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FREQUENTLY ASKED QUESTIONS
Career Support Services (CSS) provides an array of services to assist employees in obtaining other job opportunities and to assist King County departments in maintaining a highly skilled workforce.  A list of questions and answers about CSS is provided below. 
program eligibilty, rights, expectations AND BENEFITS 

Who is eligible to receive services from Career Support Services?

· Employees who receive a layoff notices from a regular career service or civil service budgeted position

· Employees who have successfully completed a probationary period in a regular career service or civil service budgeted position without a break in service

· Employees who successfully complete at least six months of a standard one year probationary period in a regular career service or civil service budgeted position without a break in service

· Employees who were laid off from a position that was filled through a competitive, recall, reassignment, demotion or lateral transfer process
Who is not eligible to receive services from Career Support Services?
· Employees who are not hired through the career service or civil services processes

· Appointed employees

· Probationary employees who have completed less than six months of their probationary period

· Provisional employees

· Term-limited temporary employees

· Short-term temporary employees

· Student interns, work study students and fellows
What are my rights under the Career Support Services Program?
· Priority referral and placement into King County career service and term-limited positions under the Executive Branch, prior to posting of a regular recruitment
· Access to referral and placement services for up to two years from the date of your layoff (consult applicable collective bargaining agreements for length of service)
· Restoration of unused sick leave accrued prior to layoff, when placed into another county position within the two year eligibility period
· Restoration of the vacation accrual rate that was in place at the time of your layoff, when placed into another position within the two year eligibility period
· Opportunity to restore any previously withdrawn contributions to the State Retirement System, when placed into another county position within the two year eligibility period
What does Career Support Services expect of me?

· Complete and submit all required paperwork in a timely manner
· Meet with Program staff as requested
· Provide prompt responses to requests for information and documentation
· Provide up-to-date work and home addresses, phone numbers, and emails
· Go to all scheduled referrals, informational meetings and job interviews
· Complete all assigned training
· Attend orientations and workshops
· Provide written notification if you are no longer interested in receiving Program services Include current contact information with your notification
· Accept a comparable position unless you have a documented and justified reason to decline
· Provide honest and accurate information
· Inform CSS staff when you will be unavailable for over 24 hours.  If possible, provide them with your contact information where you can be reached.
How long can I receive services from Career Support Services?
· If you are a represented employee, the length of service is determined by your contract 
· If you are a non-represented employee, the length of service is two years from the date of your layoff, unless you are placed into a comparable position or resign prior to your actual layoff date
Under what circumstances can I be removed from the Career Support Program?
· If you refuse a referral, job interview or a job offer to a qualified comparable position

· If your termination is due to your own actions (such as insubordination, tardiness, etc)

· If your service eligibility period expires

· If you accept a comparable career service position

· If your position is rescinded

· If you bump into a comparable position
Will I remain eligible to receive services if I accept a position in a lower classification?
· Yes, you will remain on the Program eligibility list for the remainder of your eligibility period and will only be referred to positions in your previous salary range
Am I eligible for Program services if I accept a career service position with a reduction in hours? 

· Yes, you will remain on the Program eligibility list for the remainder of your eligibility period and will only be referred to positions in your previous salary range and hours
Am I eligible for Program services if I accept a position with an increase in hours? 

· It depends.  If you are represented and an increase in hours is addressed in your union contract, then we follow what the contract states.  If the contract is silent or you are non-represented, then you are not eligible for Program services. 
Am I eligible for Program services if I elect to bump?

· If you bump to a comparable position, you will not be eligible to receive program services
· If you bump to a lower classification or a part-time position, you will remain eligible to be referred to a position at the previous salary range of the position you held at the time of layoff
Will I be eligible to receive Program services if I accept a position outside of King County before my layoff date?

· No, leaving employment prior to your layoff date would be considered a resignation. If you resign in good standing, you will remain eligible for reinstatement but not for Program services.

Will I be eligible to receive Program services if I accept a position outside of King County after my effective layoff date?

· Yes, you will remain eligible to receive Program services
What if my position is reinstated before the end of my eligibility period?
· You will have absolute rights to return to that position 
What if my position is reinstated before the end of my eligibility period and I have already been offered or placed into another position?

· You will have absolute rights to return to that position.  If you decline to return, you will no longer be eligible for Program services.
Will I be eligible to receive Program services if I decide to retire prior to my layoff date?

