II, III)

$50.00/calendar year

**A person must satisfy these deductible amounts before Dental Benefits are payable.

Cigna Dental Care Plan
Provides dental coverage under an HMO-like structure. A primary care dentist is required for service. This plan provides coverage
based on a predetermined fee schedule with many basic services being covered at NO CHARGE. There are no patient charges for
most preventative procedures, no claim forms, no deductibles and no annual dollar maximums. Complex procedures are available at
low, pre-set patient charges.
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Frequently Asked Questions – Dental (FAQ’s)
Which dental plan allows me to choose my own dentist?
The Cigna PPO plan allows you to go to the dentist of your choice.
What is the difference between the two dental plans?
The Cigna Dental Care plan is a managed dental care program. There is a list of dentists that must be utilized, and there is a set fee
schedule for services. There are no deductibles or claim forms, only copayments (which vary depending on the services provided).
The PPO Dental plan has a $50 deductible and the flexibility to see any dentist, however, claim forms must be completed for
reimbursement if using a non-PPO dentist.

Life Insurance
Montgomery College offers a group life insurance plan through Minnesota Life Insurance Company. It provides a death benefit
amounting to two times the employee’s annual salary, rounded up to the next $500, not to exceed $100,000.00. It is important to be
aware that any life insurance valued in excess of $50,000.00 will be included as taxable income. Seventy-five percent of the cost of
the plan is paid by the college and twenty-five percent by the employee. The basic life insurance provides a waiver of premium
provision if you are disabled prior to age 60. Life insurance benefits are described in the Group Life Insurance Certificate maintained
by HRSTM.
The life insurance plans also include, at no additional cost to employees, a Travel Assistance Program and Beneficiary Assist
program that includes grief, legal and financial counseling. Employees, their spouses, and eligible dependent children are covered.

Vision Plan
The College offers a stand-alone Vision Plan (employee pay all benefit) provided by EyeMed.
The EyeMed WellVision Plans define the industry standard for quality vision care benefits by including:
•
•
•
•

Thorough eye exams that ensure ongoing eye care wellness.
A wide variety of eyewear coverage options, including eyeglasses and contact lenses.
Controlled pricing on eyewear and lens options through EYEMED doctors and labs.
Choice of eye care doctors from one of the nation’s largest doctor networks.

EyeMed offers the most extensive national doctor network of independent, private practitioners. In fact, 90% of Americans are within
10 miles of an EYEMED doctor.
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The plan design is 12/12/12: eye exams are covered every 12 months, frames every 12 months, and lenses every 12 months.
Hearing aid benefits are also a part of the EyeMed plan.
The plan offers a $10 copayment for exams and a $20 copayment for materials (for participating doctors and opticians). If your doctor
does not participate there is still a benefit, however, coverage is not as comprehensive as it is with in-network provider selections.
Please also note that out-of-network claims must be filed online with EyeMed within 180 days from the date of service. For more
information please visit: MC Vision Plan

Travel Assistance
Provided by Global Rescue LLC available through Minnesota Life is a comprehensive program of information, referral,
assistance, transportation and evacuation services designed to help you respond to medical care situations and many other
emergencies that may arise during travel 100 miles or more from home. Travel Assistance also offers pre-travel assistance, which
gives you access to information on things like passport and visa requirements, foreign currency, and worldwide weather.
(www.lifebenefits.com/travel)

Employers’ Frequently Asked Questions about Travel Assistance
Who is eligible for this service?
Active U.S. employees (including U.S. territories of Guam and Puerto Rico) covered under the basic group life insurance plan and
their spouses and dependents (as defined under the group life plan).
How many days are the basic emergency travel assistance services available?
The services are available for up to 60 days of consecutive travel whether traveling on a domestic or international basis.
Do employees need to enroll?
Employees do not need to enroll in the program. Services are accessible at any time online or via a toll-free number or collect/direct
phone number.
Are dependents covered while traveling even if the employee is not with them?
Yes. Any covered individual more than 100 miles from their permanent home residence can receive services, regardless of whether
they are traveling with the primary employee.
Are expatriates or foreign nationals covered?
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No. Expatriates (defined as individuals spending more than 60 consecutive days away from their home country) are not eligible for
services.
Is there a cost to employees?
There is no cost to employees to access the service. Employees are responsible for third party costs of services (outside of the
services provided by Global Rescue in accordance with the Basic Emergency Services Terms of Service), such as medical
expenses, prescription transfers, translation services, cash advances and related fees, etc. For a complete list of terms and
conditions, please contact Minnesota Life or Global Rescue to receive the Basic Emergency Services Terms of Service or visit
www.lifebenefits.com/travel.
How is the program initiated?
Services automatically become effective on the effective or renewal date of the employer’s policy with Minnesota Life. We will work
with the employer to initiate the program and provide all the necessary communication materials to introduce it to employees.
Is there a web site to learn more about the program?
To learn more about the program, visit www.lifebenefits.com/travel or contact your Minnesota Life representative.
Do dependent children of eligible employee members have access to the basic emergency travel assistance
services when attending school on a full-time basis in the United States?
Dependent children (a child within the age limits for coverage under the client's Group Life Plan with Minnesota Life/Securian Life)
have access to all basic services when 100 or more miles away from their permanent home residence (parent's home) attending
school on a full-time basis.
Do dependent children of eligible employee members, attending school on a full -time basis in the United States,
have access to all services if they elect to study abroad as part of their current program?
Dependent children will have access to all basic services for the first 60 days of their stay abroad as part of their current program.
The college location becomes the permanent home residence. When the student returns to the college location to resume their
studies in the United States, their access to all basic services would resume. Global Rescue can provide a quote for basic services to
cover the dependent student from day 61 abroad until they return home to the college location. Please keep in mind, this rule of 60
days is consistent with the basic emergency services terms of service for all eligible members traveling abroad whether for business
or personal reasons.
Who provides the service?
Global Rescue LLC is the exclusive provider of these services for Minnesota Life and Securian. Global Rescue is the premier
provider of worldwide travel assistance services and crisis response. Global Rescue supplies travel advisory and evacuation services
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during medical and non-medical emergencies for individuals, families, corporations, organizations, government agencies, athletic
teams, and expeditions around the globe.
What information does an employee need to provide when calling Global Rescue?
To access services, the employee simply needs to call the appropriate phone number (1-855-516-5433 or 1-617-426-6603). Collect
calls are accepted if necessary. To verify eligibility, the employee is asked for the name of their employer.
Depending on the nature of services requested, additional information could be required, including present location, call back
number, nature of illness or injury, medical history, etc.
How does travel assistance work with health care benefits (e.g., emergency room care while traveling)?
Global Rescue can provide hospital recommendations, make an appointment at a doctor’s office on the employee’s behalf and even
guarantee payment for medical treatment. (For expense guarantees a suitable repayment guarantee such as a credit card or bank
wire must be provided, and Global Rescue must be reimbursed for any amount spent within seven [7] days).
The selection of a medical facility is not affiliated to any medical plan. When providing a recommendation, Global Rescue considers
the nature of the illness or injury, and looks for English-speaking physicians, a reputation for Western-style medical standards, and
the best care available in the area.
What is the difference between travel assistance and business travel accident coverage?
A business travel accident plan, typically a supplement to group life insurance or Accidental Death & Dismemberment coverage,
pays a benefit if, as the result of an accident, an employee dies or is injured while traveling for business. Depending on the plan,
some travel assistance services such as emergency evacuation and the repatriation of final remains, may be included.
What happens when calls are placed to the Global Rescue number?
Emergency management experts, such as critical care paramedics and military special operations veterans, answer calls in one of
the Global Rescue Operations Centers. These professionals will triage symptoms and the situation, provide immediate guidance and
instruction, and work to find a resolution.
Global Rescue will request the name of the caller’s employer. Certain services, such as medical transports or security evacuations,
may require additional verification of eligibility, which Global Rescue and Minnesota Life will do by contacting your employer.
What kinds of transports does Global Rescue provide?
Global Rescue provides “bed-to-bed” medical evacuations from a local, stabilizing facility to the nearest appropriate hospital where
your condition can be treated with modern, Western-style medicine. Evacuations will utilize the most appropriate means of
transportation, including private air ambulance, commercial aircraft, helicopters, ground and/or surface transport. Global Rescue will
provide transport for the return of dependent children, and one family member to visit you if hospitalized.
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Global Rescue also provides security evacuations in the event you are in a foreign country, and either the U.S. government or the
host government has issued a recommendation for evacuation. Evacuations will utilize the most appropriate means of transportation,
including private aircraft, commercial aircraft, and surface transport. You are transported to the nearest safe area, where you can
either continue your journey or return home on your own.
For a complete list of terms and conditions, please contact Minnesota Life or Global Rescue to receive the Basic Emergency
Services Terms of Service or visit www.lifebenefits.com/travel.
What are the plan benefit limits?
Global Rescue will provide services up to the stated amount, subject to the terms and conditions of the Basic Emergency Services
Terms of Service:
•
•
•
•
•

