Dear unemployment claimant,

Some information in this Handbook for Unemployed Workers is outdated.

The list below shows what parts of the Handbook are outdated and where to find current
information on our website.

Able and available for work (pages 2, 6, 10, 22, 37, 55)

This question is asking if you're physically able to work, not if your employer or state restrictions
allow you to work. Answer “yes” if your employer offers you telework. If you refuse telework, you
may not be considered available for work.

See our website to learn how to avoid the most common unemployment issues.

Phone hours (page 23)

You can submit questions and messages online through your eServices account. For updated
information, see the Contact information for unemployed workers page. Please consider
reviewing our Technical support for eServices, Unemployment page and eServices User Guide
before calling.

Schedule a call back (page 13)

Due to overwhelming demand, we have temporarily removed the callback scheduler.

Fraud (page 19)

If someone applied for unemployment benefits using your information without your permission,
report it immediately using the_fraud reporting form. You don’t need to report it if your employer
already has. Learn more on the Unemployment benefits fraud and Identifying unemployment
scams pages.

How much will you receive? (page 24)

The way weekly benefits are calculated changed for new claims beginning Jan. 2, 2022. You can
estimate your benefit using the new method.

How WorkSource can help you (page 50)

Find hours of operation and services available at WorkSource centers at WorkSourceWA.com/
locator and get help with your work search by visiting the WorkSource website.

Earnings Deduction (page 31 and the last 4 pages of this document)
View the current earnings deduction chart on esd.wa.gov, updated July 28, 2023.

Debit Card (page 56)
The debit card is issued by a new provider as of July 1, 2022. Learn about receiving benefits by

debit card.

Job search requirements (page 43) and job search log (page 61)

The list of approved job search activities has been expanded. View the current list of approved
job search activities on esd.wa.gov. View the current job search log, updated Aug. 31, 2022.

Revised date: July 2023
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The Washington state Employment Security Department (ESD) has produced this
handbook to provide unemployed workers with information and guidance about
how to navigate the Unemployment Insurance benefits system.

This handbook is based on current legislation and rules.

The Employment Security Department is an equal opportunity employer/
program. Auxiliary aids and services are available upon request to individuals
with disabilities. Language assistance services for limited English proficient
individuals are available free of charge. Washington Relay Service: 711.



English

This handbook explains your rights and responsibilities when you apply for and claim
unemployment benefits. If you don’t understand it or have questions, call the claims center

at 800-318-6022 for help. Free interpretive services are available to answer your questions

if you don't speak English. You are responsible for understanding this information. You may
be denied benefits if you don't follow the instructions in this handbook. If you knowingly
break the rules, you could be denied benefits for committing fraud, which may lead to serious

consequences, including civil and criminal penalties. Keep this handbook for future reference.

Spanish

Este manual explica sus derechos y las responsabilidades que contrae cuando solicita y
registra reclamos de beneficios del seguro por desempleo. Por favor léalo y si no entiende
algo o tiene preguntas, llame al centro de reclamos al 800-318-6022. Si no habla

inglés, tenemos servicios de interpretaciéon para contestar a sus preguntas. Usted tiene la
responsabilidad de entender esta informacién. Si no sigue las instrucciones en este manual,
se podrian denegar sus beneficios. Si a sabiendas no cumple con los reglamentos, se le
podrian denegar los beneficios por cometer fraude, lo que podria ocasionar consecuencias
graves que incluyen sanciones civiles y penales. Para uso futuro, guarde este manual como

punto de referencia.
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The unemployment benefits process
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unemployment benefits.
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weekly claims.
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BASIC INFORMATION

Words in bold italics are defined in the Definitions section in the Appendix
section of this Handbook.

What is Unemployment Insurance?

Unemployment Insurance is a program that provides financial benefits for
eligible unemployed workers to help you meet expenses while looking for a
new job. Unemployment benefits replace part of your lost income and are
not public assistance. Unemployment benefits are made possible through
unemployment taxes paid by employers. Unemployment taxes are not
withheld from employees’ paychecks.

The Washington state Employment Security Department (ESD) has

programs and services to

* help you financially when you become unemployed due to no fault
of your own and
* assist you to return to work as quickly as possible.

We are here to help you apply for unemployment benefits, submit
weekly claims, improve your job search skills and look for work.

Information needed to apply for benefits
You will need to be prepared to provide the following information in order
to apply for unemployment benefits:

*  Your complete work history for the past 18 months including:
= employer name(s)
o address(es)
s phone number(s)
o start and end dates of employment for each employer.

* If you have worked in other states in the last 18 months, you need
the state(s) where you physically worked and your employer’s
payroll address.

How long can you collect

unemployment benefits?

Your unemployment claim is considered to be open for one year. However,
your actual benefits will generally last for six months (26 weeks). Your
benefits may last longer than six months if you have deductible earnings
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from working or you are collecting retirement pay. If you run out of
(exhaust) your benefits, you cannot apply for a new claim until your current

claim expires (one year).

