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INTRODUCTION 

 

Unemployment Insurance (UI) is designed to provide benefits to eligible individuals 
who are unemployed through no fault of their own, and who would be employed if 
suitable jobs were available.  Unlike public welfare, Unemployment Insurance is an 
insurance program.  Need for assistance is not a factor that can be considered. 

Unemployment Insurance is, in many ways, similar to other forms of insurance.  In all 
states, employers pay a tax to cover their workers against involuntary 
unemployment.  Most employers are required to pay this tax.  When you work for 
such an employer, you are in “covered employment,” and your wages are “covered 
wages.”  Your unemployment insurance benefit is based upon these wages.  Like 
any other insurance, Unemployment Insurance has certain requirements which must 
be met if you are to receive benefit payments.  These individual and monetary 
requirements are established by Law in Title 19, Delaware Code, and are 
administered by the Delaware Department of Labor, Division of Unemployment 
Insurance.   
 
This handbook is designed to explain your rights and responsibilities under the 
Delaware Unemployment Compensation Law.  Its purpose is to provide you with 
information and should not be considered to have the effect of law.   
 
This handbook should answer many of the questions you may have regarding filing a 
claim for benefits.  However, if you have questions not covered in the booklet, please 
call your Unemployment Insurance Local Office.   
 
 

Read this handbook carefully and completely 
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IDENTIFICATION 
REQUIREMENTS 
FOR 
FILING 
UNEMPLOYMENT 
INSURANCE 
BENEFITS 

 
ONE OF THE BELOW COMBINATIONS OF IDENTIFICATION DOCUMENTS 
MUST BE PROVIDED AT THE TIME YOU FILE A CLAIM FOR UNEMPLOYMENT 
INSURANCE BENEFITS: 
 
 

 Social Security Card & Driver’s License (by federal law, it can be a valid 
license from any state) 

 
 SS Card & State Issued Picture ID (by federal law, it can be a valid Picture 

ID from any state) 
 

 
 SS Card and Passport 

 
 

 SS Card and Military ID 
 

 
 Driver’s License or Passport, and “any official document with full SSN 

indicated” 
 

 
 State Issued Picture ID or Passport and “any official document with full SSN 

indicated” 
 

 
 
*****”Any official document with full SSN indicated” includes, but is not limited to a 
Form W-2 or a paystub. ***** 
 
 
 
If any of the documents that are swiped through the document authenticator “fail”, 
your claim will be taken, but “pended” until such a time as you produce another 
acceptable document that “passes” the swipe test. For example, if you provide a 
Social Security card and a driver’s license, but the drivers license “fails” the swipe 
test, then you will be required to provide a state issued picture ID, a passport, or a 
military ID that passes the “swipe” test.  
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FILE 
YOUR  
CLAIM  
BY  
INTERNET 

 
The Division of Unemployment Insurance offers the option to file your new or 
reopened claim for unemployment insurance benefits via the Internet: 
 
YOU MAY USE THIS OPTION IF YOU ARE: 

• An unemployed Delaware worker 

• Have only worked in Delaware in the past 18 months 

 
YOU MAY NOT USE THIS OPTION IF YOU:  
 

• Are filing for extended benefits such as EUC [Emergency Unemployment 
Compensation] or EB [Extended Benefits] 

• Are filing a partial claim 

• Are filing against a former military employer 

• Are filing against a former federal civilian employer 

• Are not a US citizen 

• Were employed in another state 

• Are residing outside the United States 

 
 
IF ANY OF THESE EXCEPTIONS APPLY TO YOU, YOU MUST REPORT TO THE 
NEAREST UNEMPLOYMENT INSURANCE OFFICE TO FILE YOUR CLAIM IN 
PERSON. WHEN YOU REPORT TO THE NEAREST UNEMPLOYMENT 
INSURANCE OFFICE BRING: 
 

• Your social security card and drivers license [See Acceptable Forms   of ID] 

• Former military employees also need to bring form DD214 Copy 4 

• Former federal civilian employees need to bring standard forms 8 and 50  

• If you are not a U.S. citizen, you will need to bring your alien    registration 
card, Form 1-551,“Green Card” or Alien Documentation,  identification, 
telecommunication card 

 
 
 
 
 
 
 
 



 
   

  
WHAT INFORMATION WILL YOU NEED TO HAVE AVAILABLE TO FILE YOUR 
INTERNET CLAIM?  
 

• Your social security number 

• The names, addresses and phone numbers of all your employers over the 
last 18 months 

• The name and local number of your union hall, if applicable. 

• A telephone number where you can be reached 

• Your state issued driver’s license or a state motor vehicle agency issued 
identification card 

 
YOU GATHERED ALL YOUR INFORMATION, HOW DO YOU GET STARTED?  
 

• Log onto the Department of Labor website at www.delawareworks.com  

• Select “Unemployment Insurance Claim”, under “Services” on the left side of 
your computer screen 

• Select “File a New or Reopened Claim Online” under “Services” on the left 
side of your computer screen 

• Click on “Start My Claim Now” 

 
HOW WILL YOU KNOW YOUR CLAIM WAS SUCCESSFULLY PROCESSED? 
 

• You will receive a confirmation number 

• If you do not receive this confirmation number, your claim WILL NOT be 
processed 

• This confirmation number is used to track your claim 

• Print the confirmation page for your records or record your confirmation 
number as you will need to provide this number if you have any questions 
concerning your claim 

 
 
 
 
 
 
 



 
   

YOUR  
INDIVIDUAL  
ELIGIBILITY 
 

 
 
 
 
 
 
 
 
UNEMPLOYED THROUGH NO FAULT OF YOUR OWN 
To receive benefits, you must be partially or totally out of work through no fault of 
your own.   
 
