
 
 
Date:  12/05/2019 
Time:  10:00am – 12:00pm 
Location:  DES 1500 Jefferson Building - Conference Center Room 2331 
Attendees:  Open to all Small Agency HR Liaison’s 
 
Time Topic 
10:00 am – 10:10 am Announcements: 

• New HR Director Christine Scarlett 

10:10 am – 11:00 am LMS Updates 
Presenter: Mike Knoll, DES 

11:00 am – 11:30 pm Employee Assistance Program 
Presenter: Randee Gibbs, DES 

11:30 – 12:00 pm Payroll Updates 
Presenter: Louisa Wilkes, DES 

 
Announcements: 
 

• DES has a new HR Director, Christine. Prior to coming to DES, Christine was the HR 
Director for the city of Lynnwood. She will be making site visits soon to get to know you! 

 
LMS Updates with Mike Knoll (DES) - 
 
The official LMS project update has launched. We are currently engaging with vendors to move 
to the new platform. Currently, we are working with several members with various LMS roles 
and various agency sizes to ensure all perspectives are covered. Our goal is to bring in more 
functionality and ease of use. We are hearing from everyone that the search and providing the 
learning content is not the easiest to use. We want to make LMS intuitive and make access as 
easy as possible. 
 
Over the next 3 months we will be doing an enterprise build. Each agency can have their own 
domain if they want. If you want to, you can keep leveraging DES. Once we do the base build, 
we will invite people to play in the sandbox to learn it and develop training to learn the system. 
Our goal is to make it intuitive.  
 
Implementation is set to go live in fall 2020. 
 
We are making an effort to listen to the smaller agencies and to ensure they have a voice. Cindy 
Cotter wants to ensure you have a voice and are in the loop. If you have not heard anything, 
please reach out to Cindy Cotter. 



 
 

 
We are hoping to do a feed from HRMS. This will handle account creation and archiving – this 
will be a huge benefit. We understand this is “other duties as assigned” and it takes a lot of time. 
 
No one is behind if you haven’t kept up with the checklist because you most likely don’t have the 
same level of volume of the people we are dealing with now.  
 
There is a plan to develop training; either train the trainer or an option where you can provide 
someone to use and we will train them. 
 
Our goal is to follow the NEOGOV model were we do new training every quarter for new users. 
For the learners we feel this interface is much more intuitive. We are hoping the users won’t 
make as much mistakes as they can today.  
 
 
EAP – Randee Gibbs (DES) – 
Please refer to the PowerPoint and handouts for information.  
 
Payroll Updates with Louisa Wilkes (DES) – 
 
There is a new W4 coming out January 1, 2020. Current employees are NOT required to fill out 
a new W4. This is for new hires starting January 1 and for anyone who wants to make changes 
in 2020. On the new W4 the only required steps are 1 and 5. The major differences are no more 
withholding allowances – things are turning into amounts. Step 1 is personal info. Step 2 is 
multiple jobs or married and filling jointly (spouse and you have a job). Step 3 dependents. Step 
4 is optional – other income if you have another job that you want to put on there. C is for 
additional amount withheld. Step 5 is signature.  
 
You might not get the W4 back right away, employees might want to take their time to 
understand and feel comfortable to fill the form out. If they default to is single and no 
adjustments.  
 
Louisa will send this out as we get closer to January with similar tools.  
 
 
 
 

 



EAP ORIENTATION

Presented by:   
Randee Gibbons

EAP Customer Experience Manager



What is EAP?
For almost 50 years, the Washington State EAP has supported the 
wellbeing of public employees to promote a resilient and 
productive workforce. 



Established in law by RCW 41:04.700
“The legislature finds that:

(1) Assisting employees in resolving personal problems that impair their 
performance will result in a more productive workforce, better morale, reduced 
stress, reduced use of medical benefits, reduced absenteeism, lower turnover 
rates, and fewer accidents;

(2) A substantial number of employee problems can be identified and the 
employees referred to treatment by an employee assistance program;

(3) The state, as an employer, desires to foster a working environment that 
promotes safety and productivity as well as the health and well-being of its 
employees.”



Why EAP?

