
Green River College PRFR Report Appendix 2.F.1 

2.F.1 Faculty, staff, and administrators are apprised of their conditions of
employment, work assignments, rights and responsibilities, and criteria and
procedures for evaluation, retention, promotion, and termination.
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Section 1: Human resource policies and procedures 

o Human Resources Policies 
o Exempt/Admin Employee Handbook 
o Classified Employee WFSE CBA 
o Faculty CBA 2025-28 CBA 

 

Section 2: Policies and procedures related to teaching, scholarship, service, artistic 
creation 

o Teaching: Instruction Policies 
o Scholarship: Faculty CBA 2025-28 CBA 

o Article XVI: Academic Freedom, Faculty Rights, And Intellectual Property 
(pages 111-113) 

o Service: Faculty CBA 2025-28 CBA 
o Article V: Terms of Employment - Section A: Job Description for Full-Time 

Instructional Faculty (pages 25-26) 
o Artistic Creation: IN-6 Academic Freedom – 2/4/2020 

 

Section 3: Policies and procedures for apprising employees of working conditions, 
rights and responsibilities, evaluation, retention, promotion, termination 

o Human Resources homepage on GatorNet 
o Human Resources Policies (HR21-26)  
o HR-21 Suspended Operations-Employee's Leave Option – 6/1/2017 

HR-22 Nondiscrimination and Harassment – 8/14/2020 
o HR-23 Leave Without Pay – 6/1/2017 
o HR-24 Administrative/Exempt Position Title Changes  – 6/1/2017 
o HR-25 Layoff Procedure, Non-Rep. Classified Staff – 12/11/2015 
o HR-26 Remote Work Policy – 9/6/2022 
o Workplace Safety: WFSE CBA 

o Article 20 Safety and Health (pages 54-55) 
o Article 22 Drug and Alcohol-free Workplace (pages 57-59) 

o Conditions of Employment: WFSE CBA  
o Article 7 Hours of Work (pages 16-20) 
o Article 25.2 Conditions of Employment (page 60) 

o Work Assignments: WFSE CBA 
o Article 4.2 Types of Appointment (page 4) 
o Article 6 Performance Evaluation (page 15) 
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https://greenriveredu.sharepoint.com/sites/GN-HumanResources
https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/
https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/hr-21-suspended-operations-employees-leave-option.html
https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/hr-22.html
https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/hr-23-leave-without-pay.html
https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/hr-24-administrative-exempt-position-title-changes.html
https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/hr-25-layoff-procedure-non-rep-classified-staff.html
https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/hr-26-remote-work-policy.html
https://ofm.wa.gov/sites/default/files/public/labor/agreements/25-27/wfse_he.pdf
https://ofm.wa.gov/sites/default/files/public/labor/agreements/25-27/wfse_he.pdf
https://ofm.wa.gov/sites/default/files/public/labor/agreements/25-27/wfse_he.pdf


o Rights and Responsibilities: WFSE CBA 
o Article 2 Non-Discrimination (page 1) 
o Article 3 Workplace Behavior (page 2) 
o Appendix K Title IX (page 9) 
o Article 7 Hours of Work (page 16) 
o Article 8 Overtime (page 20) 
o Article 9 Training and Employee Development (page 23) 
o Article 25 Licensing and Certification (page 60) 

o Rights and Responsibilities: Faculty CBA 2025-28 CBA 
o Article I: Recognition - Section C: Recognition of Right to Bargain (page 8) 
o Article XVI: Academic Freedom, Faculty Rights, And Intellectual Property 

(pages 111-113)  
o Evaluation: WFSE CBA 

o Article 6 Performance Evaluation (pages 15-16) 
o Evaluation: Faculty CBA 2025-28 CBA 

o Article IX: Tenure – Section F: Evaluation and Support Process (pages 71-79) 
o Article VI: Adjunct Faculty – Section D: evaluation (pages 40-42) 

Article X: Review of Tenured Faculty (page 85) 
o Annual assessment form used for administrators 
o 2024-2025 Performance Review Guide 
o Retention: WFSE CBA 

o Article 43 Compensation (pages 100-107) 
o Retention: WFSE CBA 

o Article 42.2 Position Review (pages 97-98) 
o Article 43 Compensation (pages 100-107) 

o Promotion: Faculty CBA 2025-28 CBA 
o Article VII Leaves and Faculty Development - Section M: Faculty Excellence 

Awards (pages 61-62) 
o Appendix A: Full-Time Faculty Annual Salary Schedule (page 116) 
o Appendix B: Adjunct Faculty Salary Schedule (page 118) 
o Appendix D: Professional and Technical Salary Placement and In-Service 