Maintaining eligibility for benefits

To maintain benefits, you must continue to meet the eligibility requirements

for each week that you claim. Eligibility means:

* being able to work

* being available for work

* actively seeking work and

* keeping track of your job search by maintaining job search logs.
Your job search logs may be reviewed at any time by ESD
to ensure that you are meeting your job search requirements.
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Requalifying for benefits
If you were paid unemployment benefits on a claim that is now expired,
you must meet the following requirements to qualify for a new claim:

1. You must have worked at least 680 hours in the base year of your
new claim.

2. You must have returned to work and earned six times your weekly
benefit amount since the initial job separation and application date
on your prior claim, but before the effective date of your new claim.

These rules do not apply if you file a claim in Washington after
exhausting benefits in another state or if you were not paid on
the prior claim.

Canceling a claim

You can cancel your claim if you have not received any payments on the
claim and it has not been more than 30 days since you applied

for benefits. You will need to call the Claims Center at 800-318-6022 to
request a claim cancellation. Once a claim is canceled, it cannot

be reinstated. You would need to apply for a new claim to begin
receiving benefits.

Stop claiming once you start a full-time job

Once you are hired full-time or earn at least your weekly benefit amount,
you do not need to call us to tell us that you found work. But you must stop
submitting weekly claims once you actually start your new job — not after
you get your first paycheck.
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ELIGIBILITY

Are you eligible for benefits?
There are a number of factors which ESD takes into consideration to
determine who can receive benefits. We look at:

1. The number of hours you have worked in the past 12-18 months, to
determine if you have the minimum 680 hours required in the base
year (the time frame your claim’s maximum benefits amount will be
based on).

2. The reason you were separated from your job: laid off, quit with
good cause, terminated due to no fault of your own, or still working
less than full-time.

3. If you are mentally and physically able to work, as well as available
to work without restrictions that would prevent you from accepting
work (for example: transportation issues, illness, vacations, or lack
of family/child care).

4. If you are making an active, weekly job search to make sure you
are looking for work in occupations that you are willing and able to
work in. You must keep a log of your job search activities.

5. If you are legally authorized to work in the United States during
your base year and the weeks you are claiming benefits.

Covered and Non-covered employment

Covered employment is a type of job for which your employer is required
to pay into the unemployment tax trust fund. It is not a deduction from your
paycheck.

Non-covered employment includes such occupations as:

Self-employed workers

Elected government officials

Church employees

Appraisers

Amateur sports officials, like umpires and referees
Work-study students

Workers on some small fishing boats

Corporate officers

WONOOO AWM~

Workers paid based on commission
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Federal employees
You may be eligible for unemployment benefits in Washington state if:

*  You were a federal employee in the past 18 months, and
*  Your official duty station of your last federal employer
was in Washington, or
*  You are a current Washington resident and you
o Are a U.S. citizen and your official duty station was
outside the U.S., or
s Have worked in Washington after your last
federal employer.

For more information, go to

https://esd.wa.gov/unemployment/federal-employees.

Educational employees

The term “educational employees” includes anyone who works for any
level of educational institution, including K-12 and higher education.
This includes, but is not limited to, teachers, administrators, principals,
librarians, bus drivers, custodians, and professors.

Under federal law, educational employees are not eligible for
unemployment insurance benefits during traditional break periods in
situations where they have “reasonable assurance” that they will continue
working after the break. However, if they do not have “reasonable
assurance” that they will continue working after the break, then —
depending on the situation — they may be eligible to use those wages for
their unemployment benefit claim.

There is a three-part “test” to determine whether educational employees
may be able to use the wages for their unemployment benefit claim:

* Test One: Does the situation meet the prerequisites?
* Test Two: Is there a contract?

e Test Three: Is there reasonable assurance?

For more information, go to https://esd.wa.gov/unemployment/

educational-employees.
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Can you still work and receive benefits?
If you are working less than full-time, you may still be eligible for part of
your unemployment benefits.

When you submit your weekly claim, you must report the number of
hours you worked and the total gross wages (before any deductions) you
earned for the work you did during that week, regardless of when you
receive payment for the work done. This includes reporting any hours and
earnings you receive if you work in non-covered employment.

You must still be able and available to accept full-time work even though
you are working part-time. You must also make an active search for full-
time work (and keep track of those searches).

ESD calculates the amount of your weekly benefits based on the hours
and wages you report. You must accurately report this information and we
verify the information you provide with your employer. If you knowingly
provide incorrect information, you might have to pay back benefits and
penalties on top of that.