Goal 5: 
Efficient, Effective, and Accountable Government

Employees are engaged in the workplace
Employees experience high job satisfaction
Leaders create a culture of respect, cooperation, and teamwork
Managers provide feedback to improve performance



Who does WA State EAP serve?
Over 90,000 state, higher education, and other public service employees, such as:



What concerns can you bring to EAP?
Life and work changes
Stress management
Financial and legal concerns
Relationship improvement
Family & parenting issues
Grief & loss
Domestic Violence
Anxiety and depression
Substance misuse
Bullying & harassment
Crisis support and management 



Counseling or “EAP Assessment”
Assess concerns and provide resources.
◦ By a licensed or certified professional
◦ Up to 3 sessions per issue
◦ Local (face-to-face) or by phone

 For you and family household adults.

 Distinct from outpatient therapy.
◦ Free—fully funded by your employer
◦ Easy and quick access
◦ Short-term and solution-focused
◦ Personal or work-related



Organizational Consultation
For supervisors, leaders, & HR:
◦ Advice
◦ Problem Solving
◦ Coaching
◦ Support
◦ Resources
◦ Employee Referrals

Offered by:
experts on workplace behavioral 
health with experience and 
knowledge working in the public 
sector, higher education, and 
human resources

On topics such as:
◦ Performance or Disciplinary issues
◦ Substance Misuse
◦ Managing Change
◦ Conflict
◦ Domestic Violence
◦ Sexual Harassment
◦ Illness and Death
◦ Mental Health
◦ Suicidality
◦ Safety Concerns
◦ Secondary Traumatic Stress



Crisis Response
Support after a significant loss or other traumatic event

Critical Incident Stress Management
◦ Providing immediate support and guidance 

to leadership in the aftermath of a traumatic 
event 

Group Session
◦ A voluntary, facilitated discussion group to 

talk about what happened and the impact 
on the team, and promote self-care

**The specific type and timing of services are based on many factors following best practices in Critical Incident research.**



Other Resources
24/7 Support, Resources & Referrals:

877.313.4455

Topical Web Resources:

Publications:

Webinars & Presentations:



Work/Life Resources

Web 
Resources

Resources to help you solve life's problems: articles with 
expert advice, webinars, an online will-maker, DIY legal forms, 
financial calculators and resources to help you find child 
care, pet sitters and more. 

Legal 
Assistance

Free half-hour consultation with an attorney by phone to 
discuss your situation. Referrals to local lawyers and 
discounted rates for ongoing legal services if needed.

Financial 
Counseling

Free counseling with a financial expert to help you get your 
finances in order, whether you need a monthly budget, are 
working to reduce debt, or saving for a big expense. 

eap.wa.gov/worklife





98% of employees come to EAP on their own

Self-Referred
73%

Informal Referral
25%

Formal Referral by 
HR or Supervisor

2%



How a formal referral works
1. Manager contacts EAP and refers 

the employee due to performance 
concerns.

2. Manager asks the employee to 
contact EAP for services and lets 
them know they are being formally 
referred.

3. EAP reports back to manager 
whether the employee made and 
kept appointments.

4. EAP is still voluntary, is not discipline, 
and counseling is still confidential. 
See RCW 41.04.730 for 
details:

“…agency management may be provided with the following 
information about employees referred by that agency 
management due to poor job performance:

(1) Whether or not the referred employee made an appointment;
(2) The date and time the employee arrived and departed;
(3) Whether the employee agreed to follow the advice of 

counselors; and
(4) Whether further appointments were scheduled.

Participation or nonparticipation by any employee in the employee 
assistance program shall not be a factor in any decision affecting 
an employee's job security, promotional opportunities, corrective or 
disciplinary action, or other employment rights.”



Common Barriers to using EAP
Concern about confidentiality and privacy
Individual participation in EAP and info is held in strict confidence.

Stigma about reaching out for help 
You deserve a safe place for support!
Start with us—don’t wait for a crisis. 

They think they need permission from their supervisor or HR
You and your family have free, confidential access to EAP. 
No referral needed! 

