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Support information in many languages

Please take the time to read this handbook. It explains your rights and responsibilities if you apply
for and receive benefits. For free help in Spanish, call 800-318-6022. For free help in other
languages, call 800-410-0758. If you have a hearing or speech disability, dial 711 to reach the
Washington Relay.
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Kose mochen awora eom fansoun eom kopwe aneani ewe puukena annuk. A kan aweweni eom
pung kena me pwan met kopwe fofori kena ika pwe ka aeoeo ren me pwan angei aninis kena. Ren
aninis kena ese wor momon non fosun Spein, kori 800-318-6022. Ren aninis kena ese wor momon
non pwan ekkoch fosun fonu kena, kori 800-410-0758. Ika pwe a wor ew eom teririn rongorong
ika kapas, dialeni 711 ren eom kopwe tori ewe Washington Relay.
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Veuillez lire attentivement le présent manuel. Vous y trouverez des explications sur vos droits et
vos responsabilités si vous déposez une demande de prestations et si vous en bénéficiez. Si
vous souhaitez obtenir une assistance gratuite en espagnol, veuillez appeler le 800-318-6022.
Si vous souhaitez obtenir une assistance gratuite dans une autre langue, veuillez appeler le
800-410-0758. Si vous étes malentendant ou avez des difficultés d'élocution, veuillez composer
le 711 pour joindre le service de relais de Washington

Bitte nehmen Sie sich die Zeit, dieses Handbuch zu lesen. Es erklart Ihre Rechte und Pflichten,
wenn Sie Leistungen beantragen und erhalten. Kostenfreie Hilfe auf Spanisch erhalten Sie
unter 800-318-6022. Kostenfreie Hilfe in anderen Sprachen erhalten Sie unter 800-410-0758.
Wenn Sie eine Hor- oder Sprachbehinderung haben, wahlen Sie 711, um die Zentrale in
Washington zu erreichen.

Prenditi il tempo necessario per leggere questo manuale. Spiega quali sono i tuoi diritti e le tue
responsabilita se ti registri e quali benefici riceverai. Per ricevere aiuto in spagnolo, chiama il
numero 800-318-6022. Per ricevere aiuto in altre lingue, chiama il numero 800-410-0758. Se
possiedi una disabilita uditiva o vocale, Digita 711 per contattare il servizio di assistenza
telefonica di Washington.
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Maaloo yeroo fudhadhaatii kitaaba qajeelchaa kana dubbisaa. Kaffaltii
beenyaa/faayidaaleedhaaf yoo iyyattanii fi argattan mirgaa fi itti gaafatamummaa keessan ni
ibsa. Gargaarsa bilisaa afaan Ispeeniin argachuudhaaf, 800-318-6022 irratti bilbilaa. Gargaarsa
bilisaa afaanota birootiin argachuuf, 800-410-0758 irratti bilbilaa. Rakkoo dhageettii ykn
dubbachuu yoo gabaattan, 711 irratti bilbiluun tajaajila ergaa daddabarsuu gaama
miidhamtootaa Washington argadhaa.
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MoxanyncTa, HanguTe Bpemsi, YTOObl MPOYMTaTb 3TO PYKOBOACTBO. B HEM 06BbACHAKOTCS Bawm
npaBa n 0653aHHOCTW, eCNn Bbl NoJaeTe 3asBreHne Ha nonyvyeHue nocobusi n nonyyaete ero.
YUTtoObl nony4nTb 6ecnnaTHyo NOMOLLL HA UCMAHCKOM A3blke, N03BOHMUTE No TenedoHy 800-
318-6022. [Ins nony4eHns 6ecnnaTtHON NOMOLLM Ha APYruX si3bikax 3BoHUTE Mo TenedoHy 800-
410-0758. Ecnu y Bac npobnembl CO CriyxoM nnm peysto, Habepute 711, 4ToObI CBA3aTLCA C
peTpaHcnaumMoHHon cnyx6on wrata Washington.

Fa'amolemole faaalu se taimi e faitau ai lenei tusi taulima. O lo o fa'amatala mai ai au aia tatau
ma matafaioi pe a e talosaga mo le mauaina o fa'amanuiaga. Mo se fesoasoani maua fuaile
faa-Sipaniolo, valaau le 800-318-6022. Mo se fesoasoani maua fua i isi gagana, valaau le 800-
410-0758. Afai e le atoatoa lau fa'alogo po o le tautala, vilile 711 mo le Taavale Washington.

Fadlan wakhti u samee akhrinta buugan. Waxa uu sharaxayaa xuquuqdaada iyo
masuuliyadahaaga hadii aad dalbanayso 0o aad qaadato gunooyinka. Wixii kaalmada bilaashka
ah ee Isbaanishka ah, la hadal 800-318-6022. Wixii kaalmada ah bilaash ah ee luugadaha kale
ah, la hadal 800-410-0758. Hadii aad qabto laxaad la'aan magalka ama hadalka ah, garaac 711
si aad ula xidhiidho Gudbinta Washington.

Por favor, tdmese el tiempo para leer este manual. Este explica sus derechos y
responsabilidades si solicita y recibe beneficios. Para recibir ayuda gratuita en espanol, llame al
800-318-6022. Para recibir ayuda gratuita en otros idiomas, llame al 800-410-0758. Si tiene una
discapacidad auditiva o del habla, marque el 711 para comunicarse con el Servicio de
Retransmision de Washington.
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Mangyaring maglaan ng oras upang basahin ang handbook na ito. Ipinaliliwanag nito ang iyong
mga karapatan at pananagutan kung mag-aaplay ka at makakatanggap ng mga benepisyo.
Para sa libreng tulong sa wikang Spanish, tumawag sa 800-318-6022. Para sa libreng tulong sa
ibang wika, tumawag sa 800-410-0758. Kung mayroon kang kapansanan sa pandinig o
pagsasalita, i-dial ang 711 upang makontak ang Washington Relay

Byaob nacka, 3Hangitb yac, Wwob npountaTt Lemn nocibHMK. Y HboMy NOSICHIOTLCA Balli NpaBa

Ta 000B'sI3KK, SKLLO BM NOLAETE 3asBY HA OTPUMAaHHSA BUMNNAT i oTpuMyeTe iX. [Ina oTpuMaHHS

6Ee3KOLTOBHOI JONOMOrY iCNaHCbKOK MOBOO 3aTenedoHynTe 3a Homepom 800-318-6022. [ns
OTpMMaHHsi 6€3KOLLTOBHOI ONOMOT iHLWMMK MOBaMu 3aTenedoHyinte 3a Homepom 800-410-

0758. Axwo y Bac € npobnemu 3i criyxom abo MoBrneHHAM, HabepiTb 711, Wwob NoA3BOHNUTM 40
peTpaHcnsuinHoi cnyxou wraty Washington.