Temporary Total Disability (TTD)

If you have been unable to work for 13 or more weeks in a row due
to injury or illness, you may still be eligible for unemployment benefits.
You must also meet the standard eligibility requirements for all
unemployment claims. To file a TTD claim, you must be able to work,
available for work, and:

1. Your disability date or time loss payment must have started within
the last 6 years; and

2. A doctor must have released you for work within the last 12
months (released for light duty is allowed as long as you can
work full time); or

3. Your workers’ compensation or crime victims’ compensation must

have ended within the last 12 months.

When should you contact the Claims Center
to file your claim?
1. For Non-work related injury/illness: Apply for benefits during the
week you are released for full time work.
2. For Work-related injury and illness: Apply for benefits the week
after you are released to work or time-loss end date.
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Note: Workers’ compensation is paid by Labor and Industries (L&l) or a
private insurer due to an on-the-job injury, including back pay of wage
replacement such as: time-loss, loss of earning power payments and
adjustments. Let us know if you are appealing a decision to deny your
workers’ compensation benefits.

A TTD claim is based on wages and hours earned before your injury
or illness as if you filed on that date. Send us a message through your
eServices account or call the Claims Center at 800-318-6022.

All claims that are filed online or by phone are reviewed thoroughly in
order to offer you the best claim options.

What would keep you from receiving
unemployment benefits?

Separation from employment

ESD gathers information from both you and your employer(s) about the
reason for your job separation. We need to determine if your job ended
due to a layoff, if you quit for good cause, or if you were fired for reasons
other than misconduct.

If your job ended due to a layoff, which is defined as a lack of available
work, benefits are generally allowed (unless there are other questions
about your eligibility). A lack of work could be due to the business closing,
seasonal changes or a business downturn.

We may contact you by sending you a questionnaire by U.S. mail,

through eServices, or using the phone number or email address you have
provided. Based on the information you provide, a decision is made to
either allow or deny your benefits if the separation is something other than
a lack of work.

If your job ended because you quit, the separation is reviewed to determine
if it meets one of the following good cause reasons for quitting:

1. You took another job prior to leaving your current employer.

2. You or a family member became sick or disabled, or a
death occurred in the family, and it became necessary for you
to quit work.

3. You moved due to your spouse or registered domestic partner’s job
that was out of your customary labor market.

4. You needed to resign as a result of domestic violence or stalking.
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11.

Your employer made a change to your hours or pay that resulted in
a 25 percent or more reduction.

There was a safety problem at work that you reported but your
employer did not address or fix the problem in a timely manner.
There was illegal activity at work that you reported but your
employer did not address in a timely manner.

Your employer made a change in the usual work that goes against
your sincere religious or moral beliefs.

You entered an approved apprenticeship training program.

. You started, continued, or resumed an approved training program

under the Trade Act.
You worked a full-time job and a part-time job at the same time,
and chose to quit the part-time job.

If you are denied benefits based on not having good cause for quitting

your job, the denial continues until it has been seven weeks after the week

you separated from the employer AND have earned at least seven times

your weekly benefit amount in new covered employment.

If your job ended because you were fired, the separation is reviewed to

see if it was for misconduct, gross misconduct or no misconduct at all.

Misconduct is doing something deliberately or carelessly when you knew or

should have known it could cause harm to the employer’s business.

Examples of misconduct are:

O~ N~

o~

Repeated tardiness when you had been previously warned.
Insubordination.

Dishonesty related to employment.

Repeated and inexcusable absences.

Violations of law or deliberate acts that could provoke violence or
illegal actions.

Violation of a company policy or rule.

Deliberate violation standards of behavior an employer has the
right to expect from its employees.

Carelessness or negligence that causes or would likely cause
serious bodily harm.

Carelessness or negligence of such a degree or frequency that it
shows an intentional or substantial disregard for your employer’s
interest.
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Examples of gross misconduct include:

1. A criminal act in connection with your work for which
you have been convicted in a criminal court or have
admitted to committing.

2. Conduct connected with your work that demonstrates o flagrant
and wanton disregard for your employer or a fellow employee.

If you are denied benefits based on being fired for misconduct or gross

misconduct, the denial continues until it has been ten weeks after the week
you separated from the employer AND you have earned at least ten times
your weekly benefit amount in new covered employment.

If you are denied benefits due to gross misconduct, the wages and hours
from that employer are removed from your claim. This could cause your
claim to drop below the required 680 hours needed to establish a valid
claim. If you did not work at least 680 hours for this employer, hours will
be removed from other base year employers to total 680.

Can you get benefits if you are on strike or
affected by a lockout?

This is determined on a case-by-case basis. You should apply for benefits
and keep submitting your weekly claims while you are waiting for our
decision. If you have earnings or strike pay, we may deduct a portion of
them from your benefits.
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Is there anything else that could keep you from

receiving benefits?

Once your claim is open, you must submit weekly claims to certify that

you have met all the requirements for the week. If you do not file timely, a

week could be denied. If you stop filing, and at a later date wish to reopen
your claim to start filing again, you need to reopen your claim in the week
that you want to start receiving benefits.

