UNEMPLOYMENT COMPENSATION

1.
PURPOSE:  To set forth the Department of Veterans Affairs personnel policy and instructions relating to unemployment compensation rights and benefits under Title XV of the Social Security Act as amended.

2.
POLICY:  This medical center is guided by Federal regulations regarding unemployment compensation and shall furnish information to employees consistent with the regulations.

3.
PROCEDURES:

a.
Human Resources

(1)
Human Resources will furnish information to the State Employment Security Administration (SESA) on Form ES-931, Request for Wage and Separations Information UCFE, within 3 workdays from the date of receipt of the Form ES-931. 


(2)
Human Resources will furnish SF-8, Unemployment Compensation for Federal Employees (UCFE) Program, to all employees who are transferred to another Department or payroll office, separated, or classified in a nonpay status for 7 calendar days or more.  This will be accomplished promptly on or before the last day of active duty of the employee.  In those instances/situations where an employee does not clear in person, the SF-8 will be forwarded by mail.  This will be documented on the SF 52, Request for Personnel Action.


(3)
SF 50-B, Notification of Personnel Action, will fully and clearly record the "Nature of Action" and separation "Remarks," so that when this information is transferred to Form ES-931, the reason for separation is complete and clear.  When an employee has been removed for cause, the documents supporting the action, including copies of the letter of charges and decision letter, should be attached to the ES-931, by Human Resources prior to submission to the SESA.


(4)
If an employee is separated as a result of "expiration of appointment" or “job abolishment," and a specific job offer was made to the employee which he or she refused, complete information on the job so offered will be recorded on the ES-931.


b.
Care Line Managers

(1)
Care Line Managers are required to inform Human Resources of resignations, transfers, and leave without pay of more than 30 days by promptly forwarding an SF 52, when it becomes known that an employee will be leaving pay status.


(2)
When an employee is in leave without pay status for 7 consecutive calendar days or more, Care Line Managers or their designee will notify Human Resources by memorandum so that an SF-8 may be furnished to the employee.  The memorandum will give the home address of the employee and the date that the employee began leave without pay.  A notation that the SF-8 was issued will be made by Human Resources and filed in the employee's official personnel folder.

4.
RESPONSIBILITIES:

a.
The Human Resources Manager, is responsible to provide wage and separation information to State Public Employment Offices and to coordinate testimony for unemployment appeals.  


b.
Care Line Managers and the equivalent  are responsible for informing Human Resources when an employee will be placed in a nonpay status for 7 calendar days or more.


c.
The employee, upon receipt of SF-8, may apply for compensation benefits. The eligibility requirements are defined on the SF-8.


d.
Supervisors are responsible for providing requested information concerning an employee's separation or placement in a nonpay status and for testifying in appeal hearings as necessary.

5.
REFERENCES:


MP-5, pt. I, ch. 850 

UNEMPLOYMENT COMPENSATION
“If you have applied for or been receiving Unemployment Insurance benefit payments, it is your responsibility, under penalty of law, to notify the appropriate local office, in writing, to discontinue the issue of Unemployment Insurance checks now that you are employed.  Failure to notify the State agency can result in a penalty such as a fine, imprisonment, or both.”

I acknowledge receipt of this unemployment compensation statement.

______________________________________________________________________

Employee’s Signature






Date








(to be filed on the left side of OPF)
