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General Information

School Year: September 1-August 31

Plan Year: January 1-December 31

2026 Annual Open Enrollment: October 26 –November 23, 2026
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Actions at the end of each school year

• Updating Organization Profile

• Managing Admin Access

• Benefits Admin inquiry 
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Organization Profile

Add/Remove contact information

• Add/Remove contacts

• Can assign multiple contact types: 

• Benefit Specialist

• Insurance/Billing

• LTD 

• Other

• Payroll

• Superintendent

• Name, phone # and email address
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Contact information is used by O&T, Accounting, Audit team, and Customer Service



Managing Admin Access

Managing Administrator access

• Requires Formal Authorizing Security Designee approval 

• Use HCA Support Portal to add/remove Admin access roles

• Submit Benefits administrator inquiry form 

• Is this inquiry related to the Benefits 24/7 online enrollment system? Yes

• Add/Remove admin access 

• BAs are responsible for managing internal edit and read-only roles

• Notify HCA for incorrect email addresses in Benefits 24/7  
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Managing Admin Access

Send Admin Access request 
using the HCA Support portal

• For public and school benefits 
administrators only

• Benefits administrator inquiry

• Select SEBB Program

• Select “Is this inquiry related to 
the Benefits 24/7 online 
enrollment system?” YES

• Add/Remove admin access

• Admin Information
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Benefits Admin inquiry 

Send Benefits Admin inquiry 
using the HCA Support portal

• For public and school benefits 
administrators only

• Benefits administrator inquiry

• Select SEBB Program

• Select “Is this inquiry related 
to the Benefits 24/7 online 
enrollment system?” NO

• Select ‘What does your 
Benefits 24/7 inquiry relate 
to?’
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Benefits Admins should not use the “general support” form!



Returning Eligible Employees

WAC 182-31-040 How do school employees establish eligibility for the 
employer contribution toward school employees benefits board (SEBB) benefits 
and when do SEBB benefits begin? 
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• Benefit elections remain the 

same until the end of the plan 

year. (December 31, 2026)

• Plan selections

• FSA/DCAP contributions

• No eligibility worksheet required

• No change in eligibility status

• Eligible-Eligible

 

✓ Name, address, email and phone#

✓ Enroll, reduce or decline 

employee-paid LTD (EOI may be 

required)

✓ Apply, cancel or change 

supplemental life, AD&D

✓ Submit SOE events

✓ Start, stop, or change HSA 

contribution

✓ Attest to Tobacco premium 

surcharge 

• Next Open Enrollment (OE): 

October 26 – November 23

• Enrollment changes must be 

received no later than the last 

day of open enrollment 

(November 23, 2026)          

• Changes are effective          

January 1 of the following year

Returning eligible employees
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Benefit Elections Changes Made Anytime
Annual Open 

Enrollment



Employees not returning next school year
WAC 182-31-050 When does eligibility for the employer contribution for 
school employees benefits board (SEBB) benefits end? 
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Employee not returning next school year

Markus is an eligible school employee at Granite Falls SD. He submits his 
letter of resignation effective August 5.
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Employer contribution towards SEBB benefits will end August 31

• Complete and provide the C-3 worksheet 

• Enter the termination day in Benefits 24/7 (August 5)

(remember - coverage doesn’t end automatically in Benefits 24/7)

• SEBB Program will mail SEBB Continuation Coverage Election Notice no later than 14 
days after coverage has been terminated in Benefits 24/7

• SEBB Continuation Coverage Election Notice includes enrollment forms

• Employee can apply for SEBB Continuation Coverage using Benefits 24/7 or 
submit the SEBB Continuation Coverage election/change form 



Retiring Employees

Jackson is an eligible employee at Heights SD. He is retiring and submits 
his letter of resignation effective June 10. He has elected to enroll in PEBB 
Retiree Insurance coverage effective July 1.
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Employer contribution towards SEBB benefits will end June 30.

• Complete and provide the C-4 worksheet

• Enter the termination date in Benefits 24/7 (June 10)

• SEBB Program will mail the SEBB Continuation Coverage Election Notice no later than 14 
days after coverage has been terminated in Benefits 24/7

• Employee can apply for Continuation Coverage and PEBB Retiree coverage using Benefits 24/7

• Employee may request a PEBB Retiree Enrollment guide

• Download enrollment guide on the PEBB Retiree website or call 1-800-200-1004 

• Benefits Admin can order the enrollment guide on the SEBB BA website



SEBB Benefits may end earlier

Employees who have already worked 630 hours in the school year will 
maintain coverage through the end of the school year (August 31). 

• No hours July and August, if reached 630, benefits not termed

Employer contribution may end earlier if: WAC 182-31-050
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SEBB 

organization 

terminates 

employment 

relationship. 

