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HOURLY PROVISIONS/INFORMATION
All hourly individuals must be processed and officially hired through the Human Resource department prior to the first day of employment.  

HOURS/BREAKS/MEAL PERIODS:  Hourly individuals may work up to 1030 hours in a 12-month period.  The 12-month period begins on the individual’s date of hire into an hourly position.  Hourly individuals are eligible for a 10-minute break for each 4 hours of work and a ½ hour (non-paid) meal period after 5 or more hours of work.

RETIREMENT:  Approved hourly appointments are generally not eligible for retirement. Positions that exceed 70 hours of work in any five months during the year may be eligible for retirement benefits.

BENEFITS: Hourly Individuals are generally not eligible to receive health benefits, paid leave or holiday pay. Hourly Individual’s are eligible for health benefits if they work 87 or more hours per month for six (6) consecutive months.   

MULTIPLE POSITIONS:  Hourly individuals may work in more than one position; however, the total hours cannot exceed 1030 hours during the 12-month period.  Hourly individuals need to coordinate with supervisors to avoid exceeding the total hour’s limitation.  Hourly Individuals may hold a concurrent work-study position but they must be separate and distinct positions.

TIMEKEEPING and PAYCHECKS:  Please check with your supervisor regarding completion & due dates of automated time sheets.  Hourly individuals are paid twice per month.  Hourly individuals are highly encouraged to utilize direct deposit.  Pay dates are the 10th and 25th of the month, unless these dates fall on a weekend or holiday.

PARKING:  Hourly individuals are required to purchase and display a valid parking permit.  Permits are to be displayed in the left front lower corner of the windshield (driver’s side).  Parking permits may be purchased quarterly or annually.  Please observe traffic rules and watch for pedestrians while driving on-campus.  For information please contact parking services at 566-5173.

DIVERSITY:  The College values diversity in its workforce.  We place particular emphasis on those applicants who can demonstrate an interest in, knowledge of and commitment to the educational and professional development of our diverse work and academic environment.

HARASSMENT/DISCRIMINATION:  The College prohibits discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, sexual identity, age, marital status, Veteran status, or disability.

DRUG FREE POLICY: The College provides a drug-free, healthful, safe and secure work and educational environment and complies with the Federal Drug-Free Workplace Act of 1988.

COUNSELING AND OTHER RESOURCES: The College offers assessment and referral services for staff.  It can and will assist any staff member seeking an appropriate service.  Staff may contact any of the following resources to get assistance:

24-Hour Alcohol and Drug Information Line: (800) 562-1240

United Way HELP Line:  (800) 572-4357

Employee Advisory Service:  Olympia (360) 753-3260,  Seattle (206) 281-6315

TCC Counseling Center, Bldg. 18:  (253) 566-5122

Crisis Line – Tacoma:  (253) 798-4333

USE OF STATE RESOURCES:  Users of any of the College’s current or future electronic publishing, message, or information storage and retrieval systems agree to comply with applicable state, federal and local law, WAC code & college policies & procedures.  

Use of College publishing or message systems that promotes any of the following is prohibited.

· Discrimination of the basis of race, color, national origin, religion, disability, sexual orientation, sexual identity, sex, age, Veteran or marital status.

· Sexual Harassment 

· Copyright infringement  

· Personal political benefits  

· Personal religious beliefs 

· Personal business interests or any unlawful activity. 

College equipment or services shall not be used to transmit, store, or display any message or image that would be considered obscene, offensive, or objectionable by the recipients, students or college staff.    

All Tacoma Community College hourly individuals are required to maintain confidential information; use reasonable and conservative judgment in matters of personal use of time and equipment, and are expected to follow the guidelines presented in this brochure. All staff is required to abide by the College Ethics Policy.

If you have questions, please contact Maxine Johnson, Human Resources at (253) 566-5075.

This brochure is designed solely as an informal guide for hourly individuals and contains only general statements of College policy or state provisions.  Employees should refer to individual policies for complete information.