 
 
ABLE AND AVAILABLE FOR WORK 
You must be able to work and available for work.  However, if you become sick or 
disabled after you have registered for job search assistance, you may continue to 
draw benefits unless you refuse a job which would have been considered suitable for 
you at the time of your registration for work.  If you claim benefits while sick or 
disabled, you must submit a doctor’s certificate. 
 
 
 
ACTIVELY SEEKING WORK 
You must be actively seeking work. The fact that you have registered for job search 
assistance at a public employment office is not enough.  You should be actively 
seeking work and be prepared to verify where you applied for work.  See Weekly 
Pay Authorization and “TeleBenefits”.    
 
 
 
REGISTER AND PARTICIPATE IN REQUIRED SERVICES WITH THE 
DIVISION OF EMPLOYMENT AND TRAINING 
If you are required to register with the Division of Employment and Training, you 
must do so immediately.  Failure to register or participate in any testing or 
training required by the Division Of Employment and Training may result in a 
denial of unemployment insurance benefits.   
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IMPORTANT 
The effective date of your unemployment claim is the Sunday of the 
week in which you file your claim. Therefore, you should file your 
claim as soon as possible after becoming unemployed. 



 
   

 YOU MAY BE DENIED BENEFITS  
 
If you are unable to work, or are unavailable for work; 
 
 
If you have failed to actively seek work; 
 
 
If you quit your job voluntarily without good cause attributable to your work; 
 
 
If you are discharged from your job for just cause in connection with your work – 
such as lateness, unexcused absences, or violation of company rules; 
 
 
If you are unemployed by reason of commitment upon conviction and sentencing to 
any penal institution;  
 
 
If you refuse to accept a job offer for which you are reasonably fitted and which pays 
the general rate for that type of work;  
 
 
If you put undue restrictions on the type of work, number of hours or amount of pay 
that you are willing to accept; 
 
 
If you are unemployed due to a labor dispute; 
 
 
If you fail to participate in reemployment services; or 
 
 
If you do not report to the local office and/or do not mail pay authorization forms or do 
not call the Information Hotline to file for your weekly unemployment insurance check 
by “TeleBenefits” as required.  
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REPORT                      
ALL  
INCOME 

 

 
You are required to report all income which will affect your claim.  
 

INCOME IS WAGES RECEIVED FROM: 
 

 Work Performed 

 Commissions 

 Bonuses or Tips 

 Holiday pay 

 Dismissal payments/Severance pay 

 Back pay awards 

 

Gross wages must be reported on your weekly pay authorization form or during your 
call to “TeleBenefits”, depending on which filing option you have selected, in the 
week they were earned, not when you receive your pay. 
 
 
The term gross wages refers to the amount of money earned before taxes or any 
other deductions are taken.  You must report all employment and all income from 
such employment on the date[s]the income was earned and not when you receive 
your pay check. Your benefits stop on the very first day you work if you return to full-
time work, even if you do not receive your pay until sometime later.  You may need to 
calculate your gross hourly wages manually in order to report them on your weekly 
pay authorization form or during your call to “TeleBenefits” if you do not have a pay 
statement or your work week is different from our claim week.  
 
 
 
WHAT HAPPENS IF I DO NOT REPORT MY WAGES? 
 
You will be responsible for repaying the benefits that you received unlawfully plus 
18.0% interest if you are found to have collected benefits fraudulently. Further, you 
will be disqualified from the receipt of unemployment benefits for one year. In 
addition, you may be prosecuted criminally, face additional penalties and possible jail 
time. 
 
You will be responsible for repaying the benefits that you received, but were not 
entitled to, even if no fraud is found.  

 



 
   

  
REPORT ALL PENSIONS, ANNUITIES, ETC.  
 
You are required to report all payments you receive from and/or changes in 
pensions, annuities, or similar periodic payments since your weekly unemployment 
insurance benefit account may be subject to a reduction.  Payments received that 
should be reported include: 
 
(1) State and local government pensions; 
 
(2) Federal Civil Service pensions, including disability retirement pensions; 
 
(3) Private employer pensions; 
 
(4) Union pensions; 
 
(5) Military retirement pensions; 
 
(6) Military disability retirement pensions; 
 
(7) Railroad retirement annuities; 
 
(8) Benefits derived from IRAs and Keogh Plans; and, 
 
(9) Workers’ Compensation. 
 
 
REPORT CHANGE OF ADDRESS 
 
You are required to report all changes of address in writing with a signature (or in 
person with proof of identification), social security number, and effective date of the 
move to the local office where you filed your claim.   
 
If you move out of your local area, please report to your NEW local office, or contact 
the “call center” in your new state of residence, whichever is applicable. 
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CLAIMANT  
NOTICE                      
OF  
RECEIPT 
OF  
BENEFIT  
RIGHTS 
AND 
RESPONSIBILITIES 
 

 
I understand that if, after receiving unemployment insurance benefits, I am finally 
determined by a claims deputy, appeals referee, the Unemployment Insurance 
Appeal Board or a Court not to have been entitled to those benefits, I am liable to 
repay the Delaware Division of Unemployment Insurance (“Division”) a sum of 
money equal to the benefits I have already received. I understand that I am liable to 
repay the Division for benefits I have already received whether I received them as a 
result of my fraudulent act(s) or by mistake and even where I was initially determined 
to be entitled to benefits where such determination is reversed on appeal. I also 
understand that my liability to repay the Division may arise as follows: (1) I am 
determined to be subject to a period of disqualification or ineligibility; (2) I receive 
benefits under the wrong program; (3) I have wages removed from the monetary 
determination made in my claim that reduces my weekly benefit amount or results in 
my monetary ineligibility; or (4) I did not report earnings or incorrectly reported 
earnings. 
 
I understand that should I be disqualified for reason of fraud, in addition to being 
liable to repay the Division of Unemployment Insurance all unemployment benefits 
that I have received for weeks of unemployment for which I am later disqualified, I 
will be liable to pay interest at an annual rate of 18.0%. 
 
