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} Identity verification

You must verify your identity to receive benefits from the Unemployment Insurance Program. We
may require identity verification at several points during your claim.

We have multiple ways to verify your identity to make sure that only you have access to your
information and benefits. We use several tools to protect your information and your benefits while
also preventing fraud. Learn more at unemployment.oregon.gov/verify-identity.



https://unemployment.oregon.gov/verify-identity

Need help?

This information is vital. The Oregon Employment Department
(OED) is an equal opportunity agency. OED provides free help so
you can use our services. Some examples are sign language and
spoken-language interpreters, written materials in other languages,
large print, audio, and other formats. To get help, please go to
unemployment.oregon.gov and click on Contact Us or call us at
877-345-3484. TTY users call 711.

¢Necesita ayuda?

Esta informacion es vital. EI Departamento de Empleo de Oregon
(OED) es una agencia de igualdad de oportunidades. El OED
proporciona ayuda gratuita para que usted pueda utilizar nuestros
servicios. Algunos ejemplos son intérpretes de lengua de sefias e
idiomas hablados, materiales escritos en otros idiomas, letra
grande, audio y otros formatos. Para obtener ayuda, vaya a
unemployment.oregon.gov/es y haga clic en Contacto o llamenos
al 877-345-3484. Usuarios de TTY pueden llamar al 711.

HyxHa nomowb?

[anee npuBeaeHa YpesBblvaHO BaXkHas MHopmaums.
YnpaBneHnue 3ansAtoctn wraTta OperoH (OED) saBnseTca
areHTCTBOM Mo 06ecneyeHnto paBHbIX BO3MOXHOCTE.
YnpaeneHue 3aHatoctu wrata OperoH (OED) oka3biBaeT
6ecnnaTHyto NOMOLLb, YTOGbI Bbl MOTIM BOCNOMNb30BaTLCSA HALLIMMMK
ycnyramu. B kayecTBe npumepa MOXHO NPUBECTU YCNyrn Cypao- 1
YCTHbIX NePeBOAYMKOB, NPeAOoCTaBMeHNe NMCbMEHHbIX
mMaTtepuanos Ha ApYyrux s3blkax, MaTepuarnos C UCMOMNb30BaHNEM
KpynHoro wpndta, a Takke matepuarnos B ayauo- 1 Apyrux
dopmarax. Ytobbl nonyyYnTh NOMOLLL, NepenanTe Ha Beb-
cantunemployment.oregon.gov/ru n Haxmute CBa3aTbca ¢ HaMu
UK NO3BOHUTE HaM Mo TenedoHy 877-345-3484. Nonb3osaTenu
TeneTawna MOryT NMo3BOHWTb MO HOMepy 711.

Can tro gitp?

Thong tin nay rat quan trong. Co quan Viéc 1am ciia Tiéu bang
Oregon (Oregon Employment Department, OED) la mét co quan
cung cap co hdi cong bang. OED cung cp tre gitip mi&n phi dé&
quy vi c6 thé s dung céc dich vu clia ching t6i. Trong d6 bao
gdm théng dich vién ngén ngir ky hiéu va ngdn ngi ndi, cac tai
lidu bang van ban véi cac ngdn ngl khac, ban in khd lén, am
thanh va cac dinh dang khac. Bé duoc tre gitp, vui long truy cap
unemployment.oregon.gov/vi va nh&p vao Lién hé ching t6i hodc
goi cho chung t6i theo s6 877-345-3484. Nguoi dung TTY xin goi
711.
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Ma u baahan tahay caawimaad?

Macluumaadkani waa mid aad u muhiim ah. Waaxda
Shagaalaynta ee Oregon (The Oregon Employment Department,
OED) waa wakaalad leh fursad loo siman yahay. OED waxay ku
siineysaa caawimo bilaash ah si aad u isticmaasho
adeegyadeena. Tusaalooyinka gaarkood waa lugadda dhegoolaha
iyo tarjumaannada luugada lagu hadlo, agab ku qoran afaf kale,
far waaweyn, magal iyo gaabab kale. Si aad caawimo u hesho,
fadlan ku dhufo unemployment.oregon.gov/so oo guji Nala Soo
xiriir ama naga soo wac 877-345-3484. Isticmaalayaasha TTY
waca 711.




About the Unemployment Insurance
Claimant Handbook

Purpose of the handbook

This handbook provides important information about benefits from the Unemployment Insurance
Program. You must read and understand the information in this document. If you do not understand
or you have questions, please contact our agency for help.

Contact information
There are many ways to contact the Ul Contact Center:
Use Frances Online...

.

— Log into Frances Online at frances.oregon.gov and use “Send a Message” for the
fastest response.

’?‘) Go to our website...
@ Visit unemployment.oregon.gov and click the “Contact Us” button in the upper right
hand corner or go to unemployment.oregon.gov/contact.

() Call us...
Gj Toll free: 877-345-3484 or 877-File-4-Ul

S

Language assistance

Free services are available to assist you if you do not speak English. We have bilingual staff who
speak Spanish, Russian, and Vietnamese. If another language is needed, call and ask for an
interpreter.

You may also email us at language@employ.oregon.gov. Please give your name, phone number
and preferred language. We will call you back with an interpreter. DO NOT provide your Social
Security Number (SSN) in the email.

TTY Relay Service — 711 or TMobilelPRelay.com

You can listen to an audio version of the handbook on Apple Podcasts, Spotify, and YouTube.

Claimant Handbook | Unemployment Insurance Program | Oregon Employment Department | Page 1 of 40
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Overview of benefits

Benefits from the Unemployment Insurance Program

States administer federal benefits from the Unemployment Insurance Program for workers who
become unemployed through no fault of their own. Through the program, workers receive
temporary income. They must meet all other weekly eligibility requirements.

Benefits are not available to all workers. Workers who quit or were fired from their job for
misconduct may or may not qualify for benefits. We review claims on a case-by-case basis.

Funding benefits from the Unemployment Insurance Program

Employer contributions fund Oregon’s benefits from the Unemployment Insurance Program.
No money is deducted from your paycheck to pay these benefits in the state of Oregon.

We are here to help you
The Oregon Employment Department (OED) is here to assist you through your time of
unemployment. To make sure you are paid benefits in a timely manner, please help us by:

« Sending us accurate information
* Responding to requests for information right away

« Completing all requirements to maintain unemployment benefit eligibility as outlined in this
handbook

*  Keeping your contact information up to date

} Change of address or phone number

If you move or change your phone number, let us know as soon as possible. If you don’t
notify us of your current contact information, your payment may be delayed and your
benefits denied.

Change your address or phone number in Frances Online or call us at 877-345-3484.
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For fastest service, use Frances Online at frances.oregon.gov

You can apply for benefits, make a weekly claim for benefits, restart your claim, and more through
our safe and secure website. Frances Online is available seven days a week.