Vui long danh thei gian doc sb tay nay. Sé tay nay giai thich cac quyén va trach nhiém cta quy
vi néu quy vi ndp don xin va nhan tro cap. Bé dwoc tro gitp mién phi bang tiéng Tay Ban Nha,
hay goi 800-318-6022. Dé dwoc tro gitp mién phi bang cac ngdn ngi khac, hay goi 800-410-
0758. Néu quy vi bi khiém thinh hoac khiém ngdn, hay goi 711 dé lién hé vé&i Dich Vu Chuyén
Tiép Vién Théng Washington.



Important

The Employment Security Department is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.
We provide free help in many languages. If you have a hearing or speech disability, dial
711 for the Washington Relay.

You can get a copy of this handbook at your local WorkSource center. Or you can request a copy
by calling the Employment Security Department at 800-318-6022 (Washington Relay 711). To
request the information in the handbook in another language, call 800-410-0758.




About this handbook

This handbook provides important information about unemployment benefits ®, including your
rights and your responsibilities. Please make sure to read and understand this information to help you
successfully apply for benefits.

Words that are underlined and followed by a book icon ® are defined in the glossary. The glossary
isin Appendix B, near the end of the handbook. You can find definitions for more terms on the
Employment Security website at esd.wa.gov/about-us/definitions-terms.

If you still have questions or need help, please contact the Washington State Employment
Security Department (ESD). You can reach us several ways.

Find more information

@ Find us online
4=l Visitesd.wa.gov.

Call us
J For current Claims Center hours, please check our website at esd.wa.gov/contact.
‘4

Call 800-318-6022 for English or Spanish.
If you have a hearing or speech disability, dial 711 for the Washington Relay.

Call 800-410-0758 for languages other than English and Spanish.

m Visit a WorkSource center

For help with your job search, training opportunities, basic information about
unemployment benefits and access to secure computers.

To find a center near you, visit Worksourcewa.com.

Accommodations

If you have a disability or circumstances that make it difficult to apply by phone or online, or if you
need this handbook in an alternate format, contact us:

e Email ESDGPUIAccomms@esd.wa.gov.
e (Call844-395-6698 (Washington Relay 711).

Unemployed Worker's Hand book 1 — Employment Securify Department
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Unemployment Insurance overview

About the program

Unemployment benefits provide temporary income when you lose your job, or have your hours
reduced, through no fault of your own. These benefits can help support you while you look for
work. Benefits are not based on your financial need.

Funding for the program

Our state unemployment insurance program is funded through taxes paid by employers. No
money is deducted from your paycheck to pay for benefits.

For fastest service, go online

You can apply for benefits, file your weekly claim, check the status of your claim, request
information and more through our safe and secure website. It’s called eServices. Log into
eServices at secure.esd.wa.gov 24 hours a day/7 days a week.

We are here to help you

Getting you benefits quickly and accurately is our top priority. We may need more information to
process your application or weekly claims. Please respond quickly to any request for information.

You need to:

e Provide accurate information.

e Frequently check your mail, email and eServices notifications.

e Complete all requirements to stay eligible for benefits, as outlined in this handbook.
e Keep your contact information up to date.

Important

If you change your address, phone number or email, let us know as soon as possible.
Otherwise, your benefits may be delayed or denied. The easiest way to update your
information is online. Visit secure.esd.wa.gov to log into your eServices account.

—~=— Employment Security Department
@ WASHINGTON STATE
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Eligibility
Qualifying for unemployment benefits

The best way to find out if you are eligible for benefits is to apply. Our agency reviews each claim
individually to determine if you qualify. We look at these 3 things:

gammls How much did you work in the 18 months before applying for benefits?

ﬁ-@ e You need to have worked at least 680 hours in your base year B
e You need to have earned at least some of your wages in Washington state.

If you are not sure whether you have enough hours, apply so we can review for you.

\ 4 Why are you no longer working for your past employer?

We will ask you why you are no longer employed or why your employer reduced
your hours. This will help us to decide if you qualify for benefits.

People have many reasons to leave or quit a job. Depending on your reason, you
might qualify for unemployment benefits.

Find out more about job separation and eligibility on our website. Go to
esd.wa.gov/eligibility and scroll down to the “Reason you separated from your job”
section.

Are you able and available to work?

To qualify for benefits you need to be:

e Actively looking for suitable work @ unless we have told you otherwise.
e Mentally and physically able to work.
e Legally authorized to work in the United States.

e Available to accept new work. For example, you do not have personal
responsibilities that would keep you from working.

Unemployed Worker's Handbook 3 == Employment Security Department

@ WASHINGTON STATE



Your base year

When you apply for benefits, we look at the

number of hours you worked in your base year.

You need to have worked 680 hours in covered employment ® during your base year to be

eligible for unemployment benefits.

Every calendar year is divided into 4 quarters.

Quarter 1 January 1 through March 31
Quarter 2 April 1 through June 30
Quarter 3 July 1 through September 30
Quarter 4 October 1 through December 31

Your base year M s the first 4 of the last 5 completed quarters before the week that your claim

starts.

For example, this table shows what your base year would be if you start your claim during a

specific quarter.

If your claim starts between January and
March 2025

Your base year would be October 2023
through September 2024

If your claim starts between April and June
2025

Your base year would be January through
December 2024

If your claim starts between July and
September 2025

Your base year would be April 2024 through
March 2025

If your claim starts between October and
December 2025

Your base year would be July 2024 through
June 2025

Unemployed Worker’'s Handbook
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Alternate base year (ABY)

If you did not work 680 hours during the regular base year, you may request to use an alternate
base year B, In Washington state, an alternate base year is the last 4 completed quarters before
the week your claim starts.

