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Guide 
Introduction

Information on unemployment benefits and financial aid assistance is available through the Virginia Employment Commission 
(VEC). Unemployment compensation is available to all those who qualify, and all employment resources on the VEC site are 
available to all Virginia residents. The VEC also has its own publications specifically dedicated to career resources and building 
applicant knowledge. You can access any of these resources through the VEC website to explore business trends, industry 
profiles and economic indicators. You can also visit the website to use labor market information (LMI) tools to guide you 
through your career options. Finally, unemployment assistance comes in many forms in Virginia, including both temporary 
financial assistance and career resources to help you get hired. The VEC also provides financial aid opportunities to help 
further your education and increase your chances of finding a job. If you have been wrongfully terminated in Virginia, the VEC 
also has resources and information for you to take advantage of. More details about the VEC and its assistance programs are 
provided below. 
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Financial Aid Assistance and Education Resources 

The VEC offers financial aid opportunities to qualifying 
students as a means to reduce unemployment through 
access to higher education. You can gain information 
about financial aid assistance through the VEC’s Education 
Opportunity Center (EOC) or by attending local outreach 
programs at a community center. The EOC provides 
financial aid assistance, career-building tips, class and 
career counseling, and information about outreach 
programs that may assist you in pursuing higher education. 
The EOC also has information on scholarships, grants 
and financial aid that can pay for your undergraduate 
schooling, graduate schooling, technical school and even 
certification classes. Through EOC programs and financial 
aid opportunities, the VEC hopes to give as many eligible 
candidates access to the education and resources they 
need to find a career. 

In addition to financial aid assistance, the VEC’s education 
programs also provide workshops and seminars for those 
looking to boost their chances of obtaining employment. 
Although these workshops are highly recommended 
to those receiving unemployment benefits, all Virginia 
residents are eligible to participate in these workshops and 
gain knowledge for their own employment purposes. 

Another benefit provided by the VEC and EOC is the veteran 
assistance program. Veterans in Virginia are eligible for job 
referrals from the VEC, job training through EOC programs 
and job placement opportunities. Regardless of the years 
of service or branch of military, any veteran can benefit 
from these state programs. 

Unemployment Assistance 

To qualify for unemployment benefits in Virginia, you must 
meet the federal and state requirements. You must have 
received an eligible base salary and lost your employment 
through no fault of your own. In addition, if you wish to 
continue filing for unemployment assistance on a weekly 
basis, you must meet the weekly eligibility requirements. 
Your unemployment compensation will be based partly 
off your previous salary. To calculate this, the VEC will 
take your wages from your last two pay periods before 
becoming unemployed to determine your eligibility. If your 
base salary during these pay periods does not meet the 

requirement, an alternate base period may be used to 
calculate your wages. This alternate pay period will include 
the last four pay quarters before your loss of employment 
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Breach of contract

Discrimination based on age, gender, race, 
ethnicity, immigration status or pregnancy 

Termination after reporting harassment in the 
workplace

Termination after reporting illegal activity 
within the company  

rather than just the last two. Your base period earnings will 
also determine the extent of your unemployment benefits, 
as they will decide how many weeks (ranging from 12 to 
26) you will be allowed to receive benefits. 

Unemployment benefits are also only offered to individuals 
who have been working in the state of Virginia for at least 
6 months, satisfying the work base period requirement. It 
is recommended that you file your unemployment claim as 
soon as you are dismissed from your job to ensure that you 
receive your benefits in a timely manner. All unemployment 
assistance applications take about two weeks to process, 
and then candidates must go through a “waiting week” 
before their benefits are finally allotted. 

In addition to unemployment benefits, the VEC also 
provides resources to help applicants search for work. 
You can only receive benefits for unemployment if you 
are actively searching for employment, so the Virginia 
Employment Commission (VEC) facilitates the job search 
process by giving you access to the Virginia Workforce 
Connection (VAWC). The VAWC is a vast network of 
employers, companies and career resources that can 
make job acquisition much easier for applicants.  