School employee 

terminates 

employment 

relationship.

School 

employee's work 

pattern is revised 

no longer 

anticipated 

School employee 

returns from 

approved LWOP 

not anticipated 

to work 630 

hours 

9-10-month 

school employee 

change in work 

pattern no 

longer eligible

12-month school 

employee 

change in work 

pattern no 

longer eligible 

School employee 

hired later in the 

year no longer 

anticipated to 

work 630 next 

school year



Worked 630th hour in August

Eligible?

Yes, no, yes, no ☺
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• Eligible for benefits effective Sept 1

• Provide eligibility B-2 worksheet

• Employee may make new elections 
during annual OE 

• Changes are effective January 1

• Not eligible for benefits next year or 2-
year lookback

• Provide D-3 worksheet

• No change in eligibility status

• Routinely monitor employees work hours 
to establish eligibility

Works 630th Hour in August

Savanah is not currently eligible; was only anticipated to work 550 hours in 
the school year but reaches 630 hours on August 5. She is returning to 
work the next school year for same SEBB organization, same position. 

WAC 182-31-040
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Anticipated to work at least 630 hours     
in the new school year

Not anticipated to work 630 hours next     
school year/not eligible for 2 year look back 



Approved Leave
WAC 182-31-100 What options for continuation coverage are 
available to school employees and their dependents during certain 
types of leave or when employment ends due to a layoff?

WAC 182-31-110 What options are available if a school employee is 
approved for the Federal Family and Medical Leave Act (FMLA) or the 
Paid Family and Medical Leave (PFML) program?
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Approved Leave Rule

• Approved Leave

• Lost benefit eligibility due to leave, continuation coverage – WAC 182-31-
100

• Return from approved leave – WAC182-30-080(3)

• Begin benefits first of next month if anticipated to be eligible upon return  

• FMLA/PFML

• Continues benefits or SOE-WAC 182-31-110 (until FMLA/PFML expires)

• Benefits continued while on leave – nothing needs to be done

• Determine if eligibility will continue when FMLA or PFML ends – if not, benefits 
end
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Leaving on Approved Leave

Victoria is an eligible school employee at Central SD. She is placed on 
approved leave in August. Her approved leave ends October 16.

Employee-paid LTD waived for the first 90 days (WAC 182-31-110)
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• Complete and provide the C-1 worksheet

Anticipated to work 630 hours in next school year (2026-2027)

• SEBB Benefits coverage continue uninterrupted with no new elections

• May continue supplemental life and AD&D, and employee-paid LTD insurance 

• No action required in Benefits 24/7 

• Employee may make new elections during next Annual Open Enrollment

• Changes are effective January 1



Leaving on Approved Leave (FMLA/PFML) 

Emma is an eligible school employee at Lakes SD. She is approved for FMLA 
and PFML in August. Her FMLA lasts until October 30. Her PFML is 
approved for another 4 weeks – ending November 27.
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• Complete and provide the C-2 worksheet

• Benefits may continue until the PFML is exhausted. 

• Employer contribution towards SEBB benefits could end November 30

• When approve Paid Family and Medical Leave (PFML) ends

• Employment Security Department is responsible for determining Paid Family and 
Medical Leave (PFML) eligibility
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Harrison lost benefits while going on approved LWOP January 1. He is now 
returning to work on May 15 and will work a full-time schedule. He is 
unlikely to reach 630 hours, however, if his schedule, had it been in effect 
at the start of the school year (September 1), he would regain eligibility 
for SEBB benefits on the day he returned from approved LWOP (May 15). 
He experienced a break in coverage. 

• Complete and provide the D-1 worksheet

Add eligible employee with date of eligibility of May 15. 

• Employee may make new elections no later than 31 days after the date of eligibility

• Coverage effective June 1

Returning from Approved LWOP

How do school employees establish eligibility. (WAC 182-31-040)



How do school employees establish eligibility. (WAC 182-31-050)
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Mia was anticipated but lost benefits while going on approved LWOP on 
February 5.  She is now returning to work on April 17 and has decided to 
work one day per week. If her new work schedule, had it been in effect at 
the start of the school year (September 1), she would not be anticipated to 
work the minimum (630) hours to meet SEBB eligibility in the school year. 

• Complete and provide the D-1 worksheet

SEBB Organizations should determine how many hours the school employee 
would have worked if:

• Working 8 hours per week/52 weeks per year (8 X 52= 416 hours) 

• Employee is not eligible for the employer contribution

• Routinely monitor employee’s work hours to establish eligibility

Returning from Approve LWOP cont.



