
1 | P a g e  

 

Providing Unemployment Insurance Information & Referral 
(I&R) Services  

Unemployment Insurance I&R Services 

Unemployment Insurance (UI) is a joint state-federal program that provides cash benefits to 
eligible workers.  Each state administers a separate UI program, but all states follow the same 
guidelines established by federal law.  The U.S. Department of Labor’s Unemployment 
Insurance Site (https://www.dol.gov/general/topic/unemployment-insurance) provides some 
general information about UI.  In March 2020, the Coronavirus Aid, Relief and Economic 
Security Act (CARES Act) greatly expanded unemployment insurance.  Many workers who were 
not previously covered were eligible until the provisions of this act expired. On December 27, 
2020, Congress enacted the Continued Assistance for Unemployed Workers Act of 2020.  For 
more information about the provisions   For more information on the provisions of this and 
possible future legislation, refer to the Department of Labor’s COVID-19 information site at 
(https://www.dol.gov/coronavirus/unemployment-insurance) 

Given the change in federal law and the significant job losses occurring due to the COVID-19 
pandemic, beneficiaries may ask you questions about or seek your help with applying for 
Unemployment Insurance (UI) benefits.  Within the Work Incentive Planning and Assistance 
(WIPA) service delivery model this type of request falls under the Information and Referral 
(I&R) service.  I&R service includes addressing unmet service needs that make it difficult to 
obtain and maintain employment, including access to financial assistance.  In this context, you 
can see that your purpose in assisting a beneficiary with UI is to assure that they maintain a 
level of stability that supports an eventual return to work. 

Since the assistance you are providing is I&R, you should limit your role to providing general 
information about UI, helping beneficiaries locate basic information about UI eligibility and the 
application process online, and referring beneficiaries to UI experts for more support if needed.  
In particular, you can: 

1. Encourage any beneficiary who has recently become unemployed or experienced a loss 
in hours to explore their eligibility for UI benefits.  Be prepared to share UI eligibility 
information from the state’s employment department website, including COVID-19 
specific rules.  For example, if a beneficiary has been temporarily laid off and does not 
want to apply for UI because of the work search requirement, help the beneficiary 

https://www.dol.gov/general/topic/unemployment-insurance
https://www.dol.gov/general/topic/unemployment-insurance
https://www.dol.gov/coronavirus/unemployment-insurance
https://www.dol.gov/coronavirus/unemployment-insurance
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locate information online that clarifies whether the work search requirement has been 
waived during the COVID-19 pandemic.  

2. Provide information about specific ways a person can apply for UI.  Be sure to share 
strategies that the state employment agency is using to manage applications (check the 
UI website for this type of information).  For example, the state may be taking 
applications on Monday for people with last names starting with A through F, and so on 
for the other days of the week. 

3. Direct the beneficiary to the state employment agency if they have specific questions 
about how the UI eligibility rules apply to their situation. 

While federal law established the UI program, state agencies administer the benefit and have 
considerable flexibility in determining the amount paid and who is eligible.  This is a great time 
for you to brush up on the regular UI eligibility rules in your state.  Many state employment 
agencies post a UI claimant handbook online that provides helpful eligibility information.  We 
encourage you to locate and review the information in that handbook.  To address the COVID-
19 pandemic, states are making a number of changes to their regular UI eligibility rules.  To 
keep up on these changes, we encourage you to read the information posted on your state’s UI 
website about COVID-19 specific rules. 

You can find your state UI website by using the Department of Labor’s Unemployment 
Insurance Service Locator 
(https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-
Benefits.aspx?newsearch=true). 

Unemployment Insurance I&R Worksheet 

The following Unemployment Insurance I&R Worksheet will guide you in gathering UI eligibility 
rules and help you provide I&R services during this time of frequent updates and change.  The 
worksheet is comprised of four sections:  application information, regular UI benefit 
information, pandemic unemployment assistance information, and short-term compensation 
information. 

In each section, you will find a brief explanation, including any relevant federal law, and a table 
that prompts you to fill in important state details.  Some of the state details will be easy to find, 
while others may be harder to locate.  Fill in the worksheet over time, as you monitor changes 
and become more familiar with the information on your state unemployment insurance 
website.  

https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-Benefits.aspx?newsearch=true
https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-Benefits.aspx?newsearch=true
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Worksheet Part 1:  Information on Applying for Unemployment Insurance 

State agencies administer UI benefits.  It is important that you stay current on how the state is 
managing the application process.  For example, because of the increase in unemployment 
insurance applications, many states now ask applicants to submit their UI application on certain 
days or at certain times.  The best source of information about the application process is your 
state’s UI agency website. 