Wrongful Termination 

If you do not know if you were wrongfully terminated or 
not, there are multiple legal grounds for filing a claim, such 
as: 

These are a few of the major legal reasons an individual 
may have to file a claim against a previous employer. 
Wrongful termination in Virginia can be due to multiple 
factors and it is important to understand these factors and 
learn about the steps required to start a case. The Virginia 
Employment Commission (VEC) has resources available 
to assist you in finding legal grounds and assistance 
for your claim. The VEC does not provide direct legal 
representation for any wrongful termination claim, but it 
can be a helpful resource on your search for information 
about wrongful termination laws and the legal actions 
you may be able to take. Read on for more information on 
wrongful termination procedures. 
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Student Financial 
Aid in Virginia 

The State Council for Higher Education in Virginia (SCHEV) 
provides resources that prospective students can take 
advantage of when pursuing higher education. The SCHEV 
has financial oversight of all state-funded financial aid 
programs, but education institutes have control over the 
application process and take care of awarding scholarships, 
grants and financial aid to students. Federal financial aid 
is also granted to students by participating institutions 
after students complete the Free Application for Federal 
Student Aid (FAFSA). This application is available on the 
Federal Student Aid site and must be submitted before the 
application deadline for every school year during which the 
student wishes to receive financial aid. Most scholarships 
and grants also require that students complete the FAFSA 
before awarding them financial aid. 

Student loans are another option to help finance an 
individual’s education and are provided by the federal 
government as well as private lenders. You can choose 
between a subsidized, unsubsidized, Perkins, parent PLUS 
or private loan depending on the amount you need and 
what you can afford to repay later. This guide will provide 
information on everything you need to know about your 
student financial aid options in Virginia. 

Virginia FAFSA Applications 
The Free Application for Federal Student Aid (FAFSA) 
is provided and processed by the Federal Student Aid 
department. Federal Student Aid is a part of the U.S. 
Department of Education and is in charge of overseeing all 
federal student aid programs created under Title IV of the 
Higher Education Act of 1965. Common Federal Student 
Aid programs include grants, loans, work-study and other 
forms of financial aid to prospective students. To access 
any of these programs, students must first complete the 
FAFSA. 

Reasons to Fill Out a FAFSA

Filling out a FAFSA application gives you access to the 
largest source of financial aid available in the country, 
which is why approximately 20 million students fill one out 
each year. FAFSA is used to determine your eligibility for: 

State, federal and institutional financial aid. 

State, federal and institutional scholarships 
and grants. 

State, federal and private student loans. 

Without filling out a FAFSA application, these entities will 
not be able to award an applicant either need-based or 
merit-based financial aid. Even if you are not eligible for 
federal, state or financial aid awarded by your chosen 
educational institute, you must still fill out a FAFSA to be 
considered for scholarships, grants and other forms of 
financial assistance based both on need and on merit.

Filling out a FAFSA takes approximately 30 minutes and 
even less time when you have all the necessary documents 
prepared. You will need to provide information ab out your 
citizenship or legal residency, your academic history and 
your assets, including your parent’s finances and any 
federal or state aid you may be currently receiving. You 
can start filling out your FAFSA here to begin funding your 
higher education goals. 

https://fafsa.ed.gov/index.htm
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How Financial Aid is Determined

Federal Student Aid is determined by a student’s chosen 
educational institute using a simple standardized formula. 
Need-based aid is calculated by subtracting the expected 
family contributions (EFC) from the cost of attendance 
(COA). Cost of attendance (COA) encompasses all the 
expenses the student will incur for attending an institution 
of higher education. The COA includes expenses from: 

Tuition and fees at your chosen educational 
institute. 

Room and board. 

Books, school supplies, transportation and 
miscellaneous class expenses. 

Childcare or the care of a dependent. 

Costs related to disability. 

After attendance expenses are calculated, the state of 
Virginia and your chosen school will then subtract your 
expected family contribution (EFC). It is important to 
note that your EFC is not determine only by the amount 
of money your parents will contribute toward your higher 
education. Your EFC is calculated using your household’s 
yearly income and assets. Schools look at these numbers 
and use them as a guide to help them determine how 
much financial aid they will grant you. For example, if your 
COA is $50,000 and your EFC is $45,000, you will typically 
be eligible to receive $5,000 in need-based aid from the 
federal government. 