I understand that I am required to report any wages or income from any source every 
week that I claim unemployment benefits, even if such wages or income are less 
than the 50.0% earnings allowance and that a failure to report any wages or income 
received during any week can result in a disqualification from benefits for one year 
and a fraud disqualification. 
 
I understand that I have the right to file a timely appeal from decisions that 
either disqualify me from receiving benefits or find me ineligible for them and 
that I cannot challenge those decisions once they are final by appealing the 
Division’s determination as to the sum of money I am required to repay. 
  
 
CHILD SUPPORT PAYMENTS 
 
If you are required to pay support through the Division of Child Support Enforcement, 
a deduction may be made from your unemployment insurance check. Any errors or 
discrepancies in such deductions must be directed to a Bureau of Child Support 
Enforcement Customer Service Representative at (302)577-7171 
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RECOUPMENT 
OF 
OVERPAYMENTS 
 

 
Delaware Code, Title 19, Part III, Section 3325: 
 
Any person who has received any sum as benefits under this chapter to which it is 
finally determined that the person was NOT entitled shall be liable to repay in cash 
said overpayment, to the Department for the Unemployment Compensation Fund, or 
to have such sum deducted from future benefits payable to the person under this 
chapter. 
Benefit overpayments paid to a claimant as the result of fraud shall be repaid with 
interest at the same rate as provided for the past due assessments and 
reimbursement payments in lieu of assessments in Section 3357 of this title and 
Department Regulation No. 45. 
 
 
Delaware Code, Title 19, Part III, Section 3314[6] 
 
An individual shall be disqualified for benefits: If the Department determines such an 
individual has made a false statement or representation knowing it to be false or 
knowingly failed to disclose a material fact to obtain benefits to which the individual 
was not lawfully entitled, and such disqualification shall be for a period of one year 
beginning with the date on which the first false statement, false representation or 
failure to disclose a material fact occurred. 
 
 
FRAUD LIABILITY STATEMENT 
 
While receiving unemployment insurance benefits, a person must report all 
earnings or income for each week benefits are claimed. Failure to disclose a 
material fact or knowingly make a false statement for the purpose of obtaining 
benefits to which you are not legally entitled may result in an overpayment plus 
interest, disqualification from benefits for one year, and prosecution including a fine 
and/or imprisonment. Any person who has received benefits to which he was not 
entitled is liable to repay such sum. Entitlement to future benefits will be affected by 
outstanding overpayments.  
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BASE PERIOD 

 
Your Base Period is the 1St four of the last five completed calendar quarters. 
 

ILLUSTRATION OF BASE PERIOD 
 

THE SHADED CALENDAR QUARTERS REPRESENT 
 YOUR BASE PERIOD 

 

 
 
 

ALTERNATIVE BASE PERIOD 
 
If it is determined that you have insufficient wages in the first four of the last five 
completed calendar quarters base period (illustrated above) to become monetarily 
eligible for unemployment insurance compensation, Section 3302(2), Title 19, 
Delaware Code provides for the use of an alternative base period. The alternative 
base period allows for the use of wages from the four most recent completed 
calendar quarters immediately preceding the effective date of your unemployment 
insurance claim. Please contact your local office if you have questions regarding 
alternative base period.  
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QUICK GUIDE 
TO CALCULATE 
YOUR BENEFIT 
 

 
You may compute approximately how much you will receive by using the following 
formula: 
 
< Determine the base period for the claim you are filing using the above chart. 
 
< Determine the amount of wages you were paid in covered employment 

during the base period by calendar quarters. 
 
< Determine the two quarters in which you were paid the highest wages.  

Divide the wages paid to you in those two quarters by 46 to calculate 
approximately how much you will receive per week.  A maximum weekly 
benefit amount is established by law.  See Weekly Benefit Amount Chart.
  
 

 
 
CALENDAR QUARTERS 
 
3-month period: 

Beginning    Ending 
January 1    March 31 
April 1     June 30 
July 1     September 30 
October 1    December 31 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12 



 
   

 
YOUR  
MONETARY  
ELIGIBILITY 

 
BENEFIT AMOUNT 
To be eligible for benefits, you must have been paid at least thirty-six times your 
weekly benefit amount by a covered employer in your base period.  The amount of 
your benefit will be 1/46 of your wages in the two highest wage quarters in the base 
period.  However, no one who is eligible for benefits will receive less than $20 or 
more than $330 a week, if eligible.   See Base Period. 
 
 
NUMBER OF WEEKS RECEIVING BENEFITS 
The number of weeks you may receive benefits depends upon your total wages 
during your entire base period.  A worker is entitled to receive a total amount of 
benefits equal to 50% of his base period wages or twenty-six times his weekly benefit 
amount, whichever is less.  
 
 
BENEFIT YEAR 
You may receive the amount of benefits due you over the course of your benefit 
year.  The benefit year begins on the Sunday of the first week in which you file a 
claim which is found to be monetarily eligible.  It continues for a period of one year.  If 
you draw all of your benefits from this state, you cannot receive any more payments 
within that benefit year.   
 
After your benefit year has ended, you may receive more benefits based on wages 
received during the new base period.  Benefits cannot be paid in a second benefit 
year unless you have had new employment and earned at least ten times your new 
weekly benefit amount since the beginning of your preceding benefit year.  See Base 
Period.  
 
 
EARNINGS ALLOWANCE 
You are allowed to earn 50% of your weekly benefit amount without any deduction.  
Anything over 50% is deducted dollar for dollar.  For example:   If your benefit 
amount is $100, you are allowed to earn $50 gross (wages before deductions) with 
no deduction of your unemployment insurance benefit; anything over $50 is deducted 
dollar for dollar. 
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QUICK GUIDE TO CALCULATE YOUR EARNINGS ALLOWANCE 
 
 

Weekly Benefit Amount  100.00   

Multiply by .50 x .50   

Earnings Allowance  
before deduction 

  
50.00 

  

 
Example 
 

Weekly 
Benefit 
Amount 

 
100.00 

   

 
 
Gross Income 

 
 

60.00 

 
� 

gross income   
minus  
earnings allowance (see above 
chart) 

60.00 
-- 
50.00 

  � amount deducted from weekly 
benefit amount 

 
10.00 

Adjusted 
check 
amount 

 
90.00 

   

 
 
Please note:  Your maximum check amount is limited to your weekly benefit amount. 
 
