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Summary: The State of Washington, like many other states, is facing a budget shortfall. Government programs
are being eliminated and staffing levels reduced. Preparing for and implementing a layoff is tough for everyone
involved. How an employer manages this difficult task leaves an impression on current and former employees
that will last for years to come.
The Department of Personnel (DOP) convened a cross-agency team to develop a one-stop source of information
and resources for state employees impacted by layoff. This collaborative approach provides coordinated,
consistent information and eliminates duplication of effort across state agencies. The program includes:
Layoff Information and Resources Checklist – During a stressful time such as layoff, impacted
employees may find themselves uncertain about what action to take. A personal action checklist was
developed as a guide to help employees in taking those important steps at various stages of the process.
This checklist is unique in that it breaks down suggested actions when an employee is notified of
potential layoff, when an employee is given official notice, before leaving state service and after leaving
state service.
Layoff Information Sessions – Professionals from retirement, benefit, unemployment, rehire and
employee assistance programs, as well as a local community college representative present key
information a laid off employee should know. Workshops are held two to four times per month in
locations across the state. A comprehensive resource packet is provided to participants.
Web Site Tools and Resources – The DOP website includes a dedicated section on layoff for both
employees and employers. The site includes information on the technicalities of the layoff process,
including links to rules and collective bargaining agreements, as well as a variety of tips and resources
for handling stress, coping with change, managing personal finances, applying for unemployment,
continuation of health care benefits, continuing education or re-training opportunities and more.
Layoff Information and Resource Center – A physical resource center offers employees in-person or
phone assistance with their job search. In addition to getting job search coaching and resources from our
staff, visitors have access to computers to search and apply for jobs, and can access other online
resources.
Training workshops – Six custom mini-workshops were developed and are now being offered to
managers and employees.

1. Program Description. The State of Washington, like many other states, is facing a budget shortfall.
Government programs are being eliminated and staffing levels reduced. Preparing for and implementing a
layoff is tough for everyone involved. How an employer manages this difficult task leaves an impression on
current and former employees that will last for years to come. In response to these circumstances, the
Department of Personnel (DOP) convened a cross-agency team to deliver a one-stop source of information
and resources for state employees impacted by layoff. This collaborative approach provides coordinated,
consistent information and eliminates duplication of effort across state agencies. The program includes:
 Layoff Information and Resources Checklist – During a stressful time such as layoff, impacted
employees may find themselves uncertain about what action to take. A personal action checklist was
developed to help guide employees through those important steps at each stage of the layoff process.
The checklist breaks down suggested actions when an employee is notified of potential layoff, when an
employee is given official notice, and before leaving state service and after leaving state service. It is
also available on our website:
http://www.dop.wa.gov/more/LayoffSupport/EmployeeLayoffInfo/Pages/default.aspx
 Layoff Information Sessions - Workshops are held two to four times each month in locations across the
state. Professional staff from multiple agencies (representing retirement, benefits, unemployment,
rehire, and employee assistance programs) as well as a local community college representative present
key information a laid off employee should know. A representative from the Washington State Labor
Council is also in attendance to support employees. Session attendees receive a comprehensive resource
packet and an overview presentation that walks them through the information. For those unable to
attend sessions, key materials, including the presentation, are available for viewing and downloading
from our website:
http://www.dop.wa.gov/more/LayoffSupport/EmployeeLayoffInfo/Pages/Presentations.aspx