Credit Advancement (pages 127-128) 
o Appendix E: In-Service Credit Computation Schedule for Faculty Member’s 

Continuing Education Experience (page 129) 
o Termination: WFSE CBA 

o Article 29 Disciplinary Procedures (pages 63-64) 
o Article 27 Resignation and Abandonment (pages 61-62) 
o Article 34 Reasonable Accommodation Disability Separation (pages 71-73) 
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o Article 35 Layoff and Recall (pages 74-75) 
o Termination: Faculty CBA 2025-28 CBA 

o Article VI Adjunct Faculty: 
▪ Section K: Contract Cancellation (page 50); 
▪ Section L: Termination of Adjunct faculty (page 50); 

o Article XII: Termination Of Employment (pages 92-97) 
 

Section 4: Additional Evidences: 

o NH-Classified New Hire Managers Checklist 05.2025 
o NH-New Hire Classified Professional Mentor Checklist 12.2024 
o Full-time instructor Contract Template 
o Adjunct Agreement Template 
o Blank Adjunct Faculty Workload Contract 
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2.F.1 EV.#1 / Section 1
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Human Resources Policies
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https://www.greenriver.edu/campus/policies-and-procedures/human-resources-policies/
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Exempt/Admin Employee Handbook 

To view the file, please refer to separated Appendix
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Classified Employee WFSE CBA 

To view the file, please refer to separated Appendix
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Faculty CBA 2025-28 CBA 

To view the file, please refer to separated Appendix
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2.F.1 EV.#2 / Section 2
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Teaching: 

Instruction Policies 
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https://www.greenriver.edu/campus/policies-and-procedures/instruction-policies/
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Scholarship:  

Faculty CBA 2025-28 CBA 

Article XVI: Academic Freedom, Faculty Rights, And 
Intellectual Property (pages 111-113) 
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Service:  

Faculty CBA 2025-28 CBA 

Article V: Terms of Employment - Section A: Job 
Description for Full-Time Instructional Faculty – 

Bulletin 3 (pages 25-27) 
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Artistic Creation:  

IN-6 Academic Freedom – 2/4/2020 
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https://www.greenriver.edu/campus/policies-and-procedures/instruction-policies/in-6-academic-freedom.html
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2.F.1 EV.#3 / Section 3
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Human Resources homepage on GatorNet 
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HR-21 Suspended Operations-Employee's Leave 
Option – 6/1/2017 
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HR-22 Nondiscrimination and Harassment – 
8/14/2020 
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HR-23 Leave Without Pay – 6/1/2017 
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HR-24 Administrative/Exempt Position Title Changes  
– 6/1/2017 
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HR-25 Layoff Procedure, Non-Rep. Classified Staff – 
12/11/2015 
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HR-26 Remote Work Policy – 9/6/2022 
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Workplace Safety: 

WFSE CBA 

Article 20 Safety and Health (page 54) 

Article 22 Drug and Alcohol-free Workplace 
(pages 57-59) 
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https://ofm.wa.gov/sites/default/files/public/labor/agreements/25-27/wfse_he.pdf


Conditions of Employment: 

WFSE CBA 

Article 7 Hours of Work (pages 16-20) 

Article 25.2 Conditions of Employment (page 60) 
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Work Assignments: 

WFSE CBA 

Article 4.2 Types of Appointment (page 4) 

Article 6 Performance Evaluation (page 15) 
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Rights and Responsibilities: 

WFSE CBA 

Article 2 Non-Discrimination (page 1) 

Article 3 Workplace Behavior (page 2) 

Appendix K Title IX (page 9) 

Article 7 Hours of Work (page 16) 

Article 8 Overtime (page 20) 

Article 9 Training and Employee Development 
(page 23) 

Article 25 Licensing and Certification (page 60) 
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https://ofm.wa.gov/sites/default/files/public/labor/agreements/25-27/wfse_he.pdf


Rights and Responsibilities: 

Faculty CBA 2025-28 CBA 

Article I: Recognition - Section C: Recognition of 
Right to Bargain (page 8) 

Article XVI: Academic Freedom, Faculty Rights, 
And Intellectual Property (page 111-113) 
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Evaluation: 

WFSE CBA 

Article 6 Performance Evaluation (pages 15-16) 
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Evaluation: 

Faculty CBA 2025-28 CBA 

Article IX: Tenure – Section F: Evaluation and 
Support Process (pages 71-79) 

Article VI: Adjunct Faculty – Section D: 
evaluation (pages 40-42) 