REDUCED WORK HOURS 
If your regular hours of work are reduced, you may be eligible to receive partial 
payments.  See Earnings Allowance on the previous page.  See also Return to 
Work.  
 
SEASONAL CLAIMS 
Seasonal Employment is defined as the first processing of agricultural or seafood 
products.  You will be considered a seasonal employee if you are employed with an 
identified seasonal employer, even if you do not work directly with that seasonal 
product.  If 75% or more of your base period wages were from seasonal 
employment, as defined by Delaware law, you will only be eligible to receive benefits 
for those months in which you were employed in your base period.  For  example, if 
you worked from May through September in the base period with a seasonal 
employer, you would only be eligible to draw benefits for the work done during those 
months.   
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WEEKLY  
BENEFIT 
AMOUNT 
CHART 
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FEDERAL CIVILIAN 
EMPLOYEES 
 
 
 
 
 
 
 
MILITARY PERSONNEL 
 
 
 
 
 
 
MONETARY 
DETERMINATION 
 

 
If you have been a civilian employee of the United States Government in the past two 
years, you should notify your local office.  You may be entitled to unemployment 
insurance benefits under a Federal Law that provides for the payment of benefits to 
former Federal Civilian employees.  You are required to present a Form SF-8 and 
Form SF-50, or pay stubs or a Form W-2 to the local office when filing this claim. 
 
 
 
 
Provisions exist in Federal Law for persons discharged from the armed forces of the 
United States under honorable conditions.  You are required to present a Form DD-
214, Member 4 and proof of your Social Security Number when filing this claim. 
 
 
 
 
When your claim is processed, a “monetary determination” will be calculated and you 
will receive a copy.  The monetary determination will indicate the name(s) of the 
employer(s) for whom you worked during your claim base period and the wages you 
earned in each calendar quarter.  If you are monetarily eligible for benefits, the 
monetary determination will also indicate your weekly benefit amount (WBA), 
maximum benefits receivable, and the duration of your claim.   
 
If the employer and/or wage information on the monetary is incorrect or if any 
employer and/or wage information is missing, please report to the local office where 
you filed your claim immediately.  When you report to the local office to review your 
monetary determination, please be sure to bring your Social Security Card and 
proof of the missing or incorrect employment (Form W-2, pay stubs, etc.).  
 
Once the monetary determination is complete, if you disagree with that final 
determination, you may file an appeal.   
 
A sample of a monetary determination is illustrated on the following page. 
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SAMPLE 
MONETARY 

DETERMINATION 



 
   

 
FILING  
FOR  
YOUR 
WEEKLY  
BENEFIT 
PAYMENT 
 

 
You must complete, sign and return a weekly pay authorization form to claim 
benefits, or file your weekly claim via our automated “TeleBenefits” phone system.  
See Sample Pay authorization form on the following page. 
 
A calendar week begins on a Sunday and ends the following Saturday.  Your pay 
authorization form for the first week of unemployment, for which you will claim 
benefits, was given to you by the local office when you initially filed your claim.  You 
will receive three additional pay authorization forms in the mail for the second, third 
and fourth weeks of your claim. You must complete, sign and return each pay 
authorization (by mail or by using the claim drop box located at the front of the local 
office) on the Sunday immediately following the week ending date on the top of the 
pay authorization form.  Pay authorization forms must be submitted timely or 
you may be denied benefits.  Make sure that you submit the correct pay 
authorization form for the correct week, and make sure your work search (if 
applicable) was conducted during the same week.  Under no circumstances 
should a pay authorization form be submitted prior to the appropriate week 
ending date.  This also applies if you are filing your weekly claim through the 
“TeleBenefits” automated phone system.  
 
After you have claimed your first week of benefits, you should begin to use the pay 
authorization form, which will accompany your benefit check to claim the next week 
of benefits.  This does not apply if you have chosen to use “TeleBenefits”. If you are 
not receiving benefits initially due to pending adjudication of your claim or because 
you are in appeal status, you must continue to complete, sign and return a pay 
authorization form each week.  If you are using the “TeleBenefits” system, you must 
continue to call each week to file for your weekly unemployment insurance check.  
 
If you are eligible to receive benefits, your weekly check will be mailed or issued by 
direct deposit depending on the payment option you have chosen. 
 
If you are denied benefits, you may file an appeal in person or by sending a letter to 
your local office.  See Appeal Rights. 
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FRONT  See Weekly Pay Authorization on previous page. 

 
 
 
BACK See Active Work Search on next page. 

 
 
 
Complete address must be provided for all job contacts. 
 
Please note:  Improperly completed pay authorizations may result in a processing 
delay of your payment. 
 
Sample “Result” Explanations: 
1. Completed application 4. Took name/phone number 
2. Mailed resume  5. Offered job/refused 
3. Told not hiring  6. Not qualified 
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SAMPLE 
PAY 

AUTHORIZATION 



 
   

 
ACTIVE  
WORK  
SEARCH 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PROTECT YOUR 
ELIGIBILITY WHILE 
RECEIVING BENEFITS 
 

 
Eligibility to receive benefits is dependent upon your showing that you have made a 
reasonable effort to find work each week.  You will be required to make at least one 
work search contact each week, and indicate the employer name, address, type of 
work sought, result of the contact and the date in item 8 on the back of your weekly 
pay authorization form.  While it is often necessary to return to a previously contacted 
employer, a new work contact must also be made on a weekly basis.  See Sample 
Pay Authorization on the previous page.  If you are required to make an active work 
search during a week, and fail to do so, you will be ineligible to receive benefits for 
that week.   
 