Create a Frances Online account to use these features. It is fast, secure, and always available. You
can use it on a computer, tablet, or smartphone. Create your account now at frances.oregon.gov.
Need help or tips about Frances Online? Get more information at unemployment.oregon.gov/
frances. The following are options available after you log into Frances Online:

Action Center: Check the Action Center regularly for messages from us and tasks that you need
to complete.

Apply for benefits: In the Home screen, select “File an Unemployment Insurance claim” to start
your initial claim. Initial claims are available for one year, typically from the week you file. After you
apply, you must file a weekly claim for each week you want to receive benefits.

File a weekly claim: After you complete your initial claim, you will see a section on the Home
screen that says “Current Unemployment Insurance Benefits.” Look for a status message that says
“Ready to File.” When that appears, you can select “File Now” to apply for benefits for that week.
You are able to file for a week after the week is over. If you filed your initial claim this week, you
need to wait until Sunday to file your first weekly claim. A weekly claim will help us determine your
eligibility for benefits each week. To keep getting benefits, if eligible, you need to file a separate
weekly claim every week.

Benefit details: This home screen panel will have details about your claim.

«  Select “View Week History” to view details of each weekly claim, including the date paid,
your weekly benefit, deductions, and withholding. Each week also has a link to any decisions
about that week.

Select “View or Change Benefit Details” and then “Monetary” to view details about when
your claim started, the number of weeks remaining, your maximum benefit, and your
remaining benefit amount.

 Select “Update Benefit Payment Method” to change how you receive your money.

Claimant Handbook | Unemployment Insurance Program | Oregon Employment Department | Page 3 of 40
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Weekly claims: The Home screen will have details for weeks that you recently claimed. If there
is an issue, there may be a link to a questionnaire you need to complete. Select the “Respond to
Questionnaire” link to get started.

Restart your claim: If you have not filed a weekly claim for a week or more, you need to restart
your claim if you want to file a weekly claim. Select the “Reopen or File an Additional Claim” in the
“‘Restart My Claim” panel. Restart your claim by selecting the “Reopen or File an Additional Claim”
in the “Restart My Claim” panel. Use this option if you already have an open unemployment claim
and you:

« Missed a week or more of filing weekly claims, or
* Are now unemployed after a period of additional work.

Change your address: We will mail important information to this address, including tax forms and
decisions about your benefits. You can choose to have most documents sent electronically, but we
are required to send some documents by U.S mail, so check your mailbox often.

To update your address after logging into Frances Online:
«  Select“I Want To...”
 Inthe “Names, Addresses, and Contacts” panel, select “Manage Names and Addresses.”
* On the next screen, select “Addresses”
«  Select your physical or mailing address, then select “Change this address.”

« After you update the information, verify the address by selecting “Click here to verify your
address.”

«  Select “Next” to go to the next screen and then select “Submit.”

Benefit payment method: You can sign up to get your benefits paid through either direct deposit
or a prepaid debit card. You can update your choice by selecting “Update Benefit Payment Method”
in the Benefit Details panel.

Create or change a PIN: Create a PIN (Personal Identification Number) to use the Weekly Claim

Line on the “| Want To...” screen. Select “Change My PIN for the Weekly Claim Line” in the “PINs
for Weekly Claim Phone System” panel.
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Need help after you have filed a claim? We want to help, and the fastest way to reach us is by
using the “Send a Message” option in Frances Online. Log in and go to the “| Want To...” screen
to select “Send a Message” in the “Messages” panel. If you can’t log into Frances Online, use our
online “Contact Us” form at unemployment.oregon.gov/contact. While some issues can take up to
two weeks to resolve, we are able to resolve some issues within a day of the request.

Important! If you have received a determination from us and you disagree with the decision —
such as being denied benefits or being overpaid benefits you must pay back — you can file an
appeal and request a hearing. Follow the instructions included with the decision or check the
Appeal Rights section of this handbook for more information.

} Ways to contact us
+ Log into Frances Online at frances.oregon.gov to send us a message.

* If you cannot log into Frances Online, use the Contact Us form at
unemployment.oregon.gov/contact.

* You can also call the Ul Contact Center at 877-345-3484.
Learn more at unemployment.oregon.gov/contact-us
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Eligibility for benefits from the Unemployment

Insurance Program

Qualifying for benefits

The Oregon Employment Department will review your claim to determine if you qualify for benefits.

We look at these three criteria:

1. How much work you did in the 12 to 18 months before filing a claim.
You must have earned sufficient usable wages in the 12 to 18 months prior to filing a claim.
If you did not earn enough wages, you will not be eligible for benefits.

2. Why you are no longer working for your past employer.
The reason you are no longer employed helps us determine whether you can receive
benefits. Below are some examples of reasons that may qualify or disqualify you from
receiving benefits. Each claim is determined on a case-by-case basis.

You MAY receive benefits if you:

Were laid off or your hours were reduced
because your employer did not have enough
work for you

You MAY NOT receive benefits if you:
Left your job without good cause

Were suspended or fired for misconduct

Left your last job and can show it was for a
good cause

Are not legally authorized to work in the
United States

Were suspended or fired but not for misconduct
Are unemployed because you or your child
were a victim of domestic violence, stalking, or
sexual assault

3. Ifyou are able and available to work.
In order to qualify for benefits you must be:

* Actively looking for work
« Mentally and physically able to work

Are not able, available, or actively
seeking work

* Legally authorized to work in the United States

* Available to accept new work (typically full-time, part-time, and temporary work)

Claimant Handbook | Unemployment Insurance Program | Oregon Employment Department | Page 6 of 40



How do | know my claim application was received? We will mail you a Wage and Potential
Benefit Report after we receive and review your complete claim application. This report includes
the wages reported by your base year employer and the weekly benefit amount you may receive if
you are eligible.

Carefully review the wages and employers reported on the Wage and Potential Benefit Report.
If the wages are missing or incorrect, follow the instructions on the form. If your benefit amount is
based on any wages that are not yours, you will be responsible for repaying the money paid to you.

Some wages do not automatically show on your Wage and Potential Benefit Report such as:
«  Work in another state
*  Work for the federal government
* Active duty military service

We will request these wages from you so we can add them to your claim.

|dentity verification
You must verify your identity to receive benefits from the Unemployment Insurance Program. We
may require identity verification at several points during your claim.

We have multiple ways to verify your identity to make sure that only you have access to your
information and benefits. We use several tools to protect your information and your benefits while
also preventing fraud.

When you create a Frances Online account, we use a variety of tools to confirm your information.
You may have to request a Frances Access Letter to help confirm your account.