If you are reporting untrue or inaccurate information (either intentionally or
unintentionally) such as employment history, reasons you were separated
from work, earnings (whether in covered or non-covered work), job

search activities, or not being able or available to work, your benefits

could be denied.

ESD may request you attend an appointment with WorkSource. The letter
will be sent by U.S. mail. If you fail to schedule or attend an appointment
as required, we will contact you to find out why you did not attend. We

may determine that the week of the appointment is disqualified, based on

why you missed the appointment.

Benefit Exclusions
You DO NOT qualify for benefits if you are working full-time. This includes:

1. Working full-time on commission.
2. Working full-time, but earning less than your Weekly Benefit
Amount.
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What if your eligibility is in question

for some reason?

After you apply for unemployment benefits and submit a weekly claim,
ESD determines if you are eligible for benefits. At any time during your
claim, we may need additional information to make a revised decision. To
gather the facts we need, we may:

Send you questionnaires by U.S. mail or through eServices.
Send you a message through eServices.
Call or email you.

Ao N~

Contact your former employer(s) to ask specific questions about
why you are no longer working.
5. Contact other people who can provide relevant information.

We make decisions based on information we have available. If ESD
attempts to contact you, and you do not respond in a timely manner, a
decision could be made that may result in your benefits being denied. If
we have questions after you have already started receiving weekly benefits,

we may pay you conditional payments until the questions are resolved.
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CREATING AN ONLINE ESD ESERVICES ACCOUNT

What is eServices?
eServices is the Employment Security Department’s secure website for

applying for unemployment benefits, submitting weekly claims and
accessing information about your benefits. It is available 24 hours a day, 7
days a week.

Options available through eServices
*  Apply for unemployment benefits
*  Submit weekly claims
* Re-open a claim
* Respond to requests for information
* Get payment status and history
e Submit attachments
* File an appeal
*  Apply for Training Benefits and other programs
* Change contact information
* Change benefit payment method (direct deposit or debit card)
* Check overpayment balances and make payments
* Send a message/ask a question
* Request federal income tax to be withheld from your benefits
* Change your Personal Identification Number (PIN)
for our phone system
* Look up your past wages

How to create or sign in to

your eServices account
To use eServices, go to hitps://secure.esd.wa.gov/home/ to sign in. You

may also need to create a SecureAccess Washington (SAW) account the
first time if you don't already have a SAW account.

You may already have a SAW account if you have used other online

government services, such as renewing your driver’s license or buying a
fishing license. You can check your SAW account status on the eServices
sign-in page. If you already have a SAW account, use that same username
and password to log in.
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COMMUNICATING WITH ESD

g Online using eServices
You can ask a question by sending us a message through your
eServices account 24 hours a day, 7 days a week.

By fax or U.S. mail

You may also fax or mail documents to ESD. Specific fax numbers or
mailing addresses are located on individual letters and forms. Make
sure to include your Claim ID or Social Security number on each page
you fax or mail to ensure all the information you send is attached to

your claim.

@ By phone

To speak to a claims agent, call the ESD Claims Center at
800-318-6022, Monday — Friday from 8 a.m. — 4 p.m.
(except holidays) as follows:

Monday: New applications for those with Social Security numbers
ending in 0-3; questions about weekly claims and other general
questions.

Tuesday: New applications for those with Social Security numbers
ending in 0-6; questions about weekly claims and other general

questions.

Wednesday, Thursday, and Friday: New applications for
everyone with Social Security numbers ending in 0-9; questions about
weekly claims and other general questions.

Schedule a call back

If you want to schedule a specific day and time range for someone
from the Claims Center to call you back, please go to our Schedule a
Callback page at https://esd.wa.gov/unemployment/Ul-callback.

Access automated self-service options
You can call the ESD Claims Center at 800-318-6022 24 hours a
day, 7 days a week to access the following self-service features:
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Automated Phone Services

Services Press
Submit your 1

weekly claim

Re-open claim 2

Check 3
payment

Change 4
contact
information

Overpayment 6

Information

Direction
Be ready to answer the
automated weekly claim.
Wait for the statement
“your claim has now been
accepted” before hanging
up.
If you have worked for any
employer since you last
claimed, be prepared to
provide employer names,
addresses, dates worked
and reasons you are not
working.
You will hear your last
payment amount, date your
payment was issued and
your benefit balance.
Keep your contact
information current.

Speak slowly while
recording any changes to
your information. It can
take up to two business
days for the change to
process.

If you have an
overpayment, you will be
given overpayment account
information or will be
asked to call Employment
Security Collections.

When Available
12:00 a.m.
Sunday - 4 p.m.
Friday (unless
Friday is a
holiday)

Anytime

Anytime

Anytime

Anytime
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Other languages

The ESD Claims Center’s phone line has messages in English, Spanish,
Vietnamese, Russian and Korean. If you don't speak any of these
languages, press “7” to speak to an interpreter at no cost. Links to
additional information in many other languages are located at the bottom
of the esd.wa.gov home page.