If you are claiming your weekly unemployment insurance payment through the 
“TeleBenefits” automated phone system, you will supply work search date 
information verbally. 
 
You are required to complete the Work Search Log each week you are receiving 
Unemployment Insurance benefits. We will review this log periodically.  Failure to 
complete this log could result in denial of benefits.  See Work Search Log. 
 
In order to be eligible for unemployment insurance benefits, you must meet all 
eligibility requirements as outlined in “Your Personal Eligibility Responsibilities” and 
“Your Monetary Eligibility Responsibilities”.  To maintain your eligibility while 
receiving unemployment insurance benefits, you must: 
 
REPORT TO UI WHEN REQUIRED 
If required to do so, you must report to your local office on the day and time as 
instructed by local office personnel.  If for some reason you cannot report at the 
scheduled time, you must report as soon as possible.  Failure to report as instructed 
may result in a denial of benefits. 
 
REPORT TO THE DIVISION OF EMPLOYMENT  
AND TRAINING WHEN REQUIRED 
In addition to being able and available for work, you may be required to register for 
job search assistance with the Division of Employment and Training, and make an 
independent search for work each week which could result in your obtaining 
employment. 
 
If unemployment insurance claims personnel refer you to the Division of Employment 
and Training, you must report immediately and participate in any registration 
process, testing and training that is deemed necessary.  Failure to participate or 
refusal of a reasonable job referral or job offer may result in a denial of 
unemployment insurance benefits. 
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TELEBENEFITS 
 

 
“ T e l e B e n e f i t s ”  

 
Filing for Weekly Unemployment Insurance Benefits By Telephone 
 

 
 
 

 
 
 
 
 
The Delaware Unemployment Insurance Division is now providing a quick and easy 
way to claim your weekly unemployment insurance benefits by telephone using a 
new feature of the Information Hotline called “TeleBenefits.”   We hope you will find 
this customer service option easy and convenient to use. 
Note: This system cannot be used to file a new, additional or reopened claim, and is 
only to be used for claiming your weekly unemployment insurance benefit payment.  
PLEASE READ THE FOLLOWING INSTRUCTIONS CAREFULLY BEFORE YOU 
MAKE YOUR FIRST CALL 

 

WHEN TO CALL: 
The Information Hotline, at 1(800) 794-3032 or (302) 761-6576 is available 7 days 
a week, 24 hours per day.  Remember, your TeleBenefits for any claim period 
cannot be filed until the week ending date for which you are filing has passed.  
TeleBenefits filed by 10:30 a.m. Monday through Friday will normally be processed 
the same day. TeleBenefits filed after 10:30 a.m. Monday through Friday will 
normally be processed the next business day.   
Be sure to have your current weekly claim information on hand as TeleBenefits will 
ask you questions about each individual claim week.  In addition, you may be 
required to submit your work search log to the local office upon request. 
The system is designed to only permit you to claim for the current week’s benefits.  If 
you need to file for a prior week, please report to your local office.   TeleBenefits will 
indicate which claim week you may file.  
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INFORMATION HOTLINE
 

1-800-794-3032 
Toll Free outside New Castle County 

 
(302) 761-6576 

New Castle County 
 
 



 
   

  
      YOUR PERSONAL IDENTIFICATION NUMBER (PIN) 

When you file your first TeleBenefits weekly claim, you will choose your own four-digit 
number.  This number cannot contain the same number four times, and cannot be sequential 
– 1,1,1,1 or 1,2,3,4.  The four-digit number you select will become your Personal 
Identification Number, or PIN, which you will use each time you call to file TeleBenefits.  
You are responsible for the security of your PIN that serves as your electronic signature.  Do 
not give your PIN to anyone, including family members. 
If you forget, or enter a wrong PIN, you will be instructed to contact your local office for 
assistance with resetting your PIN.  This service can only be provided during scheduled work 
hours, and your newly-established PIN will become effective the next business day. 

 
CLAIMING WEEKLY BENEFITS 

Call the Information Hotline at 1(800)794-3032 in Kent and Sussex County, or out of State; 
or (302) 761-6576 in New Castle County. ____________________________________ 
Press 1 to file your weekly certification. 
Press 1 to file your certification for the current week. 
Enter your 9-digit Social Security Number 
 
Press 1 to continue, or 2 to change. 
 
You need to create a 4-digit PIN the first time 
 
Enter a 4-digit number to be your PIN 
 
Press 1 to continue or 2 to change, the number (this is the PIN you will use for all future 
TeleBenefits). 
1. Press 1 to file for your weekly benefits for the current week ending date. 
2. Press 2 to continue.  
3. Enter total earnings for the week ending date for which you are filing for your weekly 

benefits. 
Press 1 to confirm amount or 2 to change the amount. 
a. Speak the complete name and address of the employer.   
b. Enter total wage amount earned before deductions (round up to the next dollar) 

for each employer for whom you worked, even if you haven’t been paid. Wage 
amount should include holiday pay. 

Press 1 if you worked for another employer during this period. 
Press 2 if you have entered information for all employers. 
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4. Enter any retirement pay you received for the week ending date in which you 
are filing for your weekly benefits.   

Press 1 to confirm amount or 2 to change the amount. 

5. Enter any wages in lieu of notice you received for the week ending date in 
which you are filing for your weekly benefits.   

Press 1 to confirm amount or 2 to change the amount. 

6. Enter any other income you received for the week ending date in which you 
are filing for your weekly benefits.   

Press 1 to confirm amount or 2 to change the amount. 

7. Press 1 if you were available for work each day. 
Press 2 if you were NOT available for work each day. 
Press 1 to continue  

8. Press 1 if you actively sought work. 
Press 2 if you did NOT actively seek work. 
Press 1 to continue  

9. Enter the date of your employer contact 
(2-digit month, 2-digit day, and 4-digit year). 
Press 1 to continue 

10. Press 1 if you refused any work or failed to go for a scheduled job interview. 
Press 2 if you did NOT refuse any work or fail to go for a scheduled job 
interview. 
Press 1 to continue.  