After completing your initial claim for benefits from the Unemployment Insurance Program, you
may be asked to verify your identity. We will mail you a letter with a special one-time passcode or a
request for additional information if you need to do that. Do not lose this letter.

Some people who receive benefits may need to meet with WorkSource Oregon agents in person or

online to verify their identity. We will mail you a letter with more information if you need to do that.
If you make changes to your account, we may need to verify your identity again.
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Tips:
+ Make sure you give us a mailing address that you check often.
 Update your mailing address if you move.
* Log into your Frances Online account and check your Action Center for updates.
* You can respond to these letters in Frances Online to quickly complete tasks.
 Alist of acceptable identity documents is at unemployment.oregon.gov/id.

Reporting separations from work
Being fired or quitting work does not automatically make you ineligible for benefits. Please give us
accurate and detailed information. We review claims on a case-by-case basis.

Oregon law requires that you are out of work due to no fault of your own in order to be eligible for
benefits. Below are descriptions of work separations.

Lack of work — You were laid off from your employer or had your hours reduced because the
employer did not have enough work for you to perform. This could be a business closure,
reduction in staff, holiday, a temporary or maintenance shutdown, or a cut in hours.

Still working — You are still working for your employer but they have reduced your work hours
because they do not have enough work for you to perform.

Leave of absence — You are on a leave of absence if your employer allowed you time away from
work. This can include maternity leave, medical leave, or leave for other personal reasons. If you
are on a leave of absence with your employer, your work separation is NOT a lack of work.

Voluntarily leaving work — You have voluntarily left work if the employer had continuing work
available for you but you chose to stop working (quit). If you quit one job for another job, you have
voluntarily left work.

Discharged or terminated — You were discharged if the employer had continuing work available
but would not allow you to continue working for them (fired, let go, terminated). You must also
report if you have been suspended by your employer.

Suspension — You were suspended if the employer had work available but told you not to work
because of an investigation, disciplinary action, or an administrative decision.
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Reporting the wrong type of separation from work may cause delays, overpayments, penalties, and
may be considered fraud.

Adjudication

When there is a question about someone’s eligibility, we are legally required to look into it. While
many issues can be resolved with quick follow-up questions, many times it requires a more thor-
ough investigation through an adjudication process. During the adjudication process, we may re-
quest information from you, your employer, and any other source that is appropriate before making
a decision on your claim. Some common benefit eligibility issues that require adjudication:

Quitting a job

Being fired from a job

Not accepting work that is offered

Educational employees between school years or terms

Not being able to work, available for work

Not meeting the minimum requirements for actively seeking work

Claimant Handbook | Unemployment Insurance Program | Oregon Employment Department | Page 9 of 40



Amount of benefits

After you file a claim for benefits, we will send you a Wage and Potential Benefit Report, which is a
formal decision also called a “monetary determination” that explains:

« The amount of benefits you could be eligible to receive and how that amount was calculated

« How to appeal or request a reconsideration if you disagree with the formal decision or
determination

The weekly benefit amount is 1.25% of your total base period wages. Oregon law sets the
minimum and maximum amounts you can receive. You can use our benefit estimator to calculate
your estimated benefits.

Your benefit year is a 52-week period that begins the first week you file a claim. You may receive
up to 26 times of your weekly benefit amount during this time. You cannot file a new Oregon claim
until your benefit year is up, even if you have received all of your benefits. New claims are effective
the week you file your claim application. Once you have completed your application, start filing for
weekly benefits the following Sunday.

Options for receiving unemployment benefit payments
If you are eligible for benefits, you may receive your payment:

« Through direct deposit — this option puts money directly into your checking or savings
account

« On a prepaid debit card (US Bank ReliaCard Visa®) — this option provides you with a
prepaid debit card from US Bank. You can make purchases, get cash, and pay bills
everywhere VISA debit is accepted.

If you do not apply for direct deposit before we issue your first payment on your claim,
we will automatically mail you a prepaid US Bank ReliaCard® for your benefit payment.
You can change your payment method or bank account at any time. For fastest service,
use Frances Online at frances.oregon.gov.
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After you have filed a claim

The first week you are eligible for benefits is your waiting
week. You do not get paid for your waiting week. Even
though you won't receive a payment, you must meet the X e ek
eligibility requirements for benefits and file a weekly claim
to receive credit for your waiting week. You will begin
receiving payment the next week you meet all of the
eligibility requirements.

Sun Mon Tues Wed Thurs Fri Sat

For example, John lost his job on the first Monday of the month and filed an initial application for
benefits on the same day. Although John files a certification for the first week of benefits, he will not
be paid for this waiting week.

The next week, if John fulfills all eligibility requirements, he will be eligible to receive payment. See
the Maintaining your eligibility for benefits section for more details on the continuing eligibility
requirements.

Deductions

We may reduce your benefits under the following circumstances:

Retirement income

We may reduce your benefits each week if you receive retirement income. If you receive any type
of retirement pay (except Social Security) during the life of your claim, you must report it on your
initial claim application or to the Ul Center. If you fail to report retirement pay, we could issue you
an overpayment and you would have to pay it back with penalties. Social Security payments do not
reduce the amount of benefits you receive and you do not need to report it as retirement pay on an
initial claim or income in a weekly claim.

If you receive retroactive retirement pay for weeks you claimed benefits, you must report this to the
Ul Center and repay any overpayments.

Child support

If we have a court order from the Oregon Department of Justice requiring a benefit deduction,
we will reduce your benefit each week until the order is fulfilled and the court notifies us to stop.
If you have questions regarding child support deductions, contact the Oregon Child Support
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Program by phone at the following numbers:
 From the Salem area: 503-373-7300
* Toll-free in Oregon: 800-850-0228
 From outside Oregon: 503-378-5567
« TTY: 800-735-2900

Other earnings

If you are working part time, you may still be eligible
for partial benefits. Be sure to report any hours and
earnings from part-time work. See the Reporting
Earnings section for more information.

You must report any holiday or vacation pay in the
week of the holiday or time away from work.

Bonus pay may also affect your benefits. Contact the
Ul Center at 877-345-3484 or use “Send a Message”
in Frances Online to report any bonus pay.

Money owed
We may reduce some or all of your benefits if you:

«  Owe court-ordered child support

* Previously received benefits that you were
not entitled to, and you did not repay the
overpayment

} Please note we cannot return any
benefits previously withheld for taxes.

If you elect not to have taxes withheld,
you will be responsible for the full
taxable amount at the end of the year.
You can direct your questions about
taxes on unemployment benefit
payments to the Internal Revenue
Service (IRS) or your tax professional.

By the end of January each year, we will
provide you with IRS form 1099-G. This
form shows the amount of benefits we
paid you during the previous year and
the amount of income tax withheld, if
you selected that option.

You can access 1099-G tax forms in
Frances Online. 1099-G forms are
posted in early

February of the following year.