For example, this table shows what your alternate base year would be if you start your claim
during a specific quarter.

If your claim starts between January and Your base year would be January through
March 2025 December 2024

If your claim starts between April and June | Your base year would be April 2024 through
2025 March 2025

If your claim starts between July and Your base year would be July 2024 through
September 2025 June 2025

If your claim starts between October and Your base year would be October 2024
December 2025 through September 2025

You can find additional details about your base year at esd.wa.gov/base-year.

Special circumstances

You should still apply if you are in one or both situations below:

e You have a medical condition that affects the kind of work you can do.
e Your work hours are limited because you are caring for someone.

We will review your situation to see if you qualify.

If one of these situations applies to you, you might qualify for Paid Family and Medical Leave
(Paid Leave) instead. Learn more on paidleave.wa.gov.

You cannot collect both unemployment and Paid Leave benefits at the same time. If you receive
benefits for both at the same time you may need to repay the unemployment benefits.

Apply for benefits

The first step in the process is to apply for benefits. Employment Security will review the details
you provide in your application. We will determine whether you are eligible for benefits and how
much you are eligible to receive.

Applying for benefits is always free. If anyone tries to charge you to apply, say no! It’s a scam.

Your benefit year

Your benefit year M, also called claim year, is the 52-week period when you may qualify to
receive benefits on your claim. It usually begins the Sunday of the week you first apply for
benefits.

You will usually get up to 26 weeks of regular benefits during your benefit year.

Unemployed Worker’s Handbook 5 —~=— Employment Security Department
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If you need to correct your application

If you apply online and want to make changes to your application, you need to do that before you
submit it. To make changes after you submit your application, you need to call the Unemployment
Claims Center at 800-318-6022. We need accurate information to determine your eligibility.

To be eligible for weekly benefit payments, you need to also:

Fulfill your weekly job search requirements, as directed.
Submit your weekly claims.

Find more details in the “File weekly claims” section of this handbook.

Important

Information you need to apply for benefits

Before you apply, have the following information ready:

20

w

Your personal information

Full name, exactly as it appears on your Social Security card.
Birthdate.
Social Security number.
Citizenship status. If you are not a U.S. citizen, you will need your most recent
work authorization information. You need information from the front and back of
your work authorization card.
= Find information about documentation accepted at
esd.wa.gov/citizenship.
Your contact information.
» Mailing address.
=  Phone number.
= Email address.
Your bank or credit union account and routing numbers, if you want to get your
benefits by direct deposit. Direct deposit option is only available online.
= Read more about how to sign up for direct deposit at esd.wa.gov/debit-
card-info.
Woashington state driver’s license or ID. You do not need to have either. But if you
do, provide the information.

Unemployed Worker’s Handbook 6 —~=— Employment Security Department
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Important

Provide your name exactly as it appears on your Social Security card.

For example, if your Social Security card shows Robert T Smith, use that name on your
application. Do not use Robert Smith or Bob Smith.

If you got married or changed your legal name but have not updated it with the Social
Security Administration, use the name on your identification document.

éﬂ@i Your work history for the last 18 months

e The names and mailing addresses of all your employers from the past 18 months,
including part-time and temporary jobs.
= The dates you worked for each employer in the last 18 months. If you do
not have exact dates, use your best guess.
= [fyou are still working, use the most recent date you worked before you
apply for benefits.
e If youwere in the military in the last 18 months, you will need information from
your DD-214.
e If youwere afederal employee in the last 18 months, you will need
=  Your Standard Form 8 (SF8), "Notice to Federal Employees About
Unemployment Insurance"
= Standard Form 50 (SF50)
= Leave and Earnings Statements
=  Your W-2form
e |f you normally get your work through a full-referral union, provide the name
and local number of your union.

7 —~=— Employment Security Department
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Reasons you are no longer employed

When you apply, we will ask you why you are no longer employed. It is important that you choose
the correct reason for your job separation ® . Some common reasons include:

Reason Your situation

Quit You made the final decision to separate from (leave) your job.

There is work available, but your employer removed or
Fired or discharged dismissed you from your job for reasons other than lack
of work.

Your employer had no work available for you, your job was

Laid off or lack of work
eliminated or the business you were working for closed.

You are unemployed because you are a member of a union,

Strike .

and you are on strike.

Your hours were reduced to less than your normal full-time
Moved from full time hours with your regular employer. In this case, you will have
to part time wages to report each week. But you may still qualify for

benefits.

You requested a leave of absence, and you will return to work
Leave of absence

when it ends.

Apply online

For the fastest service, we recommend applying online.

It's best to use a laptop or desktop computer. The online form does not work well on mobile
devices.

Set up your online account

If you have not used Washington state online services before, you need to create a SecureAccess
Washington (SAW) account.

Important: Do not create another account if you already have one. Having more than one SAW
account can cause delays with your application and receiving benefits.

To create an account, go to secure.esd.wa.gov. Scroll to the “Need an account” section.

Once you set up your account, you can use it to securely manage your benefits application,
weekly claims and more.

Unemployed Worker's Hand book 8 — Employment Securify Department
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For more information on creating your SAW account, or if you have forgotten your username or
password for an existing account, visit the technical support page on our website at esd.wa.gov/
technical-support.

File your application

You can apply online 24 hours a day, 7 days a week at secure.esd.wa.gov.

1. Signin with your SAW account.

2. Follow thelink to apply for unemployment benefits.

3. Follow the steps to complete your application.

4. Ifyou provide an email address, you will get a confirmation email.

Find more details at esd.wa.gov/how-to-apply.

Apply by phone

If you prefer to apply by phone, call us at 800-318-6022. If you have a hearing or speech
disability, dial 711 for the Washington Relay.

For current Claims Center hours, check our website at esd.wa.gov/contact.

Important

If you do not have a phone or computer, you can use one for free at any WorkSource center.
To find the center closest to you, use the WorkSource locator at WorkSourceWA.com.

