
 
 

                                                                                                                    
        

 
Before leaving state service:  

 
 Take your personal holiday if you’re entitled. 

 
 Schedule an appointment with your agency HR representative to: 
• Ensure your personal information is accurate in the payroll system.   
• Verify leave balances and eligibility for payment of unused vacation leave.   
• Make sure you have a copy of your most recent earnings statement. 
• Obtain a copy of your employment history. 
• Obtain copies of your most recent evaluations from your personnel file. 
Contact: Agency HR Office 
 
 If you are using your work e-mail address to apply for jobs in the Online Recruiting 
System, update your applicant profile with your personal e-mail address.   
Web resource:  www.careers.wa.gov/  

 Phone: 360 664-1960. Toll free: 877 664-1960. TTY: 360 664-6211 
 

 Determine retirement and deferred compensation balances.  
Web resource: www.drs.wa.gov   
Phone: 360 664-7000. Toll free: 800 547-6657. TTY: 360 586-5450 

 
 Determine medical/healthcare options: 
• Learn how to continue your medical benefits 
Web resource: www.pebb.hca.wa.gov  Phone:  360 412-4200. Toll free: 800 200-1004. TTY: 
888 923-5622; or contact: Your designated Human Resource Consultant whose name is 
identified in your layoff letter.  
• Explore private health care (Office of the Insurance Commissioner) 
Web resource:  http://www.insurance.wa.gov/shiba/index.shtml  
Toll free:  800 562-6900    
 

 If participating in other benefit programs, determine your options:  
• Flexible Spending Account (FSA) Program  
• Dependent Care Assistance Program (DCAP) 
Phone:  800 659-3035. TTY:  866 908-6043.  E-mail: asi@asiflex.com  

 
 Organize and obtain your workplace job references. 

Contact: Agency HR Office, supervisors and managers 
 

 Assess your transferable skills.  
Web resource: http://www.career.uwo.ca/library/quizzes/skills.html   
 

 Explore a career change. 
Web resource: http://www.careerinfonet.org/ 
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After leaving state service:   

 
 Apply for unemployment and explore any available retraining options.   

Web resource: www.go2ui.com  
Toll free:  800 318-6022.  TTY:  800 365-8969 
 

 Within 60 days, apply for continued health care coverage through Health Care Authority 
or private sources. 
Web resource: www.hca.wa.gov   
Phone: 360 412-4200. Toll free: 800 200-1004. TTY: 888 923-5622 
 

 Keep your contact information current on layoff lists and the General Government 
Transition Pool. 

 
 Learn about state sponsored financial assistance if it becomes necessary.  

Web resource: www.dshs.wa.gov  
 

 Consider whether or not to access deferred compensation contributions.  
Web resource: https://dcp.csplans.com/csportal/welcome.do , or www.drs.wa.gov   
Phone: 360 664-7000. Toll free: 800 547-6657. TTY: 360 586-5450 or 1 866-377-8895  
 

 Determine if you would like to withdraw retirement contributions. 
Web resource: www.drs.wa.gov   
Phone: 360 664-7000. Toll free: 800 547-6657. TTY: 360 586-5450 or 1 866-377-8895   

 
 
For additional resources visit: 
http://www.dop.wa.gov/more/LayoffSupport/EmployeeLayoffInfo/Pages/default.aspx 
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