Article X: Review of Tenured Faculty (page 85) 
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Evaluation and Disciplinary Procedures 
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Annual assessment form used for administrators 
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https://www.greenriver.edu/campus/media/documents/campus-resources/human-resources-policies/2024-2025-performance-review.pdf


 
 

2024-2025 Performance Review 
 

 
Name & Emp ID:  Supervisor’s Name:  
Title:  Supervisor’s Title:  

 

Performance Review (instructions on page 8) 
Accomplishments from last year 2024-2025 

For your area:  

 

For your role and/or professional growth:  

Supervisor Comments/Evaluation: 
 
 
 

 
 

Challenges/Barriers from last year  
For your area: 

For you in your role: 
 
 
 
 
 
Supervisor Comments: 
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2024-2025 Performance Review 

2 
 

 
CliftonStrengths (formerly StrengthsFinder) 

CliftonStrengths Information 
1. If you’ve not already done so, submit CliftonStrengths results to Mark Brown (mbrown@greenriver.edu).   
2.  If you have not completed a CliftonStrengths assessment, please contact Mark for an access code.   
3.  Below, please list your top 5 strengths as indicated in your CliftonStrengths report. 
*There is a cost associated with this process. It isn’t necessary to use this portion of the review if you haven’t done 
the Strengths Assessment. 
 

1.  
2.   
3.  
4.  
5.  

 

 
Work Planning for your area for next year (include at least one diversity goal)  

Priorities for next year  (Please include 5 or fewer including DEI goals)   
 
 
 

 

 

 

Supervisor Comments: 

 
 
 

Appendix 2.F.1   Page 77 of 106



 
 

2024-2025 Performance Review 

3 
 

Competency Assessment 
* Exceeds 

Standards 
A level of performance that often surpasses job requirements.  Results are above 
expected level. 

 Meets 
Standards 

A level of performance that consistently meets all normal requirements of the position.  
Progress is fully satisfactory. 

* Needs 
Improvement 

A level of performance that does not meet all of the job requirements.  Substantial 
improvements needed. 

 Not Applicable Not relevant to current position. 
                                                * Written comment required 
 
Knowledge of Job Function  

 Comprehension of pertinent facts, policies, procedures and goals of department 
 Ability to assess accurately a situation, gather and evaluate appropriate data 
 Ability to manage change, adjust to new requirements, procedures, and systems 
 Compliance with Green River College and departmental standards 
 Develop racially inclusive services to all employees through exemplary customer service* 

 
Managers: Please fill out the blue boxes and provide comments. 

☐ Exceeds Standards       ☐ Meets Standards       ☐ Needs Improvement       ☐ Not Applicable 

Click here to enter text. 

 

Please share examples where you have demonstrated DEI principles as a part of your job function 
 
 
 
 
 
 
 
 
 

 
Dependability and Punctuality 

 Attendance, dependability, and consistency with schedule and responsibilities 
  

☐ Exceeds Standards       ☐ Meets Standards       ☐ Needs Improvement       ☐ Not Applicable 

Click here to enter text. 
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2024-2025 Performance Review 

4 
 

 
Initiative and Resourcefulness 

 Resourcefulness in utilizing facts, intuition, and experience.  
 Ability to develop/carry out new ideas and methods. 
 Implement a system of development and accountability to ensure accelerated progress towards becoming a 

racially inclusive, anti-racist organization. 
 Effort to seek new responsibilities and acquire needed skills. 

 

☐ Exceeds Standards       ☐ Meets Standards       ☐ Needs Improvement       ☐ Not Applicable 

Click here to enter text. 

 

Please share examples where you have demonstrated DEI principles as a part of your job function 
 
 
 
 
 
 
 

 

Communication Skills 
 Ability to communicate effectively with staff, students, and faculty.  
 Ability to listen attentively and share information with department and team. 
 Respond effectively when given feedback about the impact of your comments, actions, and/or inactions. 

 

☐ Exceeds Standards       ☐ Meets Standards       ☐ Needs Improvement       ☐ Not Applicable 

Click here to enter text. 

 

Please share examples where you have demonstrated DEI principles as a part of your job function 
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2024-2025 Performance Review 

5 
 

Interpersonal Relations 
 Ability to maintain positive working relationships and recognize racist attitudes, behaviors, and microaggressions 

in yourself and others. 
 Ability to provide honest feedback and accept constructive criticism, including effective engagement in 

meaningful dialogue about race in a racially equitable and inclusive capacity. 
 Ability to effectively interrupt racist dynamics and recognize and shift dynamics of white privilege in the 

moment. 
 