11. Press 1 if you attended school or training. 
Press 2 if you did NOT attend school or training. 
Press 1 to continue  

12. Press 1 if you have applied for retirement or pension, or your pension has 
changed since your last claim. 
Press 2 if you have NOT applied for retirement or pension, or your pension has 
NOT changed since your last claim. 
Press 1 to continue  

13. Press 1 if you have returned to full-time work. 
Enter the date you returned to work. 
(2-digit month, 2-digit day, 4-digit year) 

Press 2 if you have NOT returned to full-time work. 
14. Press 1 to certify the accuracy of your responses and process your claim. 

 
“Thank you for calling Delaware Division of Unemployment Insurance 

Information Hotline” 
 

 

 

                                                     

                                                     25 



 
   

 
DIRECT DEPOSIT  

 

Direct Deposit of your unemployment insurance payment is offered to new and 
existing claimants. With Direct Deposit your weekly unemployment insurance 
payment is electronically deposited into your checking or savings account as long as 
your financial institution participates in the Direct Deposit program. It is your 
responsibility to verify that your financial institution will accept Direct Deposit to your 
account. Some banks and credit unions will not accept Direct Deposit or they require 
that a special account number be used for Direct Deposit. Many brokerage accounts 
will not accept electronic transactions of any type.  

HOW TO ENROLL?  

If you are filing a new claim online you can enter your Direct Deposit information directly on 
the application.  
 

TO START OR TO CHANGE DIRECT DEPOSIT AT A LATER TIME  

Log onto the Department of Labor website at www.delawareworks.com  
 
Select “Unemployment Insurance Claim” , under “Services” on the left side of your 
computer screen. 
 
Select “Enroll in Direct Deposit”, under “Information” on the left side of your computer screen  
                               
                                     You will need to provide: 
 

• Your social security number, 
• Your financial institution’s nine-digit bank routing/transit number, 
• Your checking/savings account number (up to 17 digits), and 
• Your state issued driver’s license or a state motor vehicle agency       

issued identification card.  
 
        BE ASSURED ALL INFORMATION IS KEPT SECURED AT ALL TIMES  

You will be required to choose the "TeleBenefits" option for filing for your weekly 
unemployment insurance benefits payment.  

Enrollment in Direct Deposit requires the use of a four-digit Personal Identification Number 
(PIN). This PIN is established by placing a call to our “TeleBenefits” line at (302) 761–6576 
or 1-800-794-3032.  
 
If you have certified your claim previously or checked on the status of your unemployment 
insurance benefits claim using “TeleBenefits”, a PIN has already been established and that 
PIN should be used to enroll in Direct Deposit.  
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If you are filing a new claim, you must wait until you receive your “Notice of Monetary 
Determination” in the mail before you are able to call “TeleBenefits” and establish 
your PIN. 
 
Once you receive your “Notice of Monetary Determination” or if your claim is already 
established, but you have never certified your claim or accessed claim information 
using “TeleBenefits”, call (302) 761–6576 or 1-800-794-3032. 
  
“TeleBenefits” will prompt you to press (1) if you are calling to make your weekly 
claim certification or are calling about the status of your weekly unemployment 
insurance benefit check, press (1) at this time.  
 
“TeleBenefits” will then prompt you to press (1) for a weekly claims certification or 
press (2) to check on the status of your weekly unemployment insurance benefit 
check. Press (2) at this time 
The system will require you to enter your nine-digit social security number and then 
to choose and enter a four-digit PIN. You must use this PIN to enroll in Direct 
Deposit.  
 
WHEN DOES DIRECT DEPOSIT STOP?  
Direct Deposit remains in effect for the duration of your unemployment insurance 
benefits claim unless you complete the online “Cancellation of Direct Deposit 
Enrollment of Benefit Payment” form by clicking on the “Cancel Direct Deposit” 
button. Even if you return to work for a period of time and subsequently reopen your 
unemployment claim due to another period of unemployment, the Direct Deposit 
remains active on your claim. Benefits paid on a reopened claim will be direct 
deposited to the account on record unless you stop or change the account 
information. 
Any necessary changes to your account and/or bank information must be made 
online by completing and submitting a new “Authorization for Direct Deposit of 
Benefit Payments” form. Changes to account and/or bank information will not 
be accepted by mail or telephone. If you make changes to your account and/or 
bank information, it will take up to three (3) weeks to be finalized. During this period, 
you will be mailed a paper check for your weekly benefit payment.  
                                                               
FALSE STATEMENTS MAY RESULT IN BENEFIT DISQUALIFICATION 
 
All claim information; i.e., reason for separation, job contact, etc. will be verified for 
accuracy.  If it is found that a false statement or misrepresentation was made for the 
purpose of obtaining benefits to which you were not legally entitled, a one-year 
disqualification may be imposed.  This disqualification could be retroactive and result 
in an overpayment which must be repaid. 
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QUALITY CONTROL 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RETURN TO WORK 
 

 
A quality control system is administered by the Division of Unemployment Insurance 
to prevent error and fraud in the Unemployment Insurance program.  An investigation 
of randomly selected claims is conducted weekly to verify the propriety of the 
benefits received by an individual. 
 
During the course of your claim, your claim may be one of those randomly selected 
for investigation.  If this should occur, you will be required to meet with an 
investigator, and complete a detailed questionnaire about your claim. 
 
The quality control system was established pursuant to a mandate from the U. S. 
Department of Labor, Employment and Training Administration.  
 
