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Human Resource Services
Classified Employee Information

Payday:  Payday is the 10th and 25th of each month.  When the 10th or 25th falls on a Saturday, you will be paid on the previous Friday; when the 10th or 25th falls on Sunday, you will be paid on the following Monday.  You may pick up your checks in the Cashier’s Office on payday or complete the appropriate forms at the Payroll & Benefits Office to have your checks automatically deposited into your bank or credit union account.

Holidays:  The College has 10 paid holidays each calendar year.  You will also receive one personal holiday each calendar year, which you may take after your first four months of service.  You must take the personal holiday on or before December 31 each year or it is lost.  Personal holidays must be used in accordance with the Collective Bargaining Agreement.

Leave Information:  You may carry a vacation leave balance to a maximum of 240 hours at your anniversary date of state hire.  Your sick leave balance has no limit.  You will receive one personal leave day each fiscal year, which you may take after your first four months of service.  You must take the personal leave day on or before June 30 each year or it is lost.  All leave must be used in accordance with the Collective Bargaining Agreement.
There are some long-term benefits for accruing sick leave:  

1. When your sick leave balance exceeds 480 hours, you may be eligible to buy out a portion of it at the beginning of the next calendar year.

2. Upon retirement, the value of your unused sick leave balance may be converted at a rate of twenty five percent to a post-retirement Medical Expense Plan reimbursement account. 

Performance Evaluations:  Classified employees are evaluated annually, using the Employee Development and Performance Plan.  Your supervisor will schedule the evaluation.

Prior State Service:  If you have prior permanent employment with the State of Washington, please ask your previous agency/higher education institution to send a record of your service to Human Resource Services.  The address is:  The Evergreen State College, Olympia, WA  98505 Attn:  Human Resource Services or email to:  jobline@evergreen.edu. 

Insurance Benefits:  The College currently provides the following benefits for employees.  Consult the Payroll & Benefits Office for the most up-to-date benefits information and to complete within 30 days the necessary enrollment forms.  

· Health Insurance - You have a choice of sponsored comprehensive medical and dental plans.  The College pays most of the monthly premium for health insurance for employees and eligible dependents.  The amount of the monthly premium you must pay depends on which insurance plan you choose and the number of dependents covered.  Your coverage begins the first day of the month following your date of hire.

· Dental Insurance - You may select from approved dental plans and the College pays the monthly premium for you and your eligible dependents.  Coverage begins the first day of the month following your date of hire. 

· Life Insurance - The College pays the monthly premium for a term life insurance policy on each employee.  This policy includes basic life insurance and accidental death and dismemberment.  You may purchase additional term insurance for yourself and coverage for eligible dependents.

· Long-Term Disability Insurance - The College pays the monthly premium for a basic long-term disability policy on each employee.  You may purchase additional long-term disability coverage at group rates.

Retirement:  Classified staff members are required to participate in one of the Washington State Department of Retirement System’s plans.  Membership options are based on position type or previous history with DRS.  Contact the Payroll & Benefits office for more information.

Parking:  Evergreen encourages conscientious energy use with subsidized bus passes and reduced parking rates for carpools.  Parking Services handles carpool registration and can help you obtain a free bus pass.  Employees may purchase daily, quarterly or annual parking passes at the Parking Services Office.  Campus parking fees are enforced weekdays from 7:00 AM until 9:00 PM.

New Staff Employee Onboarding Guide: (http://www.evergreen.edu/employment/new-employee) contains important resources, policies and procedures regarding your employment with The Evergreen State College.  Please contact us in Human Resource Services if you have further questions. 
Thank you!

