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Actions at the end of each school year

School Year: September 1-August 31
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Update SEBB Org contacts

• Multiple roles can be assigned

• Benefit Specialist

• Insurance/Billing

• LTD

• Other

• Payroll

• Superintendent

hca.wa.gov/sebb-benefits-admins/administrative-tools-and-resources/manuals4

Organization Profile



Update admin access

• Submit Admin Appointment/Removal Form 
via HCA Support request for processing

• Superintendent signature required

• Found on the forms & publications page

Admin’s can assign user roles: 

• Edit and read-only

Admin and edit roles can release/ unlock subscriber accounts for reclaiming.

hca.wa.gov/assets/perspay/20-0117-SEBB-sma-admin-appointment-removal-form-fillable.pdf5

Managing Access



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 
until December 31, 2023.

• Plan selections

• FSA/DCAP contributions

• No new elections or eligibility 
worksheet required!

• Plan year:                   
January 1 - December 31

• Employees can make 
changes anytime

• Change name or address

• Enroll or change 
supplemental Life, AD&D and 
employee-paid LTD

• Submit SOE events

• Change HSA contributions

• Change tobacco attestation

• Next Open Enrollment (OE): 
October 30 - November 
20, 2023

• Enrollment changes must be 
completed by the last day of 
annual open enrollment

• New elections effective: 
January 1, 2024

Returning Eligible Employees
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Benefit Elections Making Changes
Annual Open 
Enrollment



Employees not returning next school year 
Scenarios
WAC 182-31-050 

When does eligibility for the employer contribution for school employees 
benefits board (SEBB) benefits end? 
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Not Returning Next School Year

Elijah 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 

• Terminate employee’s coverage no earlier than month before coverage ending (July 1)

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

• Election notice includes enrollment forms

• Employee can request Continuation Coverage using Benefits 24/7



Retiring Employee

Oliver is an eligible employee at Heights SD. He is retiring and submits 
his letter of resignation effective June 10. He is enrolling in PEBB 
Retiree Health Insurance Coverage with an effective of July 1.
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Employer contribution towards SEBB benefits will end June 30.

• Complete and provide the C-4 worksheet

• Terminate employee’s coverage no earlier than month before coverage ending (May 1)

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

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

• Employee may request a PEBB Retiree Enrollment guide

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



Reminder: 2023 PEBB 
Retiree Insurance Webinars

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

• Employees can register on the 
HCA PEBB Retiree website

• Access the 2023 PEBB Retiree 
Enrollment Guide

• www.hca.wa.gov/pebb

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

hca.wa.gov/employee-retiree-benefits/retirees/attend-retirement-webinar11

http://www.hca.wa.gov/pebb


Transferring Scenarios

WAC 182-30-080

When must a newly eligible school employee, or a school employee who regains 
eligibility for the employer contribution, elect school employees benefits board 
(SEBB) benefits and complete required forms?
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Changing SEBB Org – Transfer

Lucas is an eligible school employee enrolled in SEBB Benefits at 
Auburn SD. His last day at Auburn SD will be August 17. He has 
accepted a new position at Kent SD effective September 3. 
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Auburn SD- Review the A-5 worksheet.

• Transfer employee with effective date of August 17 

Kent SD- Review the A-5 worksheet.

• Add as newly eligible subscriber with date of eligibility of September 3 and claim account

• Complete eligibility reason, hire date, and employee represented field

• Uninterrupted coverage with no new elections (unless plan is no longer available)

• Employee may make new elections during annual OE with coverage effective January 1



Changing SEBB Org – Transfer
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Chloe is an eligible employee enrolled in SEBB Benefits at Elma SD. 
Her last day at Elma SD will be June 15. She has accepted a new 
position at Willow SD effective July 1. 

Elma SD- Review the A-5 worksheet.

• Transfer employee with effective date of June 15

Willow SD- Review the A-5 worksheet.

• Determined Chloe eligible on first day of work, July 1

• Anticipated to be compensated 17 ½ hours in 6 of the last 8 weeks in the school year 

• Anticipated to work 630 hours next school year

Will receive uninterrupted coverage from Elma SD to Willow SD

• No new elections (unless plan is no longer available)



Changing SEBB Org – Transfer not 
eligible in August

Shelton SD- Complete and provide the C-3 worksheet.

• Terminate employee with effective date of July 5

SEBB Program will mail the SEBB Continuation Coverage Election Notice no 

later than 14 days after coverage has been terminated.