Online Tools and Resources – The DOP website provides a dedicated section on layoff for both
employees and employers. Regularly updated, the site features information on the technicalities of the
layoff process, including links to rules and collective bargaining agreements, as well tips and resources
for handling stress, coping with change, managing personal finances, applying for unemployment,
continuation of health care benefits, continuing education or re-training opportunities and more.
http://www.dop.wa.gov/more/LayoffSupport/Pages/default.aspx
Layoff Information and Resource Center - A physical resource center offers employees in-person or
phone assistance with their job search. In addition to getting job search coaching and resources from our
staff, visitors have access to computers to search and apply for jobs, and other online resources such as
sample cover letters, resume templates, interview techniques and hints.
http://www.dop.wa.gov/recruitment/JobSeekerServices/Pages/JobSeekerSupport.aspx
Training workshops - Six mini-workshops (two to four hours) are offered to support managers and
employees. Workshop offerings include: Change Management – Finding the “Up” in Upheaval;
Managing the Change Effort; Maintaining a Positive Attitude - for Managers; Managing Transition and
Job Loss; and Personal Stress Management. As of March 2009, more than 240 state employees have
attended one or more of the 12 sessions delivered. Information on the workshops we are currently
offering may be found at:
http://www.dop.wa.gov/more/LayoffSupport/EmployeeLayoffInfo/Pages/EmployeeLayoffToolsandResources.aspx

2. How long has the program been underway? January 2009
3. Why was this program created? To prevent employees impacted by layoff in state government from
unnecessary confusion and hardship. Our goal is to bring the resources together in one place to help employees
know what decisions they need to make and the resources that are available to assist them.
This collaborative approach also reduces duplication of effort across employers. With more than forty different
state agencies and another forty higher education facilities it is not efficient for each individual employer to
create resources or arrange presentations for their impacted employees. The resources and tools were created
centrally with cross-agency participation and represent the state as one employer. Another goal is to reduce call

center wait time by targeting large groups of employees, rather than receiving separate calls or visits to centers
from individual employees at the various support organizations (unemployment office, healthcare, retirement,
etc.). By answering common questions and providing information in advance, the process will be smoother for
those seeking services from the central support employers.
4. Why is this program new and innovative? In Washington, where hiring is decentralized, agencies
typically operate as individual employers. The scale of this pro-active, coordinated and visible approach to
managing the difficult process of laying off employees represents innovation in the way our state is responding
to an emergent business need. We involved experts from the right organizations to ensure an informed and
coordinated approach. Individuals who have personally experienced a layoff, those who have survived a layoff
and managers who’ve had to implement a layoff all provided input. We’ve taken lessons learned from prior
downsizing efforts and integrated them into this program. The employee checklist is, specifically, one of the
most innovative products to come out of this effort. The checklist walks the employee through important steps
they need to take, such as accessing unemployment, applying for rehire consideration, and maintaining benefits.
The checklist also includes resources on managing finances and dealing with transitions. In collaboration with
our higher education partners, we’re also able to provide resources to assist employees in considering
educational opportunities to expand their skills.
5. What was the program’s start up cost? This program was funded using existing resources. Program
development included senior professional representatives from six state programs across multiple state
agencies. Ultimately, this collaborative approach is saving the state money by providing one source rather than
each agency investing in creating separate programs.
6. What are the program operational costs? Department of Personnel recruitment staff has been redeployed
to support this effort, with help from our training and employee assistance staff. Our partner agency employers
provide the other staffing resources for the two to four monthly presentations. Each agency pays for their own
employee travel costs.
7. How is this program funded? Existing resources.
8. Did this program originate in your state? Yes.

9. Are you aware of similar programs in other states? No, we are not aware of a similar program. Other
states may provide support to laid off employees, but our program stands out because of its visibility,
collaborative approach, and comprehensive employee checklist.
10. Measuring results. As of March 25, 306 employees have attended a layoff information session.
Evaluations indicate the majority of attendees found the sessions helpful during what is otherwise a very
difficult time. The overall rating of this session is 3.98 out of a 4 point scale. Some quotes from session
attendees include:
“This was a great presentation and I am happy I attended. I plan on getting the word out to other
employees about attending.”
“The presentation was helpful and there are people who are willing to help and care.”
“The checklist for employees is very helpful and comprehensive.”
“Your agency does such great work – you really care about state employees. Now I know what I need to
do next. I’m going to be OK.”
For the workshops specifically designed around change, 242 state employees have already attended one or more
sessions, and the average satisfaction ratings for the courses have been 6.2 out of a 7 point scale.

11. How has the program grown and/or changed since its inception? N/A