☐ Exceeds Standards       ☐ Meets Standards       ☐ Needs Improvement       ☐ Not Applicable 

Click here to enter text. 

 

Please share examples where you have demonstrated DEI principles as a part of your job function 
 
 
 
 
 
 
 
 
 
 
Management Skills (If Applicable)  

 Ability to interview and hire, coach and mentor, manage staff, and create racially inclusive, high-performing 
teams and work climates where all are respected, valued, feel a sense of belonging, and able to contribute to 
their full potential. 

 Ability to use organizational and political savvy to solve problems. 
 Use a Race Lens in all planning, and decision-making processes. 
 Use a Race Lens to analyze all current policies, programs, practices, and services and revise as needed, to 

eliminate negative differential impact on People of Color and create racial equity and inclusion. 
 Implement a system of development and accountability to ensure accelerated progress towards becoming a 

racially inclusive, anti-racist organization. 

☐ Exceeds Standards       ☐ Meets Standards       ☐ Needs Improvement       ☐ Not Applicable 

Click here to enter text. 
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2024-2025 Performance Review 

6 
 

 

 

Please share examples where you have demonstrated DEI principles as a part of your job function 
 
 
 
 
 
 
 
 
 

 
 
Leadership Work Planning for Your Area and the People You Lead (If applicable) 

Priorities for next year 
 
 
 
 
 
 
 
 
 
 
 

Supervisor Comments: 
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2024-2025 Performance Review 

7 
 

Career Objectives 
Utilize this space to record any career objectives you wish to share. If additional professional development is required to 
accomplish these objectives, please provide details.   
 

 
 
 
 
 

 

Professional Development Planning for You 

Three (or fewer) Professional Development Activities for Next Year 
 

1. 
 
 
2. 
  

3. 
  

Supervisor Comments: 

 
REQUIRED TRAINING: Managers please verify completion by reviewing employee certificate. 

 Please CHECK the box (to the left), indicating you have completed the following ANNUAL training:  
 Title IX: Building Supportive Communities 
 FERPA (Faculty, Adjunct Faculty, and Deans) 
 GRC Child Abuse & Neglect (We are all mandatory reporters) 
 GRC Ethics 
 GRC Non-Discrimination 
 AED (Automated External Defibrillators) 
 Fire Extinguisher Safety 
 First Aid 
 Hazard Communication 
 Campus Security Authority (Assigned training) 

 

If you have not completed the required learning modules listed above, please contact Mark Brown at 
mbrown@greenriver.edu.  
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2024-2025 Performance Review 

8 
 

 

As a team member, signing this does not necessarily mean that you agree with this review, but that you are signing to 
acknowledge that you have reviewed this document with your supervisor. 

Employee Signature:    ______________________________________________________       ____________________ 
                                          Date 
 
 
Supervisor Signature:   ______________________________________________________       _____________________ 
                                           Date 
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Guide for Completing Performance Review 

Summary:  The performance review summarizes accomplishments and outcomes, as well as challenges for the review 
period, which is July 1st to June 30th.  Additionally, the performance review provides a space for work planning, both 
work related goals, and professional development for the upcoming fiscal year.    
 
Who should complete:  GRC staff, managers, and supervisors.  Staff with less than 6 months direct GRC experience may 
not have enough work experience to warrant full completion of page 1.  In these instances, please still complete the 
sections on pages 2-6. 
 
Section Overview: 
 

● Accomplishments: 
o Provide accomplishments, outcomes, and job-related behaviors related to expectations for the review 

period and may include milestones/progress on goals.   

● Challenges: 
o Provide challenges and areas for opportunities related to expectations for the review period.  

Comments may include development needs.  

● CliftonStrengths 
o Follow instructions provided. Please contact Mark Brown, mbrown@greenriver.edu with questions or 

concerns. 
o CliftonStrengths is Gallup’s rebranded name for the StrengthsFinder 2.0 assessment.  If you’ve 

completed a StrengthsFinder assessment, you already have your CliftonStrengths top 5 information. 

● Work Planning: 
o Provide goals and work plans for the upcoming fiscal year.  Goals should align with the unit goals, and 

the mission, vision, and values of Green River College.   You may consider referring to the Green River 
College Strategic Plan draft, as well as the DEI Strategic Plan as you develop these.   Green River College 
encourages the use of SMART format for writing goals: 

▪ Specific 
▪ Measurable 
▪ Ambitious and Achievable 
▪ Results-based 
▪ Time-bound 

● Diversity, Equity, and Inclusion: As we continue our work toward becoming an anti-racist campus, it is essential 
to be actionable and deliberate in our professional growth.  

o Please provide examples of actionable steps you have taken to move the needle forward in our DEI 
efforts. 

