) Washington State Department of

Enterprise Services

Layoff List Report - User Guide

The Statewide Layoff Lists are maintained centrally at the Department of Enterprise
Services (DES). Agencies may opt for DES to maintain their Internal Layoff Lists, as
well. Layoff candidates are referred by job class, seniority, and preferences.

Eligible Layoff candidate(s) are considered for opportunities per the rules or bargaining
agresment.

Overview

Eligible candidates submit their resume and a copy of their layoff letter to DES to geton
the list and are entered into the online recruiting system (OLRS) by the central layoff
coordinator. Agencies may maintain their own internal layoff lists or have DES maintain.

Run Ad Hoc Report Layoff List

1. The Insight Recruiter runs the report Layoff List to view the layoff candidate’s for the
job class, location, job type and work shift for the position:

a. Reports — Ad Hoc Reports Builder —» Layoff List Report — View

b. Click on [select value] for each of the required fields to select the value for the
position (the values selected by the previous user will appear, click on the value
to view the options). Selections MUST be made in the following fields or the
report results will be none:

e Job Class

e Location

e Job Type

o Shift
In this example the job class is Administrative Assistant 2, the location is
Thurston County, the job type is Full-time and the shift is being selected as Days.

bliew Reporﬂ

&) Select records where all ofthe following apply

S Applications Lavoff Job Clags-ihat ., Isequalto Administrative Assistant 2
€ Applications Layoff Locations-What.. |s equalto Thurston County

€ Aoplications Lavoff Job Type -What . Is equalto FulHime

€ Applications Layoff Shifts-Whatwo_. is equal to Bays (7

Days
Swing
Graveyard
1 Rotating




b. The postings the candidate is on for Departments you have access to will come
up in a table. Click on View in the Action column for the Layoff Administration
Job Title to see the candidate’s application information, their preferences, and
their resume attachments.

Note: When Layoff candidates are entered into the pool, limited information is
entered on their behalf. Their resume should be reviewed, if provided OR
requested directly from the candidate.
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3. When you hire a candidate from the Layoff list, please email the layoff administrator
at LAYOFFandGGTP@des.wa.gov, include the hired candidate’s name, the job
class and pay range they were hired into.

Report a Waive

If the eligible layoff candidate waives the opportunity, change their status to Reject with
the Reject Reason of Layoff: Waive for your internal tracking. It's recommended that
you enter in the waive details in the Comments section, and then click on Reject.
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Once you have entered the waive for the candidate, notify the layoff administrator via
email at LAYOFFandGGTP@des.wa.gov to report the waive. You must include the
candidate’s name, the posting which the waive was incurred, the job class, your name,
and your agency.
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