Don’t have time to use EAP
WAC 357-31-325: Leave with pay must be granted  for EAP
Most union CBAs also include your right to access EAP
Often evening or weekend appointment are available
Many resources can be accessed from a computer



What others say about EAP

Perceptive counselor

Extremely helpful

Easy and convenient

Remarkable

Professional

Instrumental

A wonderful resource

Improved my performance at work

Very helpful at a critical time 

Gave me effective strategies

I am so grateful this program exists

Highly recommend this service to others



What you can expect
 Free for you and your family
 Confidential
 Easy to access
 Expert professionals

 From everyday concerns to 
serious issues

 Practical help
 Caring and respectful
 Culturally relevant
 Supporting the WHOLE person



Questions?

No-cost, confidential 
support to help with work 

and life challenges.

eap.wa.gov
877-313-4455



eap.wa.gov  |  877.313.4455

We’ve got the resources to support 
you around the clock, on weekdays 

or weekends, year-round.

What can 
I do to 

improve 
morale?        

How do I 
have a difficult 

conversation with 
an employee about  

performance 
issues? 

  

      

I think a   
staff member 
is depressed 
and might be 

suicidal.

            

 

  The conflict  
on our team is 

making us  
lose focus on 

our work.     

Get in Touch

Washington State Employee Assistance Program

•
•
•
•
•
•
•
•

• Sexual Harassment
• Illness and Death
• Mental Health
• Suicidality
• Safety Concerns
• Workplace Violence
• Secondary Traumatic Stress

Help Starts Here.

Support for Supervisors, Management, and Human Resources

EAP is Here for You
The Washington State Employee Assistance Program (EAP) partners 
with organizations and management to help public agencies function 
at their best. Here's how we can help you:

Organizational Consultation
Call EAP to talk with a caring, expert professional about any workplace 
concern. We provide advice, coaching, support, and resources to help 
problems in a wide range of areas, including:

Crisis Response
When a significant loss or traumatic event occurs, EAP guides 
managers on what to do in the aftermath. We coach you on best 
practices for supporting employees, and in certain overwhelming 
situations like the traumatic death of a coworker or an act of workplace 
violence, a counselor may come on-site to lead a group session.

Employee Referrals
Partner with EAP to support struggling employees. When you call EAP in 
advance to establish a Formal Referral for an employee due to 
performance concerns, the EAP will report back to you about whether 
the employee made an appointment and followed through with services.      

Other Services
We support employees through counseling, legal and financial 
consultation, awareness, and education. Visit our website to learn more.

EAP is a free, confidential program 
created to promote a resilient and 
productive workforce.



LEGAL     
COUNSULTATION

Org Code: eap.wa.gov/worklife 888-728-1408

To get started, login to the website from any device or call:

     I'm really
stressed out
about money

right now! 

    
    We need help 
navigating this 

adoption 
  paperwork. 

Employee Work/Life Resources
To help you make time for what matters most, the Employee Assistance 

Program offers free resources for you and your family members.

I want to 
         learn about 

advance care  
     planning.

EMPLOYEE 
SUPPORT WEBSITE 

• Access to a wide range of work 
and life topics such as parenting, 
aging, pets, wellness, mental 
health, grief, addiction and 
recovery, leadership, and career 
development.

• Articles with expert advice.

• Self-search provider databases 
for child and elder care, pet 
sitters, and more.

• eLearnings and webinars on 
workplace and personal life 
topics.

• Hundreds of legal forms, 
financial calculators, and access 
to free tax software.

• Savings Center providing 
discounts on merchandise and 
travel.

FINANCIAL 
COUNSELING

• Unlimited access to free 
consultation from an objective, 
pressure-free financial expert to 
help you get your finances in 
order.

• Help with a variety of topics –
from creating a monthly budget 
and managing credit and debit, 
to purchasing a home or saving 
for college.

• Easy Access — no appointments 
needed during regular business 
hours, or evenings and 
weekends by appointment.

• Library of articles and do-it-
yourself tools to manage 
finances.

• Online Will — create basic, 
legally valid wills, quickly and 
easily.

• Support and resources from a 
legal consultant by phone.

• Free 30-minute consultation with 
an attorney by telephone or in 
person on topics such as family 
law, criminal law, bankruptcy, 
adoption, elder care, wills and 
trusts, and consumer issues.

• In most cases, a 25%discounted 
hourly fee or 10%discount on flat 
fees for ongoing services with 
the attorney is available if you 
need additional legal support.

• Nearly 100 do-it-yourself legal 
forms.

• Library of hundreds of legal 
articles and expert advice.
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