In addition to calculating need-based aid, schools may 
also award merit-based aid or other aid using a different 

standardized formula. Aid that is not based on need 
is calculated by subtracting the financial aid you have 
already received from your COA. The financial aid you may 
have already received includes any scholarships, grants or 
aid provided to you by your school, a private organization 
or the state of Virginia. This type of aid is usually given to 
you by the federal or state government in the form of a 
loan or grant. Depending on the educational institute, you 
may also receive a portion of your non-need-based aid 
depending on particular student financial aid policies. For 
more information on financial aid provided by your chosen 
educational institute, contact the financial aid office 
directly after filing out your FAFSA. 
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Application Process and Deadline

Financial aid applications usually open around October 1st 
each year. Because different states and institutions have 
varying deadlines of their own, the federal government 
usually gives applicants ample time to fill out their 
applications and receive a response in a timely manner. If 
you fill out your FAFSA online, you will be able to check the 
status as soon as you submit it. However, if you choose to 
submit a paper application through the mail, you will need 
to wait seven to 10 days before being able to check your 
application status. You will receive a student aid report 
(SAR) from the Financial Student Aid department three 
days to three weeks from the day of your initial submission, 
and you will need to verify and change any incorrect 
information on your SAR before the deadline. This deadline 
is often school-specific, so you may need to contact your 
institution’s financial aid office for an accurate date. As this 
process takes a month or more to complete, it is best to 
fill out a FAFSA as soon as possible to avoid unnecessary 
stress and any delays that may result in your receiving 
financial aid later than expected. 

Financial aid deadlines in the state of Virginia are usually 
earlier than the general FAFSA deadlines and vary from 
school to school. You can use the deadline calculator 
available on the federal student aid site to help determine 
the FAFSA deadline for the upcoming school year, but your 
school financial aid office will be your most reliable source 
for deadline information. It is important to remember that 
the financial aid office of your chosen institute will decide 
your financial aid allotment. Your financial aid allotment 
will not be decided by the Federal Student Aid department 
or the Virginia education department. The Federal Student 
Aid department can help you fill out your FAFSA and 
answer simple questions, but it will not be able to provide 
you with exact numbers or explicit information about your 
financial aid allotment. You can find further information 
on public institution deadlines on the School Council of 
Higher Education for Virginia website. 

Scholarships for Education in Virginia 
There are several scholarships available to Virginia 
students interested in furthering their education. 
Scholarships vary in award amount, frequency of renewal, 

requirements, deadlines and field of study. Scholarships 
in Virginia can also be based on either merit or need. 
Eligibility for need-based scholarships is determined by 
your chosen educational institution based on a standard 
formula provided by the federal government. A student’s 
Free Application for Federal Student Aid (FAFSA) is used 
to help determine need-based eligibility and allotment 
amount. For merit-based scholarships, a student 
must show outstanding achievements in academics, 
extracurricular activities, humanitarian efforts or athletics. 
The requirements for merit-based scholarships provided 
by foundations or private organizations can be slightly 
different and may be more related to gender, race, ethnicity 
or other criteria specific to a student’s background. To 
learn more about eligibility requirements, what you can 
use your scholarship allotment for and how to apply for 
scholarships in Virginia, continue reading below. 

Eligibility 

Eligibility for scholarships in Virginia vary depending 
on a number of factors. Some foundations and private 
organizations base their scholarship eligibility on specific 
principles, while others may only look at a student’s 
achievements and success before awarding him or her 
a scholarship. For example, organizations focused on 
counteracting the effects of global warming may award a 
scholarship to a student for leading a community project 
to plant more trees. Similarly, there are scholarships 
available for specific genders, races, ethnicities and so on. 
Some scholarships even specifically target age groups or 
school years, such as college freshmen or seniors. 