We will notify you if we will apply your benefits to any of these types of debts.

Taxes

Your benefits are taxable by the federal and state governments. You may choose if you want to
have Oregon state taxes, federal taxes, both, or none withheld from your weekly payment. You will
choose your withholding preferences when you file your initial application. You may change your
withholding preferences at any time in Frances Online. Or you can go to
unemployment.oregon.gov/forms to download and sign the Authorization for Tax Withholding
form and either mail it to us or send it through the Contact Us form. Your original withholding
preferences will remain in effect for several days until we can complete the change process.
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Maintaining your eligibility for benefits

Every week you want benefits, you must complete three tasks to remain eligible:

1. Be able and available to work and actively seeking work
2. File a weekly claim
3. Report hours and earnings (any hours worked and money earned during the week)

If you fail to complete any of these actions, we may deny you benefits.

Seeking work

You are required to seek work every week you receive benefits by completing at least five
work-search activities. You must make direct contact with employers in at least two of the five
work-seeking activities. Below are examples of work-search activities that meet this requirement
along with activities that we do not consider valid or acceptable.

Qualifying work-search activities

Apply for a job that fits your skills and
qualifications.

Interview for a job.
Report to a union hiring hall if you are a
registered member of that union.

Invalid work-search activities
Applying for a job that you are unqualified for.

Failing to apply for a job the way the employer
wants. For example, you mailed an
application instead of sending it online

as the employer requested.

Participate in reemployment services at your
state workforce center.

Talking to friends or family about what jobs or
types of work you would like to apply for.

Networking or updating your resume.

Reviewing job placement websites or
newspapers.

Making direct contact with employers means inquiring about work or applying for jobs in the way
they want. It can be in person, by phone, by mail, or electronically — however they ask you to

inquire or apply.

If you are a member in good standing with a closed union, you are required to maintain contact

with your union instead of otherwise seeking work.
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If your employer reduced your hours or laid you off from work and you will be returning to full-time
work within four weeks of the week you became unemployed, you must maintain contact with your
employer instead of otherwise seeking work. You are “temporarily unemployed” if the following are
all true:

* Atthe time of layoff, you and your employer expect you to return to work.

+ The work you are returning to is full time or pays at least the same as your weekly benefit
amount.

 There won't be more than four weeks between the week you became unemployed and the
week you return to work.

You may be asked for the date you expect to return to work.

Reporting your search for work

Each week you must keep track of your work-search efforts. When you file a claim for a week of
benefits, you will be required to provide details on your weekly claim about what you did to find
work that week.

When you file for weekly benefits, you must report the work-search activities you completed and
your direct contact with employers.

Your report of direct contact with employers must include:
+ Date of contact
« Company name, phone number, and address, or online job posting ID number
« Person contacted (if applicable)
* Type of work or position applied for
« How you made contact (phone, resume, online application, email, etc.)
* Results of your contact (hired, not hired, interview, no response, etc.)

When reporting work-search activities that are not direct employer contacts, you
must include:

+ Date you completed the activity
* Description of the activity completed
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If you need help keeping track of your work-search activities, use our Employment Search Record
form. You are not required to use this form, but you are required to keep records of your weekly
work-search efforts and report those activities when making weekly claims.

If you are using Frances Online, enter your work-search details there.
If you file your weekly claim by phone on the weekly claim line, you will verbally report your work-

search information after answering the weekly claim questions. See the details on what you must
provide on the previous page.

Please note we may request more details about your work search at any time or verify
your employer contacts with the business listed. Your benefits will stop if you do NOT
provide your work-search activities when filing for weekly benefits, which may result in
overpayments and penalties.

Completing a weekly claim for benefits

To request unemployment benefit payments, you will need to file a claim every week to tell the
Oregon Employment Department you are still unemployed or underemployed. The claim includes
a series of questions that help determine if you are eligible for benefits. For example, we may ask
you the following:

+ Were you able and available to accept work?

* Did you look for work and have details of your work-search efforts?

« Did you refuse any jobs or offers of work?

« Did you work, and if so, how much money did you earn for that work?
« Were you separated from any employers or did you quit a job?

Under penalty of law, you are required to answer the questions truthfully for each week you claim
benefits. If you made a mistake answering any claim questions, contact the Ul Center immediately.
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When to file your weekly claim for benefits
A week for unemployment claims runs from Sunday
through Saturday. You may claim a week as soon as it Sun Mon Tues Wed Thure Fri  Sat

ends, beginning Sunday morning. You have all week to 3 @

claim the prior week, but you must complete it before
midnight the following Saturday or it will be late. 9 ‘10‘ ‘13‘ S

For example, if you lost your job on Monday, June 3, you
could file an initial claim for benefits on the same day or
on any other day that week (from June 3 to June 8).

Then you could file a weekly claim for your first week of benefits starting Sunday, June 9. During
the week of June 9 to 15, you would be claiming benefits for June 2 to 8.

If you fail to file your weekly claim before midnight Saturday, June 15, your benefit payment would
be denied or delayed that week.

How to file your weekly claim for benefits online
For fastest service, use Frances Online at frances.oregon.gov

4
Q By phone through our interactive voice response (IVR) system: 800-982-8920
o J IVR is available 24 hours per day, seven days per week.

-

} Need help with your job search?

WorkSource Oregon centers offer free help to people looking for a job. They can help you
create a resume and connect you with employers who are hiring. There is no charge for
computer access at your local WorkSource Oregon office.

For more information on WorkSource Oregon, visit: worksourceoregon.org.
WorkSource Oregon provides help in many languages. Call the WorkSource Oregon
Language Access Line at 833-685-0845.
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Weekly claim for benefits questions
Did you fail to accept an offer of work last week?
If any of these situations are true, answer yes:
* You turned down a paying job during the week you are claiming.
- It does not matter if the offer was for full-time, part-time, permanent, or temporary work.
- The work could have been for a former, current, or new employer.
* You turned down a job referral from the Oregon Employment Department.

* You accepted a job referral from the Oregon Employment Department, but you did not
contact the employer.

Did you quit a job last week?

If any of these situations is true, answer yes:
* You stopped working for one employer to start working for another.
* You told your employer that you did not want to work there anymore.
* You stopped showing up for work.

Were you fired from a job last week?
If either of these situations are true, answer yes:
*You were fired if your employer let you go for ANY reason other than a lack of work (layoff).

 There was continuing work available, but the employer was not willing to let you
continue working.

Alack of work (layoff) is when the employer does not have enough work available to keep
you working.

Were you suspended from a job last week?

If either of these situations are true, answer yes:
*  Your employer told you to stay home while they investigated.
*  Your employer told you to stay home as a disciplinary action.
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Were you away from your permanent residence for more than three days last week?