Terminating Coverage

WAC 182-31-050 When does eligibility for the employer contribution 
for school employees benefits board (SEBB) benefits end?
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Terminating coverage
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• Terminate coverage as soon as Benefits 
24/7 allows you to. (month coverage ends)

o Separation/Resignation 

o Revision of work pattern

o Unpaid Leave/Approved leave without pay

o Not eligible the next school year

Example: 

o Last day: August 10/Term date: Enter as 
soon as system allows

o Provide appropriate C series worksheet

• Terminate coverage

o Before August invoice date to be removed 
from September billing file

o Coverage will not end automatically at 
the end of each school year (August 31)

o Provide appropriate C series worksheet

When to terminate coverage
Employees losing eligibility                     

at the end of the school year



Employee never eligible

Terminate employee as soon as notified by Human Resources (May 
20)

• Complete and provide the A-2 worksheet

• Enter termination reason in Benefits 24/7 - “Employee never eligible”

• Benefit end date auto populates with an effective date: June 1

• No termination date is required
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Human Resources (HR) notified the Benefits Office that John Martin was 
eligible for SEBB Benefits on May 7. Benefits Office entered him into Benefits 
24/7. HR then notified the Benefits Office on May 20 that the employee never 
worked and has accepted a new position at another SEBB Organization.



Search for subscriber

• Eligibility Tab

• Terminate/Transfer subscriber field

• Enter Termination reason

• Submit changes

• Benefit End Date Auto populates

Send O&T secure message using 
HCA Support to correct any errors 
with termination dates.

29

Employee never eligible

Confirmation Message
If this subscriber/account was terminated in error and 

needs to be reenrolled without a break in benefits, add 

the subscriber again using the eligibility date that is the 

first of the month following the benefit end date. 

Confirmation Message
Are you sure you want to terminate coverage for 

this member? If this member is the primary 

subscriber on an account, their dependent's 

coverage will be terminated as well.



PEBB Retiree and SEBB Continuation 
Coverage 
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Requesting Retiree/ 
Continuation Coverage 

Subscriber Dashboard

• Profile & current coverage

• SOE and account changes

• Manage dependents

• Supplemental coverage

• Tobacco Attestation

• Retiree and continuation 
coverage

• Request enrollment in PEBB 
Retiree Insurance coverage, 
COBRA or Unpaid Leave 
continuation coverage
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Retiree/Continuation 
coverage Inquiry

Retirees and continuation 
coverage subscribers can send 
request.

• Select “For public and school 
retiree/continuation coverage”

• Select Retiree and continuation 
coverage

https://support.hca.wa.gov/hcasupport32



PEBB Retiree Health 
Insurance Webinars

Outreach and Training (O&T) 
is offering online PEBB 
Retiree Insurance webinars.

• Employees can register on 
the HCA Retiree website

• Access or print the 2026 
PEBB Retiree Enrollment 
Guide

• Contact PEBB Customer 
Service at 1-800-200-
1004

hca.wa.gov/employee-retiree-benefits/retirees/retirement-webinars33



Troubleshooting Benefits 24/7 Access
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Employee Troubleshooting

Release/Unlock Subscriber Account:

• Used if employee has forgotten their 
security questions or cannot access 
their account

• Allows employee to re-claim their 
account with demographic info.

• Verify Employee Record

• Check Data Accuracy

• Check box next to name

• Click Manage Associated subscriber
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Employee Resource

Employees experiencing issues 
should be directed to the Help with 
Benefits 24/7 webpage

• What can I do in Benefits 24/7? 

• Get started

• Help with my login

• How do I enroll when newly eligible?

• Sign up for email subscription service

For help logging in to your Benefits 
24/7 account-Call 1-866-335-0043. 

hca.wa.gov/employee-retiree-benefits/help-benefits-24/736



Benefits Admin Troubleshooting

If redirected to verification process page (Last name, DOB, and last 4 of SSN):

• Do not enter your subscriber information 

• Release/unlock subscriber account

• Clear History (Browsing history, cookies and                                                                                 
other site data and cached images and files.)

• Use Correct Login button: (Subscriber/Benefits Administrator)

• Log in using your correct SAW Admin account with your work email

• Verify Email Matching: Email address used in SAW account must match exactly the 
email address authorized in the Benefits 24/7 "Manage Access" tile

• Do Not Create New SAW Account 
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Benefits Admin is being sent to their subscriber acct rather than 
administrator acct or Benefits 24/7 is not recognizing the SAW account used



Benefits Admin Resource

Benefits 24/7 BA Manual Chapter 2

• Need instructions on 
Troubleshooting employee access 

• Employee attempting to claim 
their account for the first time: 
Page 13-14

• Releasing an old SAW account 
for an employee: Pages 15-16

Releasing an employee account requires Benefits 24/7 Admin access.
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Reminders, Tips & Resources
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Termination Reminders

Term types

• Applying for disability retirement

• Approved LWOP

• Death

• Employee never eligible

• Employment ending/Ineligible position

• Layoff

• Retirement

• Transfer

• USERRA or Educational leave
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Termed Accounts Report
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Transfer Reminders

When Transferring between the SEBB Program to PEBB Program

• NOT a transfer

• Termination/Transfer Reason: “Employment Ending/Ineligible Position”

Not sure if transfer rule applies - When in doubt, term them out 

Resigning in June, starts at new SEBB organization in September

When transferring between SEBB organizations without a break 
in benefits, coverage remains the same

WAC 182-30-080 (5)
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SEBB Audits (Dependent Verification)

Notifications

• Employees will receive a letter from HCA; SEBB Org receives a copy

What do employees need to do? 