Options for getting paid
If you are eligible for benefits, you can get paid:

«B Through direct deposit
Iel This option puts money directly into your checking account.

e You need your bank or credit union account and routing numbers to sign up. You
can find these numbers on your paper checks or ask your financial institution.

e You need to sign up online using eServices to be paid through direct deposit. We
cannot do this for you by phone.

9_ On a debit card

This option gives you a debit card.

e We add your benefits to the card each week you submit a claim and are eligible.

e It works like other debit cards. You can make purchases, get cash and pay bills
withiit.

e This debit card is not connected to your bank account.

Unemployed Worker’s Handbook 9 —~=— Employment Security Department
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If you do not choose direct deposit, we will send you a debit card after you apply. We will not put
money on the card until we approve your claim. For details, visit esd.wa.gov/debit-card-info.

After you apply for benefits

After we get your application, we will send you several messages. Check your U.S. mail regularly
during this time. If you have an eServices account, also check it regularly. We will send you:

e Your Unemployment Claim Determination: This will give details about the weekly amount
that you may be eligible to receive if we have no questions about your application. In
eServices, this letter is called a “monetary determination ®.”

e Your Benefit Rights and Responsibilities: This will include information about your
application and what to do while waiting for it to be processed.

e What's Next: This letter will explain what to do after submitting your application.

If we have questions about your application
Request for information: We may contact you or your employer for more information. We might:

e Send questions using eServices or U.S. mail.
e Callor email to request information.
e Contact your former or current employer(s).

It is important that you respond quickly because we need this information to determine your
eligibility. If you do not reply to a request for information, you may not be eligible for benefits.

Determination letter: After you reply to our request for information and we have made a
decision to allow or deny benefits, we send a determination letter.

Note: You or your employer have the right to appeal our decisions if you disagree. See the
Appeals section in this handbook.

Search for a job and file weekly claims

Start your job search the same week you want to begin receiving benefits.

File your first weekly claim on the Sunday after you apply for benefits, even if you are still waiting
to hear from us.

File each week to avoid delays in getting paid. Not filing while your application is being reviewed
may lead to delays in getting approved.

You will get paid for weeks you submit a claim and are eligible, except for your waiting week.
Read more about your waiting week in the “File a weekly claim” section of this handbook.

Important

Unless we tell you otherwise, you must complete required job search activities each week to
be eligible for benefits. Read more in the “Job search” section of this handbook.
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Reemployment services appointment

After applying for benefits, you might be selected to attend a reemployment services
appointment. This is a meeting with one of our WorkSource staff members to help you with your
return-to-work plan.

Not everyone is selected for this appointment. But if you are selected, you need to attend. If you
do not attend, you may be denied benefits.

Standby

You may be eligible for unemployment benefits if your employer temporarily laid you off or
reduced your hours. You may qualify for standby @, or we may consider you partially employed.
If so, you do not have to meet the job search requirements to get benefits each week.

Employment Security — not your employer — approves or denies all requests for standby. We
send you a letter to let you know if the request is approved. The law allows a maximum of 8
standby weeks in a benefit year.

We approve standby applications if you are in one or more of these situations:

e You worked for your employer in the last 8 weeks. And you told us you will return to work
within the next 4 weeks.

e You worked for your employer in the last 8 weeks. And your employer told us that you
will return to work within the next 8 weeks. Employers need to request standby in this
example.

e You expect to start working full time with any previous employer within the next 2 weeks,
and more than 8 weeks have passed since you last worked for that employer.

e You expect to start working full time with a new employer within the next 2 weeks. A
return-to-work date or the start date for your new employer must be provided and be
within the requested standby timeframe.

Learn more at esd.wa.gov/temporary-layoffs-and-furloughs.

Amount of benefits

After you apply for benefits, you will get an Unemployment Claim Determination by U.S. mail. If
you choose eServices as your preferred communication method, you will also find it in the
Notices/letters section of your eServices account. It will be called a “monetary determination.”
The letter explains:

e The amount of benefits you may be eligible to get if your claim is approved.
e How we calculated that amount.

e Information about how to file an appeal or request a redetermination if you disagree with
our decision.

Read more on the ESD website about how we calculate your benefit amount. Go to
esd.wa.gov/calculate-your-benefit. Then look for the link “Estimate your benefit.”
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Deductions

We sometimes need to reduce your weekly benefits. Here are some of the reasons.

Money earned

If you are working part time, you may still be eligible for benefits. Be sure to report earnings from
part-time work in your weekly claim. We may adjust your weekly benefit amount by deducting
part of your earnings. By reporting all your earnings, you avoid having to pay back benefits later.

You must report earnings each week you work, even if you have not been paid yet. See the
“Report earnings” section in this handbook for more information.

Money owed

Some or all benefits may be reduced if you:

e Owe court-ordered child support.

e Owe any money that was withheld from your benefits for income tax and sent to the
Internal Revenue Service.

e Previously received unemployment benefits that you were not entitled to, and did not
repay the overpayment ™. This includes any amount withheld for taxes.

Taxes

Your benefits are taxable by the federal government. Washington state does not have state
income tax. If you live in another state, you may be liable for that state’s income tax.

You can choose to have 10% of your payment withheld from your weekly benefits for income tax
purposes. If you elect not to have taxes withheld, you will be responsible for the full taxable
amount at the end of the year. We cannot refund any tax withheld.

If you have an eServices account, you can update your tax withholding choice at any time. Sign
into your account and choose the “Change federal withholding preference” option.

If you have questions about taxes on benefits, contact the Internal Revenue Service (IRS) at the
irs.gov website or talk with your tax professional.

By the end of January each year, Employment Security will provide you with IRS form 1099-G.
This shows the amount of benefits you were paid and any income tax withheld. If you do not
receive your 1099-G form, you can request one by:

e Signinginto eServices and choosing the 1099 forms tab.
e Emailing UI1099@esd.wa.gov.
e Calling the Unemployment Claims Center at 800-318-6022.
= |fyou have a hearing or speech disability, dial 711 for the Washington Relay.

Visit esd.wa.gov/income-taxes to learn more about paying income taxes on benefits.
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Retirement income

If you get paid from a retirement plan that your employer or union contributed to, part of that
payment may reduce your benefits.

You must tell us if you receive, or apply to receive, monthly payments from your retirement plan.
If you are not getting paid from the plan, then it will not affect your benefit amount.