Medical Evacuations: $200,000
Mortal Remains Repatriation: $200,000
Security Evacuations: $100,000
Return of Dependent Children: $5,000
Family Member Visitation: $5,000

For a complete list of terms and conditions, please contact Minnesota Life or Global Rescue to receive the Basic Emergency
Services Terms of Service or visit www.lifebenefits.com/travel.
What are the exclusions?
Global Rescue reserves the right to determine, in its sole discretion whether your condition is sufficiently serious to
warrant transport or services, and the mode of transport. You cannot receive more than one evacuation in any 12-month
period.
Certain other terms and conditions apply. For a complete list, please contact Minnesota Life or Global Rescue to receive
the Basic Emergency Services Terms of Service or visit www.lifebenefits.com/travel.
Are business sojourns or sabbaticals covered?
Yes. You are covered whenever more than 100 miles from home, domestic or abroad, for business or pleasure, as long
as you are an active employee.
Are security or political evacuations offered?
Yes. Global Rescue provides security evacuations in the event you are in a foreign country, and either the U.S.
government or the host government has issued a recommendation for evacuation. Evacuations will utilize the most
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appropriate means of transportation, including private aircraft, commercial aircraft, and surface transpor t. You are
transported to the nearest safe area, where you can either continue your journey or return home on your own.
For a complete list of terms and conditions, please contact Minnesota Life or Global Rescue to receive the Basic
Emergency Services Terms of Service or visit www.lifebenefits.com/travel.
Is medical monitoring and outpatient case management available?
Yes. Global Rescue’s medical personnel, including critical care paramedics, nurses, and physicians, will monitor your
case. In addition, an exclusive partnership with Johns Hopkins Medicine provides the medical expertise of a top-ranked
U.S. hospital. X-rays, lab results, and other information will be reviewed by Global Rescue and Johns Hopkins
physicians, and you and your treating physician will be provided with recommendations and advisory support. Although
you do not enter into a doctor-patient relationship with Global Rescue, you may be requested to share information and
provide consent in certain circumstances.
For a complete list of terms and conditions, please contact Minnesota Life or Global Rescue to receive the Basic
Emergency Services Terms of Service or visit www.lifebenefits.com/travel.
Is there assistance available to arrange for medical supplies that may not be available where the employee is
treated?
Yes. Global Rescue will provide the assistance and coordination, but you are ultimately responsible for the costs of
purchasing and shipping any supplies requested.
How does Global Rescue ensure that the best care is available?
Global Rescue is proud to maintain an exclusive partnership wit h Johns Hopkins Medicine, a top-ranked U.S. hospital for
over 20 consecutive years. This partnership provides you the expertise of the world’s finest physicians whenever
necessary.
If you are being treated or hospitalized, Global Rescue will obtain availa ble x-rays, lab studies, and other diagnostic
information from the local health care providers. This information will be reviewed by Global Rescue and Johns Hopkins
Medicine physicians. ©

Beneficiary Assist
When a life insurance claim is filed, the beneficiary is sent a booklet of information from regarding the grief, legal, and financial
counseling services available, along with a phone number to contact.
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Accidental Death and Dismemberment Insurance (AD&D)
AD&D is provided to all employees who elect the basic life insurance benefit. Employees or beneficiaries will be paid if an employee
sustains body injuries or loss of life because of an accident. AD&D benefits are described in the certificate maintained by the Office
of Human Resources and Strategic Talent Management. AD&D benefits are not payable if your death or loss is caused by:
•
•
•
•
•
•
•

suicide, whether sane or insane,
physical or mental illness
an act of war
while serving in the military
injury incurred while taking part in a crime
riding in an aircraft as pilot or crew member
Infection or poisoning.

Optional Term Life Insurance
Employees may purchase optional life insurance in the following quantities:
•
•
•

1 x salary (up to $300,000)
2 x salary (up to $300,000)
3 x salary (up to $300,000)

This benefit is available to all support, associate, and administrative staff, working at least 20 hours per week in a regular or
temporary-with-benefits position and full-time faculty.
The premiums, which are based on age, will be deducted from your bi-weekly paycheck. The premium for Optional Life Insurance
Coverage is paid entirely by the employee. Coverage is not automatic. If this benefit was not elected during the initial offering or
at the time of hire, you must complete an evidence of insurability form.

Dependent Term Life Insurance
Employees have the opportunity to purchase term life insurance on dependents. To be eligible to purchase dependent life insurance
the employee must also be enrolled in Optional Life Insurance (minimum of 1 x salary benefit). The benefits are paid as follows:
•
•

$25,000
$ 5,000

-

Spouse
Per Dependent Child (up to age 26)

Notice: The premium for Dependent Life Insurance Coverage is paid entirely by the employee.
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Disability
To be eligible, an employee must complete six months of continuous service. Short term disability is available at no cost to the
benefit eligible employee. Short-term disability pays a percentage of the employee’s salary depending on years of service.
Employees who have been disabled because of sickness or accidental bodily injury may be granted short term disability leave up to
the first 12 months of the disability. Once all accumulated sick leave is used, a percentage of the employee’s salary will be continued
according to the following chart. Sick leave and Short-term disability run concurrently with FML for 12 weeks.

Table 6 - Short-Term Disability
Employee Time of Service

Disability Pay as a Percentage of Salary

Workers’ Compensation Disability

100% of pay
(If participating in the Managed Care Program;
if not, 66 2/3% of pay as required by Maryland State Law)

Employees with 6 months but less than 3 years of service

50% of pay

Employees with 3 years but less than 10 years of service

60% of pay

Employees with 10 or more years of service

80% of pay

In workers’ compensation cases, the use of sick leave will not be required before Disability Leave is authorized. Salary continued by
the College is reduced by other disability benefits or pay for rehabilitative work.
Employees may elect Long Term disability for a benefit of 60% of your base monthly salary to a maximum of $5,000/month, payable
after 12 months of total, continuous disability, until age 65.

Flexible Spending Accounts
There are three kinds of spending accounts available to College employees. One is for health care expenses, one is for dependent
care expenses, and the other is for mass transit/parking costs. The accounts permit you to be reimbursed for certain expenses with
money that is tax-free. You may set up any combination of accounts. Participation in the Healthcare Care Flexible Spending
Accounts may only be elected during the Open Enrollment period for existing employees. New employees may elect to
participate in the Health Care, Dependent Care, or Transit/Parking Spending Account within 31 days of hire. You may
participate in a health care reimbursement account even if you do not elect health, dental or vision care through the College.
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Table 7 - FSA Categories & Funding Limitations
FSA Type

FSA Funding Limitation

Health Care Reimbursement Account $2,750.00
Dependent Care Reimbursement Account

$5,000.00 (Married filing joint & single)
$2,500.00 (Married filing separate)

Transportation Account Limit (per month) $270.00 for transit, $270.00 for parking
If you set up an account, pre-tax dollars are deducted from your paycheck in equal installments 26 or 20 times a year depending
upon your pay cycle.
Please note that elections to participate in the Health Care and/or Dependent Care Accounts MUST be made yearly during open
Enrollment.
Important Information for Healthcare and Dependent Care Flexible Spending Accounts:
•
•

•
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You may be reimbursed for expenses you incur only during the plan year.
These are “use or lose” accounts. The funds you contribute to your account may only be used for eligible expenses. If you
do not use all of the funds in an account by the end of the plan year (calendar year), it cannot be returned to you or
carried over to the next year (except health care has a $500 rollover). If you estimate your expenses carefully, you can
save money and lose nothing.
You have 90 days after the close of the plan year to submit receipts for reimbursement. At the end of the 90-day period
(March 31) after the plan year, any funds remaining in the account will be forfeited.
o You cannot modify the amount you decide to contribute to an account until the next open enrollment period unless
you have a change in family status and submit the proper documentation.
o You may not transfer money from one account to the other.
o You may fax or e-file claims to the Benefit Strategies.
o Employees can select to have payments direct deposited into a checking or savings account or if they prefer, a
check may be mailed to the home address on record with the flex vendor.
o Employees can check their claim status online.