Keep your contact information up-to-date

lt's important that you keep up-to-date contact information on your claim
because we may need to contact you by U.S. mail, through eServices, by
phone or email about your eligibility for benefits. We may still send you
notices even after you stop claiming unemployment benefits. These notices
may include Internal Revenue Service and benefits eligibility information.

Make sure to update your claim with any new mailing address information
as soon as possible — even if you move out of state or leave the country. If
we cannot reach you when information is needed, your benefits could be
delayed or denied.

How to update your contact information
Method Directions

eServices Sign in to your existing eServices account and

select “Update” next to “About me” on the home

page
By Phone Use the automated phone service 24 hours a day
800-318-6022 and select option 4

Note: It may take up to 48 hours to process a change of address.
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Shared information and your privacy

Your privacy is important to us and we follow state and federal privacy
laws when working with your claim and personal information. In some
cases, we are required to share limited information about you with our
partners who include, but are not limited to:

* Service providers under the federal Workforce Innovation
and Opportunity Act
* Local workforce development boards
* The Washington state Department of Social
and Health Services
e Community and technical colleges and
*  Other specifically authorized community
service organizations.
In some cases, you can ask us to keep your information private. (See the
Appendix for more information about how we protect your privacy.)
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Fraud is knowingly withholding information about a claim. It has serious

consequences. Violators can face criminal prosecution.

ESD’s team of investigators is solely focused on identifying fraud. Breaking
the rules, such as intentionally failing to report correct work and earnings,
could result in a denial of benefits, an overpayment, penalties and even

criminal prosecution.

Tips to avoid committing fraud

Follow these tips to keep from committing fraud. While you collect
unemployment, you are responsible for following the requirements in state
law. Serious consequences, including penalties can result if you fail to:

1. Accurately report why you're unemployed. Be sure to report the
reason for leaving your job when you apply for unemployment
benefits, reopen your claim or file a weekly claim. If you lie about
the reason you lost your job, you will be guilty of fraud.

2. Report any wages you earn while you are receiving unemployment
benefits. You must report your gross wages (before taxes) for each
week you work, regardless of when you get paid. If you don't, you
are guilty of fraud. Report all earnings, including part-time work
and temporary work.

Avoid making mistakes so we can pay you correctly. Read and follow alll
of the information we give you. If you don't understand something, please
call the Claims Center at 800-318-6022 for clarification.
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Penalties for unemployment benefits fraud
You may be denied benefits if you knowingly break the rules and commit

unemployment benefits fraud. This may lead to serious consequences,

including:

1.

2.
3.

Paying back the unemployment benefits you collected, plus
penalties and fines, and losing eligibility for unemployment benefits
in the future.

a. First violation - We deny 26 weeks (six months) of future
benefits and require you to pay back any benefits you should
not have received, plus a penalty of 15 percent of that amount.

b. Second violation - We deny 52 weeks (a full year) of future
benefits and require you to pay back any benefits you should
not have received, plus a penalty of 25 percent of that amount.

c. Third and additional violations - We deny 104 weeks (two
years) of future benefits and require you to pay back any
benefits you should not have received, plus a penalty of 50
percent of that amount.

Prosecution.

Jail or prison.

If you make a mistake, send us a message through your eServices account
or call the Claims Center at 800-318-6022.

How we identify fraud

Here are some ways we identify people who are committing fraud:

A w N~

o O

Comparing the earnings reported by workers and their employers.
Auditing claims.

Checking earnings reported in Washington and other states.
Checking records in the National Directory of New Hires to make
sure people aren't collecting unemployment benefits when they
start working again.

Checking job search contacts.

Investigating tips about possible fraud.

Verifying information with data in state and federal databases
(cross matching).

Verifying the reason claimants are unemployed.
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Report fraud
ESD’s Office of Special Investigations oversees fraud prevention and
detection activities:

* The Fraud Prevention Unit investigates workers compensation,
incarceration, and stranger wages issues. They also take tips
from the public. If you know an employer or individual who is
committing fraud, we want to hear from you.

* The Fraud Detection Unit investigates Provider One/Social Service
Payment System, deceased, missing employer, and failure to
respond issues.

Both units investigate earnings, out of country, and Internet Protocol issues.

How to report fraud
R Phone: 800-246-9763.
Fax: 360-902-9771

|;| Complete an online fraud form at or visit ESD’s Report Fraud

webpage https://esd.wa.gov/unemployment/unemployment-

benefits-fraud
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RIGHTS AND RESPONSIBILITIES

Your rights
We make decisions on eligibility based on laws and policies that apply
equally to anyone claiming unemployment benefits.