You can find your state UI website by using the Department of Labor’s Unemployment 
Insurance Service Locator 
(https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-
Benefits.aspx?newsearch=true). 

UI Benefit Application Basics in Your State 

Activity Response 

List the website address for your 
state UI agency. 

 

Does the state have a UI COVID-
19 website?   If yes, list the web 
address. 

 

Are there other helpful links on 
the UI website?   If yes, list the 
web address and a brief 
description of the content. 

 

List the ways to apply for UI 
(online, phone, etc.)  Be sure to 
list important local contact 
information, phone numbers, 
and web addresses. 

 

Are there other online 
application resources?   If yes, list 
the resource and a brief 
description of the content. 

 

https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-Benefits.aspx?newsearch=true
https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-Benefits.aspx?newsearch=true
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Activity Response 

Are there community resources 
that are assisting individuals with 
the application process?  If yes, 
list the resource and contact 
information. 

 

Worksheet Part 2:  Regular Unemployment Insurance Benefits 

Some people will meet the regular UI rules during the COVID-19 pandemic.  For example, a chef 
whose employer laid him off after 10 years on the job may meet regular UI rules.  To assist a 
person in this situation, you need to be familiar with the basic eligibility rules for regular UI. 

Each state sets its own guidelines for eligibility for UI benefits, but individuals usually qualify for 
regular UI if they: 

• Are unemployed through no fault of their own.  In most states, this means applicants 
have separated from their most recent jobs due to a lack of available work. 

• Meet work and wage requirements.  Applicants must meet the state’s requirements for 
wages earned or time worked during an established period referred to as a "base 
period." (In most states, this is usually the first four out of the last five completed 
calendar quarters prior to the time that they file their claims.) 

• Meet any additional state requirements.  Find details of your state’s program by using 
the Department of Labor’s Unemployment Insurance Service Locator 
(https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-
Unemployment-Benefits.aspx?newsearch=true). 

In some cases, Social Security disability beneficiaries face obstacles when applying for UI 
benefits.  UI personnel may state that if an individual is receiving Social Security disability 
benefits, the individual has “proven” that he or she was unable to work and the state would 
deny UI benefits.  In some states, individuals who receive Social Security Disability Insurance 
(SSDI) are held ineligible or have those payments treated as deductible income.  

While your role is not to be an expert on UI, you should be able to direct beneficiaries to basic 
information about eligibility and potential benefit amounts. 

https://www.careeronestop.org/LocalHelp/UnemploymentBenefits/Find-Unemployment-Benefits.aspx?newsearch=true
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Regular UI Eligibility and Benefit Amount Information 

Activity Response 

List the website address that 
provides regular UI eligibility 
rules (this could be a claimant 
handbook). 

 

How does the state treat 
applicants who apply for UI and 
are entitled to benefits from 
Social Security due to disability? 

 

What is the regular weekly UI 
minimum and maximum benefit 
amounts? (provide link to source 
of information) 

 

How many weeks does the state 
pay regular UI benefits? 

 

During the COVID-19 pandemic, states have waived some of the rules for their regular UI 
program, such as the waiting period and the work search requirement.  Additionally, federal 
legislation has authorized additional funds for Federal Pandemic Unemployment Compensation 
(FPUC) that states can pay to people eligible for regular UI. For more information about current 
legislation, refer to the Department of Labor’s COVID-19 information page at 
(https://www.dol.gov/coronavirus/unemployment-insurance) 

Exceptions to Regular UI Rules and Benefit Amount during Pandemic 

Activity Response 

What is the pre-pandemic UI 
waiting period? 

 

Has the state waived the waiting 
period due to the pandemic? 

 

What is the pre-pandemic work 
search requirement? 

 

https://www.dol.gov/coronavirus/unemployment-insurance
https://www.dol.gov/coronavirus/unemployment-insurance
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Activity Response 

Has the state suspended or 
modified the work search 
requirements due to the 
pandemic? 

 

List the state’s UI website that 
provides information about the 
FPUC. 