Health Care Spending Account
Begin by anticipating the eligible health care expenses you will have during the coming year. You may use your health care account
for reimbursement of medical and dental expenses that are not fully covered by your medical and dental plans. These include
deductibles and copayments, expenses not reimbursed for orthodontics, vision, hearing and other services, and any other health
care service which would qualify as a medical deduction under IRS rules. Some examples are weight loss or smoking cessation
programs prescribed by your physician, special medical equipment, transportation for special medical services under certain
circumstances, etc.
Eligible health care expenses may be for you, your spouse, or your eligible dependents. However, please keep in mind that medical
and dental premiums under the College benefits program are already excluded from your income and not eligible for reimbursement.
Also, premiums paid toward coverage under your spouse’s employer’s medical and/or dental plan and expenses incurred for
cosmetic surgery are not eligible for reimbursement.

Dependent Care Flexible Spending Account
Are you part of a two-income family with dependent children or parents? Are you a single parent? If so, you may want to consider
opening a dependent care spending account. A dependent care account lets you set aside part of your salary to pay for day care
while you work. The amount you set aside is not taxed.
To determine how much to set aside in your account, begin by anticipating the eligible dependent care expenses you will have during
the coming plan year (January 1 - December 31). You may use the dependent care account to pay for child care and adult day care
required for you to be able to work. These expenses include day care centers, preschool tuition, after school care, summer day camp
and care provided inside or outside your home by someone age 19 or older who is not your dependent. A qualified dependent is
anyone under age 13 whom you claim on your federal tax return. Other dependents, such as your parents, your spouse, or an older
child, may qualify if they are unable to care for themselves, require full-time care, and you claim them as dependents on your tax
return.
You pay your dependent care provider as usual. Make sure to get a receipt for each payment. You will be required to furnish the
name, address, social security number or the taxpayer identification number of the dependent care provider. Submit your claims. You
will be reimbursed for all eligible expenses (services must have been already provided), up to the current balance in your dependent
care account.

Transit and Parking Account
Qualified Transportation Account – Qualifying expenses include mass transit costs incurred for commuting to and from work including
rail, bus, subway, and ferry. Van Pooling expenses may qualify provided the van is primarily used as a commuting vehicle, and has
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seating capacity for at least six adults (not including the driver). Only college employees are eligible for reimbursement for commuting
expenses.
Qualified Parking Account – Qualifying expenses include costs incurred for parking on or near a location from which you commute to
work by mass transit. You may not use this account for parking expenses at your home. Since the college already provides a pre-tax
option for parking, you may not use this account to pay for parking here.
You may change your deduction amount as often as monthly. Changes must be made at least 15 days prior to the effective date of
the change. Participants are required to complete a claim form and submit bills, receipts, or other written proof substantiating their
expenses. The required itemization should include the following information: name of the transit or parking provider, dates of use,
and the amount charged.

Flexible Spending Account Debit Card FAQ’s
Things You Need to Know
The Spending Account Card is provided so you can conveniently pay for eligible healthcare expenses with spending account funds
when you receive care. If you forget your card when payment is due at the provider, do not worry; you have the option to submit
paper reimbursement claims to the Claims Processing Center. Because your Spending Account funds are pre-tax, the IRS requires
that the Spending Account Card be used only at providers and retailers who provide “healthcare” services and products. Once you
activate and sign your card, you can immediately use it for eligible healthcare expenses. If prompted to select debit or credit, always
choose “credit.” There is no PIN assigned to the card. Be sure to pay for non-eligible items separately.
Save All Receipts!
The Internal Revenue Service (IRS) requires only eligible health-related expenses be purchased with your card. It is important to
save all your receipts!
Is there any situation where I will NOT have to provide receipts?
Information from your health, dental, or vision plan may allow the automatic validation of certain purchases with your card. However,
if that information is not available, you will be asked to prove that the purchase was healthcare-related and eligible. Therefore, we
highly recommended that you continue to save ALL receipts.
How do I know if you need my receipts?
You will receive a Card Swipe Validation Request asking that you return either an itemized receipt or an Explanation of Benefits
(EOB) showing that the expense was valid.
What happens if I cannot provide the requested information?
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Based on IRS regulations, if you are unable to provide information validating that the requested expense was an eligible health
expense, your card may be suspended, or you may be requested to repay the unsubstantiated amount. In some cases, we may
forward the issue to your employer for further action.
Why can’t I access my Dependent Care Flexible Spending Account fund with the Spending Account Card?
IRS rules require that expenses from your Dependent Care Flexible Spending Account be incurred and services received before
funds can be reimbursed to you. The Card cannot confirm that either of these two criteria have been met, therefore, your card cannot
be used for Dependent Care expenses.
My employer allows me to access funds from multiple spending accounts. How do those accounts work with the Spending
Account Card?
Each employer has established specific guidelines regarding the sequence that spending account funds are used. Purchases will be
allocated to the appropriate account based on the priority set by your employer and/or the eligibility of the item for a particular
account. Check with your employer to see if this applies to you. Learn more by visiting Flexible Spending Information

Group Legal Benefit
This is an employee pay all benefit. Employees will have the opportunity to enroll annually during Open Enrollment. All attorney fees
for legal services listed in the “Summary of Services” (below) are either covered in full 100% or discounted 25% depending on the
legal matter.
You choose a law firm from the Legal Resources Network. Their experienced, local attorneys provide services covered by the plan.
You receive a Subscriber Membership Card with your plan attorney firm’s name and phone number. The affordable payroll deducted
monthly fee includes unlimited use of covered services for all covered family members. If you leave the College you may keep this
benefit for up to two years and pay the group rate in effect the plan provides nationwide coverage with the National Protection Rider.
Detail information can be accessed here: https://www.legalresources.com/ For questions, you may call 800 728 5768.

Worker’s Compensation (All Employees)
CorVel is responsible for the management of the Montgomery College Workers’ Compensation Program. They serve as a general
contractor and manager of the program with responsibility to provide Total Program Management.
The program is designed to provide close coordination of all the services necessary to assure that Montgomery College employees
receive prompt and necessary medical care.
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The following is a brief description of the flow process of a workers’ compensation claim:
Injured employee or supervisor reports claim to Security.
Security provides employee with basic information about the work injury program at Montgomery College.
Security informs Environmental Safety and Human Resources and Strategic Talent Management about injury.
The workers’ compensation incident is reported to a toll free number.
Within 24 hours the claim is electronically sent to CorVel and HRSTM.
Contact is attempted with the treating physician, the employee and the employer in the first 24 hours.
Within the first 14 days, the claim is investigated to determine if it is covered under the workers’ compensation laws of the State of
Maryland.
CorVel monitors the claim to assure that the claimant is improving as expected. If not, they will direct additional resources to assure
that the employee receives the medical care necessary to return to productive employment
All questions concerning the workers’ compensation program at Montgomery College can are to be directed to Rowena D’Souza at
(240) 567-5370.

Unemployment Insurance
Unemployment compensation may be available upon termination of employment with the College as determined by the rules and
regulations set forth by the State of Maryland, Office of Unemployment Insurance.

Continuation of Health/Dental Benefits
COBRA (the Consolidated Omnibus Budget Reconciliation Act of 1985)
Please note as an employer offering group health plans, the College is required by Public Law 99-272, Title X, to offer employees
and eligible the opportunity for a temporary extension of medical and dental coverage in certain instances where coverage under the
group plan would otherwise end. This notice is intended to inform you of your rights and obligations concerning the continuation of
your benefits if your coverage ceases.
Listed below are events that may cause you, your spouse or children to lose medical and/or dental insurance. Next to each qualifying
event is the length of time for which you are entitled to continue that coverage.
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Table 8 - Length of Time Benefits May be Continued
Employees
Cessation of Employment (except for gross misconduct)

18 months

Reduction in the hours you work

18 months

Table 9 - Length of time to continue for dependents
Dependents
Death of the employee

36 months

Divorce or legal separation

36 months

Employee becoming eligible for Medicare

36 months

Dependent child reaching maximum age

36 months

You, your spouse and/or dependent child must notify HRSTM immediately upon divorce or separation, or when
your child reaches the maximum age eligible for participation in the plan under which he/she was insured . An
election package will be sent to your home address as most currently listed on your employment records. Included in this package
will be instructions, premium information, and an election form. You will have 60 days from the later of the date of the qualifying event
or the date of the notification to decide if you wish to continue coverage for yourself and/or dependent(s). Whether or not you
exercise your option, the election form must be completed and returned to Benefit Strategies, Inc.
Any person opting for continued medical/dental benefits must assume 102% of the actual premium charged for the same coverage
offered to active employees. The extra 2% charged is to cover the cost of administering the program.
To protect your and your family’s rights, you must keep the Plan Administrator informed of any changes in your address and the
addresses of family members. You should also keep a copy, for your records, of any notices you send to the Plan Administrator. For
more information, please contact HRSTM.
There will be a 45-day grace period to pay the initial premium after you notify Benefit Strategies, Inc. of your decision to continue
coverage. You are responsible for paying any past due premium from the date coverage would have normally ceased.