If ESD questions your eligibility for benefits
We might need more information to decide if you are eligible to receive
unemployment benefits. At any time, we might:

1. Send you questionnaires using eServices or U.S. mail.
2. Call or email you for more information.

3. Contact your former or current employer(s).

Before we make a final decision on any issue, you have the right to be

interviewed and to know why we are questioning your eligibility. Interviews
are usually conducted by phone.

1. Before the interview, you can request to see any documents we
have about your eligibility.

2. You can ask someone to help you, including an attorney. You are
responsible for any fees an attorney charges you.

3. You have the right to present evidence, documents and witnesses
during the interview.

4. You may question anyone during the interview, including witnesses.
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If you disagree with a decision
You and your former employers have the right to appeal our decisions.

If you have a disability

If you need a reasonable accommodation for a disability, please let us

know:

1.

If you are hearing or speech impaired, call our TTY line at 800-
365-8969. You also may use the relay service for operator
assistance at 800- 833-6384 or call 711.

If you have a disability that prevents you from using the Internet

or telephone, visit your local WorkSource office for help. These
offices are accessible. WorkSource office staff can advise you on
applying for unemployment benefits and how to look for work. To
support our commitment to universal access to job search services,
WorkSource offices offer a range of technology to help people with
different needs, such as limited mobility, low vision or blindness,

learning and cognitive needs or hearing impairments.
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Your responsibilities

You are responsible for following the instructions in this Handbook

and for obeying all laws related to unemployment benefits. If you don't
understand something, please call the Claims Center at 800-318-6022
for clarification.

Look for a job and keep a job search log
To receive unemployment benefits, you must look for work and keep a
record of your job search activities unless we tell you otherwise.

Answer all questions on weekly claims truthfully

Correctly report when you are not able and available for work or when
you don't actively search for work. To collect weekly benefits, you must be
able to work and be available for suitable work each week.

Answer our questions
If you get a questionnaire from us, you must answer the questions honestly
and return it by the due date. Otherwise, we may deny your benefits.

Attend scheduled interviews

If you are scheduled for an interview or appointment at a WorkSource
office, you must attend as scheduled. Your participation is mandatory.
Otherwise, we may deny your benefits.

Perform your weekly responsibilities
You must submit a weekly claim to continue to be eligible for benefits.

Keep your contact information current

You must keep your mailing address, phone number and email address
updated so we can send you notices and contact you when necessary.
Even if your preferred method of contact is eServices, continue to check
your mailbox because we will send some letters only by U.S. mail.

Note: The U.S. Postal Service does not forward debit cards.
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How to apply online

You can apply online 24 hours a day, seven days a week using your
eServices account. You must use a laptop or desktop computer for this
initial step—not a mobile device. If you don’t have a computer, stop by
your local library or WorkSource center to use a computer.

A confirmation page appears when you successfully submit a new
application. You will also receive verification by email, if you gave
us your email address as a way to communicate with you.

How to apply by phone
To speak to a claims agent, call the Claims Center at 800-318-6022
between Monday — Friday from 8 a.m. — 4 p.m. (except holidays)

as follows:

Monday: New applications for those with Social Security
numbers ending in 0-3.

Tuesday: New applications for those with Social Security
numbers ending in 0-6.

Wednesday, Thursday and Friday: Everyone (Social
Security numbers ending in 0-9) can submit new applications.

Review your wages and hours reported in the Unemployment Claim
Determination letter. If you think wages are missing or incorrect, please call
the Claims Center at 800-318-6022 to request a correction.

The following wages do not automatically show up in your Unemployment
Claim Determination letter. We must request them from the other state or
employer so they can be added to your claim:

1. Work in other states.
2. Work for the federal government.
3. Active duty military service.
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BENEFIT PAYMENTS

How much will you receive?
The amount of benefits you receive depends on your earnings (the money
you made) in your base year.

The maximum amount you can get per week is your Weekly Benefit
Amount (WBA). Washington state’s unemployment minimum and
maximum weekly benefit amount (WBA) may change from year to year.

We do not pay less than the minimum or more than the maximum WBA.
Please see our “Estimate your benefit” webpage at https://esd.wa.gov/

unemployment/calculate-your-benefit for this information.

The total amount of benefits you can receive during an unemployment
claim year is called your Maximum Benefit Amount (MBA). You get

whichever amount is less.

The WBA you receive may change depending on a number of situations
that could deduct money from your weekly benefit amount.

Your unemployment claim lasts for one year. Your benefits will not last that
long, generally six months (26 weeks). It may last longer than six months if
you have deductible earnings from working or collecting retirement pay.

When will you know how much you will receive?

If you apply for unemployment benefits online through your eServices
account, you receive an immediate message entitled, Your Benefit Rights
and Responsibilities. This information provides an estimate of your weekly
benefit amount (WBA), the number of weeks these benefits will last and
your maximum benefit amount (MBA).