· No, you will not be eligible to receive program services if you retire prior to your layoff date
Will I be eligible to receive Program services if I decide to retire after my layoff date?

· If you are laid off and then retire under a retirement plan receiving a lifetime defined benefit offered by the Washington State Department of Retirement Systems or the Seattle City Employees Retirement System, you will not be eligible for recall services from the Referral and Placement Program
· Should you, as the retiree, choose to return to county work within two years of the date of layoff, you will be eligible for recall provided you have suspended receipt of retirement benefits
What is recall and who is responsible for managing my recall rights?

· Recall is a job offer back to your previous position per your contract language
· Your department is responsible for managing your recall rights.  If you have questions about recall, please contact your department layoff coordinator.
Can I volunteer to be laid off?
· Prior to making a decision about a voluntary layoff, you should know your rights and understand the unemployment compensation eligibility rules. Contact the Washington State Employment Security Department at 1.800.318.6022 or visit its website at http://www.esd.wa.gov/uibenefits/faq/faq-ui.php 
· Non-represented employees may volunteer to be laid off in cases where a determination has been made by management that a layoff will occur in the same classification as that employee in the same department or division
· Represented employees may volunteer to be laid off in cases where their respective collective bargaining provision provides for it or where their union representative and the HRD Labor Negotiator, in consultation with department management, reach an agreement to allow it
· Accepting or denying a request for voluntary layoff is within the discretion of management.  The employee has no right to be laid off, unless otherwise provided for under a collective bargaining agreement.

· Eligibility for unemployment compensation is subject to evaluation and determination by the Washington State Employment Security Department.  Managers and supervisors do not have the authority to make assurances, or decisions, about eligibility for unemployment compensation.

What happens to my medical benefits if I am laid off?

· Laid off employees can continue to pay for and receive medical, dental and vision benefits for up to 18 months under COBRA.  Contact the Benefits Division at 206.684.1556 for more information.
Can I be laid off while I am on a leave of absence or family and medical leave?
· Yes, you can be laid off based on applicable criteria.  Consult your department layoff coordinator if you need information.

Can I be laid off if I am on military leave?

· Yes, you can be laid off based on applicable criteria.  Consult your department layoff coordinator if you need additional information. 
Am I eligible to receive training from the state funded Worker Retraining Program offered through the Community and Technical Colleges?

· Contact the Worker Retraining Program at the community or technical college you wish to attend for eligibility information and services 
program services and position referral process
What services are provided by the Career Support Services Program?

· Individualized skill assessments
· Job search assistance
· Job application materials assistance
· Priority referral and placement into comparable or lower level career service and term-limited temporary positions (Executive Branch only)
· Interview training and coaching sessions
· Targeted mock interviews
· Post-interview debriefings
· Access to Microsoft Office Suite program interactive tutorials
· Software testing, assessments and training
· A variety of workshops and trainings
What types of positions can I be referred to?

· You can be referred to your former classification, a similar classification, a lower classification or any classification deemed appropriate by the Human Resources Division Director

· You can be referred to career service, term-limited temporary and short term temporary positions

What should I do if I think I see a job I should be referred to?
· Thoroughly review job qualifications listed on the job announcement to make sure you meet all of the qualifications
· Contact the Program staff immediately and be prepared to clearly identify how you meet each of the listed job qualifications 
· Based on that discussion, one of the following decisions will be made: (1) to gather further information from the department, (2) to not make a referral, or (3) proceed to make the referral
What should I expect once I am referred to a position?

· The hiring department representative will contact you directly to schedule an interview
· You will be scheduled for required testing processes (if applicable)
· Contact CSS staff to schedule a interviewing coaching and a target mock interview

· Contact CSS staff to offer a debriefing of your interview process

· If you pass the interview and testing process (if applicable) your department will be contacted to provide a reference
· You will either be contacted by the hiring department representative directly or by Career Support Services staff with a hiring decision
What if I think that I am qualified for a comparable position and the department does not want to hire me?

· CSS Program staff will request all materials used in the selection process to conduct a selection audit
· If the hiring decision is justified, Program staff will contact you directly to discuss the basis for the decision by the hiring authority
· If it is determined that the hiring decision was not justified, CSS Program staff will meet with the hiring authority to discuss the findings and make a decision
· If a resolution cannot be reached, the issue will be referred to the Human Resources Division Director for a decision
· You will be contacted by CSS Program staff of the final decision
Can I be referred to a promotional position through Career Support Services?