Social Security payments or survivor benefits, including Social Security disability payments, do
not need to be reported and will not affect your weekly benefit amount (WBA) @,

Separation payments

A severance package or these payments from your employer may affect the amount of your
unemployment benefits:

e Payinlieu of notice

If your job is terminated without notice, your employer may pay you the money you
would have earned during the notice period.

e Termination pay

If you receive payment for a period after your last day of work, and your employer
requires you to be on call for that period and if payment would stop if you got a new
job.

e Severance pay

This is payment you may receive as part of your job separation, that is connected to
work done before the separation.

You need to report any separation payments when you file your weekly claim. We may contact
you for more information to determine if your separation payment is deductible from your
weekly benefits.

File your weekly claim

Every week that you claim benefits, you must be able and available for work and complete the
following 3 tasks to remain eligible:

e Search for ajob unless we tell you otherwise.
e File aweekly claim.

e Report earnings. Report any money you earned in the week you are filing for, even if you
have not been paid yet.

If you fail to complete any of these tasks, you may not be eligible for benefits for that week.
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Search forajob

Unless we tell you otherwise, you are required to actively search for suitable work every week
you want to receive benefits. You need to complete at least 3 approved job search activities. Here
are examples of what qualifies and what does not.

Qualifying Work Search Activities Invalid Work Search Activities
Apply for a job that fits your skills and Applying for a job that you are not qualified
gualifications. for.

Interview for a job. Viewing job leads without applying.

Not applying for a job in the manner directed
by an employer (e.g., failing to submit an
online application when an employer tells you
to apply online).

Report to a union hiring hall or be on the out of
work list for full-referral union, if you are a
registered member of that union.

Participate in reemployment services at your
local WorkSource center.

To find all approved job search activities, visit esd.wa.gov/eligibility, then select “Job search
requirements.”

Keep ajob search log

You need to document all job search activities. We may ask you to provide your job search log.
See Appendix C for a sample job search log.

Keep your job search log for at least 30 days after the end of your benefit year B or when you
receive your last payment on a benefit extension ® whichever is later.

File a weekly claim

To get your weekly benefits, you need to file a weekly claim. When you file your claim, we will ask
you a series of questions. These questions help us determine if you are eligible to get benefits for
that week. For example, we will ask if you:

e Were able and available to accept work.

e Completed approved job search activities.

e Refused any jobs or offers of work.

e Worked any hours, and if so, how much money you earned.

e Received any holiday, vacation or sick pay for any time during that week, and if so, how
much money you will be paid.
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Reasons benefits could be denied

We may deny your benefits if you report untrue or inaccurate information (either intentionally or
unintentionally) such as employment history, reasons you were separated from work, earnings
(for covered or non-covered work), job search activities or not being able or available to work.

When to file your weekly claim

Claim weeks begin on Sunday and end on Saturday. The Sunday after you first apply for benefits
is the first day that you can file a weekly claim.

Always file your claim for the week that just ended. Times you can file are:

e Online: Sunday, 12:01 a.m. - Saturday, 11:59 p.m.
e By phone: Sunday, 12:01 a.m. - Friday, 4 p.m.

Example:
Week1

e Complete job search requirements.

Week 2

Sun Mon Tues Wed Thurs Fri Sat

e File your weekly claim for week 1.
e Complete job search requirements for week 2.

Week 3

e File your weekly claim for week 2.
e Complete job search requirements for week 3.

Continue to file your weekly claims

You should file a claim each week that you want to receive benefits, even if:

e You are waiting to find out if you qualify for benefits.
e Youworked part time during your claim week.
e You were denied benefits and have filed an appeal.

If you do not file a weekly claim, you cannot receive benefits for that week.
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Waiting week

The first week you are eligible for benefits is your waiting week. You will not be paid for this
week. You must still meet all eligibility requirements during this week and file a weekly claim.

Note: There is only one waiting week during a benefit year @, If you stop filing weekly and then
restart your claim in the same benefit year, you will not have another waiting week.

Example
Week 1(Waiting week)

e Johnlost his job and applied for benefits.
e Hestarts his job search activities.
e Thisis his waiting week. Sun Mon Tues Wed Thurs Fri Sat

Week?
e Johnfiles his weekly claim for week 1. w

Since week 1 is John's waiting week, he

will not receive payment. m

Week 3

e Johnfiles his weekly claim for week 2.
e If he has met all eligibility requirements for week 2, John will receive his first payment.

Ways to file your weekly claim

Online
&

4T For fastest service, use your SAW account to log into secure.esd.wa.gov.

This option is available 24 hours a day/7 days a week.

If you have problems logging in, call 855-682-0785 for help.

E By phone
J/ Call 800-318-6022 to file a claim.

e Use the automated phone system.
Available from 12:01 a.m. Sunday through 4 p.m. Friday.

e Speak with a claims agent.For current Claims Center hours, please check our
website at esd.wa.gov/contact.
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Report earnings

We adjust your weekly benefit amount by deducting part of your earnings. By reporting all of
your earnings, you will avoid having to pay back benefits later. Sometimes your unemployment
benefits are reduced or denied because of the earnings you reported on your weekly claim. This
can happeniif:

¢ Youworked and earned money during the week, and
e Your earnings were too high to receive full or partial benefits.

In these cases, you won't get a separate written decision in the mail. This is allowed under state
law (WAC 192-140-200). Even though we don’t send a formal letter, it’s still considered a denial
or reduction of your benefits for that week.

If you believe your claim was denied or reduced incorrectly, call the claims center at 800-318-6022.

You can find the latest earnings deduction chart at: esd.wa.gov/media/pdf/1046/esd-earnings-
deduction-chartpdf.

Use your gross earnings (before deductions) when providing this information.

Imls When toreport earnings

Report earnings each week when filing your claim for the previous week, even if you
have not been paid yet.

'ﬁ What earnings to report

e Earnings from regular employment.

e Netincome from your own business (self-employed).

e In-kind payments. Example: if your employer provides room and board as part of
your payment.

e Bonuses for that week’s work.

e Any earnings from commission-based work.

e Tipsinanyform.

e Paidvacation, holiday or sick leave, unless it is a cash-out of unused leave.

e Military Reserve/National Guard pay, if you worked more than 72 consecutive
hours.

e Payforjury duty or earnings from state work-study.

e Any earnings from casual labor or day labor.