● Professional Development: 
o Green River College supports growth, professional development, and encourages staff to seek these 

opportunities both at work and on their own. Provide possible suggestions/activities. Professional 
development can include continuing education, research, skill-based training, and more.   

▪ For some ideas, please contact GRC’s Learning and Development office 
 

Appendix 2.F.1   Page 84 of 106



2024-2025 Performance Review Guide 

  

Appendix 2.F.1   Page 85 of 106

https://www.greenriver.edu/campus/media/documents/campus-resources/human-resources-policies/2024-2025-performance-review-guide.pdf


Guide for Completing Performance Review 

Summary: The performance review summarizes accomplishments and outcomes, as well as challenges for the review 
period, which is July 1st to June 30th.  Additionally, the performance review provides a space for work planning, both 
work related goals, and professional development for the upcoming fiscal year.    
 
Who should complete: GRC staff, managers, and supervisors.  Staff with less than 6 months' direct GRC experience may 
not have enough work experience to warrant full completion of page 1.  In these instances, please still complete the 
sections on pages 2-6. 
 
Section Overview: 
 

● Accomplishments: 
o Provide accomplishments, outcomes, and job-related behaviors related to expectations for the review 

period and may include milestones/progress on goals.   

● Challenges: 
o Provide challenges and areas for opportunities related to expectations for the review period.  

Comments may include development needs.  

● CliftonStrengths 
o Follow instructions provided. Please contact Mark Brown, mbrown@greenriver.edu with questions or 

concerns. 
o CliftonStrengths is Gallup’s rebranded name for the StrengthsFinder 2.0 assessment.  If you’ve 

completed a StrengthsFinder assessment, you already have your CliftonStrengths top 5 information. 
o There is a cost associated with the assessment, so if you don’t have the funds, you can bypass this 

section.  

● Work Planning: 
o Provide goals and work plans for the upcoming fiscal year.  Goals should align with the unit goals, and 

the mission, vision, and values of Green River College. You may consider referring to the Green River 
College Strategic Plan, as well as the DEI Strategic Plan as you develop this component. Green River 
College encourages the use of SMART format for writing goals: 

▪ Specific 
▪ Measurable 
▪ Ambitious and Achievable 
▪ Results-based 
▪ Time-bound 

● Diversity, Equity, and Inclusion: As we continue our work toward becoming an anti-racist campus, it is essential 
to be actionable and deliberate in our professional growth.  

o Please provide examples of actionable steps you have taken to move the needle forward in our DEI 
efforts. 

● Professional Development: 
o Green River College supports growth, professional development, and encourages staff to seek these 

opportunities both at work and on their own. Provide possible suggestions/activities. Professional 
development can include continuing education, research, skill-based training, and more.   

▪ For some ideas, please contact Learning & Innovation. 
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Retention: 

WFSE CBA 

Article 43 Compensation (page 100) 
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Promotion:  

WFSE CBA 

Article 42.2 Position Review (pages 97-98) 

Article 43 Compensation (pages 100-107) 
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Promotion:  

Faculty CBA 2025-28 CBA 

Article VII Leaves and Faculty Development - 
Section M: Faculty Excellence Awards 

 (pages 61-62) 

Appendix A: Full-Time Faculty Annual Salary 
Schedule (page 116) 

Appendix B: Adjunct Faculty Salary Schedule 
(page 118) 

Appendix D: Professional and Technical Salary 
Placement and In-Service Credit Advancement 

(pages 127-128) 

Appendix E: In-Service Credit Computation 
Schedule For Faculty Member’s Continuing 

Education Experience (page 129) 
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Termination: 

WFSE CBA 

Article 29 Disciplinary Procedures (pages 63-64) 

Article 27 Resignation and Abandonment (pages 
61-62) 

Article 34 Reasonable Accommodation 
Disability Separation (pages 71-75) 

Article 35 Layoff and Recall (pages 74-75) 
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Termination: 

WFSE CBA 

Article 29 Disciplinary Procedures (pages 63-64) 

Article 27 Resignation and Abandonment (pages 
61-62) 

Article 34 Reasonable Accommodation 
Disability Separation (pages 71-75) 

Article 35 Layoff and Recall (pages 74-75) 
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Green River College-Human Resources 

Updated: October 2024 

 

 

 

GRC Human Resources 

Managers Onboarding Checklist for Classified New Hires 
 
 

New Employee Details 
Employee’s Name: 

Job Title: 

Department: 

Start Date: 

Orientation Date Attended: 

Manager/Supervisors Name: 
 

Instructions 
• Check each box when completed. 