 
If you return to full-time work, your benefits stop on the very first day you work, 
even if you don't receive any pay until sometime later.  You may be eligible to receive 
a partial payment for the week of reemployment, depending upon the day of 
reemployment.  You must indicate reemployment status on your weekly pay 
authorization form.   Once you have indicated on the pay authorization form that you 
have returned to work, you MUST report to the office to file an additional claim in the 
next week that you become unemployed or have reduced hours in order for any 
further benefits to be paid to you. 
 
If you return to part-time work or are filing a claim of reduced hours, and your 
weekly income exceeds your earnings allowance, you will be required to report to 
your local office to reopen your claim.  Similarly, if you are working part-time or 
reduced hours, and you have a week in which no work is performed and no wages 
are payable, you will need to reopen your claim in-person at your local office. 
 
If you return to part-time work, you must continue to seek full-time employment and 
meet all eligibility requirements. 
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APPEAL RIGHTS 
 

 
THE APPEAL 
 
If you do not agree with your monetary determination, or if you disagree with a 
determination that you are ineligible/disqualified for benefits, you may request a 
hearing before a referee.  You may submit a request for a hearing in person or by 
writing to your local office.  Requests for Appeals must be filed in person or be 
postmarked within ten (10) days of the date of the Notice of Determination.   
 
Continue to file for benefits as long as you are unemployed!!  During the course 
of your appeal, you should continue filing for your unemployment insurance payment 
each week and maintaining your eligibility for unemployment insurance benefits.  See 
Protect Your Eligibility While Receiving Benefits.  At any point during the 
process, if it is determined that you are eligible for benefits, you will receive benefits 
only for the weeks for which you filed timely  and met all eligibility requirements, even 
if there is a further appeal.   
 
 
SCHEDULING 
 
A hearing is usually scheduled within a few weeks after an appeal is filed.  All parties 
will receive a Notice of Hearing that provides the time, date, location and issue(s) to 
be covered in the hearing.  You may request that your hearing be conducted by 
telephone.  Information regarding requesting a telephone hearing is provided on the 
Notice of Hearing.  
 
All requests to reschedule a hearing before the Lower Authority Appeals Unit must 
be made at least three (3) days prior to the hearing.  You or your former employer 
may request a rescheduling. 
 
If you submit your request for a rescheduling in writing, provide your complete name, 
address and telephone number, as well as your Social Security number.  If possible, 
list some alternative dates convenient to you.  Be sure to make a copy of the letter 
for your records. 

 
Department of Labor  

Division of Unemployment Insurance 
Lower Authority Appeals Unit 

P.O. Box 9950 
4425 North Market Street 

Wilmington, Delaware  19809 
Phone:(302) 761-8418 

Fax:(302) 761-6635 
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PREPARING FOR THE HEARING 
 
Prior to the hearing, you may wish to prepare notes of the facts involved in your case, such 
as the dates events took place, to refer to during the hearing.  You should ask people who 
have personal knowledge of your case (not what someone told them) to appear as your 
witnesses.  Signed statements generally cannot be used as evidence unless the people who 
signed them will be at the hearing to testify.  Subpoenas may be issued if required.  Contact 
the Lower Authority Appeals Unit at least eight (8) days before your hearing to request a 
subpoena.   
 
If you have special needs, such as an interpreter, please contact the Lower Authority 
Appeals Unit at least seven (7) days before your hearing. 
 
Make sure you have copies of any documents for yourself, the employer and the Referee 
adjudicating the case.  Bring a note pad and pencil with you for taking notes during the 
hearing.  The notes will help you when it's your turn to ask the witness(es) questions. 
 
HOW THE HEARING WORKS 
 
Although the hearing is not a trial, it is a formal proceeding.  Its purpose is to find facts and 
resolve eligibility issues between an employer and a former employee. Witnesses are sworn 
in, questioned and cross examined by the Appeals Referee. Each side presents its version 
of the facts.  The hearing is tape recorded and the recorded testimony is included with 
documents and other evidence as part of the formal record of your appeal. 
 
The Referee will tell you your rights, explain how the hearing will progress and answer your 
questions.  All parties will then be sworn in or affirmed. 
 
The Referee will question the party having the burden of proof.  Burden of proof is dictated 
by the issue.  For example, if the issue is the "discharge" of the claimant, the employer has 
the burden of proof, but if the issue is the "quit" by the claimant, the claimant has the burden 
of proof.  If you have the burden of proof, you will be questioned first.  At the end of the 
questioning period, you will have the opportunity to explain any answer or offer additional 
information you feel is necessary. 
 
After you finish your testimony, the employer will have the opportunity to ask you questions.  
When the Referee and the employer have no further questions for you, and you have no 
further information to add, you will call your witness(es), if you have any. 
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You should be prepared to ask your witness(es) questions, because you are the only 
one who knows what information the Referee should hear from them.  The Referee 
and the employer will also have the opportunity to question your witness(es). 
 
After all of your evidence has been offered, the Referee will then question the 
employer.  The employer will have the opportunity to explain answers or offer 
additional information.  You will be able to cross examine the employer and any of 
his/her witnesses. 
 
The Referee will close the hearing when all parties have provided all the information 
they wish to submit in the case. 

 
 

AFTER THE HEARING 
 

After the hearing, a Referee’s Decision will be mailed to all parties involved.  If there 
is still a disagreement, any party may appeal to the Unemployment Insurance Appeal 
Board.  The appeal must be filed to the Board within ten (10) days of the mailing date 
on the Referee's decision.  You must be specific as to your reasons for the appeal; 
cite specific issues.  Filing procedures are the same as those for the Lower Authority 
Appeals Unit.   

 
The Appeal Board makes the final administrative review of your appeal.  The Board 
does not hold hearings on every appeal request.  Most cases are settled based upon 
a review of the formal record of the Referee Hearing, the Referee's Decision and the 
pertinent law.   