31

If the group plan benefits and/or premium change, your benefits and/or premium will change accordingly. You will be notified in
advance of any circumstances affecting your coverage.
You and/or your dependents continued coverage would terminate under the following circumstances:
The maximum period (18 or 36 months) is reached. However, during the last 180 days of continued benefits, a conversion privilege is
available.
The premium is not paid according to the terms defined in the election package. There is no reinstatement provision for late
payments.
The continuing individual(s) become insured for group medical benefits, either as an employee or dependent.
The College ceases to provide any medical and/or dental benefits to our active employees.
HIPAA - The Health Insurance Portability and Accountability Act (HIPPA) of 1996 made the following important changes in COBRA
continuation coverage rules that took effect on January 1, 1997:
HIPAA limits the circumstances under which coverage may be excluded for medical conditions present before you enroll. Under the
law, preexisting condition exclusions generally may not be imposed for more than 12 months (18 months for a late enrollee). The 12month (or 18-month) exclusion period is reduced by your prior health coverage. You are entitled to a certificate that will show
evidence of your prior health coverage. If you buy health insurance other than through an employer group health plan, a certificate of
prior coverage may help you obtain coverage without a preexisting condition exclusion.
You have the right to receive a certificate of prior health coverage which will be provided by your insurance company at termination of
your coverage.
Retirement
Employees may continue health coverage with the College after retirement. The College defines a retiree as someone who has
commenced receiving a retirement benefit from the College. The cost of insurance to the retiree varies and is dependent upon the
length of service with the College.

Health Information Privacy Notice
This notice describes how medical information about you may be used and disclosed and how you acc ess this
information. Please review it carefully
HIPAA requires health plans to notify plan participants and beneficiaries about its policies and practices to protect the confidentiality
of their health information. This document is intended to satisfy HIPAA's notice requirement with respect to all health information
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created, received, or maintained by Montgomery College (the “Plan”), as sponsored by Montgomery College. The Plan provides
coverage for the following types of benefits:
•
•
•
•
•
•

Health Insurance
Dental Insurance
Vision Insurance
Flexible Spending Accounts
Faculty Staff Assistance Program
Wellness Program

The Plan needs to create, receive, and maintain records that contain health information about you to administer the Plan and provide
you with health care benefits. This notice describes the Plan’s health information privacy policy with respect to your health insurance,
dental insurance, vision insurance and flexible spending accounts. The notice tells you the ways the Plan may use and disclose
health information about you, describes your rights, and the obligations the Plan has regarding the use and disclosure of your health
information. However, it does not address the health information policies or practices of your health care providers.

Montgomery College’s Pledge Regarding Health Information Privacy
The privacy policy and practices of the Plan protects confidential health information that identifies you or could be used to identify you
and relates to a physical or mental health condition or the payment of your health care expenses. This individually identifiable health
information is known as “protected health information” (PHI). Your PHI will not be used or disclosed without a written authorization
from you, except as described in this notice or as otherwise permitted by federal and state health information privacy laws.
Privacy Obligations of the Plan
The Plan is required by law to:
•
•
•
•

Maintain the privacy and security of your PHI.
Advise you promptly if a breach occurs that may have compromised the privacy or security of your PHI.
Give you this notice of the Plan’s legal duties and privacy practices with respect to your PHI.
Follow the terms of the notice that is currently in effect.

How the Plan May Use and Disclose Health Information about You
The following are the different ways the Plan may use and disclose your PHI:
For Treatment. The Plan may disclose your PHI to a health care provider who renders treatment on your behalf. For example, if
you are unable to provide your medical history as the result of an accident, the Plan may advise an emergency room physician about
the types of prescription drugs you currently take.
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For Payment. The Plan may use and disclose your PHI so claims for health care treatment, services, and supplies you receive from
health care providers may be paid according to the Plan's terms. For example, the Plan may receive and maintain information about
surgery you received to enable the Plan to process a hospital’s claim for reimbursement of surgical expenses incurred on your
behalf.
For Health Care Operations. The Plan may use and disclose your PHI to enable it to operate or operate more efficiently or make
certain all the Plan’s participants receive their health benefits. For example, the Plan may use your PHI for case management or to
perform population-based studies designed to reduce health care costs. In addition, the Plan may use or disclose your PHI to
conduct compliance reviews, audits, actuarial studies, and/or for fraud and abuse detection. The Plan may also combine health
information about many Plan participants and disclose it to the College in summary fashion so it can decide what coverages the Plan
should provide. The Plan may remove information that identifies you from health information disclosed to the College so it may be
used without the College learning who the specific participants are.
To the College. The Plan may disclose your PHI to designated College personnel so they can carry out their Plan-related
administrative functions, including the uses and disclosures described in this notice. Such disclosures will be made only to the
College’s Plan Administrator and/or the members of the College’s Office of Human Resources and Strategic Talent Management.
These individuals will protect the privacy of your health information and ensure it is used only as described in this notice or as
permitted by law. Unless authorized by you in writing, your health information may not be disclosed by the Plan to any other College
employee or department, and will not be used by the College for any employment-related actions and decisions or in connection with
any other employee benefit plan sponsored by the College.
To a Business Associate. Certain services are provided to the Plan by third party administrators known as "business associates."
For example, the Plan may input information about your health care treatment into an electronic claims processing system
maintained by the Plan's business associate so your claim may be paid. In so doing, the Plan will disclose your PHI to its business
associate so it can perform its claims payment function. However, the Plan will require its business associates, through contract, to
appropriately safeguard your health information.
Treatment Alternatives. The Plan may use and disclose your PHI to tell you about possible treatment options or alternatives that
may be of interest to you.
Health-Related Benefits and Services. The Plan may use and disclose your PHI to tell you about health-related benefits or
services that may be of interest to you.
Individual Involved in Your Care or Payment of Your Care. The Plan may disclose PHI to a close friend or family member
involved in or who helps pay for your health care. The Plan may also advise a family member or close friend about your condition,
your location (for example, that you are in the hospital), or death.
As Required by Law. The Plan will disclose your PHI when required to do so by federal, state, or local law, including those that
require the reporting of certain types of wounds or physical injuries.
34

Special Use and Disclosure Situations
The Plan may also use or disclose your PHI under the following circumstances:
Lawsuits and Disputes. If you become involved in a lawsuit or other legal action, the Plan may disclose your PHI in response to a
court or administrative order, a subpoena, warrant, discovery request, or other lawful due process.
Law Enforcement. The Plan may release your PHI if asked to do so by a law enforcement official, for example, to identify or locate
a suspect, material witness, or missing person or to report a crime, the crime's location or victims, or the identity, description, or
location of the person who committed the crime.
Workers’ Compensation. The Plan may disclose your PHI to the extent authorized by and to the extent necessary to comply with
workers' compensation laws other similar programs.
Military and Veterans. If you are or become a member of the U.S. armed forces, the Plan may release medical information about
you as deemed necessary by military command authorities.
To Avert Serious Threat to Health or Safety. The Plan may use and disclose your PHI when necessary to prevent a serious
threat to your health and safety, or the health and safety of the public or another person.
Public Health Risks. The Plan may disclose health information about you for public heath activities. These activities include
preventing or controlling disease, injury or disability; reporting births and deaths; reporting child abuse or neglect; or reporting
reactions to medication or problems with medical products or to notify people of recalls of products they have been using.
Health Oversight Activities. The Plan may disclose your PHI to a health oversight agency for audits, investigations, inspections,
and licensure necessary for the government to monitor the health care system and government programs.
Research. Under certain circumstances, the Plan may use and disclose your PHI for medical research purposes.
National Security, Intelligence Activities, and Protective Services . The Plan may release your PHI to authorized federal
officials: (1) for intelligence, counterintelligence, and other national security activities authorized by law and (2) to enable them to
provide protection to the members of the U.S. government or foreign heads of state, or to conduct special investigations.
Organ and Tissue Donation. If you are an organ donor, the Plan may release medical information to organizations that handle
organ procurement or organ, eye, or tissue transplantation or to an organ donation bank to facilitate organ or tissue donation and
transplantation.
Coroners, Medical Examiners, and Funeral Directors. The Plan may release your PHI to a coroner or medical examiner. This may
be necessary, for example, to identify a deceased person or to determine the cause of death. The Plan may also release your PHI to
a funeral director, as necessary, to carry out his/her duty.
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Your Rights Regarding Health Information about You
Your rights regarding the health information the Plan maintains about you are as follows:
Right to Inspect and Copy. You have the right to inspect and copy your PHI. This includes information about your plan eligibility,
claim and appeal records, and billing records, but does not include psychotherapy notes. To inspect and copy health information
maintained by the Plan, submit your request in writing to the Plan Administrator. The Plan may charge a fee for the cost of copying
and/or mailing your request. In limited circumstances, the Plan may deny your request to inspect and copy your PHI. Generally, if you
are denied access to health information, you may request a review of the denial.
Right to Amend. If you feel that health information the Plan has about you is incorrect or incomplete, you may ask the Plan to
amend it. You have the right to request an amendment for as long as the information is kept by or for the Plan. To request an
amendment, send a detailed request in writing to the Plan Administrator. You must provide the reason(s) to support your request.
The Plan may deny your request if you ask the Plan to amend health information that was: accurate and complete, not created by
the Plan; not part of the health information kept by or for the Plan; or not information that you would be permitted to inspect and copy.
Right to An Accounting of Disclosures. You have the right to request an “accounting of disclosures.” This is a list of
disclosures of your PHI that the Plan has made to others, except for those necessary to carry out health care treatment, payment, or
operations; disclosures made to you; or in certain other situations. To request an accounting of disclosures, submit your request in
writing to the Plan Administrator. Your request must state a time, which may not be longer than six years prior to the date the
accounting was requested.
Right to Request Restrictions. You have the right to request a restriction on the health information the Plan uses or disclosures
about you for treatment, payment, or health care operations. You also have the right to request a limit on the health information the
Plan discloses about you to someone who is involved in your care or the payment for your care, like a family member or friend. For
example, you could ask that the Plan not use or disclose information about a surgery you had. To request restrictions, make your
request in writing to the Plan Administrator. You must advise us:
•
•
•
•