If you apply for unemployment benefits by phone, the claims agent will
give you an estimate. Your Benefit Rights and Responsibilities are presented
to you verbally.

Once your application is submitted, we will send you an Unemployment
Claim Determination letter by eServices or U.S. mail. Let us know if you
don't receive this letter within two weeks after you apply.
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If your application includes prior employment (for the last 18 months) in
the military, with a federal government agency or in other states, your
letter may initially show you are not eligible for unemployment benefits.
We must wait for wage information from those organizations or states
to be reported to us, so you may receive multiple letters. The final letter
shows your eligibility with all wages or earnings from all of your most
recent employers.

Your Unemployment Claim Determination letter
After you apply for your unemployment claim, you will receive an
Unemployment Claim Determination letter through the U.S. mail.
This letter includes the wages reported by your base year employer(s) and,
if you qualify for benefits, the weekly benefit amount you will receive.

Your Unemployment Claim Determination letter includes
the following information:

1. Your weekly benefit amount (WBA).

2. Your maximum benefits or maximum benefit amount (MBA).

3. How many hours you worked and how much you earned in your
base year, as reported by your former employer(s).

4. Whether you worked enough hours to qualify for unemployment
benefits (680 hours).

5. Any information about your claim.

Review your Determination letter carefully
Your Unemployment Claim Determination letter may be wrong or
look wrong if:

1. You worked in one quarter and were paid in the next quarter.
Employers report wages in the same quarter you are paid. If you
believe moving these wages to the quarter you earned them might
give you a better claim or help you to qualify for benefits, call the
Claims Center at 1-800-318-6022.

2. Your employer(s) incorrectly reported your Social Security number,
wages or hours, or didn't send us a report.

3. There are wages reported for someone else, known as stranger
wages.
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4. You were in the military, worked for the federal government or
worked in other states. These wages do not appear on your
Unemployment Claim Determination letter. We send you a
Redetermination of Benefits, Wages and Hours with corrected
information once we receive the information from your employer or
other states.

5. We did not correctly record your wages and hours in our computer
system.

L\\\ {x

We will send you an updated letter or redetermination letter each time

wages or hours are added or corrected. If you think any information is
wrong or missing, send us a message through your eServices account or
call the Claims Center at 800-318-6022. Please have paystubs
available before you call, if you feel you have underreported wages

or unreported wages.

What if you didn’t work enough hours in your

base year to qualify?

You may be eligible for an Alternate Base Year (ABY) claim if you did not
work the required 680 hours in your regular base year. If you meet the
conditions above related to federal, military or out-of-state employment,
we wait for those wages to be reviewed first before changing your base
year. The Unemployment Claim Determination letter will give you an
option to request an ABY if you don’t qualify for a regular claim. You can
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send us a message through your eServices account or call 800-318-6022
to find out if you qualify for benefits with an ABY.

An ABY uses the most recent completed calendar quarters as your base
year. The quarters used depends on when you applied for benefits. You
must have 680 hours of work in your ABY and still meet all other eligibility
requirements to qualify for unemployment benefits.

What is deducted from your benefits?

Earnings

When you file a new claim or submit your weekly claim, you must report
any work you did and earnings you received or will receive for that week.
You must report your earnings in the week you performed the work,

not when you got paid for the work. Report your gross pay before any
deductions are taken out. Please ensure that you report the earnings using
the employer that matches the employer name on your pay stub, check or
pay statement.

We adjust your weekly benefit amount by deducting part of your
earnings. By reporting all your earnings, you will avoid having to pay
back benefits later. Examples of deductible earnings and other payments
you must report:

1. Net income from your own business.

2. In-kind payments that substitute for money, such as rent or room
and board.

Bonuses attributed to work performed in that week.

Tips in any form.

Paid vacation, holidays and sick leave.

o Ao

Military Reserve and National Guard pay if you worked more than
three days in a row.

N

Pay for jury duty service.

@

Earnings from state work study (does not include Title IV funds).
9. Pay from an employer, such as back pay (including back pay from
a time-loss or workers’ compensation claim) for weeks you claimed.

Workers’ compensation

Workers' compensation paid by L&l or a private insurer due to an on-the-
job injury, including back pay of wage replacement such as: time-loss,
loss of earning power payments and adjustments. Let us know if you are
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appealing a decision to deny your workers’ compensation benefits. If
time-loss and loss of earning power benefits are paid for any week(s) you
have already received unemployment insurance benefits, you may have an
overpayment.

Separation pay
1. Severance packages (WAC 192-190-045) from an employer usually
do not affect your unemployment benefits.
2. Pay in lieu of notice (WAC 192-190-055 and 192-190-050), or
continuation pay with full benefits that are guaranteed, can affect
your benefits.

Report any separation related payments you receive or are entitled
to receive when you file your weekly claim(s). We may ask additional
questions to determine if your separation pay is deductible.

