Unemployment Benefits – For Managers

An individual is typically eligible to apply for unemployment benefits when becoming unemployed through no fault of their own. If an employee or former employee has a question about unemployment benefits, refer them to:
· Their state unemployment office, find state unemployment information at the US Department of Labor.
· Payroll.department@sodexo.com or (864) 248-2080
A separated employee can file for unemployment right away or long after separation. It is important to enter the separation information in the payroll system immediately, so Equifax has the information needed to process the claim. Be sure to use the appropriate termination reason code when processing the separation. 

Provide an Unemployment Benefits Notice to employees at separation
Several states require employers to provide an Unemployment Benefits Notice to employees at separation. An Unemployment Benefits Notice assists individuals in filing an unemployment claim.
· Separation notices provide information to assist employees in filing accurate claims for unemployment. Filing claims with accurate employer name, address, State Account and Federal Tax Identification (FEIN) numbers help to prevent delays in employee benefit payments and proper allocation of unemployment taxes.
· Many states require employers to provide specific state forms to employees upon separation. See below to access the state specific forms.
· Employees can benefit from information provided in a Separation Notice for Unemployment. 
If your employee works in one of the following states and is terminating employment with us, print the appropriate State Benefit Notice and give it to the employee. You can use the Combined SUI and FUI Rate Table to search for applicable State Unemployment Numbers to assist in completing one of the below separation notices. 
· California - Unemployment Benefits Notice - CA 
Prior to giving an Unemployment Benefits Notice to the separated employee, you must provide the following on each form:
· Employer name, federal tax and state employer ID number found on the Combined SUI and FUI Rate Table page
· Employee Name
· Employee Work Location
· Employee Date of Separation
· Whether the separation is permanent or temporary
Each State Benefits Notice includes directions and deadlines for completion.
 
Note: If you receive notice that an employee has filed an unemployment claim, you must follow specific guidelines outlined in the Unemployment Claims Process.

