
Congratulations on your new position with  
Hamilton County Schools! 

 
We are glad you are joining our team. The Hamilton County Department of Education offers a wide 
variety of fringe benefits to our employees in benefits eligible positions. Here are step by step 
instructions for making your benefits choices: 

 
 

1. Please visit our website at www.hcde.org/benefits.  Take some time to read through 
all of the plans that are available for health insurance, dental, vision, flexible spending 
account, 403b retirement savings, life insurance, etc.  Each plan that is offered is 
indexed in the left margin (in BLUE). 

 

2. Make sure you review the summary of each plan and the PAYROLL DEDUCTIONS 
associated with each benefit election.  After you make your selections, you will not be 
able to change elections unless you have had a qualifying event or until open 
enrollment.  Failure to understand the payroll deduction associated with a benefit is 
not considered a qualifying event to change your elections.  You can view a summary 
of payroll deductions at www.hcde.org/benefitplansummary.   

 
3. Due to IRS rules, pre-tax plans are subject to deadlines for electing coverage and 

changing elections, and there are no exceptions.  Please refer to our 125c plan 
document for detailed information on these rules at www.hcde.org/125cSPD.  Please 
also review the information about qualifying events on our website at 
www.hcde.org/qualifyingevents.   Open enrollment is an opportunity to change your 
benefits elections without a qualifying event.  Open Enrollment occurs every year 
during October and changes to your elections during open enrollment become 
effective on January 1st.   

 
4. Please click on the picture below to view a presentation about our benefits plans. 

http://www.hcde.org/benefits
http://www.hcde.org/benefitplansummary
http://www.hcde.org/125cSPD.
file:///C:/Users/torrance_k/Desktop/www.hcde.org/qualifyingevents


 
 

 
5. Consider talking to your co-workers about the plans they have chosen before you 

make your final elections.  You can make a better decision about which plans to 
choose when you have information about how a plan has worked for someone else in 
similar situations.  We will also cover this information in detail during New Teacher 
Orientation. 

 
6. Before you complete your Benefits Enrollment Form, gather all of the information 

you will need. (THESE ITEMS ARE REQUIRED TO COMPLETE ENROLLMENT) 

 Social Security Numbers and Dates of Birth for all family members you are 
covering on benefits. 

 Social Security Numbers, Dates of Birth, Addresses AND Phone Numbers for 
anyone named as a life insurance beneficiary. 

 Photocopies of Birth Certificates for all dependent children you are covering on 
benefits (you may scan this and upload it when you are completing your online 
Benefits Enrollment Form or label it with your name and employee id and send it 
in the Pony to the Benefits Department ). 

 Photocopy of your Marriage Certificate if you are covering your spouse on 
benefits (you may scan this and upload it when you are completing your online 
Benefits Enrollment Form or label it with your name and employee id and send it 
in the Pony to the Benefits Department).   

 PLEASE NOTE:  Spouses that have access to health insurance through their 
employer are not eligible for our health insurance (they are eligible for any other 
benefit available to spouses).  We will need a completed Spousal Coverage 

https://www.youtube.com/watch?v=LnWezs4s3gQ


Affidavit if you wish to cover a spouse on health insurance.  Please click on the 
link below for a blank copy of the Spousal Coverage Affidavit. 

www.hcde.org/spousalcoverageaffidavitform 
 

7. ID cards will be mailed to the address we have on file.  Please correct your address on 
Employee Online immediately if your address changes. 

 

VERY IMPORTANT: 

 You will have 30 days from the start date of your new position to complete your 
benefit elections on our portal.  You will be able to continue to view your elections 
through this portal after the 30 day deadline. 

 Before you submit your Benefits Enrollment Form, review it carefully.  Once your 
Benefits Enrollment Form is submitted, your elections are non-revocable unless you 
have a qualifying event or until the next open enrollment period. 

 
 

Please click on the following link to complete the benefit 
enrollment process.    
 

https://jobs.hcde.org/ats/app_login?COMPANY_ID=00007807 
 

Please contact Kimberly Eames in our Benefits Department at 498-7088 if 
you have any questions or need assistance. 

 
 
 
 

http://www.hcde.org/spousalcoverageaffidavitform
https://jobs.hcde.org/ats/app_login?COMPANY_ID=00007807