How to calculate gross earnings

88 e Number of hours worked during week x rate of pay = gross earnings.

e For example, if you worked 30 hours in a week and are paid $20 per hour, you
would report $600 in gross earnings for the week (30 hours x $20 per hour).
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Important

If you are working while claiming benefits, you still need to complete 3 approved job search
activities for every week you file a claim.

Getting you back to work

WorkSource offers free programs and services — including job leads and career resources — to
help you find a job faster.

Job search requirements

If you live in Washington, you need to set up an account in the WorkSourceWA.com system. To
get support in doing this, visit the WorkSourceWA.com website to find your nearest WorkSource
center. If you live outside of Washington, you need to be signed up with your local employment
center.

Reemployment services

WorkSource centers

Along with job search help, WorkSource can help you with resume writing, interviewing skills,
labor market information and more.

WorkSource can also help connect you with workshops and hiring events in your area, provide
links to job boards and access to statewide training resources.

Your local WorkSource center may also provide training programs. Ask at your local center.

Visit WorkSourceWA.com to get details on services at each location.

More services for you

Training programs

You can enroll in a training or education program and continue to receive unemployment
benefits, as long as you remain eligible for benefits each week. Training programs to consider
include:

e Commissioner Approved Training (CAT): Removes the job search requirements while in
an approved training or education program.

e Training Benefits (TB): Gives you additional weeks of unemployment benefits while in
acceptable training or education program.

e Self-Employment Assistance Program (SEAP): Offers self-employment training and
business counseling while you receive unemployment benefits.

Unemployed Worker’s Handbook 18 == Employment Security Department

@ WASHINGTON STATE



Each of these programs requires prior approval from Employment Security and some have
deadlines. For example, you have 90 days after applying for benefits to apply for Training
Benefits and 120 days to enroll in an eligible training program.

We recommend you work with your education provider or WorkSource to help you complete the
application for these programs.

Visit esd.wa.gov/jobs-and-training/job-training-support to learn more about available programs
and if you qualify.

Registered apprenticeships

If you are in a registered apprenticeship program, benefits may be available while you are
receiving classroom training and not earning wages from an employer.

Learn more at: esd.wa.gov/apprentice.

Help for veterans

We have employment programs specifically designed for veterans or the spouse of a veteran. If
you are a veteran or their spouse, you can get started at esd.wa.gov/jobs-and-training/find-job,
then choose “Services for veterans and military spouses.”

Migrant seasonal farmworkers

Visit esd.wa.gov/jobs-and-training/farmworker-services to find services for farmworkers.

Free or low-cost health coverage

As an unemployed worker, you and your family may qualify for free or low-cost health coverage.
To see if you are eligible or how to apply, visit wahealthplanfinder.org.

When you find a new job

Full-time work

When you return to full-time work M, you do not need to tell us you have a new job. Simply stop
submitting your weekly claims when you start your new job, even if you will not be paid for a
week or more. If you claim benefits after you start a job, you must report your earnings even if
you have not been paid yet.

Standby

If you have a new full-time job with a new employer and your expected start date is within 2
weeks, you can request to be put on standby B . If we approve standby, you may receive payment
without having to complete your job search activities. You can request standby through eServices
or by calling and talking to a claims agent.

If we deny your request to be put on standby, it will not stop your benefits. Standby only waives
the job search requirements to remain eligible for benefits.

You should continue job search activities until you receive a letter approving standby.
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To find more details, go to esd.wa.gov/temporary-layoffs-and-furloughs.

Part-time work

If you find part-time work, you may still be eligible for partial benefit payments. Be sure to report
any earnings from part-time work. See the “Reporting earnings” section in this handbook for
more information.

Restarting your claim

This is also called “reopening your claim.” If you become unemployed again or have your hours
reduced, you can restart your claim if you:

¢ Did not use all your benefits for your current benefit year.
e Have notfiled a claim for 5 or more weeks in a row.

When to restart your claim

You should restart as soon as you are no longer working, have had your hours reduced, or want to
begin receiving benefits again.

If you have missed less than 5 weeks in a row you do not need to restart your claim. In this case
you will be able to start filing your weekly claims right away.

How torestart your claim

You can restart your claim in any of the following ways:

Online

1. Gotosecure.esd.wa.gov and log in with your SAW account.

2. Select “Apply for unemployment benefits or manage your current and past claims.”
3. Select “Manage my active claim.”

4. Select “Restart my claim” to begin filing again.

If you are planning to file for more than the current week, it is important to file in order. Start with
the oldest week.

By automated phone system

1. Callthe automated phone system at 800-318-6022 from 12 a.m. Sunday to 4 p.m. Friday,
unless Friday is a holiday.
2. Choose the option to "reopen" your claim. Reopen means the same as restart.

If you have a hearing or speech disability, dial 711 for the Washington Relay.
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Talk to a claims agent

Use this option if you want to:

e File aclaimfor some, but not every, missed week.

e File claims for past weeks that you cannot access in eServices or through the automated
phone system.

Call 800-318-6022. For current Claims Center hours, please check our website at esd.wa.gov/contact.

If you have a hearing or speech disability, dial 711 for the Washington Relay.

Important
If you want to claim for past weeks that you missed, you cannot use the automated phone
service. You need to talk to a claims agent directly or use your eServices account.

If you do not see the weeks you want to claim for in your eServices account, you should call an
agent directly.

After you restart your claim

After you restart your claim, you must also file your weekly claims and meet all eligibility
requirements for each week you want to receive benefits.

Visit esd.wa.gov/restart-your-claim to learn more.

Appeal rights

If you or your employer disagrees with a decision, you each have the right to appeal . Appeals
must be submitted within 30 days from the date the determination letter was mailed.

If you do not file on time, you will be asked to explain why you were late, and it could impact the
outcome of your appeal.

Visit esd.wa.gov/appeal-info to read details about appealing a decision.

How to submit an appeal

) Online

Go to secure.esd.wa.gov and sign in with your SAW account.