If you were away from your permanent residence for more than three days during a week claimed,
answer “yes” to this question. A week consists of all days of the week: Sunday through Saturday.

Were you both physically and mentally able to perform the work that you sought last week?

If you were NOT able to do the type of work you were seeking, answer no.

Each day last week, were you willing to work and capable of accepting and reporting for
full-time, part-time, and temporary work?

If any of these situations are true, answer no:
* You restricted the days and hours you were willing to work.
* You did not have transportation to get to work.
* You did not have childcare.
* You were incarcerated.
* You were attending school and did not report it to the department.
* You were pursuing self-employment and did not report it to the department.
* You missed ANY work.

Did you actively look for work last week?
If any of these situations are true, answer no:
* You did not make at least two direct employer contacts during the week.

* You did not complete at least three work-seeking activities during the week.
or

* You did not comply with a written work-search advisory provided by the department.

* You are a member of a dispatching union that only allows you to seek union work, and
you're

- Not in good standing with the union,
or

- Not available for dispatch
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Did you work last week, or did you receive or will you receive vacation or holiday pay for the
week?

If any of these situations are true, answer yes:

* You performed services for any employer and expect to receive payment, credit, or room
and board in return.

* You were self-employed and earned money.
*You will receive holiday or vacation pay.
* You will receive sick pay from your employer.

If you received bonus pay, contact the Ul Center.

If you received retirement pay, other than Social Security, that you have not yet reported, contact
the Ul Center.

If you made a mistake answering any claim questions, contact the Ul Center immediately.

REPORT WEEKLY DURING THE PAY PERIOD,
NOT WHEN YOU GET THE CHECK
pd
(’Emmc PERIOD B~ PAY DATE
PAYSLI P 0/01/20XX— 10/07/2 10/15/2000(
INCOME RATE HOURS CURRENT PAY | TOTAL ¥TD TOTAL
REGULAR £20 30 $600 STATUTORY DEDUCTIONS
OVERTIME 530 0 0 FICA-MEDICARE $8.71 $130.65
BONUS - - - FICA SOCIAL SECURITY $37.70 $565.5
FEDERAL TAX $40.15 $602.25
STATE TAX $26.05 $390.75
P .
YD GROSS ¥TD DEDUCTIONS YTD NET PAY £ GROSS PAYY DEDUCTIONS NET PAY
S9000 $1689.15 $7324 95 \5»600 / $112 .61 $488 33
S —
REPORT GROSS PAY EACH WEEK

Reporting earnings

If you are working while claiming benefits, you must report how much money you made.
The amount you must report is your gross earnings, not your net earnings. You report your
earnings during the week you earned them, not when you are paid.
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When to report earnings

You must report your earnings each week when claiming benefits for the Unemployment Insurance
Program for the previous week (Sunday through Saturday), even if you have not yet been paid.
You are reporting your earnings the week you earned them, not when you were paid for them.

What earnings to report
You must report any money you earned for work. Common income sources include full-time or part-
time employment, temporary or odd jobs, and self-employment. This includes all of the following:

* Gross earnings

+ Cash

* Non-cash payments such as room and board
* Tips

« Bonuses

« Standby pay

 Sick pay

«  Commission pay

* Vacation and holiday pay

How to calculate gross earnings

Number of Hours Worked during Week x Rate of Pay = Gross Earnings

For instance, if you worked 30 hours in a week at $20 per hour, you would report $600 in gross
earnings for the week. Remember to add your tips.

Denial of benefits
Some situations require the Oregon Employment Department to examine claims, determine
eligibility, or issue formal administrative decisions. They include the following:

* Quitting a job

* Being fired or suspended from a job

* Being unable to work

* Being away from your permanent residence
* Attending school or training

* Being self-employed
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* Being in jail

* Missing any work

* Turning down an offer of work

+ Failing to actively seek work

* Receiving retirement pay (except Social Security)

« Failing to participate in a Reemployment Services and Eligibility Assessment (RESEA)
interview

* Turning down a referral for work from WorkSource Oregon
« Failing to complete enroliment activities through your local WorkSource Oregon center
* Being unemployed as a result of a labor dispute

* Filing for weekly benefits during the summer, winter, or spring break periods or between
terms when you're an instructional or non-instructional educational employee

« Failing to verify your identity when required

These issues will cause a stop on your claim until we make a decision to pay or deny benefits.
Continue to claim weekly benefits during the investigation. This ensures you are able to
receive payment for those weeks if the investigation results in a decision to pay benefits.

An adjudicator will complete an investigation. If the adjudicator needs more information, they will
contact you. Be sure to respond to requests with complete information. If you fail to respond,

we will make a decision based on the information available to us, which may result in a denial
of benefits. Withholding information or reporting false information to the Oregon Employment
Department is fraud and has serious consequences.

If you are denied benefits, you will receive a formal administrative decision giving the details of the
denial; this includes the dates of denial, the reason for denial, and any penalties related to a
disqualification. Read your decision carefully and contact the department with any questions you
have about the content of the decision.
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If we deny your benefits because you separated from your employer, failed to apply for a job
referral or refused a job, we will:

* Reduce your maximum benefit amount by up to eight times your weekly benefit amount,
and

+ Deny your benefits until you work and receive payment of at least four times your weekly
benefit amount in subject employment (work the employer paid Ul taxes on). You must have
worked after the week you were fired, suspended, quit, or failed to accept or apply for work.

We may deny your benefits for attending school, missing work, incarceration, hospitalization, or
similar reasons. In these situations, the denial lasts until the conditions that caused the denial no
longer exist.

If we paid benefits to you for any week you were denied benefits, you have an overpayment. You
will receive instructions on how to pay the overpaid benefit money back. It is your responsibility to
repay any overpaid amount, which may include penalties, fees, and interest.

If you receive a formal administrative decision that includes information about an overpayment, you
may appeal the decision and have other options regarding the overpayment. Please use Frances
Online to file an appeal and request a hearing. You can also contact Benefit Payment Control at
503-947-1710 for assistance.
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Getting you back to work

WorkSource Oregon is a proud partner of the American Job Center network. This partnership
creates a one-stop career center for free training, education, and employment services. Whether
you have been laid off, want a career change, or are looking for your first job, we have the
resources to help you find the career path that is right for you. You can work one-on-one with
WorkSource Oregon staff to develop your pathway to achieve your employment goals.

WorkSource Oregon staff are there to provide you with any of the following:

One-on-one job search support, connection to job fairs and hiring events, skills development
workshops, and assistance with training or certification programs.

Career exploration and career mapping to find training and employment opportunities that
match your skills or interests.

Job search assistance and interview preparation to connect to jobs and employers that
meet your needs or match your interests, previous experiences, or employment goals.