• Provide proof after audit team hasn’t located supporting documents in 
Benefits 24/7 of dependent’s eligibility using SEBB Program Policy 31-1 

• Send documents to HCA no later than 30 days from the date of the letter.

Results

• Valid proof received – no notification of benefits continuing

• No response or invalid proof – notification of termination and appeal rights 
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SEBB Audit (Special Open Enrollment)

Notifications

• Employee and Benefits Administrators will both receive a letter from HCA

• Letter informs employee to submit documents to their Benefits office who will send 
them to HCA

What do employees need to do? 

• Provide proof after audit team hasn’t located supporting documents in Benefits 24/7 
of dependent’s eligibility using SEBB Policy Addendum 45-2A 

• Submit documents to benefits office no later than 15 days from the date of the 
letter 

What happens after employees submit documents? 

• Complete, valid, and readable documents received by the benefits office will be sent 
to HCA for review to verify employees SOE event
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Benefit Admin Resource

SEBB Benefits Administrator website

• Eligibility, Enrollment, Benefits, 
Administrative tools and resources, and 
Training Resources

Contact Outreach & Training

• 1-800-700-1555

• Online via HCA Support secure 
messaging system

• support.hca.wa.gov/hcasupport

hca.wa.gov/sebb-benefits-administrators
45

https://www.fuzeqna.com/sebbperspay/membership/consumer/login.asp?referer=/membership/consumer/newuser.asp?


Benefit Admin Resource

SEBB Benefits Admin Training

Send training request using HCA 
Support

• Attn: O&T Training Request

• Provide dates & times available, 
hours available and subjects 
requested

Benefits 24/7, BA website 
overview, eligibility worksheets 
and HCA support overview  

SEBB BA website>Training Resources>Training Materials and Recordings

https://support.hca.wa.gov/hcasupport46



Sign Up for GovDelivery

Emails provide BAs with updates, 
changes, and reminders about the 
SEBB Program.

SEBB Benefits Admin's website

• Notices and updates

• Register for GovDelivery 
Communication email subscription 
service

hca.wa.gov/sebb-benefits-admins/notices-and-updates47



Employee Communications

SEBB May Intercom Newsletter mailed 
and emailed May 14, 2026. 

• Includes article about:

• Unexpected bills for services

• Storing and disposing of prescriptions

• Benefits for those planning to retire

• Managing stress

• Healthy living

• SmartHealth

• SEBB Board

• DCAP

hca.wa.gov/employee-retiree-benefits/newsletters-sebb48



HCA Support Portal/ Benefits 24/7 Tips

✓ Provide BA business phone # 

✓ Do not use benefits or payroll 
department usernames

✓ Have employee’s SSN ready when 
waiting in phone queue

✓ Enter newly eligible employees who 
have multiple last names with a 
hyphen (Example: Jones-Morris)

✓ Select the correct subject on tickets

✓ New portal for appeals

✓ Limit one employee per ticket
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✓ Include employees full name, full SSN, 
Benefits Admins name, school district 
and BA phone #

✓ Submit HCA support ticket for urgent 
account issues then contact              
1-800-700-1555

✓ Do not use the profile tab when 
updating employee addresses 

✓ Ensure correct information entered in 
Benefits 24/7-take your time

✓ Effective September 1, 2026, employer 
contribution increases to $1,374 



Upcoming Webinars

August 7: SEBB Preparing for the start of the new school year

TBD : SEBB Pre-Annual Open Enrollment (OE) 

TBD : SEBB FSA and DCAP OE webinar

Where to register: 

• hca.wa.gov/sebb-benefits-admins/training-schedule

All webinars are recorded and posted to the BA website.

• hca.wa.gov/sebb-benefits-admins/training-materials-and-recordings

hca.wa.gov/sebb-benefits-admins/training-schedule50



Q&A

We will now address some of the questions that did not get 
answered during the webinar.

• Any questions that do not get addressed today will be responded to 
by phone, email or HCA Support request 

• Employee specific questions or scenarios should be sent through HCA 
Support request
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Thank you for participating!
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