 

Worksheet Part 3:   Expansion of UI Benefits Eligibility through Pandemic Unemployment 
Assistance 

Some people will not meet the regular unemployment insurance rules.  For example, a self-
employed hair stylist who must temporarily close her business due to the COVID-19 pandemic 
is not eligible for regular UI. 

Those who are not eligible for regular UI or extended benefits under state or Federal law or 
pandemic emergency Unemployment compensation (PEUC), including those who have 
exhausted all rights to such benefits, may be able to get Pandemic Unemployment Assistance 
(PUA).  Covered individuals also include people who are self-employed, those seeking part-time 
employment, individuals lacking sufficient work history, and those who otherwise do not 
qualify for regular unemployment compensation or extended benefits under state or Federal 
law or PEUC.  

To be a covered worker for PUA, individuals must be otherwise able to work and available for 
work within the meaning of applicable state UI law, except that they are unemployed, partially 
unemployed, or unable or unavailable to work due to one of the COVID-19 related reasons 
listed below: 

• The individual has been diagnosed with COVID-19 or is experiencing symptoms of 
COVID-19 and is seeking a medical diagnosis;  

• A member of the individual’s household has been diagnosed with COVID-19;  

• The individual is providing care for a family member or a member of the individual’s 
household who has been diagnosed with COVID-19;  

• A child or other person in the household for which the individual has primary caregiving 
responsibility is unable to attend school or another facility that is closed as a direct 



7 | P a g e  

result of the COVID-19 public health emergency and such school or facility care is 
required for the individual to work;  

• The individual is unable to reach the place of employment because of a quarantine 
imposed as a direct result of the COVID-19 public health emergency;  

• The individual is unable to reach the place of employment because the individual has 
been advised by a health care provider to self-quarantine due to concerns related to 
COVID-19;  

• The individual was scheduled to commence employment and does not have a job or is 
unable to reach the job as a direct result of the COVID-19 public health emergency;  

• The individual has become the breadwinner or major support for a household because 
the head of the household has died as a direct result of COVID-19;  

• The individual has to quit his or her job as a direct result of COVID-19; or  

• The individual’s place of employment is closed as a direct result of the COVID-19 public 
health emergency.  

Federal legislation also authorizes Federal Pandemic Unemployment Compensation (FPUC) to 
people eligible for PUA.  You can read more about PUA in the Employment and Training 
Administration news releases (https://www.dol.gov/newsroom/releases/eta) and the 
Department of Labor’s Unemployment Insurance COVID-19 website 
(https://www.dol.gov/coronavirus/unemployment-insurance). 

Please note that each state implements the above policies within their own UI program.  
Encourage beneficiaries who are applying to review the UI website to determine if the state is 
processing applications for PUA and if the state has modified the application process in any way 
for this benefit. 

State Implementation of Pandemic Unemployment Assistance 

Activity Response 

What is the status of your state’s 
implementation of this expansion?  

 

If the PUA is not fully operational, 
what is the state’s current advice 
on applying for PUA? 

 

https://www.dol.gov/newsroom/releases/eta
https://www.dol.gov/newsroom/releases/eta
https://www.dol.gov/coronavirus/unemployment-insurance


8 | P a g e  

Worksheet Part 4:   Short-Time Compensation 

Short-Time Compensation (STC), also known as work sharing or shared-work program, is an 
alternative to layoffs for employers experiencing a reduction in available work.  STC preserves 
employees’ jobs and employers’ trained workforces during times of lowered economic activity.  
STC allows employers to reduce hours of work for employees rather than laying-off some 
employees while others continue to work full- time.  Those employees experiencing a reduction 
in hours are allowed to collect a percentage of their unemployment compensation (UC) 
benefits to replace a portion of their lost wages.  In order to receive these benefits, the 
individual’s employer must have an approved STC plan in place with the workforce agency.  At 
this time, states are encouraged to provide or expand this benefit option. 

You can read more about this benefit and see a list of states with STC plans in the Department 
of Labor’s Short-Time Compensation site (https://oui.doleta.gov/unemploy/stc.asp). 

Short-Time Compensation in Your State 

Activity Response 

Does your state offer Short-Time 
Compensation? 

 

What are the eligibility criteria?  

How does an individual determine 
if their employer has an approved 
STC plan? 

 

This document produced at U.S. taxpayer expense. 

https://oui.doleta.gov/unemploy/stc.asp
https://oui.doleta.gov/unemploy/stc.asp
https://oui.doleta.gov/unemploy/stc.asp
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