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[bookmark: _GoBack]VOLUNTARY SEPARATION AND RETIREMENT INCENTIVE PROGRAM

Effective Date:	July 1, 2015 through June 30, 2017
Application:	Applies to all eligible employees of the (Agency Name).

The Legislature has authorized a Voluntary Separation and Retirement Incentive Program for the 2015-17 biennium in the state operating budget and the transportation budget.
This program gives agencies the option to offer financial incentives to employees to voluntarily separate from state service, either through retirement or resignation.
Purpose - In an effort to meet a specifically articulated legitimate business need, the incentive program aims to reduce salary costs and FTE usage, and to make more effective use of human resources.
For further incentive plan information including additional incentive options and requirements, refer to the OFM Voluntary Separation and Retirement Incentive Program for Washington State Employees 2015-17 Biennium Guidelines.
NOTE:  OFM must approve all incentive plans in advance of their implementation.

Definition
Minimally Eligible - An employee must have permanent status and three years of state service.  In addition for the retirement financial incentive, an employee must have been eligible for normal retirement, for at least 12 months. In order to be eligible for a downshifting incentive, an employee must have permanent status.
Eligible Employee – This term applies only to those in targeted positions as identified by the agency director or designee and is not intended to apply to all employees meeting the minimum requirements set forth in the Voluntary Separation and Retirement Incentive Program for Washington State Employees 2015-17 Biennium Guidelines.
Strategic Targeting Requires Customization by Each Agency
Example #1
The (Agency Name) management will solicit general interest from employees in affected positions for the retirement incentive and make targeted offers to specific employees based on eligibility, potential cost savings or to reduce the effects of layoff for separation incentive. An approved retirement or separation must result in the reduction of one Full Time Equivalent (FTE) of equal or greater value of the incumbent’s position for at least two full years. The AGENCY NAME management reserves the right to offer a retirement incentive only to incumbents of positions that it has decided it will not refill or to those in positions scheduled to be laid-off or bumped.  
Example #2
Consideration will be made to ensure that the (Agency Name) maintains adequate staffing levels, retains positions key to the achievement of agency goals and mission, and avoids disruption due to loss of experienced personnel. Targeted positions may include those subject to termination resulting from budget reductions or those subject to organizational restructuring.  For downshifting options, targeted positions may include those not necessarily designated for reduction but which would assist the (Agency Name) in meeting some of the assumed savings.  Preference will be given to the reduction of supervisory levels and overhead positions and those no longer critical to the agency mission and goals. Incentive options shall not be targeted on the basis of individual or personal factors.  
Plan Provisions Required
The application of an incentive program by the (Agency Name) shall abide by the provisions set forth in the guidelines. Positions shall be strategically identified to avoid disruption of government services while maximizing the use of our human resources.
· Incentives shall be used to meet a legitimate business need as identified by the agency director. The agency has the discretion to only offer this incentive plan for positions identified by the agency director.
· No employee shall have a contractual right to an incentive offered through this program.
· Incentives may be offered only to employees meeting the minimum eligibility requirements as outlined in the state guidelines.
· Employees who are receiving a pension benefit under a state pension plan administered by the Department of Retirement Systems or a higher education retirement plan are not eligible for the incentive program.
· The maximum separation payment allowable is $30,000. The cost of the separation payment must be recovered through expenditure savings.
· Employees who accept a separation incentive option will not be eligible for Unemployment Insurance compensation. The (Agency Name) will obtain the employee’s signature indicating that they have been advised of this stipulation.
· Any employee accepting a separation incentive payment who returns to state service within five years as an employee or contractor must repay the incentive. Exceptions to this provision are governed by the state guidelines.
· Acceptance of any incentive payment is entirely voluntary.
· Separation incentive payments are lump sum and are subject to income tax and social security tax, but are not considered income for retirement when calculating the average final compensation.
Written Agreement Required
The (Agency Name) will obtain a written agreement signed by the employee indicating that their participation is entirely voluntary and that they have read, understand, and agree to abide by the provisions of the Voluntary Separation and Retirement Incentive Program for Washington State Employees 2015-17 Biennium Guidelines.
Separation Options Are Discretionary 
Example - Voluntary Retirement
Upon approval by the agency director, eligible employees may be offered a taxable cash payment of up to $1,000 (amount discretionary, see OFM Guidelines for options on calculating dollar amounts) per year of total state service (up to a maximum of $30,000) as an incentive to voluntarily retire from state service. Employees who accept a separation incentive option will not be eligible for Unemployment Insurance compensation.
Example - Voluntary Separation
Upon approval by the agency director, eligible employees may receive a taxable cash payment of up to $1,000 (amount discretionary, see OFM Guidelines for options on calculating dollar amounts) per year of total state service (not to exceed $30,000) as an incentive to voluntarily resign from state service. Employees who accept a separation incentive option will not be eligible for Unemployment Insurance compensation, and must agree not to retire from a state retirement system until the earlier of (1) five years after separation, or (2) 12 months after they reach eligibility for normal retirement. This provision does not apply to employees retiring under a higher education retirement plan.