The state and federal governments award both need-based 
and merit-based scholarships to those who qualify. Both 
options have their own individual criteria, but they each 
require that you complete a Free Application for Federal 
Student Aid (FAFSA) and be a U.S. citizen, legal resident 
or have an approved student visa. A student’s FAFSA 
helps educational institutions, as well as the federal and 
state governments, to determine if the student is eligible 
to receive student aid. State scholarships specifically 
require prospective students to be residents of the state 
of Virginia. You can find helpful charts that summarize 
the requirements for state scholarships available for both 

https://fafsa.ed.gov/deadlines.htm?_ga=2.23342578.977314708.1519389761-1729502979.1519389761
http://www.schev.edu/index/tuition-aid/financial-aid-deadlines-2
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undergraduate and graduate students here. 

Scholarships awarded by the educational institutions in 
Virginia can also be either need-based or merit based. 
Merit-based scholarships are the most common and 
usually depend on a student’s grades or outstanding 
achievements in certain areas of study, community 
outreach or athletics. Most merit-based scholarships that 
renew every semester or school year also require students 
to have a minimum GPA to continue receiving assistance. 
Education institutions may also have separate scholarships 
dedicated to either undergraduate or graduate studies that 
are awarded by specific departments within the college 
or university. For the most detailed information about 
scholarships available at your chosen educational institute, 
it is important to contact the institute’s financial aid office 
early to ensure you do not miss any scholarship deadlines. 
Each individual scholarship has its own deadline, so be sure 
to keep this in mind as you start looking for scholarships 
that you may qualify for. 

Scholarship Uses 

Scholarships are usually used to pay for school tuition and 
fees, but may include dorm fees or meal plans in some 
instances. However, you may not be allotted scholarship 
funds that surpass the amount of your total tuition and 
school fees combined. Most merit-based scholarships 
offer a fixed amount as a reward that is sent to your 
chosen university to ensure that the reward goes towards 
your school expenses and nothing else. On the other hand, 
the allotment for need-based scholarships is calculated 
by your chosen university and can vary in amount from 
individual to individual. Need-based awards are provided 
by the university or the government and are directly used 
to pay for your tuition and school fees.

 Be aware that certain scholarships may have restrictions 
on what your allotment is to be used for. For example, 
some department-specific scholarships only allow you 
to use your allotment for classes directly related to your 
field of study. Scholarship awards are meant to be used for 
education purposes only and may not be used for personal 
expenses of any sort unless specified by the entity or 
donor. 

How to Apply 

Before you apply to scholarships, you should first fill 
out a Free Application for Federal Student Aid (FAFSA). 
This federal application for student assistance provides 
schools, private organizations, foundations and the state 
and federal governments with the information they need to 
determine your eligibility. For both merit-based and need-
based scholarships, you will also need to provide a copy 
of your transcript or report card to ensure your grades 
meet the scholarship requirements. To apply, you will need 
to have all this information on hand in addition to any 
supplemental materials the scholarship you are applying 
for may require, such as essays, photos, videos, etc. 
Having all this prepared will make the application process 
more efficient. 

Educational institutions, private organizations, and the 
state and federal government provide their own individual 
scholarship options, which means that there are multiple 
outlets you can use to apply for scholarships in Virginia. 
The Virginia Department of Education, for example, 
has some of its scholarships listed here. You can easily 
access these state scholarships and review their eligibility 
requirements before applying. In addition to statewide 
scholarships, there are also county-specific scholarships 
that you can find on your local government website or by 
visiting your county office.

Your chosen educational institution is also a great source 
for scholarship information and can provide you with 
a variety of scholarships that apply to you. Contacting 
your financial aid office or seeing an adviser from your 
department can also give you access to scholarship 
options. You may apply to scholarships with the help 
of your school adviser, who will guide you through the 
process if necessary. If you plan to research and apply on 
your own, be aware that you may encounter scholarship 
scams along the way. 