• May enroll in SEBB Continuation Coverage (August) using Benefits 24/7

Lacey SD- Complete and provide the A-1 worksheet.

• Add eligible employee with date of eligibility of August 22

• Coverage is effective September 1
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Gabriel was terminated from Shelton SD on July 5. SEBB Benefits will 
end July 31. He is hired with Lacey SD with his first day of work on 
August 22 and is determined eligible for the next school year.



Changing SEBB Org – Not a Transfer

Isabella is an eligible employee enrolled in SEBB Benefits at ESD 101. 
Her last day at ESD 101 will be June 15. She has accepted a new 
position at Vancouver SD effective July 27. 
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ESD 101- Complete and provide the C-3 worksheet.

• Terminate employee with effective date of June 15

SEBB Program will mail the SEBB Continuation Coverage Election Notice no 

later than 14 days after coverage has been terminated. (July/August)

Vancouver SD has determined Isabella is:

• Not anticipated to be compensated 17 ½ hours in 6 of the last 8 weeks in the school 
year (Not eligible for July & August coverage)

• Anticipated to work 630 hours next school year

• Enter date of eligibility as first day of work



Benefits 24/7 
Transfers Update
Managing Subscribers

• Employee eligibility information

• Terminate/Transfer subscriber

• Combined “Terminate / 
Transfer reason” field

• Added “Cancel Transfer” 
button which remains on 
screen until claimed by 
another SEBB Org as a valid 
transfer or the transfer out is 
corrected to a termination.
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Cancel Transfer button -remains on screen until 

claimed by another SEBB Org as a valid transfer or 

the transfer out is corrected to a termination.



Reminder: Transfers 

Benefit Administrators who 
are uncertain if a school 
employee is eligible for SEBB 
Benefits at the new SEBB 
organization should:

• Terminate subscriber 

• Enter termination reason and 
termination effective date

• New SEBB Organization can 
claim account when adding 
as a new subscriber
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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.



Reminder: Transfers cont. 

Employees will have uninterrupted coverage when moving from 
one SEBB organization to another within the same month or a 
consecutive month, if the employee is:

• Eligible for SEBB benefits in the position they are leaving; and

• Anticipated to be eligible for SEBB benefits in their new position

Employees may need to change their medical plan if they move 
to a new county. 

WAC 182-30-080
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Worked 630th hour in August Scenarios

Eligible?

Yes, no, yes, no ☺
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Works 630th Hour in August

Savanah is an employee at Bremerton SD and was anticipated to only
work 550 hours in the school year but reaches 630 hours worked on 
August 5.
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Anticipated to work 630 hours in the 
next school year.

• Eligible for benefits effective Sept 1

• Provide eligibility D-4 worksheet

• Employee may make new elections 
during annual OE 

• Changes are effective January 1

Not anticipated to work 630 hours       
in the next school year

• Does not become eligible for coverage in 
the new school year

• Eligibility worksheet not required

• No change in eligibility status

• Ineligible-Ineligible



Works 630th Hour in August cont.

Savanah is an employee at Bremerton SD and was anticipated to only
work 550 hours in the school year but reaches 630 hours worked on 
August 5.

WAC 182-31-040
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Two-year lookback

• Worked the past two school years at least 630 hours per year, and 

• Is returning to the same type of position(s) and same SEBB organization

• Presumed eligible for SEBB benefits on September 1

• Complete and provide the D-4 worksheet

The SEBB organization may rebut this by notifying the school employee, in writing, of the specific 

reasons why the employee is not anticipated to work 630 hours in the next school year. 



Approved Leave Scenarios

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 program?

From one school year to the next school year.
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Approved Leave- FMLA

Victoria is an eligible school employee at Central SD. She is placed on 
approved FMLA in August. Her approved leave ends October 16.
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• Complete and provide the C-1 worksheet

Anticipated to work 630 hours in next school year (2023-2024)

• SEBB Benefits continue uninterrupted, no new elections

• No action taken in Benefits 24/7

• Employee may make new elections during annual OE 

• Changes are effective January 1



Approved Leave- FMLA/ PFML 

Isabella 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 
overlaps FMLA for another 4 weeks – ending November 27.

Please refer to WAC 192-700-020. 
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• Complete and provide the C-2 worksheet

Goes on approved LWOP.