· No, CSS do not refer Program participants to promotional positions   

· You must apply through the regular open competitive recruitment process  

· You must compete with all other applicants who apply through the open competitive process
· You must meet all of the qualifications and be able to document those qualifications identified on the job announcement 
· You are required to pass the selection process, including interviews, tests, references and any other identified selection requirements
· The department has a right to choose the appropriate candidate without providing additional documentation to Career Support Services staff
What determines if a position is promotional?

· Promotion is defined as a position in a different classification which has a higher maximum salary
· If you are an hourly FLSA employee (overtime eligible), “promotional” is determined by comparison of your highest step/hourly wage with the highest step in vacant position
· If you are an FLSA exempt employee (not overtime eligible), “promotional” is determined by comparison of your highest monthly salary with the highest monthly salary of the vacant position
What salary can I expect when I am placed into another county position?
· Where applicable, collective bargaining agreements will determine rate of pay
· If you are an FLSA exempt employee (not overtime eligible) and placed into a comparable position by CSS, you will be paid at the rate closest to your monthly salary.  The rate will not exceed the highest step in that salary range.

· If you are an FLSA employee (overtime eligible) and placed into a comparable position by CSS, you will be paid at the closest hourly rate.  The rate will not exceed the highest step in that salary range.

· If you are in an FLSA employee (overtime eligible) and placed by CSS into a lower classification, you will be paid at the closest hourly step.  The rate will not exceed the highest step of the salary range.

· If you are an FLSA exempt employee (not overtime eligible) and placed by CSS into a lower classification, you will be paid at the rate closest to your monthly salary.  The rate will not exceed the highest step of that salary range.

· If you are recalled into your previous classification, you will be placed at the same step and range that was in place at the time of your layoff.
· If you accept placement into a position to which CSS did not refer, the hiring department may pay you at whatever step is deemed appropriate.
Do I have to serve a new probationary period when I am placed into another position?

· Yes, you will serve a minimum of 6 months probationary period for any position into which you are placed.  In some cases, there is a 12 month probationary period.
What criteria are used to approve or deny training?

· Approval or denial is based on the applicability of training for placement prospects

· The length of the training

· The availability of resources

· The cost of the training

· Approval or denial from your supervisor/manager

What happens to my merit pay if I am placed into another position?

· If you were receiving or will receive merit pay at the time of your layoff, you will be eligible to receive the pay for the remainder of the period for which it was granted, unless otherwise provided by the employee’s collective bargaining agreement.
getting started WITH PROGRAM SERVICES 
How does a career service layoff employee get started in the Career Support Services Program?
· Your department layoff coordinator will email a copy of your layoff letter to careersupportprograms@kingcounty.gov.  You will need to:
1. Complete your Career Support Service Reduction in Force Election form, indicate that you elect to participate in the program, and give the election form to your department layoff coordinator, who will forward it to careersupportprograms@kingcounty.gov; and, 
2. Send a completed skill assessments form and resume (if available) to careersupportprograms@kingcounty.gov  
3. Email careersupportprograms@kingcounty.gov to schedule an appointment with CSS Program staff for a skill assessment and explanation of program services.   

· Important reminder: we must have your completed skill assessment form in order to schedule the skill assessment appointment.  
How can  I contact the Career Support Services Program?
· Call:  Susan Navetski at 206.296.3809 or email at susan.navetski@kingcounty.gov , Lili Stansberry at 206-296-8566 or email at lili.stansberry@kingcounty.gov, or call Theresa Roscoe at 206.296.8592 or email at theresa.roscoe@kingcounty.gov 
· Email us at careersupportprograms@kingcounty.gov 
· Visit us at the King County Administration building located at 500 Fourth Avenue, Room 450 in Seattle, WA.
What days of the week and hours is Program staff available? 
· The Program staff is available Monday through Friday between the hours of 9:00 am – 4:00 pm.
What is the Career Support Services website address?

· You can located the website at www.kingcounty.gov/employees/CareerSupport.aspx 

C:\S drive\2010 CSS Streamline Process\CSS Q & A's.doc

                                                                                         Page 7 of 7