what information you want to limit.
whether you want to limit the Plan’s use, disclosure, or both; and
to whom you want the limit(s) to apply.
Note: The Plan is not required to agree to your request.

Right to Request Confidential Communications. You have the right to request that the Plan communicate with you about
health matters in a certain way or at a certain location. For example, you can ask that the Plan send you explanation of benefits
(EOB) forms about your benefit claims to a specified address. To request confidential communications, make your request in writing
to the Plan Administrator. The Plan will make every attempt to accommodate all reasonable requests. Your request must specify how
or where you wish to be contacted.
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Right to a Paper Copy of this Notice. You have the right to a paper copy of this notice. You may write to the Plan Administrator
to request a written copy of this notice at any time.
Changes to This Notice
The Plan reserves the right to change this notice at any time and to make the revised or changed notice effective for health
information the Plan already has about you, as well as any information the Plan receives in the future. The Plan will always post a
copy of the current notice in the College’s Human Resources and Strategic Talent Management.
Complaints
If you believe your privacy rights under this policy have been violated, you may file a written complaint with the Plan Administrator at
the address listed below. Alternatively, you may complain to the Secretary of the U.S. Department of Health and Human Services,
generally, within 180 days of when the act or omission complained of occurred. Filing instructions are available at:
http://www.hhs.gov/ocr/privacy/hipaa/complaints/index.html
Note: You will not be penalized or retaliated against for filing a complaint.
Other Uses and Disclosures of Health Information
Other uses and disclosures of health information not covered by this notice or by the laws that apply to the Plan will be made only
with your written authorization. If you authorize the Plan to use or disclose your PHI, you may revoke the authorization, in writing, at
any time. If you revoke your authorization, the Plan will no longer use or disclosure your PHI for the reasons covered by your written
authorization; however, the Plan will not reverse any uses or disclosures already made in reliance on your prior authorization.
Contact Information
If you have any questions about this notice, please contact:
Rowena M. D’Souza
Risk Management Coordinator
Montgomery College Central Services
9221 Corporate Boulevard
Rockville, MD 20850
Phone: 240.567.5370
Notice Effective Date: April 14, 2003

37

Discrimination is Against the Law
Montgomery College complies with applicable Federal civil rights laws and does not discriminate on the basis of race, color, national
origin, age, disability, or sex. Montgomery College does not exclude people or treat them differently because of race, color, national
origin, age, disability, or sex.
Montgomery College:
•
•
•
•
•
•
•

Provides free aids and services to people with disabilities to communicate effectively with us, such as:
Qualified sign language interpreters
Written information in other formats (large print, audio, accessible electronic formats, other formats)
Provides free language services to people whose primary language is not English, such as:
Qualified interpreters
Information written in other languages
If you need these services, contact Santo A. Scrimenti, JD.

If you believe that Montgomery College has failed to provide these services or discriminated in another way on the basis of race,
color, national origin, age, disability, or sex, you can file a grievance with Labor Relations. Contact Santo Scrimenti,
<santo.scrimenti@montgomerycollege.edu>, Director of Labor Relations, 9221 Corporate Blvd., Rockville, MD 20850 Phone:
240.567.5353, Fax: 240.567.3097 You can file a grievance in person or by mail, fax, or email. If you need help filing a grievance, help
is available to help you. You can also file a civil rights complaint with the U.S. Department of Health and Human Services, Office for
Civil Rights electronically through the Office for Civil Rights Complaint Portal, available at
https://ocrportal.hhs.gov/ocr/portal/lobby.jsf, or by mail or phone at: U.S. Department of Health and Human Services, 200
Independence Avenue SW., Room 509F, HHH Building, Washington, DC 20201, 1–800–868–1019, 800–537–7697 (TDD).
Complaint forms are available at http://www.hhs.gov/ocr/office/file/index.html.

Leave Policies
If the terms and conditions of your employment are governed by a collective bargaining agreement (AFSCME or AAUP) please refer
to your specific contract for information about your leave benefits.
Montgomery College has extensive leave policies covering types of situations necessary for an employee to be absent from work. A
few brief statements are listed here describing some of the leave policies. Employees who have a situation that may not be listed
should contact Human Resources and Strategic Talent Management for further information. Requests for leave must be approved by
the employee’s supervisor before the start of the leave.
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NOTE: Employees unable to report for a scheduled work period must notify their immediate supervisor as soon
as possible. Failure to report for work as scheduled or to report the reason for absence to the employee’s supervisor will be
considered as an unauthorized absence.
All Staff employees and temporary employees who receive benefits earn leave. Employees assigned to work at least 20 hours per
week, but less than 40 hours earn leave in the proportion that their workweek is to a 40-hour week. Ten-month employees earn leave
only during those pay periods when they are actively on the payroll. During the months when they are inactive, leave cannot be
earned nor used. Earned leave may be used by the week(s), full day, or by the hour/portion of an hour, as necessary.
For purposes of calculation, please note that Staff and Administrators are not paid twice a month, but rather every two weeks, which
equals 26 pay periods per year. Full-time Faculty are paid on an academic year basis and their salary is calculated over 20 pay
periods.
Creditable Service – The rate of annual accrual for sick and annual leave is based upon the amount of service time which an
employee has accumulated. This period is referred to as "creditable service” and is computed by including all current service time the
employee has working at Montgomery College as well as the following:
Previous full-time service in an established position with the College.

Annual Leave
Annual leave is granted to allow vacation time or for taking care of activities that can’t be scheduled on non-working days. It can also
be used to supplement sick leave when necessary. Employees assigned to work a 40-hour week earn annual leave as follows:

Table 10 Annual Leave Accrual
Length of Service

Leave Earned Per Pay Period

Leave Earned Per Year

Less than 3 years

4.61 hours

15 days per year (120 Hours)

3 years but less than 15

6.15 hours

20 days per year (160 Hours)

15 years or more

8 hours

26 days per year (208 Hours)

Annual leave may not be used during the first 30 days of employment unless pre-arranged as a condition of employment. Annual
leave must be scheduled with your supervisor at a time which will be in the best interest of the College.
Up to one year of accumulation of unused annual leave may be carried forward to the next year. All other unused annual leave will
be lost. Upon termination of employment with Montgomery College, employees are paid in full for all unused annual leave up to a
maximum of one year of accumulation at their current rate of accumulation. Please note that for part-time employees the amount of
39

leave carried forward each year or for which the employee may be paid upon termination is pro-rated according to the proportion that
their workweek is to a 40-hour work week.