Retirement plans

You must tell us if you receive or apply to receive payment from your
retirement plan. We may deduct the employer-paid portion of your
retirement from your unemployment benefits. If you receive a lump sum
retirement payment, the amount we must deduct each week is based
on your life expectancy. However, if you withdraw any money from your
retirement plan prior to or after the roll over while you are claiming,
you must report it.

These payment types are not deductible:

1. Social Security.

2. Disability payments based on an injury (includes VA disability).

3. Payments based on someone else’s work (survivor, widow, or
divorce decree settlement pensions).

4. Retirement plans that were transferred within 60 days to a long-
term retirement account, such as an IRA.
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What may be withheld from your benefits?

Unemployment benefits overpayment
Sometimes we deduct some or all of your unemployment benefits payment
to pay back an overpayment.

If we require you to pay back benefits due to an overpayment,
you must pay us:

1. The benefits received.

2. Any child support withheld from those benefits and sent to the
Department of Social and Health Services on your behalf.

3. Any money withheld from those benefits for income tax and sent to
the Internal Revenue Service (IRS) on your behalf.

Child support

If you owe child support, we may be required to withhold a portion of your
weekly unemployment benefit payments. If you have questions about the
amount of your withholding, contact your local Department of Social and
Health Services Division of Child Support. We can’t refund money that we
withheld for child support.

Income tax
You have two options for paying federal income tax on your
unemployment benefits:

1. You can pay all taxes owed at tax time; or
2. We can withhold 10 percent of your payment each week.
(This option may help you avoid a large tax bill)

You can change your option using your eServices account or call the
Claims Center at 800-318-6022. We can’t refund money that we already
withheld for income tax.

By the end of January each year, we send you an IRS form 1099-G
showing the total benefits we paid and the amount of income tax withheld
in the prior calendar year. You receive this through your eServices account
or by U.S. mail. Please make sure your mailing and email addresses are
current even after you stop claiming. We send this form to the address on
your claim as of December 31 of the prior calendar year. Additionally, we
provide this information to the Internal Revenue Service (IRS).
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The amount on the 1099-G does not include any adjustments, such as
money you paid back because of an overpayment in that year. If you
repaid any of your benefits, you may need to resolve the issue with the IRS
by subtracting the amount you repaid from the amount we paid you and
reporting the difference. You can use receipts or other records to adjust
the amount to enter on your tax return. If you have questions about how
to report adjustments to the IRS, contact your tax preparer, your local IRS
office or refer to IRS Publication 525 for more information.

In eServices, you can see previous years’ tax information for your
unemployment benefits. If you call the Claims Center’s automated claims

line, you can receive last year’s tax information between January 30 and
April 30.

If we sent you more than one 1099-G, you may have received training
benefits in addition to your unemployment insurance benefits. You may
need to add up all 1099-Gs when calculating the amount of benefits you
received as well as the income tax withheld.

If you file your tax return electronically, you must tell the IRS which agency
paid you the benefits. Include our federal Employer Identification Number,
which is 91-6001099.

If you did not receive a 1099-G from us or misplaced it, you can access it
in eServices, or you may request a copy as follows:

|;| Sign in to eServices and choose the “1099 forms” tab.
X4 Email: UIT099@esd.wa.gov

@ Phone: call the Claims Center

Fax: 800-301-1796

24 U.S. mail:
Employment Security Department
Attn: Ul Imaging/1099
PO Box 19019
Olympia, WA 98507-0019
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Please provide the following in your 1099-G request:

1. Name

2. Date of birth

3. Your Claim ID number or last four digits of your Social Security
number

4. Current and previous mailing address

5. Phone number

When will you be paid?

The first week you claim is your waiting week. You must meet the eligibility
requirements to get credit for your waiting week. You are not paid benefits
for your waiting week. If you are otherwise eligible when you file for

your second week, you will receive your first benefit payment. There are
situations that may prevent or delay your waiting week, or any subsequent
week, from being considered a qualified week. These situations may
include but are not limited to:

1. Your reason for separation
2. Availability issues like:
a. Vacationing
b. lllness or hospitalization
c. Lack of child care
d. School attendance
3. Not seeking work
4. Excess income like:
a. Earning more than the earnings deduction from your WBA
b. Other income such as vacation or holiday pay, or termination
pay
c. Retirement pay
If you are waiting for a decision due to any situation mentioned above, we
advise you to continue filing your weekly claims. If the decision is in your
favor, you receive benefits for all qualifying weeks that you claimed.

If there are no delays or issues on your claim, you meet eligibility
requirements and you file your weekly claim, payment will be issued, but
may not arrive the same day each week. If we issue your payment and you
don't receive it within seven business days, send us a message through
your eServices account or call the Claims Center at 800-318-6022.

Note: Current 2018 Earnings Deduction Chart can be found at the back
of this handbook.
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How will you get your payment?

There are two options for 