If you are unsure if something is a scam or not, the Federal 
Student Aid website offers some helpful advice. To begin 
applying for scholarships in Virginia, start with these 
trustworthy resources provided by the U.S. Department of 
Education. 

http://www.schev.edu/index/tuition-aid/financialaid/state-student-aid/undergraduate-financial-aid-programs
http://www.doe.virginia.gov/instruction/virginia_scholarships/
https://studentaid.ed.gov/sa/types/scams
https://studentaid.ed.gov/sa/types/grants-scholarships/finding-scholarships
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Education Grants in Virginia 
Virginia student grants are available to qualifying 
students according to their need. Financial need and 
award allotment are determined by participating Virginia 
educational institutions approved by the state and 
federal government. There are several grants provided by 
educational institutions, as well as the state and federal 
governments. However, these grants are limited by the 
amount of funding available, so it is important to apply as 
soon as possible. Continue reading below to learn about 
available grants in the state of Virginia and how to apply to 
them in a timely manner. 

What is a Virginia student grant? 

A grant is a need-based form of financial aid provided 
by an educational institution, as well as by the state and 
federal governments. Grants are dependent on a student’s 
financial need, and the amount offered is decided by the 
institution a student will attend. The institution uses a 
simple standardized formula to calculate financial need 
based on the information on a student’s Free Application 
for Federal Student Aid (FAFSA). Need is calculated by 
subtracting a student’s expected family contribution (EFC) 
from his or her cost of attendance (COA). Once the financial 
need is calculated, a student will qualify for certain forms 
of financial assistance and may either receive grants 
automatically from his or her college, or start applying for 
grants. 

The federal government has need-based grants available 
for qualifying applicants, but the amount is limited by 
government funding and may only cover a fraction of 
applicants. Some of the most prominent grants the federal 
government are the following: 

Federal Pell Grant 

Federal Supplemental Educational Opportunity 
Grant (FSEOG)

Teacher Education Assistance for College and 
Higher Education (TEACH) Grant 

Iraq and Afghanistan Service Grant

Awards for these grants range from $3,000 to more than 
$5,000 depending on the grant and the amount of financial 
need a student has. For more on the eligibility, qualification 
and allotment estimates for these federal grants, view the 
helpful chart available here. 

The state of Virginia also offers its own grant programs to 
prospective students and has information about its grants 
available in a chart on the State Council of Education for 
Virginia (SCHEV) website. Listed below are a few need-
based grants currently available for Virginia students. 
These include: 

Virginia Commonwealth Award.

Virginia Tuition Assistance Grant Program.

Two-Year College Transfer Grant.

Workforce Credential Grant.

All of the above grants require a student to be a U.S. citizen 
or an eligible non-citizen, as well as meet the need-based 
requirements calculated using the federal financial need 
formula. For other grants that may be state- or county-
specific, the state of Virginia may require students to be 
Virginia residents as well. You can review the qualification 
requirements for each available grant on the Virginia site 

https://studentaid.ed.gov/sa/sites/default/files/federal-grant-programs.pdf
http://www.schev.edu/index/tuition-aid/financialaid/state-student-aid/undergraduate-financial-aid-programs
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and see which ones you may qualify for. Remember that 
grants are directly correlated to a state’s education funding 
and are only available while there is sufficient funding. The 
same is true for grants from educational institutions, so it 
is important to contact your financial aid office and speak 
to an advisor about the grant opportunities your school 
offers as soon as you receive an acceptance letter. 

Grant money does not have to be repaid at any time 
except if you do not fulfill the responsibilities entailed in 
the grant. If you drop out of school before you receive 
your degree, you may have to reimburse the money you 
received for a grant that specifies the completion of a 
four-year degree program. Similarly, if you change your 
student status from full-time to part-time in your FAFSA 
information, your allotment will be reduced or you will have 
to return the excess money allotted to you for being a full-
time student. There are also some grants that come with 
specific conditions regarding what a student must do even 
after graduation. For example, the federal TEACH Grant 
is specifically offered to students who plan to become 
teachers after graduation. As a condition of receiving the 
TEACH Grant, a student must serve as a qualified teacher 
at a low-income school for several years after graduating. 
If this requirement is not met, students may be required to 
pay back the money allotted to them during their time in 
school. Every grant has its own set of requirements and 
conditions, so be sure to read over them carefully before 
applying. 

What is a Virginia student grant used for? 