Sick Leave
Sick leave is granted for personal illness, injury, and quarantine, as well as for medical, dental, or optical examinations and
treatment. The leave policy permits use of sick leave for illness in the immediate family. Full-time staff employees earn sick leave at
3.69 hours per pay period (12 days per year). Sick leave can be used only after it has been earned. Employees may request
advanced sick leave not to exceed the amount earned during the next 12 months (96 Hours for full-time staff). Unused sick leave
may be accumulated and carried forward from year to year without limit. Upon termination, staff employees hired prior to January 1,
1993, and who have 5 years or more consecutive service with the College are eligible to receive pay for 25% of their unused sick
leave balance up to a maximum of 25% of 180 days. This benefit is not available to employees hired after that date. At the time of
termination of employment, a full-time faculty member who was employed as a full-time faculty member during the fiscal 1989
academic year and who has served five or more years immediately preceding such termination, shall be paid for 25% of no more
than 180 days of unused sick leave computed on the basis of salary at termination.
Employees who are unable to report to work due to illness or injury should notify their supervisor as soon as possible, preferably
before or during the working hours of the first day they are absent. Supervisors are to report excessive or questionable use of sick
leave in writing to the Office of Human Resources and Strategic Talent Management.

Personal Leave
Personal leave with pay is granted on a noncumulative basis to a maximum of 24 hours (3 days) per calendar year for full-time staff
employees and on a prorated basis for part-time staff employees. It is to be used for personal obligations such as those listed below,
or for other important personal unplanned crises or emergencies involving family members or personal property. Personal leave is
advanced at the beginning of each calendar year and does not accrue from year to year.
The following are guidelines to assist employees in determining what situations are appropriate for use of personal leave. However,
while personal leave must be requested from and approved by the immediate supervisor, employees are on the honor system and do
not need to provide their supervisors with a reason for requesting the leave.
Personal Leave may be used for purposes such as the following:
•
•
•
•
•
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Religious observance
Appointment with a lawyer
Court appearance, if not covered under Civil Leave policy
Settlement/purchase, walk-through on a house
School registration or conference for children

•
•

Graduation
Bereavement for other than family members

Holiday Pay
Employees are authorized paid leave on official holidays when such holidays fall on days when the employees are regularly
scheduled to work. Such leave is referred to as “holiday leave”. Official holidays are those days designated each year in the College
calendar on which the College is listed as being closed, including the Saturdays and Sundays. Some employees may be required to
work on an official holiday if determination is made that certain College services must be maintained. Non-exempt employees who
are required to work on an official holiday are paid (in addition to pay for their regular holiday leave) at one and one-half times their
pay for each hour of work performed on the holiday.
When an official holiday falls on an employee’s regularly scheduled day off, the employee will not be paid for that day. In those
situations where a temporary change in work schedule serves to reduce the individual’s number of paid holidays below the minimum
number received by those employees working a regular work schedule, the person so affected will receive an alternate paid holiday
during the same week.

Special Leaves with Pay
Bereavement
Employees are entitled to leave with pay for five workdays, not to exceed 40 hours, in the case of the death of a member of the
employee’s immediate family. “Immediate family member” is defined as spouse; natural, foster, or stepchild; in-law; parent;
stepparent; sibling; grandchild; grandparent; or member of the employee’s immediate household. Leave need not be taken on
consecutive days provided such leave is taken during the period between the date of death and the conclusion of the mourning
period or date of burial.
Court Attendance
Employees who are subpoenaed as a court witness or who are called to serve on a jury may be granted court attendance leave for
the period required to be in court plus necessary travel time. Employees must submit the appropriate leave form with a copy of the
subpoena or summons to HRSTM. Any pay (less travel or other necessary and uncompensated expenses) received by the employee
for such service is paid to the College unless the employee elects to use annual leave or leave without pay, in which case the
employee may retain all pay received for such court service.
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Annual Military Reserve Training
Employees who are members of the National Guard or of the United States Armed Forces Reserves may be granted special leave
with pay for training purposes not to exceed 15 calendar days in any 12-month period when required by federal or state order. In
addition, such leave with pay as required may be granted to an employee when his/her reserve unit is activated by federal or state
order in the event of a civil disturbance or other emergency. Employees must submit the leave in Workday and upload a copy of the
military or other governmental orders. Any pay (less travel or other necessary and uncompensated expenses) received by the employee
for such active duty must be paid to the College unless the employee elects to use annual leave or leave without pay, in which case
the employee may retain all pay received for such active duty.
Professional Meeting
Granted for purposes of attending off-campus professional meetings that are in the best interest of the College and the employee.
Enrichment Leave
The College enrichment leave program enables staff to utilize up to 8 hours of enrichment leave each fiscal year. The purpose of this
leave is to allow staff to participate in some of the unique opportunities available on campus such as attending a guest lecture, joining
a Jefferson Café, or listening to a panel discussion. Requests for enrichment leave must be made at least a week in advance and
must be approved by the supervisor.
Professional Development Leave for Staff
This leave is available for administrative, associate, and support staff for a period of three months or one semester at full pay. To be
eligible to apply and be considered for this leave an employee must have served continuously at Montgomery College for at least
three years. The employee must sign a written agreement to return to work at the College for at least four months for each month of
leave after the Professional Development leave ends. Employees in temporary positions with benefits are not eligible for this
particular leave.
Sabbatical Leave for Faculty
Sabbatical leave provides full-time faculty the opportunity to take time away from the classroom to engage in various types of
professional development endeavors for a period of one semester at full pay or one full academic year at half-pay. To be eligible for
sabbatical, a faculty member must have14 consecutive semesters of service. The faculty member must sign a written agreement to
return to work for the next succeeding four (4) full academic semesters after completion of the leave period.
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Administrative Leave
Paid administrative leave is granted when the health, safety, or general welfare of an employee is in danger, or when leave is in the
best interest of the College. Leave may be authorized for all employees or for selected offices of personnel of the College. Nonexempt staff employees who are classified as “essential personnel” and who are required to work during administrative leave are
paid (in addition to their regular pay) at one and one-half times their regular rate of pay for those hours worked.
NOTE: Administrative leave is the leave granted for weather-related emergencies. When the decision is made to close the College
(not just cancel classes), staff are not required to report for work.
The College will always operate on its regular schedule unless otherwise announced. Depending on the nature of the incident,
notifications of emergencies and changes to the College’s operational status will be communicated through one or more of the
following means:
•
•
•
•
•
•
•
•
•

Montgomery College ALERT. Registered users receive text and e-mail messages. Registration information is available at
http://www.montgomerycollege.edu/emergency
Montgomery College Web site at www.montgomerycollege.edu
Montgomery College employee e-mail. From off-site, http://mcmail.montgomerycollege.edu
Montgomery College main phone number at 240.567.5000
Montgomery College employee voice mail. From off-site, dial 240.567.1701.
Montgomery College cable channel 10 in Montgomery County
Montgomery College Emergency Desktop Notification. Scrolling messages are broadcast on College computers
Social Media: Like MC on Facebook and/or follow MC on Twitter; The College will always post emergency notifications on
Facebook and Twitter. The College’s official Facebook and Twitter feeds: facebook.com/montgomerycollege,
twitter.com/montgomerycollege
Commercial radio and TV stations

Emergencies
Options during Emergencies
The College is open. Classes are conducted. All personnel are expected to report at the normal time.
The College is closed. Classes held on-campus are cancelled. Students should consult their course syllabi for clarification on
completing any assignments. Staff members designated as “essential personnel” may be required to report to work at the normal
time. All other employees will be granted administrative leave.
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A campus is closed. All classes, events, and activities are cancelled. Students should consult their course syllabi for clarification
on completing any assignments. Staff members designated as “essential personnel” may be required to report to work at the normal
time or report to work at an alternative location. All other employees will be granted administrative leave.
A specific College building or a few buildings are closed. Classes held in the closed building(s) may be cancelled or
relocated. Staff members designated as “essential personnel” may be required to report to work at the normal time or report to work
at an alternative location. All other employees who normally report to the closed building(s) may either be granted administrative
leave or may be reassigned and instructed to report to work at an alternative location.
The College will close at (time). Essential personnel may be required to remain or report to work. All other employees will be
granted administrative leave.
The College will delay opening until (time), or the College is closed and will reopen at (time) . Essential personnel
maybe required to report to work at the normal time. All nonessential personnel will be granted administrative leave for the hours that
the College is closed and will report to work at the designated time of opening.
Responsibilities during Emergencies
Any decision to close the College or any operations, or to delay opening, will be made by the Senior Vice President for Administrative
and Fiscal Services (SVPAFS). The SVPAF’s decision will be made in consultation with the Associate Vice President for Facilities (or
designee) and conveyed to the College President, the Senior Vice President for Academic and Student Services, the vice
president/provosts, the Office of Communications, and the Campus Directors of Facilities. The Office of Communications will notify
the media, so that public radio and TV announcements will be made and will notify the in-house communications systems (e.g. MC
Alert, Call Response Center, voice mail, email, Web site).
Alternative Workplaces for Staff for Partial Closures
If a building is closed due to loss of power, for example, the unit administrator may re-assign staff to an alternative location with
power, if possible and practical. In these cases, The Office of Human Resources and Strategic Talent Management and the
appropriate Senior Vice President must be notified as soon as possible.