• Initial and date each line item as it occurs, or mark N/A if not applicable. 

• Submit the following forms at employees one year anniversary to HR@greenriver.edu 

o New Hire Checklist 

o Mentor Checklist (completed within the first month) 

o First annual performance review to HR 
 

Key Contacts 
Tracy Sabo-HR New Hire/Separation Consultant tracy.sabo@greenriver.edu  

Dennise Bolinger-Compensation Consultant dbolinger@greenriver.edu 

Tamara Shilipetar-Recruiting Manager tshilipetar@greenriver.edu  
 

Hiring Preparation: Department Responsibilities 
 Submit a Request to Hire (RTH) to HR@greenriver.edu  

• Email the Recruiting Manager should you need recruiting support. 
 Review applications and conduct interviews.  

• Email reference checks to hr@greenriver.edu  
 Extend offer to selected candidate (after Recruiting Manager approval). 

 Notify Recruiting Manager once the offer is accepted. 

Hiring Process: HR Responsibilities 
 Complete onboarding paperwork (I-9, background check, etc.) 
 Notify manager when onboarding documentation is complete and provide Empl ID and confirmed start 

date. 
 Inform Payroll of the new hire’s start date. 
 HR Benefits will contact new employee through their personal email before the start date or to their GRC 

email on the start date. 
 Learning & Innovation will notify the manager of the new employee's orientation date. 
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Green River College-Human Resources 
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Pre-Start: Department Responsibilities 

 Communicate key information to the new employee, including: 

• Congratulations and welcome message 

• Work schedule and role expectations 

• First-day itinerary, including any department-specific dress preferences (if applicable) 

• First-day details (greeting contact, location, time) 

• Directions, parking, and transportation options 

• Contact info for department mentor 

• Share GRC’s Vision, Mission, and Core Values statements 
 Request physical keys (if applicable) via Key Authorization Slip and submit to facilities@greenriver.edu  

 Submit IT requests: 

• For necessary equipment  through the Service Catalog. 

• Employee accesses (email, Teams, Canvas, necessary drives, job-specific software etc.) New 

Account Set-Up 

• Arrange job-specific access in ctcLink ctcLink Permissions 
 Ensure the workstation is clean, accessible, and fully stocked with necessary supplies. 

 Notify your department of the new employee’s name, role, and start date. 

 Order business cards (if applicable) through College Relations. 

 Request after-hours access to SafetyDispatch@greenriver.edu (if needed) 

 Contact Payroll at payroll@greenriver.edu for the pay period calendar and FAQs. 

 Assign a mentor and provide them with the Professional Mentor Checklist (the list can be found on the 

Managers Resources Gatornet page HERE) 

 

Choosing a Professional Mentor for Onboarding 

• When assigning a mentor for your new classified employee, select someone in your department 

who: 

o Is knowledgeable about your team, processes, and campus resources. 

o Exemplifies GRC’s CORE values by being professional, positive, and supportive. 

o Maintains a factual, respectful, and gossip-free environment. 

o The mentor will: 

o Spend the first month providing guidance, tours, and serving as the primary point of 

contact. 

o Check in weekly for the first month with the employee to discuss their experience and 

ensure they have the right support. 

• This role is vital to creating a welcoming and productive onboarding experience, so choose 

someone who will reflect the college's standards and values effectively. 
 

 Ensure the employee completes an onboarding meeting via Zoom or in-person PRIOR to their start date 

to verify I-9 documents. Contact the HR New Hire Consultant with any questions or issues 
 Create a first-week agenda. 

New Employees First day 

• Ensure the following steps are completed to help the new employee settle in: 

 Campus Tour & Introductions 

Appendix 2.F.1   Page 95 of 106

https://www.greenriver.edu/campus/office-of-the-president/index.html
https://greenriveredu.sharepoint.com/sites/GN-Facilities/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FGN%2DFacilities%2FShared%20Documents%2FKey%2DAuthorization%2DSlip%2Drev2019%20%2800000002%29%2Epdf&parent=%2Fsites%2FGN%2DFacilities%2FShared%20Documents
mailto:facilities@greenriver.edu
https://greenriver.edu/
https://support.greenriver.edu/TDClient/98/Portal/Requests/ServiceDet?ID=672
https://support.greenriver.edu/TDClient/98/Portal/Requests/ServiceDet?ID=672
https://support.greenriver.edu/TDClient/98/Portal/Requests/ServiceDet?ID=617
https://greenriveredu.sharepoint.com/sites/GN-CollegeRelations
mailto:SafetyDispatch@greenriver.edu
mailto:payroll@greenriver.edu
https://greenriveredu.sharepoint.com/sites/GN-HumanResources/SitePages/Managers-Tool-Kit.aspx


Green River College-Human Resources 

Updated: October 2024 

 

• Give a campus tour, including the employee’s work area, restrooms, break areas, emergency exits, 

kitchens, workrooms, and copiers. 