Resume and cover letter guidance and tips to make sure your resume stands out among
the competition. We can help you make sure your resume is well-formatted; highlights your
skills, strengths, and previous experiences; uses attention-grabbing language; and can be
easily read by both people and automated resume readers.

Job fairs and networking to help you engage with employers through career fairs and net
working events. This includes industry-specific events (like healthcare hiring events) and
general industry hiring events.

Career coaching to help you make the most of WorkSource Oregon services including
training and education programs that result in a degree or professional credential.

Adult basic education courses and English language training for basic math, reading, writing,
and technology skills. This includes registration and preparation for the Graduate
Equivalent Diploma (GED) for people without a high school diploma.

Computers, internet access, phones, fax machines, copiers, and printers to use in
WorkSource Oregon centers around the state.

Resources for housing, transportation, childcare, food, internet access, tuition, textbooks,
school fees, identification, work clothes, tools, and more.

Learn more about WorkSource Oregon at worksourceoregon.org.
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WorkSource Oregon is a statewide network of public and private partners that work together to
ensure businesses have a supply of trained workers available when needed. We connect Oregon’s
unemployed and underemployed with the employers that need workers by aligning the skills of the
workers with the needs of the employer.

Mandatory job search registration and reemployment services

To receive benefits, you must sign up and register in iMatchSkills®, or your state’s labor exchange
system, for job search and reemployment activities within 14 days of filing your claim for benefits.
If you are a member of a union or meet other specific criteria that exempts you from Oregon
employment laws, we will notify you of your exemption to register in iMatchSkills.

If you live in Oregon or regularly commute to Oregon for work, you must register in iMatchSkills
and attend an orientation with WorkSource Oregon staff. Use the following steps to get started in
iMatchSkills.

« Complete or update your account in iMatchSkills. When we process your claim, it creates a
partial registration in iMatchSkills if you did not already have a prior registration.

«  Meet with WorkSource Oregon staff at any location. You can find locations and phone
numbers to make an appointment. Online appointments are also available.

* Inaddition to job search assistance, WorkSource Oregon can help with resume writing and
interviewing, provide labor market information, and more. Visit WorkSource Oregon centers
to find your local American Job Center (AJC).

If you live outside of Oregon, you must register for job searches in your home state’s labor
exchange system. Your notice to register will provide instructions for how to provide your proof of
registration or exemption to us.

Additional services

* Training Unemployment Insurance (TUI)
The Training Unemployment Insurance (TUI) program helps dislocated workers, or people
who are unlikely to return to their previous industry, support themselves and their families
while acquiring new skills to advance their careers. Under the TUI program, dislocated
workers can get training or attend school while unemployed and receiving benefits. It
waives the requirement to look for, or be available for, work while attending school full time.
WorkSource Oregon staff determine your dislocated worker eligibility at registration. Visit
Training Unemployment Insurance for more information.
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 Veterans’ assistance
The Oregon Employment Department has employment assistance programs specifically
designed for veterans. If you are a veteran, visit Veterans Services to get started.

* 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 to learn how to apply, visit OregonHealthCare.gov.

When you find a new job
Full-time work

After you start a new full-time job, you do not need to notify our office that you found work. Simply
stop filing your weekly claim when you start your new job (even if you will not be paid for a week
or more). If you start a new job in the middle of the week, be sure to report your gross earnings on
your weekly claim.

Part-time work

If you find part-time work, you may still be eligible for partial unemployment benefit payments.
Be sure to report any gross earnings from part-time work. See the Reporting Earnings section for
more information.
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Unemployment benefit fraud

Our agency prioritizes detecting and preventing unemployment benefit fraud as it is a serious
crime. We audit claims regularly to ensure benefits were paid according to state and federal law.

Examples of unemployment benefit fraud
Some examples of fraud include:
« Failing to report money earned while collecting benefits
* Being dishonest about why you are no longer working for a previous employer

« Saying you are able and available when you are ill, traveling, or otherwise unable or
unavailable to work

* Reporting that you looked for work when you did not make valid work-search efforts

To avoid committing fraud

The most important thing is to be honest. If you intentionally make false statements or hide
information to gain or maintain benefits, you are committing fraud. If you are confused about
what we are asking you to do, call 877-345-3484 for clarification or use Frances Online’s “Send a
Message” option. We are here to help!

Penalties for unemployment benefit fraud
Penalties for unemployment benefit fraud can include:
« Repayment of all benefits that you were not eligible to receive
* A 15% to 30% monetary penalty
+ Disqualification from receiving future benefits for up to 52 weeks
* Being convicted of a crime in a state or federal court

What the Oregon Employment Department does to stop
unemployment benefit fraud
These are just some of the ways that we identify people who are committing fraud:

«  Comparing earnings reported by workers and their employers

* Auditing claims, which is a systematic and detailed review of claims and related records
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 Checking state and national databases of recently hired individuals to make sure people are
not collecting benefits after they start working again

« Verifying job search contacts
* Reviewing union attached status

} Report suspected unemployment benefit fraud
You can report unemployment benefit fraud online on our Fraud Referral Form or
through our Fraud Hotline at 877-668-3204 (toll-free). Our fraud team of investigators

pursues tips about possible fraud.
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Appeal rights

Any time we reduce or deny your benefits, we will send you an administrative decision. If you
don'’t agree with the administrative decision, you have the right to request a hearing. The Office
of Administrative Hearings (OAH) will review the decision through the appeals process. Your
employer has the same right to appeal a decision and request a hearing in some situations.

During a hearing, an administrative law judge from the Office of Administrative Hearings will hear
testimony from the people involved and make a ruling. Employers can attend and give testimony.
Hearings are usually conducted over the phone. We will provide you with language assistance and
other accommodations at no cost.

If you appeal an administrative decision, continue to file for benefits each week. If the appeal is
decided in your favor, you will be paid only for those weeks you claimed on time and met all other
eligibility requirements.

Request a hearing

To have a decision reviewed by the Office of Administrative Hearings, you will need to file an
appeal and request a hearing before it becomes final. Decisions become final at different times, so
carefully read the information with each decision to understand it, how to appeal, and the due date
to appeal. If you appeal a decision after it is final, the hearing request will be considered late and
you may not get a hearing.

 Administrative decisions become final 20 calendar days after we mail them. You can appeal
the decision if you do not agree with it.

Monetary decisions become final 10 calendar days after we mail them. You can appeal if you
do not agree with the weekly benefit amount, maximum benefit amount, and wages used to
set your base year claim.

The letter with the decision will have instructions on how to file an appeal. The date we mailed the
letter is the “date issued.” It can be found on the top, right corner of the first page.
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Necessary information
Please include the following information when you file an appeal and request a hearing:
*Your Social Security Number (SSN) or Customer Identification Number (CID).

* The administrative decision number or the Letter ID. This number is on the letter we sent
you.