Example - Health Care Premium Payment Incentive
Upon approval by the agency director, eligible employees may be offered an incentive payment to be deposited into an account at the Health Care Authority (HCA). HCA will credit the monthly premium cost for health care coverage against that account. The monthly premium will be determined by the health care plan selected, the number of individuals covered, and the current insurance rates. Any increase in premium rates will be reflected in the monthly charge. The length of coverage would be determined by the cost of the monthly premiums. This option will be covered by COBRA rules, where applicable. Any excess monies will be returned to the employee by the HCA. 
Example - Split Incentive Payment
Upon approval by the agency director, eligible employees may be offered a split incentive payment, receiving a portion of the incentive as a cash payment with the remainder deposited into an account at the HCA as described above.
Downshifting Options Are Discretionary 
Example - Voluntary Leave without Pay
Upon approval by the agency director, an eligible employee may receive two hours of pay for each day of leave without pay, provided the employee takes a minimum of four days of leave without pay per month for a minimum of one year. The employee will continue to accrue 100 percent full insurance benefits and retirement service credits provided they are in pay status for a minimum of 90 hours per month. Partial retirement service credits may be awarded for less than 90 hours worked per month.
An employee must re-pay the incentive amount in one lump sum, if they opt out of the leave without pay program within the time period specified in the downshifting agreement.
Example - Voluntary Move from Full-Time To Part-Time
Upon approval by the agency director, an eligible employee may be provided up to 25 percent of their current annual salary in periodic payments, as an incentive for moving from full-time to part-time. The employee would continue to receive 100 percent full insurance benefits and retirement service credit, provided they work a minimum of 90 hours per month. Partial retirement service credit may be awarded for less than 90 hours worked per month. The employee must retain part-time status for a minimum of one year.
An employee must re-pay the incentive amount in one lump sum, if they return to their previous employment position or comparable position within the time period specified in the downshifting agreement.
Example - Voluntary Downward Reallocation or Voluntary Demotion
Upon approval by the agency director, an eligible employee may be provided up to 25 percent of the current annual salary in periodic payments as an incentive for a voluntary downward reallocation or a voluntary demotion which is a move to a different position in a job class with lower pay. The employee must remain in the lower pay status for a minimum of one year.
An employee must re-pay the incentive amount in one lump sum, if they return to their previous employment position or comparable position within the period of time specified in the downshifting agreement.
Repayment Required
Following a separation or retirement agreement, any employee who elects to return to state service within five years must repay the incentive to the (Agency Name) for the amount of the incentive payment received. An exception to this provision may be granted provided the employee has sought and gained approval in accordance with the state guidelines. Exceptions granted may allow for partial repayment of the incentive on a pro-rated basis. In the event an employee is impacted by layoff and the downshifting incentive is canceled by the (Agency Name), repayment is not necessary for already paid incentives.
If an employee returns to their previous employment position or comparable position within the time period of the downshifting agreement, they must repay the incentive payment.
Voluntary Acceptance and Unemployment Insurance Compensation Required
· Acceptance of a voluntary separation or downshifting incentive offer is entirely voluntary.
· Employees accepting a separation or downshifting incentive are not eligible for Unemployment Insurance benefits.
· Employees will be required to sign a statement indicating that the decision to accept an incentive offer is voluntary, and that they understand acceptance of an incentive will preclude receipt of Unemployment Insurance compensation benefits.
Reporting Required
· The cost of all incentives must be recovered within two years of the plan start date through expenditure savings.
· All incentive plans must be approved prior to implementation by the Office of Financial Management (OFM). 
· All proposals offering these incentives require the agency director’s approval, and will be reviewed by the agency financial position to ensure accuracy of projected savings.
· The agency will submit interim reports on a quarterly basis documenting the outcomes or anticipated outcomes of any incentive offered through this program, and additional information as required to the OFM State Human Resources Office and the Department of Retirement Systems. The reports will be in compliance with the quarterly reporting requirements of the Voluntary Separation and Retirement Incentive Program for Washington State Employees 2015-17 Biennium Guidelines.
· The (Agency Name) shall submit a report to the Legislature and the Office of Financial Management (OFM) by June 30, 2017 documenting the outcomes or anticipated outcomes of any incentive offered through this process. The report shall be in compliance with the reporting requirements of the Voluntary Separation and Retirement Incentive Program for Washington State Employees 2015-17 Biennium Guidelines.

The (Agency Name) Incentive Plan Coordinator Required 
Questions regarding the (Agency Name) 2015-2017 Incentive Plan should be directed to the following:
NAME OF CONTACT
JOB TITLE
PHONE NUMBER
EMAIL
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