• As a result, she is not anticipated to work 630 hours this school year

• Coverage terminates November 30

• When approve PFML ends



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

27

• Terminate coverage no earlier than the 
month before for employees:

o Leaving SEBB Organization 

o Not eligible next school year

• Example: 

o Last day: August 10 

o Enter term date: No earlier than July 1

• Provide appropriate C series worksheet.

• Terminate coverage

o Before August 12 cut off date to be 
removed from September billing file

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

o Provide appropriate C series worksheet.

When to terminate coverage Employees losing eligibility



Employer contribution may end 
earlier than the end of the school 
year.

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

• Do not term coverage for 
employees not working during 
the summer 

hca.wa.gov/sebb-benefits-admins/eligibility/when-eligibility-benefits-ends28

When eligibility for 
benefits ends



Search for subscriber

• Eligibility tab

• Terminate/Transfer subscriber field

• Enter Termination/Transfer reason

• Enter Termination effective date

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

29

Benefits 24/7          
Terminating subscriber

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.



SEBB Changes & Updates
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BA webpage update
Enrollment section

• New webpages

• Premium surcharges 

• When employees may make 
changes 

• Correcting SEBB organization 
errors

• SEBB Continuation Coverage 
COBRA

• SEBB Continuation Coverage 
(Unpaid Leave)

.hca.wa.gov/sebb-benefits-admins/enrollment31



BA webpage update

Administrative tools & resources 
section

• New webpage

• HCA reporting guidance webpage

• Affordable Care Act (ACA) 
guidance

• Reporting the cost of 
employer-sponsored health 
care on IRS Form W-2

• Tax issues related to nontax 
qualified dependent 
insurance

hca.wa.gov/sebb-benefits-admins/administrative-tools-and-resources/hca-reporting-guidance32



BA webpage update

Training resources section

• New webpage

• Resources for new benefits 
administrators (BAs)

hca.wa.gov/sebb-benefits-admins/training-resources33



Reminders, Tips & Resources
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Benefit Administrator 
Resources
SEBB BA website

• Eligibility

• Enrollment

• SEBB Benefits

• Administrative tools and resources

• Training Resources

Outreach & Training for guidance

• 1-800-700-1555

• Online via HCA Support secure messaging 
system

• support.hca.wa.gov/hcasupport

hca.wa.gov/sebb-benefits-administrators

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


Available to all BA’s

Send training request using HCA 
Support

• Attn: O&T Training Request

• Provide dates & times available, 
how many hours and subjects

Benefits 24/7, BA website and HCA 
Support application overview  

https://support.hca.wa.gov/hcasupport36

SEBB BA Training



Benefit Administrator 
Inquiry Resource

Added new HCA support 
portal inquiry subject

• Benefits 24/7 online 
enrollment system

https://support.hca.wa.gov/hcasupport37



Benefits 24/7 launch 
rescheduled to June

GovDelivery sent on April 26, 
2023.

• The launch was scheduled to 
occur in May 2023 and is now 
planned for June 12, 2023.

• HCA will notify members of 
the new launch date on SEBB’s 
and PEBB’s Benefits 24/7 
webpages.
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Benefits Administrator  
Resource
SEBB BA webpage for Benefits 24/7

• Who is Benefits 24/7 for?

• What is changing?

• What is not changing?

• What training is available?

• How will employees be informed 
about Benefits 24/7?

hca.wa.gov/sebb-benefits-admins/administrative-tools-and-resources/administering-sebb-benefits24739



Employee Communication

SEBB Intercom newsletter

Employees can also find information:

• May edition of the SEBB Intercom 
Newsletter to be mailed/ emailed on 
May 26, 2023

• Benefits 24/7 information

• Request for PEBB Retiree coverage or 
SEBB Continuation coverage

hca.wa.gov/employee-retiree-benefits/sebb-newsletters40



Employee Communications

• School employee Benefits 24/7 post 
card to be mailed on June 5, 2023

• Benefits 24/7 Article in the May 
edition of the SEBB Intercom 
Newsletter to be mailed/ emailed

• “How to use Benefits 24/7” quick 
reference guide- Coming soon

• SEBB Continuation Coverage 
Benefits 24/7 quick start guide-
Coming soon
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Upcoming Webinars

June 23: SEBB Benefits 24/7 Post Go Live

August 4: SEBB Preparing for the start of the new school year

TBD: 2023 SEBB Pre-Annual Open Enrollment (OE)

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-schedule42



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

After the webinar, participants will receive a follow up email that 
includes a brief survey. We would greatly appreciate your 
feedback.
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Thank you for participating!
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