• Show the employee their workstation and where to store personal belongings. Ask if they need 

any special accommodations (e.g., stand-up desk, unique chair, headphones). 

• Introduce the employee to their department mentor (if not previously done). 

• Introduce them to staff in departments your team collaborates with. 

• Arrange a meet-and-greet (e.g., department luncheon). 
 

 Workstation Setup & Access 

• Issue keys/keycards and explain after-hours/weekend access policies (if applicable). 

• Explain how to use fax and copy machines (contact mwells@greenriver.edu for assistance). 
 

 Company Values & Team Orientation 

• Review GRC’s Vision, Mission, and Core Values statements. 

• Discuss department goals, objectives, and the employee’s role within the team. 
 Procedures, Policies, & Safety 

• Cover department-specific procedures (e.g., opening/closing protocols). 

• Review break times, meal periods, and attendance policies. 

• Review safety procedures and share the departmental phone tree (if applicable). 
 Documentation & Job-Specific Details 

• Provide a copy of your departments Terminology Reference List (a sample is in Managers 

Resources Gatornet page HERE) 

• Provide a copy of your departments Colleague Contacts List (a sample is in the Managers 

Resources Gatornet page HERE) 

• Provide a copy of this checklist for their reference. 

• Provide a copy of their job description, review pay details, and explain pay periods, pay dates, 

and direct deposit options (contact payroll@greenriver.edu for questions). 

• Assign a specific task for the employee to complete. 
 Virtual & Benefits Overview 

• Offer a virtual tour of HR Gatornet such as:  

o Classified CBA on the Classified Employee page. 

o GRC Employee Educational Benefits link for additional educational opportunities. 

o HR Benefits & Wellness page. 

• Encourage them to read all emails, newsletters and newsposts from the HR team as it’s helpful to 

their experience here at GRC. 

• Provide a virtual overview of ctcLink, showing where to update personal contact info, enter 

direct deposit details, and review W-2 information. 

• Offer a time to set up a meeting with Benefits to discuss options and confirm they received all 

benefits information. 

• Important: Provide HR with a signed job description. 
 End-of-Day Check-In 

• Check in with the employee at the end of the day to answer any questions. 

New Employees First Week 
 Ensure the employee has the necessary information and equipment to perform their job. 
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Assign relevant trainings from the General Staff Onboarding Manual: ctcLink Training Manual —

Identify which trainings apply to the role, provide a list to the employee, and set clear deadlines. 
 Include the new employee in staff meetings or other relevant teams/committees by sending Outlook 

calendar invites. 
 • Review policies and procedures with the employee, including: 

o Requesting vacation or overtime 

o Personal and long-distance calls 

o Probationary period  

o Business travel and reimbursement (if applicable) 

o Use of department vehicles (if applicable) 

o Receiving and accepting gifts 

o Visitors in the workplace 

o Maintaining confidentiality 

o Reinforcement of college resources for work use only (remind them that college 

equipment is state property) 

 
 Sense of belonging 

• Inform and welcome the employee to explore GRC’s committees and caucuses. 

o Affinity Caucuses list 

o Committees list 

New Employees First Month 

 Review professional development opportunities and assist with any relevant sign-ups. 

 Facilitate introductions with department staff to help the employee understand each team member's role. 

 Meet to discuss the employee’s performance and set goals for the fiscal year. 

 Schedule weekly 1:1 check-ins (minimum 30 minutes per week) to review progress and provide 

feedback. 

• During these 1:1 meetings, discuss what energizes or de-energizes the employee (reference 

Foundations of Leadership Training). 

• Review professional development opportunities and assist with any relevant sign-ups. 
 Confirm the employee is signed up for and has attended any required ctcLink training. 

 Encourage the employee to check their email at least once a week for essential updates like Benefits 

Open Enrollment, required attendance events, and other critical announcements—especially important for 

those not using a computer daily. 
 Collect the Mentor Checklist for your records and retain it for submission to HR along with the 

employee’s first annual performance review. 
 