Leave without Pay
Up to 12 months of leave without pay may be granted for reasons not covered by the FMLA and which is in the best interests of both
the College and the employee. Except for military service, employees who are on leave may continue to participate in the
Montgomery College employee benefit plans by paying 100% of the cost.
Leave without pay for 1 to 5 working days may be granted by the employee’s supervisor. Leave for more than 5 days requires the
approval of the employee’s supervisor and the Chief Human Resources Officer.
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Family and Medical Leave
Under the Family and Medical Leave Act of 1993 (FMLA), employees are eligible for up to 12 weeks of unpaid leave if they have
worked for the College for at least 12 months and for at least 1,250 hours over the previous 12-month period. Regular part-time staff
who have been employed for at least one year will be entitled to request and receive FML. Sick leave runs concurrently with FML.
Leave maybe granted for any of the following reasons:
To care for an employee’s child after birth, or placement for adoption or foster care,
To care for the employee’s spouse, son or daughter, or parent who has a serious health condition, or
For a serious health condition that makes the employee unable to perform his/her job.
A qualifying exigency which occurs while the employee’s spouse, son, daughter, or parent who is a reservist, member of the National
Guard, or retired member of the Regular Armed Forces or Reserves is on federal active duty or has received a federal call to active
duty in support of a contingency operation.
To care for a “covered service member” injured or who incurred a serious illness in the line of duty while on active duty. A “covered
service member” means a current member of the National Guard or Reserves, who has a serious injury or illness incurred in the line
of duty while on active duty, that may render the service member medically unfit to perform his or her duties for which the service
member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired
list.
The College will require medical certification to support a request for leave because of a serious health condition and may require a
second or third opinion (at College expense) and a fitness for duty to return to work.
For the duration of leave under the FMLA, the College will maintain group insurance coverage under the same conditions as if the
employee were still working. These procedures will be administered in accordance with the provisions of the FMLA.

Retirement Plans
As an educational institution of the State of Maryland, Montgomery College has access to state-funded retirement programs that are
offered to employees. During your working years, you are busy with your career, family and social life, but you also need to think
about retirement. A comfortable, secure retirement requires planning.
You select a retirement program when you begin employment and your election takes effect on the first of the month following receipt
of your election form.
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Full-time, Faculty, Administrators and Professional Staff
These employees can choose between the Maryland State Pension System Plan and the Optional Retirement Plan (ORP).
Pension System for Employees and Teachers of the State of Maryland
The Maryland State Retirement and Pension System is a contributory plan up to the level of the current Social Security wage base.
Employees in the Teachers’ System are required to contribute 7% of their gross annual salary over the academic year. Those
enrolled in the Employees’ system are required to contribute 7% of their gross annual salary over the entire calendar year. This
reduction will not be subject to federal taxes; however, it is subject to state and FICA taxes. If or when an employee’s gross wages
exceed the Social Security wage base (monitored by the payroll department), the individual would contribute seven (7%) to the plan.
Contributions earn interest at the rate of five percent (5%). The State contribution to the MSRPS is determined annually by the State
Retirement system’s Actuary. There is a ten-year minimum service requirement to be vested. This is a defined benefit plan. Detailed
information as well as a personal statement of benefits can be accessed here: https://sra.maryland.gov/
Optional Retirement Plan (ORP)
There are two vendors to select from in the Optional Retirement Plan (ORP): Fidelity or TIAA. Employees do not have a required
contribution. The State of Maryland (or Montgomery College for certain employees) contributes 7.25% of the employee’s academic
year salary to their annuity account. Benefits are vested immediately under the Optional Retirement Plan. This is a defined
contribution plan.
Detailed information can be accessed here: https://sra.maryland.gov/optional-retirement-program

Full-time, Support, Paraprofessional and Technical Staff
Support staff employees are automatically enrolled as members of either the Maryland Teachers’ Pension System or the Maryland
Employees’ Pension System according to state regulations.
•
•
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The Employees’ Pension system requires a 7% contribution over the calendar year. The reduction will not be
subject to federal taxes; however, it is subject to state and FICA taxes. Contributions earn interest at the rate of five percent
(5%). There is a 10-year minimum service requirement to be vested.
The Teachers’ Pension system requires a 7% contribution over the academic year. The reduction will not be
subject to federal taxes; however, it is subject to state and FICA taxes. Contributions earn interest at the rate of five percent
(5%). There is a ten-year minimum service requirement to be vested.

Regular Part-time Employees
Part-time employees are also eligible for retirement benefits on a prorated basis. Faculty and professional staff employees can
choose between MSRPS and one of the Optional Retirement Plans. Support, Paraprofessional, and Technical Staff are automatically
enrolled in MSRPS.

Supplemental Retirement Annuities (SRA’s)
In addition to the group insurance and retirement benefits available to you as a Montgomery College employee, you also have the
opportunity to participate in Supplemental Retirement Annuities (SRA) as permitted under Section 403(b) and Section 457(b) of the
Internal Revenue Code. You may reduce your salary in accordance with IRS limits allowed on a pre-tax basis and the College will
remit such funds to one of the SRA plans offered. You may establish a SRA contract with ING/VOYA, AXA/Equitable, TIAA and/or
VALIC. Each plan provides a variety of fixed and variable accounts in which to invest your funds.
It is never too early to plan for retirement. No one should expect that his or her retirement income can be comprised only from an
employer plan and Social Security - personal savings is necessary. You are fortunate to have a SRA program available. Generally,
an employee can contribute 100% of his/her salary, up to a maximum of $19,500 per year. If you are 50 or turning 50 in 2021 you
can contribute an additional $6,500 per year (for a total of $26,000) per type of annuity. The College is also offering employees an
additional opportunity to save pre-tax dollars for retirement. In addition to the 403(b) products already offered, you can participate in a
457(b) plan. 457(b)s offer employees the capability to save up to an additional $19,500 or $26,000 (if you are 50 or turning 50 in
2021). The contributions reduce taxable income and earnings grow tax deferred. These contributions are made on a pre-tax basis
and the investment returns on these funds accrue tax free. You will pay taxes at the time the funds are distributed, which will likely
occur during your retirement years when you are apt to be in a lower tax bracket.
TIAA, Valic, Equitable and VOYA offer a variety of investment options which may include annuities, mutual funds, and/or money
market funds. These programs offer significant tax savings while planning for retirement and the convenience of making contributions
through salary reduction. HRSTM has the TIAA forms in house, and the other vendors are to be contacted to set up accounts. All
plan representatives will be pleased to discuss these programs in further detail. Representatives’ contact information can be found at
the end of this document in vendor Information.
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Educational Programs
Educational Assistance Program (EAP) and Tuition Waiver (TW)
Tuition waiver for Montgomery College credit courses and tuition reimbursements are provided to facilitate the continued growth and
education of our employees. These benefits are available to full-time and part-time benefits-eligible employees.

Educational Assistance Program (EAP)
Assists eligible College personnel with educational expenses, including continuing education courses, to help them perform more
effectively in their current job or prepare them for higher-level responsibilities, or another career here at the College. Administrators,
Full-time Faculty, and Staff are eligible after six months of benefits-eligible employment.

Tuition Waiver
Tuition Waiver - Employee Only
The purpose of the tuition waiver plan is to allow eligible full-time regular and part-time benefits-eligible employees to enroll in credit
courses at Montgomery College. Noncredit Continuing Education courses are excluded from tuition waiver coverage for employees
but may be covered in accordance with EAP regulations, as appropriate. Fees for courses taken at Montgomery College under the
Tuition Waiver Plan which meet EAP regulations may also be covered under the Educational Assistance Program (EAP).
In accordance with Maryland State law, tuition is waived at time of enrollment for Montgomery College courses approved in advance
under this policy and taken during non-working hours. Tuition waiver is limited to a space-available basis.
Fee Reimbursement
Fees for courses taken at Montgomery College that are job, career, or degree-related would also be eligible for reimbursement.
Course fees, only for courses taken at another college, which are job, career, or degree-related would also be reimbursed.
Tuition Waiver - Dependent/Spouse
Tuition Waiver for Dependent/Spouse is available to dependents and spouse of full-time staff, part-time staff, and full-time faculty
with benefits.
•
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No waiting periods.

•
•
•
•
•
•
•

Courses for which credit is earned at Montgomery College are eligible. Developmental classes (no credits earned) are now
eligible.
Earn a passing grade and the associated credit for the course.
No limit to the number of courses.
No schedule limitation.
Only the tuition cost is waived. Employee is responsible for fees and books.
Proof of the dependent/spouse relationship will be requested of the employee. For dependents, a photocopy of the birth
certificate must be provided if not already on file with the Office of Human Resources and Strategic Talent Management.
Courses that are not satisfactorily completed may not be retaken using the Tuition Waiver benefit.