+ The date of the decision you are appealing. This is the “date issued.”
+ Information that will help us understand why you disagree or believe the decision is wrong.
+  Specific dates or times you will not be available for a hearing.

You can file an appeal and request a hearing several different ways:

Frances Online: If you received the decision in Frances Online, log in and select
- “View or Change Benefit Details” and then “File an Appeal.” Follow the prompts
and submit your request.

-y
» Contact Us: If you cannot log into Frances Online, use this Contact Us form.
” It can also be found on the Frances Online for Claimants landing page under

¥,

j Contact Us.
Q * Call 503-947-3149 and leave a message with all the required information.
+  Complete Form 2602 and send it to us:
L) &
- By faxat 503-947-1335 or

- By mail to: Unemployment Insurance — Hearings, P.O. Box 14135, Salem, OR
97309.
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Appendix A - Legal disclosures

Equal opportunity information

It is against the law for this agency to discriminate against any individual on the basis of race, color,
religion, sex, national origin, age, disability, or political affiliation or belief, or against any beneficiary
of, applicant to, or participant in programs financially assisted under Title | of the Workforce
Innovation and Opportunity Act (WIOA), on the basis of the individual’s citizenship status or
participation in any WIOA Title I-financially assisted program or activity.

The Oregon Employment Department (OED) is an equal opportunity agency. OED provides free
help so you can use our services. Some examples are sign language and spoken-language
interpreters, written materials in other languages, large print, audio, and other formats. To get help,
please go to unemployment.oregon.gov and click on Contact Us or call us at 877-345-3484. TTY
users call 711.

What to do if you experience 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.

@ To file a complaint online

/ Visit: dol.gov/ioasam/programs/crc/complaint.htm

q‘ﬂ To file a complaint by mail

Ly Send information about your complaint to:
The Director - Civil Rights Center

U.S. Department of Labor

200 Constitution Avenue, NW, Room N-4123
Washington, DC 20210
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Accommodations for individuals with disabilities

The Oregon Employment Department will make accommodations to allow your participation in
all unemployment benefit programs, activities, and services. To request an accommodation for
a disability, please call us at 800-237-3710.

Your privacy matters

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

+ Contact information
«  Employment and job search history
« Demographics (such as age or gender)

Your previous employers and other state or local government agencies may give your information
to our agency. We use that information, including your Social Security Number (SSN), to properly
administer your claim. We also use your SSN to report the amount of benefits you receive to the
Internal Revenue Service (IRS) as taxable income.

Other agencies may request and use your confidential unemployment compensation information

for other governmental purposes. This includes verification of eligibility for other government
programs.
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Appendix B — Glossary

This section defines commonly used terms and acronyms.
Able to work: You are mentally and physically able to work.

Actively looking for work: You must complete at least five work-search activities each week and
at least two of the five work-seeking activities must be direct contact with employers. Examples of
activities that show you are seeking work include looking at job announcements, using job search
tools online, attending a career fair, or taking a class to further your interview skills.

Adjudication: This is an additional review process that’s required in certain cases to determine if
someone is eligible for benefits. When we become aware of issues that call into question whether
someone can receive benefits, we are legally required to look into it. While many issues can be
resolved with quick follow-up questions, some require a more thorough review through an
adjudication process. Learn more at unemployment.oregon.gov.

Appeal: A process for requesting a hearing for a formal review of a prior benefits decision.

Available to work: You are willing and ready to work without restrictions that would prevent you
from accepting work (for example: transportation issues, illness, vacations, or lack of childcare).

Base Year: Your base year is the first four of the last five completed calendar quarters before the
week you file your initial claim for unemployment insurance benefits.

Benefit week: A seven-day period during which you have an active claim. The unemployment
benefit week begins on Sunday and ends at midnight the following Saturday.

Benefit year: Your benefit year is a 52-week period that begins the first week you file your initial
claim for unemployment insurance benefits.

Benefits: The money or credit given to eligible people.

Benefits from the Unemployment Insurance Program: States administer federal benefits for
workers who become unemployed through no fault of their own. Benefits replace part of your lost
income when you become unemployed. It is not public assistance. Employers fund these benefits —
contributions are not withheld from employee paychecks.
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Claim effective date: The Sunday of the week in which you file your initial claim for benefits.

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

Exhausted claim: Your claim is exhausted when you've reached a zero balance and no more
funds are available for you from that benefit program.

Expired claim: Regular unemployment claims expire after 52 weeks. That means you cannot
claim any more weeks of benefits after your claim has expired, even if there is a positive balance
in your account. You will need to file a new claim.

Frances Online: Frances Online is the best way to file your initial application for benefits and to
check on a claim you have filed. This system also allows you to update your address, sign up for
direct deposit, and more. Frances Online is available in Spanish and English

Fraud: Unemployment benefit fraud occurs when someone provides wrong information or
withholds facts on purpose so they can get benefits. If you hide or report wrong information on
purpose, that is fraud. Fraud is a crime and can result in penalties up to and including criminal
prosecution. Learn more at unemployment.oregon.gov.

Full-time work: Working 40 or more hours per week.

Gross earnings: The amount of money you get for work before taxes and deductions are taken
out. Gross earnings should be higher than net earnings.

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

Identity verification: You must verify your identity to receive benefits from the Unemployment
Insurance Program. We may require identity verification at several points during your claim.

We have multiple ways to verify your identity to make sure that only you have access to your
information and benefits. We use several tools to protect your information and your benefits while
also preventing fraud.
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iMatchSkills: This is the Oregon Employment Department’s online job-matching tool. It uses your
skills and work history to find potential work. The more details you supply, the better iMatchSkills
can help you.

Initial claim: An application for benefits establishes a benefit year. To find out if you qualify for
benefits, you need to fill out an application. This is called filing an initial claim. You only file an initial
claim once per benefit year.

Leave of absence: You are on a leave of absence if your employer allowed you time away from
work. This can include maternity leave, medical leave, or leave for other personal reasons. If you
are on a leave of absence with your employer, your work separation is NOT a lack of work.

Maximum benefit amount (MBA): The maximum amount of benefits you may receive during a
benefit year. This amount is based on the wages earned in the Base Period of a claim multiplied
by the number of benefit weeks you are eligible for within the Claim Year. Your Monetary
Determination notice lists this amount.

Misconduct: Careless or deliberate behavior that results in a person being fired or suspended
from their job. Examples include dishonesty related to employment, or violation of a company

policy.

Monetary determination: A form mailed to you after you file an initial claim for benefits. It explains
if you are eligible for benefits, how much your payment will be each week, the maximum benefit
amount, and other details for that Claim Year. This form lists all employers you worked for during
the base period and the wages each employer reported each quarter. Be sure to check it for
accuracy and notify Oregon Employment Department of any errors at 1-877-345-3484.