 
A decision made by the Appeal Board may be appealed to Superior Court.  The 
Appeal Board will advise you on how to file such an appeal at the time you receive its 
decision.  If the final determination is that you are not entitled to benefits, you will be 
responsible to repay all benefits that you have received. 
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TAX LIABILITY ON  
BENEFITS 
 

 
Any unemployment insurance benefits you receive will be fully taxable, provided 
you are required to file an income tax return.   
 
While State taxes will not be withheld from your unemployment insurance check, you 
may elect to have Federal taxes withheld from your check at a set rate of 10%. You 
will be furnished a statement, form 1099-G, reporting the benefits paid to you and 
taxes withheld.  The Internal Revenue Service will be given the same information. 
 
It is your responsibility to determine the amount of your tax and pay the amount due 
on your annual federal and state income tax returns, using the information provided 
to you on the 1099-G form.  Form 1099-G will be issued to you by the Division of 
Unemployment Insurance at the end of January.  The Internal Revenue Service will 
also receive a copy of this form.   Benefits paid on interstate claims will be reported 
by the paying state. 
 
Notify your local unemployment insurance office, in writing, if you change your 
address.  If you have questions regarding the payment amount listed on the 1099-G, 
you may seek assistance by calling the Division of Unemployment Insurance at (302) 
761-8484.  Ask to speak with a Benefit Accounting Specialist. 
 
Address all questions regarding your federal income tax return to the Internal 
Revenue Service and all questions regarding your state income tax return to the 
State of Delaware, Division of Revenue.  
 
 

PLEASE SEE THE FOLLOWING COPY OF  
PUBLICATION 905 FROM THE  
INTERNAL REVENUE SERVICE  

REGARDING YOUR  
FEDERAL TAX LIABILITY. 
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PUBLICATION 905 
Department of Treasury 
Internal Revenue Service 
 
"UNEMPLOYMENT COMPENSATION: IT'S TAXABLE” 
 
Did you know that unemployment compensation you receive is subject to federal 
income tax?  Receiving this income could require you to file a tax return and income 
tax. 
 
You include unemployment compensation in your total income to determine if you 
are required to file a return.  Filing requirements are explained in the Form 1040 and 
Form 1040A instructions and in Publication 501, Exemptions, Standard Deduction, 
and Filing Information. 
 
You can find out more about estimated tax and how to pay it by calling or visiting 
your local IRS office, or calling 1-800-829-1040 for assistance.  To order publication 
505, Tax Withholding and Estimated Tax, Form 1040-ES, and Publication 501, call 1-
800-TAX-FORM (1-800-829-3676).   
 
Contact your state income tax office regarding the treatment of unemployment 
compensation for state income tax purposes."  
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PROFILING 
PROGRAM 

 
Changes in technology and international trade have caused changes in the U.S. 
economy and, consequently, changes in the labor market.  Workers who held jobs in 
a plant that has closed, or who possess skills that are no longer in demand may find 
themselves permanently separated from their employers, with no similar jobs 
available.  The Profiling Program was designed to minimize the effects of these 
trends in the workforce and help individuals obtain gainful employment.   
 
Public Law 103-152 provides that all States must "profile" unemployment insurance 
claimants for job search assistance.  All unemployment insurance claimants must be 
profiled using information obtained when filing for benefits.  Using information 
regarding a claimant's job history, the Division of Unemployment Insurance 
determines whether he/she qualifies for program participation.  A random selection 
process is then used on those who qualify to determine who will participate in the 
"Profiling Program".  If you are selected, participation is mandatory. 
 
The Profiling Program is being jointly administered by the Division of Unemployment 
Insurance and the Division of Employment and Training -- two of the divisions of the 
Department of Labor which help people who are unemployed.  
 
 
PROFILING PROGRAM PARTICIPATION: 
 
If you are selected to participate in the program, you will receive a letter of 
notification explaining the program in more detail.   
 
Should you be selected to participate: 
 
< Unemployment Insurance and Employment and Training will dedicate extra 

resources and staff time to develop a strategic plan to maximize your 
opportunity to obtain advantageous employment. 

 
< You are required to maintain your eligibility for Unemployment Insurance 

benefits and attend those activities which will be needed in your efforts to 
return to work.   

 
 

Your Unemployment Insurance Benefits  
May Be At Risk If You Do Not 

Comply With The Requirements Of The Program. 
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SELF-EMPLOYMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
If you are self-employed at the time you file an initial claim for unemployment 
insurance benefits or become self-employed while collecting unemployment 
insurance benefits, you must provide this information to the Division of 
Unemployment  Insurance.  
 
The Delaware Courts, most recently in the Delaware Superior Court’s Workman 
decision issued on September 1, 2011, have consistently ruled that self-employed 
individuals are not eligible for the receipt of unemployment insurance benefits. 
Unemployment Insurance Benefits are intended to support individuals who become 
unemployed through no fault of their own and to promote stable employment, not to 
support the early stages of a new business or self-employed individuals whose 
enterprises have not been profitable. Cases addressing the issue suggest that self-
employment will be found to exist where an individual has made more than de 
minimis efforts on behalf of an operating business that he or she owns regardless of 
whether the business is profitable or that the individual remains available for other 
work.  
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OFFICE HOURS  
 
 
 
 
 
 
HOTLINE INFORMATION     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
  OFFICE HOURS  
 
   8:00am to 4:00pm, Monday through Friday, except state holidays 
 
 
 
 
The Division of Unemployment Insurance has an automated telephone “Information 
Hotline” system for your use.  This is the same hotline that is used to access 
“TeleBenefits”.  You can call 24 hours a day, 7 days a week and information is 
available to you. 
 
The “Information Hotline is a quick and easy way to find out: 
 

• Where the division’s offices are located 
• How to file a claim for benefits, and 
• When your most recent unemployment insurance payment was paid 

and your remaining balance 
 
 
NEW CASTLE COUNTY RESIDENTS CALL: (302) 761-6576 
 
KENT AND SUSSEX COUNTY RESIDENTS CALL: 1-(800)-794-3032  
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Wages/Earnings Calendar 
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