1. Choose your “Active Ul Claim” or “Expired Ul Claim” on the home screen.
2. Choose the “Decision Status” tab to find the decision you want to appeal.
3. Inthe “Action” column, you can choose “File an appeal.”

4. Follow instructions to file your appeal.

Unemployed Worker’s Handbook 21 == Employment Security Department

@ WASHINGTON STATE



You can only file an appeal online prior to the deadline in the determination letter.
After that deadline, you need to file an appeal by mail or fax.

By mail

Mail appeal to:

Claims Center Appeals
P.O.Box 19018

Olympia, WA 98507-0018

@ By fax

Fax your appeal to 800-301-1795.
You can get free access to a computer or fax at your local WorkSource center. Visit
WorkSourceWA.com, and use the WorkSource locator.

Information you need for your appeal

If you complete your appeal online through your eServices account, the system will prompt you
to submit all required information.

If you submit your appeal by mail or fax, you must include the following information:

Your name.

Your Social Security number or Claim ID.

Which decision you are appealing.

The Letter ID that is on the decision letter you received.

The date on the decision letter that you are appealing.

Why you disagree with the decision.

Copies of records or documents you think we should consider for your appeal.
Names of witnesses you would like to have present for your hearing.

If you need an interpreter, let us know which language you use. This includes American
Sign Language.

If your appeal is late, explain why it is late.

Your signature.

Prepare your appeal documents

Before including documents with your appeal:
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each page.
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Afteryoufile an appeal

We will review your appeal once we receive it. If we need more information, we will contact you.
Sometimes new information you provide can change the decision. If this happens, we will inform
you in writing.

If we cannot resolve your appeal, we will send it to the Office of Administrative Hearings (OAH).
OAH will mail you a Notice of Hearing to the address you have on file with us. The notice will
explain next steps for the appeal hearing B. If your address changes, make sure to update both
OAH and Employment Security.

You need to take part in your hearing to protect your benefit rights. An impartial hearing officer
is responsible for the appeal hearing.

You can find additional details at oah.wa.gov.

After the hearing

The hearing officer will issue a written decision called an Initial Order. If you disagree with the
initial order decision, you can appeal it. You will see instructions for appealing in the Initial Order.

Employment Security will also receive a copy of the Initial Order and update your claim with the
decision.

Getting legal help

You can hire a lawyer to help with your appeal if needed. If you cannot afford a lawyer, you may
be able to get free or low-cost legal help. Resources include:

e Office of Civil Legal Aid online at ocla.wa.gov.

e UnemploymentlLawProject.org or call 888-441-9178.

e CLEAR (part of the Northwest Justice Project) - nwijustice.org/get-legal-help or call
888-201-1014.

e Your local county bar association may be able to help.

Stay eligible during your appeal

To stay eligible for benefits during your appeal, make sure you:

e File your weekly claims.

e Continue your job search activities.
e Report any earnings you receive.

e Areable and available to work.

If the appeal is decided in your favor, we will pay benefits for the weeks you met eligibility
requirements and filed a weekly claim.

For more information about appeals, visit esd.wa.gov/appeal-info.
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Benefits fraud

Fraud is a serious crime. Detecting and preventing unemployment benefits fraud is a priority. We
review claims regularly to ensure benefits are paid according to state and federal law.

Examples of benefits fraud

e Not reporting money you earned while receiving benefits.

e Not being truthful about why you are no longer working for a previous employer.

e Saying you are able and available when you are sick, traveling or otherwise unable or
unavailable to work.

e Reporting that you looked for work when you did not complete approved job search activities.

e Stealing another person’s identity to file for unemployment benefits in their name.

How to avoid committing benefits fraud

The most important thing is to be honest. If you knowingly try to get benefits by making a
statement or giving us information that is false, you are committing fraud.

If you are unsure about what information to report or if you do not know what you are supposed
to do, call 800-318-6022 for clarification. We are here to help.

Penalties for benefits fraud

Penalties for benefits fraud can include:

e Repayment of all benefits that you were not eligible to receive.

e Apenalty of between 15% and 50% on top of the benefits you should not have received.
e Disqualification from receiving future benefits for 26 weeks and up to 104 weeks.

e Being convicted of a crime in state and/or federal court.

What we do to stop benefits fraud

Some of the ways we identify fraud include: Report suspected fraud

Reviewing claims. Online at esd.wa.gov/fraud.

Comparing earnings reported by workers and their Through our toll-free Fraud Hotline
employers. at 800-246-9763.

Checking state and national databases of recently
hired individuals to make sure people are not
collecting benefits after they start working.

Verifying job search contacts.

Tips about possible fraud are pursued by our team
of investigators.

Reviewing union attached M status.
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Appendix
Appendix A - Legal disclosures

The Employment Security Department receives federal funding. In the following statement,
please note that the word “recipient” applies to Employment Security.

Equal opportunity is the law

It is against the law for this recipient of federal financial assistance to discriminate on the
following bases:

e Against any individual in the United States, on the basis of race, color, religion, sex
(including pregnancy, childbirth, and related medical conditions, sex stereotyping,
transgender status, and gender identity), national origin (including limited English
proficiency), age, disability, or political affiliation or belief, or;

e Against any beneficiary of, applicant to, or participant in programs financially assisted
under Title | of the Workforce Innovation and Opportunity Act, on the basis of the
individual’s citizenship status or participation in any WIOA Title-| financially assisted
program or activity.

The recipient must not discriminate in any of the following areas:

e Deciding who will be admitted, or have access to, any WIOA Title I-financially assisted
program or activity;

e Providing opportunities in, or treating any person with regard to, such a program or
activity; or

e Making employment decisions in the administration of, or in connection with, such a
program or activity.

Recipients of federal financial assistance must take reasonable steps to ensure that
communications with individuals with disabilities are as effective as communications with others.
This means that, upon request and at no cost to the individual, recipients are required to provide
appropriate auxiliary aids and services to qualified individuals with disabilities.
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What to do if you believe you have experienced
discrimination

If you think that you have been subjected to discrimination under a WIOA Title I-financially
assisted program or activity, you may file a complaint within 180 days from the date of the
alleged violation.