MC’s Next Generation Wellness at Work Program
The College is committed to creating an environment that supports healthier lifestyles for employees. With the support of senior
management, the College runs a comprehensive Wellness Program on three campuses with a wide range of programming. The
college provides up to one and one-half hours of release time per week for eligible staff to participate in wellness activities such as
nutrition and stress management workshops, exercise activities, walking programs and wellness workshops.
The College permits employees to take on-site wellness activities such as Zumba, Body Sculpting, Yoga, Aqua Aerobics, Pilates,
Weight Training, and other similar activities. We also provide Lunch and Learn sessions on various subjects based on the National
Health observances calendar.
Each semester programming is reviewed and adjusted to meet the needs of employees. Surveys and face to face sessions are
utilized to ascertain the efficacy of the program. The nature of the programs offered each semester is based on employee feedback
and suggestions.
The Wellness Program at Montgomery College strives to assist employees to manage work life issues and to enable employees to
stay healthy in mind, body, and spirit.
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For disability related accommodations to enable you to participate in any wellness program, promotion, or activity please contact the
Wellness Coordinator, India Hunter at (240) 567-9145 or india.hunter@montgomerycollege.edu
•
•
•
•
•

•
•
•

Registration is available right before each semester and completed online through MyMC.
Online registration MUST be completed, even if you have completed manual paperwork.
Only the Waiver needs to be signed and returned to India Hunter. Waiver only needs to be signed once per year.
Please register by campus, Wellness registration will cover classes and fitness center. If you utilize more than one campus,
please register for each.
For registration, log into MC Learns: (MYMC, Training and Professional Development, MC Learns)
o Click Schedule of Classes & Events
o Click Personal Development
o Click Wellness for a campus
Sign ALL program enrollment forms (found under Wellness Homepage- “Wellness Forms & Documents”)
Send Liability Waiver only to HRSTM, CT Building
Keep Staff/Faculty Release Time Request form signed by your supervisor for your records

Faculty/Staff Assistance Program
The College contracts with ComPsych to provide employees and their families with a “Faculty Staff Assistance Program” (FSAP).
This program provides confidential assistance to employees to address problems they face at home or at work such as Stress,
Marital concerns, Relationship issues, financial difficulties, Bereavement, Alcohol and/or drug problems etc. Please visit the website
for information at https://www.guidanceresources.com/.

How will the FSAP help you?
The FSAP can help you with most personal problems that happen at home or work. Some of these include:
•
•
•
•
•
•
•
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Stress
Feelings of sadness or anxiety
Marital concerns
Family pressures (children, teens, older relatives, etc.)
Relationship issues
Financial difficulties
Bereavement

•

Alcohol and/or drug problems

What happens when you meet with the FSAP professional?
You will talk with one of the professional about what is troubling you. Once he or she learns more about your situation, the
professional will recommend specific ways to help. Sometimes several additional sessions between you and the FSAP professional
will be necessary – the number of additional sessions is dependent upon the nature of the problem and the number of sessions
available to you.
In other instances, the FSAP professional will recommend a counselor or agency in your community that specializes in the help you
need. IN all cases, your FSAP professional will stay in touch with you to make sure you are getting the necessary assistance.
How confidential is the FSAP?
All information regarding your participation in the program is confidential except as governed by state and federal laws and
regulations. Instances where your emotional conditions make you a threat to self or others, suspected child or elder abuse, and, in
some states, spousal abuse are examples of cases that require reporting.
The College will not even know that you participated in the FSAP unless you give your written consent.
Sometimes a supervisor may recommend that you contact the FSAP if there has been a noticeable decline in job performance. If you
decide to follow the recommendation, your supervisor will only be informed that the initial contact was made; no information about
your conversation will be given to your supervisor without your written permission.
Will FSAP services cost me anything?
Your FSAP is provided by your employer at no cost to you. You will not be charged for any services provided to you by the FSAP
staff. If a counselor or agency in your community is recommended, your FSAP professional will assist you in finding one which is
covered by your health benefits program or a community program that will be affordable.
How do I contact the FSAP?
To use this free and confidential service, simply call them at any time. The team of FSAP professionals will answer your call promptly
24-hours a day, seven days a week. To take advantage of these confidential services, call 1-800-935-9551. Hearing impaired? Dial
1-800-855-2881, and then connect to 1-800-935-9551.
Who may use the Program?
•
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You, an employee of the College, your spouse, family members living in the home, and dependents who are claimed for tax
purposes to be used for counseling and education.

•

Supervisors may use it for consultation and training.

Human Resources and Strategic Talent Management Websites
Workday
This website allows users to view their personal HR information. Workday contains information on your benefits and deductions,
current and past jobs.
Access the site through the College’s MyMC portal.
The Workday resources and information page is located at: http://mcblogs.montgomerycollege.edu/itprojects/workdayatmc/.
Resources, information, training, and job aids are available to all employees.
If employees are having issues with the Workday system, they should contact the IT Service Desk (240.567.7222) or the Human
Resources and Strategic Talent Management (240.567.5353), Monday through Friday, 8:30 a.m. - 5:00 p.m.

MC’s Employment Opportunities Self Service Web Sites
•
•
•
•
•

All internal and external applicants must apply online on the College’s Careers – Working at Montgomery College webpage.
The job vacancy pages on the internal site will clearly note when a position is available to internal employees only.
Visit MC’s Careers – Working at Montgomery College webpage at: http://www.montgomerycollege.edu/aboutmc/careers/index.html
For Internal employees, select the Current Employees section
For external/non-college employees, select the Potential Employees section

Procedures and tips for internal employees:
•
•
•
•
•
•
•
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Internal employees must apply for position vacancies via the internal site.
Log-in to MyMC and click on the Workday icon.
Click the Career icon (and click Find Jobs) or type Find Jobs in the search bar (upper left hand corner).
You can filter your search (left navigation panel) by Job Category (Staff or Faculty).
Upload your resume using the Drop files here option.
Workday does not allow for edits once an application is submitted.
The closing date indicates the deadline for receipt of online applications. Job postings are removed from the site on the
vacancy’s closing date and can no longer be accessed.

•

Most job postings will require the completion of a questionnaire. Incomplete answers or non-completion of the questionnaire
will automatically disqualify the applicant from further consideration.

To successfully use Montgomery College’s jobs webpage, we recommend using Chrome. Some functionalities could be disabled
using Internet Explorer (IE). This system is a secure site.
HRSTM Website
The College’s HRSTM Web site is separate from the Workday site.
Bookmark the HRSTM Web site. This site contains almost all forms and documents produced by all areas of the Human Resources
department. The College's Faculty and Staff Labor Contracts are also available on this site.
The Office of Human Resources and Strategic Talent Management Points of Contact
College Employee Directory

Table 11 Benefit Vendors
Vendor

Contact

Phone
Number(s)

Web Sites

ING Retirement Services

Jeff Wheeler

703-405-7880

www.ingfinancialadvisers.com

800-CIGNA24

www.CIGNA.com

CIGNA Health Care Member Services

800-244-6224
Caremark

888-790-4266

CorVel (Worker’s Compensation)

410-933-8073

www.caremark.com

Equitable Advisors

Mark S. Purisch

301-840-1551

www.equitable.com

Faculty/Staff Assistance Program
CompPsych

Organization ID:
MCC

800-935-9551

www.guidanceresources.com

Fidelity Investments

Ashley Conway

800-841-3363

www.fidelity.com

301-816-6344

www.kaiserpermanente.org

Kaiser Permanente
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Vendor

Contact

Phone
Number(s)

Web Sites

Benefit Strategies (flexible spending
accounts)

800-284-8638

www.benefitstrategies.com

Legal Resources

800-728-5768

www.legalresourcesplan.com

MD State Retirement/Pension General
Information

800-492-5909

www.sra.state.md.us

MetLife

www.metlife.com

Montgomery County Teacher's Credit Union

301-948-9880

www.mctfcu.org

Prudential (Long-Term Care)

800-732-0416

www.prudential.com/insurance/life/ltc

Minnesota Life

www.lifebenefits.com

TIAA

800-842-2733
https://www.tiaa.org/public/index.html

United Buying Service Baltimore
Valic

Kevin Peterson

410-792-9070

www.ubs4cars.com

(410) 271-2861

www.valic.com

Brian Misterek
Montgomery College, Central Services
Office of Human Resources and Strategic Talent Management (HRSTM)
9221 Corporate Boulevard
Rockville, MD 20850
P: 240.567.5353
hrstm@montgomerycollege.edu
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