New Employees First 90 Days Follow-Up 

 Review fiscal year goals and job duties with the employee. 

 Hold a performance management discussion. 

 Continue discussing strengths and growth areas in 1:1s.  

• Reference Foundations of Leadership Training. 
 

New Employees First 6 Months Follow-Up 
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 Hold a Performance Assessment (The supporting documents can be found on the Managers Resources 

Gatornet page HERE) 

• Review goals and job duties. 
 Arrange for the employee to attend at least one learning, training or professional development event. 

 For professional development funding requests, provide them with the Classified Staff Training & 

Development Gatornet page. 

• For any questions about professional development, direct them to Learning & Innovation. 
 Continue discussing energy levels during 1:1s (reference Foundations of Leadership Training). 

 

New Employees First Year Follow-Up 

 Recognize their one-year anniversary. 

 Hold a Performance Assessment (The supporting documents can be found on the Managers Resources 

Gatornet page HERE) 

• Review goals and job duties. 

 Continue discussing strengths and areas for growth in 1:1s. 

• Reference Foundations of Leadership Training 

 Submit the following forms to HR@greenriver.edu:  

• Signed New Hire Checklist 

• Mentor Checklist (completed within the first month) 

• First annual Performance Assessment 

 

 

Signatures: 

              

 New Employee (Print & sign) Date 

 

 

      

 Manager  (Print & sign) Date submitted to HR 
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GRC Human Resources 

Professional Mentor Onboarding Checklist for Classified New Hires 

New Employee Details 

Employee’s Name: 

Job Title: 

Department: 

Start Date: 

Orientation Date Attended: 

Manager/Supervisors Name: 

Instructions 

• Check each box when completed. 

• Initial and date each line item as it occurs, or mark N/A if not applicable. 

• Submit the form to the manager immediately after all items are completed. 

 
 
REMINDER:  Please remain professional, factual, and positive, avoiding gossip, rumors, or assumptions. Review GRC’s CORE 
values before the new employee’s start date to ensure you can share and demonstrate them as you mentor. Be mindful of 
GRC’s commitment to these values throughout the onboarding process. 

Checklist for the Professional Mentor Office Culture Tour 

 Provide a tour of the department and campus, emphasizing department and campus culture. 

 Set up weekly touch-base meetings with the new employee for their first month. 

• Check in with the employee on their experience so far, offering support or helping them connect with the 

right contacts across campus for additional assistance. 

 Provide a welcoming overview of the department’s culture, highlighting positive practices and expectations that 

support success. 

 

 

Signatures: 

              

 New Employee (Print & sign) Date 

 

 

      

 Professional Mentor (Print & sign) Date  
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Welcome to Green River College! 

As an adjunct faculty member, you have been hired to perform educational services to support the mission and goals of 
the College. The following is a summary of information to help you understand the conditions of employment: 

Your temporary faculty appointment is on a quarter-by-quarter basis. 
Initial salary placement is at Level A within the degree you hold, using the appropriate adjunct salary schedule of 
the faculty negotiated agreement. 

earned. Pay will be adjusted beginning with the period of the current contract when transcripts are received. 
Your appointment may be subject to cancellation by the College if your services are not needed. 

 
o there is insufficient class enrollment, 
o a class is needed to make a full load for a tenured faculty member, or 
o there is a reduction in the program. 

This temporary appointment is not subject to tenure. Neither this appointment, nor any policy, rule, or regulation 
will be construed as providing an expectation of re-employment once your appointment has ended. There is no 
guarantee of continued employment. 
This offer of employment is made subject to the current faculty negotiated agreement (attached), as well as the 
policies, rules, or regulations of the College, and of other State agencies which the College is required to observe 
in practical and/or efficient operation of its College(s), and the laws of the State of Washington. 

Next Steps 

Please sign and return this letter of employment by either emailing it to HR@greenriver.edu or dropping it off at Human 
Resources.  This confirms that you understand and accept the conditions of employment. 

If you have any questions, reach out to  contact Human Resources HR@greenriver.edu or 253-288-
3320.

Acknowledgment 

Full Name (Signature): _____________________________________________________ Date: ____________________ 

Full Name (Printed): ___________________________________________________________ 

Department/Division: ___________________________ Supervisor & Extension: ________________________________ 

Additional Resources 

GatorNet. You will gain access 
once you receive your GRC credentials (email address and password). GatorNet provides: 

Employee-type information 
Collective Bargaining Agreement(s) 
Documents and forms 
Helpful resources to support you as an adjunct faculty member 
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Blank Adjunct Faculty Workload Contract 
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