DJ To file a complaint by phone

%7 Call Employment Security’s Equal Opportunity Office at 855-836-5598. If you have a
hearing or speech impairment, dial 711 to reach the Washington Relay.

ﬁ To file a complaint by email

Email Employment Security’s Equal Opportunity Office at esdgpeo@esd.wa.gov.

k& Tofile a complaint by mail

'l Employment Security Department
Equal Opportunity Office
PO Box 9046
Olympia, WA 98507

Or send to:

The Director - Civil Rights Center (CRC)

U.S. Department of Labor

200 Constitution Avenue, NW., Room, N-4123
Woashington, DC 20210

To file a complaint online
-

Follow directions on the Department of Labor Civil Rights Center website. Go to
dol.gov/crc.

If you file your complaint with the recipient, you must wait until the recipient issues a written
Notice of Final Action, or until 90 days pass (whichever is sooner), before filing with the Civil
Rights Center (see address above).

If the recipient does not give you a written Notice of Final Action within 90 days of the day on
which you filed your complaint, you may file a complaint with CRC before receiving that Notice.
However, you must file your CRC complaint within 30 days of the 90-day deadline (in other
words, within 120 days after the day on which you filed your complaint with the recipient).

If the recipient does give you a written Notice of Final Action on your complaint, but you are
dissatisfied with the decision or resolution, you may file a complaint with CRC. You must file your
CRC complaint within 30 days of the date on which you received the Notice of Final Action.
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Accommodations for individuals with disabilities

We will make accommodations to allow your participation in all Employment Security programs,
activities and services. To request an accommodation for a disability, please call 844-395-6698
or email ESDGPUIAccomms@esd.wa.gov.

Your privacy matters to us

We follow all state and federal laws that protect your private information. To help connect you
with programs designed to get you back to work, we share some of your information with our
partners, such as WorkSource, and they are not allowed to share it with anyone else. We may
provide:

e Contact information.
e Employment and job search history.
e Demographics, such as age or gender.

Your previous employers and other state or local government agencies may release to our agency
any information, including your Social Security number, required for the proper administration of
your claim. We also use your Social Security number to report the amount of benefits you receive
to the Internal Revenue Service (IRS) as taxable income.
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Appendix B - Glossary

This section defines commonly used terms and acronyms. You can find more definitions of terms
at esd.wa.gov/about-us/definitions-terms.

Alternate base year (ABY) - In Washington state, a claimant's alternate base year is the last 4
calendar quarters completed at the time you apply for benefits. If you did not work 680 hours in
your regular base year, you may be able to file a claim using your alternate base year.

Appeal - If claimants or employers disagree with our decision about an unemployment claim,
they can ask for an appeal. An appeal is a request for a hearing about our decision.

Appeal hearing - A meeting to consider a benefit appeal. Each party (you and the employer, in
most cases) can tell an impartial hearing officer what they believe the relevant facts are related to
the issue on appeal. You may have witnesses testify. You may ask questions of the other party. All
testimony is given under oath.

Base year - In Washington state, a claimant's base year is the first 4 of the last 5 calendar
guarters completed at the time you apply for benefits. You must have worked 680 hours in
covered employment during your regular base year to qualify for unemployment benefits.

Benefit extension - Benefit extensions, when available, let you get additional benefits after you
are no longer eligible to receive regular unemployment benefits.

Benefit week - Begins on Sunday and ends at midnight the following Saturday.

Benefit year - The 52-week period when you can receive unemployment benefits on a claim. A
benefit year begins on the Sunday of the week a claimant applies for benefits.

Benefits - The money given to eligible individuals.
Claim - An application for unemployment benefits.
Claim effective date - The Sunday of the week in which your initial claim for benefits started.

Claim end date - Also referred to as a benefit year end (BYE), this is the last Saturday of a
benefit year. This falls on a Saturday, 52 weeks after the claim effective date.

Covered employment - A job covered by unemployment insurance. A job is covered if the
employer is required by law to report their employees' wages and hours to Employment Security,
another state or to the federal government.

Fraud - Giving false information, misrepresenting or knowingly withholding information.

Full-time work - Working 40 or more hours per week.
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Gross earnings - The amount of money you get for work before taxes and deductions.

Maximum benefit amount (MBA) - The maximum amount of benefits you may receive during
a benefit year. In Washington, your MBA is 26 times your weekly benefit amount or 1/3 of your
base-year wages, whichever is less.

Monetary determination - A letter mailed to you after you file a claim for benefits. It explains
if you are eligible, how much your payment will be each week, the maximum benefit amount
(MBA), and other details for your claim year. This includes all employers you worked for during
the base year and the wages each employer reported. Be sure to check it for accuracy and contact
the Claims Center at 800-318-6022 to correct any errors.

Net earnings - Your take-home pay, after taxes and deductions.
Overpayment - Benefits we paid you before we found you were not eligible to receive them.

Partial benefits - If you are working and filing weekly claims, you may qualify for partial
payment. You must report your gross earnings for the week you're claiming, even if you have not
been paid yet.

Separation - When you or your employer end the working relationship. This can be due to a
quit, discharge (fired), leave of absence, suspension or layoff (lack of work).

Standby - During a temporary layoff, when an employer plans to rehire one or more laid-off
employees within a certain time, Employment Security may approve a request to place the
workers on standby. Approved workers do not need to look for work while they are collecting
unemployment benefits during the approved standby period.

Suitable work - A job that aligns with your skills, experience, or training and meets typical pay
and conditions in your area. If you have a disability, including temporary health restrictions, the
work must also be safe for you to perform.

Union attached - An active full referral union member who gets work through a union hiring
hall. If you are on the out-of-work list, as verified by your union, you may be eligible for benefits
by remaining available for work through your union.

Weekly benefit amount (WBA) - Amount you are eligible to receive before any deductions.

Appendix C - Weekly job search log

Track your job search activities with a weekly job search log. Include the details of each activity
(what, when, where and with whom). If possible, save proof, such as a screenshot or email
confirmation. Download a log at esd.wa.gov/job-search-log or copy the one in this handbook.

Keep your job search log for at least 30 days after the end of your benefit yvear ™ or when you
receive your last payment on a benefit extension M, whichever is later.
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