Net earnings: Your take-home pay, after taxes and deductions are taken out.
Oregon Employment Department (OED): The Oregon Employment Department (OED) is a
state workforce agency. We promote employment of Oregonians through developing a diversified,

multi-skilled workforce, and provide support during periods of unemployment. Learn more at
employment.oregon.gov.
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Overpayment: An overpayment happens when you were paid benefits that you were not eligible
for. Some overpayments happen when people give us inaccurate or partial information. Agency
errors also cause overpayments. Others may be caused when a decision we made is changed on
appeal after we receive new information.

When there are overpayments, we have a legal obligation to try to recover them. If you did not
cause the overpayment, we normally “offset” that debt by deducting the amount of money owed
from any future benefits you are eligible for.

Partial benefits: The amount of benefits you may receive while working reduced hours (less than
your typical work hours).

Reasonable assurance: For educators, you may be eligible to get benefits during a school recess
period if you have not been given “reasonable assurance” that you will return after the break.
Generally, reasonable assurance means you have an offer of work in the same or similar capacity
with the same rate of pay (or within 90%). The offer can be in writing, verbal, or implied. However,
we must review your claim to make that determination. Read our school FAQs to learn more.

Self-employed: If you are working for yourself rather than an employer, you are self-employed.

Separation: When you or your employer end the working relationship. This can be due to quitting,
discharge, or layoff.

Severance pay: An amount paid to an employee upon dismissal or discharge from employment.

Suspension: An employer may tell an employee to temporarily stop working for a reason that
is not a lack of work. This may be because of an investigation, disciplinary action, or for another
administrative reason

Training Unemployment Insurance (TUI): This program lets eligible dislocated workers attend
school and receive regular benefits at the same time so they can continue to care for their families
and obtain employment. The program does not pay for the training itself, but instead removes the
work-search requirements from your weekly claims while you attend school full-time. Learn more at
unemployment.oregon.gov.
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Temporarily unemployed: You may be temporarily unemployed if you have been laid off or had
your hours reduced and expect to return to your employer. You must be returning to full-time work
or work that pays more than your weekly benefit amount. There must not be more than four weeks
between the week you became temporarily unemployed and the week you are returning to work.
You are actively seeking work by staying in contact with your employer. If your return-to-work date
changes and is beyond four weeks, you must begin actively seeking work at once.

Unemployed: Generally, you're considered unemployed any week you work fewer than 40 hours
and earn less than your weekly benefit amount.

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

U.S. Bank ReliaCard®: The Employment Department pays benefits electronically either by a U.S.
Bank ReliaCard Visa® debit card or direct deposit. If you don't apply for direct deposit, you will be
sent a ReliaCard.

Waiting week: The waiting week is the first week you file a weekly claim and meet all eligibility
requirements. Before you can start receiving benefits, Oregon law requires one waiting week per
claim. You won't be paid any money for the week, but claiming the week is required to receive
credit for it as a waiting week.

Weekly benefit amount (WBA): Your weekly benefit amount (WBA) is 1.25% of your total base
year gross earnings. Under Oregon law, it will not be less than the minimum or more than the
maximum amounts you can receive. For example, a worker who earned $20 per hour, working 40
hours per week for the past year would get $520 per week in benefits. $20 x 40= $800 per week x
52 weeks = $41,600. $41,600 x 1.25% =$520.

Weekly claim: A weekly certification in which you answer questions about your eligibility and
earnings from work. To start getting benefits, you need to file a weekly claim. This is different from
the initial claim. You have to file both to get your money. A weekly claim is how we figure out how

much money to send you for that week.

To keep getting benefits, you need to file a weekly claim every week.
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Work Share: The Work Share program gives employers an alternative to laying off your workforce.
It lets employers keep skilled employees during slow times by reducing work hours. Eligible staff
whose hours are reduced get a portion of regular benefits to make up for the lost wages. Learn
more about Work Share at unemployment.oregon.gov.

WorkSource Oregon: WorkSource Oregon connects job seekers with thousands of available jobs
and training opportunities and connects employers with qualified candidates. Services are free.
WorkSource Oregon offers the following services:

« Job referrals

Workshops covering subjects such as interview preparation, resume writing, and basic
computer knowledge

«  Career planning

* Education and training opportunities with scholarship help

1099-G: A 1099-G is a tax form sent to people who got benefits. You use it when you are filing
federal and state income taxes with the Internal Revenue Service (IRS) and Oregon Department of
Revenue. You can download yours in Frances Online.

} How do | file every week?
You must wait until Sunday to claim benefits for the previous week. There are two ways
you can file your weekly claim:

+ Frances Online
* Go to: frances.oregon.gov
+ Available in English or Spanish
+  Weekly Claim Line
+ (Call 800-982-8920
* Available in English, Spanish, Russian, Vietnamese, and Cantonese
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Appendix C — Sample work-search log

Use a log such as the one shown below to keep track of the work-search activities you complete
each week. Be sure to document the details of each action (what, when, where, and with whom). If
possible, save a screenshot, email confirmation, or other evidence of your work-search action.

State of Oregor
Employment . . mgn
‘ oeSar ment Record of Weekly Work Seeking Activities

Work Search Activities for the week beginning (Sunday Date) ending on (Saturday Date)

Direct Contacts: Making direct contact with an employer. This could be in person, over the phone, submitting an online application or resume.

Date Company Name Location Contact Method Type of Work Sought Results

Additional Work Seeking Activities: Attending job placement meetings or workshops, networking, updating a resume, reviewing job placement

websites or newspapers without responding to a job posting.
Date Activity

The Oregon Employment Department is an equal opportunity program/employer. The following services are available free of cost upon request: Auxiliary aids or services and

alternate formats to individuals with disabilities and language assistance to individuals with limited English proficiency. Ask one of our staff for more information.
Oregon Employment Department « Oregon.gov/employ

FORM 2554 (0120)

Tip for documenting work-search activities:
Store your documentation in a single location, such as one folder on your computer.
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Appendix D — Sample work-search plan

You should take time each week to make a work-search plan. Thinking about what work-search
actions you plan to do will help you stay on track with your work-search efforts.

Write down your plans below. For example, “I will send a job application to ABC Company on
Friday morning.” As you complete your work-search actions, track your progress using the
checkboxes below.

My first Work Search Action will be:

.

I will complete it on this date:

O Completed 1 Documented

My first Work Search Action will be:

N

I will complete it on this date:

() Completed [ Documented

My first Work Search Action will be:

I will complete it on this date:

(]

O Completed ] Documented

My first Work Search Action will be:

»)

I will complete it on this date:

O Completed [ Documented

My first Work Search Action will be:

(]

I will complete it on this date:

O Completed [ Documented
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