Virginia student grants are most commonly used to cover 
a student’s tuition and fees. You can use your federal, 
state or institutional grants to pay for classes, purchase 
books, pay for housing and cover other education-specific 
needs allowed by the grant. A student may qualify for more 
than one grant program but he or she may not receive an 
allotment greater than the total amount of tuition, housing 
and fees. Grant allotments are also commonly deposited 
into a student’s financial aid account and are managed by 
students through their institution’s financial aid office. You 
can control what your allotment is used for every semester, 
but be aware that you will not be allowed to use your grant 
funds to pay for items not considered academic expenses 

under the parameters of the grant you have received. 

How can I apply for a Virginia student grant?  

To qualify for any available grant, you must first fill out a 
FAFSA here. Without a valid FAFSA to use as a guide, the 
state of Virginia, your institution and the federal government 
will be unable to calculate your financial need. Because 
grants are based on need, educational institutes must use 
the information on your FAFSA to determine your eligibility 
before considering you for any grant. Some grants offered 
by the state and federal government require you to fill out 
only a FAFSA application, while other grants may require 
an additional application form be sent to your school of 
choice. For both of these options, you must contact your 
school’s financial aid office to find out which grants you 
are eligible for and ask if there is anything further you need 
to do to be considered for grants that do not require an 
additional application. You can find Virginia state grants 
and their application forms here, so be sure to fill them out 
if you qualify and send them to your chosen institution as 
soon as possible. 

https://fafsa.ed.gov/index.htm
http://www.schev.edu/index/tuition-aid/financialaid/state-student-aid/undergraduate-financial-aid-programs
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Education Loans in Virginia  
There are two primary types of student loans available in 
Virginia. There are private loans and federal loans, which 
are provided by the federal government through the 
U.S. Department of Education. Private student loans are 
available through banks, lending agencies, credit unions 
and some educational institutions. Federal loans often 
give a student better terms than private loans do, which is 
why it is recommended to apply for a federal loan before 
considering taking out a private loan. To learn about 
available loan options and how to apply to them, continue 
reading below. 

Differences Between Federal and Private Student Loans 
in Virginia 

Federal loans have many benefits that private student 
loans do not. Federal student loans have low, fixed interest 
rates and come with strict borrower protections, while 
private loans generally have higher, variable rates and do 
not offer the same level of protection. Federal student 
loans also offer students income-based payment plans, so 
borrowers only pay what they can based on their income. 
In some cases, it is possible to defer or postpone loan 
payments if a borrower is having trouble affording his 
or her current monthly payments. Private loans usually 
require cosigners, while federal student loans do not. In 
addition, you can consolidate your federal loans and pay 
on one payment plan, which is not always possible with 
multiple private loans.

Some private lenders will require students to start repaying 
loans while they are still in school and do not offer any kind 
of loan forgiveness programs. With a federal loan, you 
are not required to start repayment until after you have 
graduated, and both the federal and state government 
provide student loan forgiveness programs for qualifying 
students. For example, the state of Virginia provides 
loan forgiveness for teachers if they work in low-income 
districts for a certain number of years. More details about 
student loan forgiveness programs in Virginia are available 
here. 

Types of Federal Student Loans in Virginia 

There are four main types of federal student loans provided 

by the U.S. Department of Education: Direct Subsidized 
Loans, Direct Unsubsidized Loans, Direct PLUS Loans and 
the Federal Perkins Loan. Direct Subsidized Loans are 
based on need and are only available for undergraduate 
applicants. One of the many benefits for qualifying for a 
subsidized loan is that the federal government will pay the 
loan’s interest while you are still in school. 

Direct Unsubsidized loans are available to undergraduate, 
graduate and professional degree students. Unsubsidized 
loans do not require a student to qualify for financial 
need, but the borrower will be completely responsible for 
repayment with all accumulated interest included. The 
Direct PLUS Loan is available for parents with dependents 
enrolled in an undergraduate program and for graduate 
and professional degree students. This loan also does not 
require any of the applicants to qualify for financial need, 
but it is the only federal loan that requires an applicant to 
undergo a credit check. A borrower with adverse credit 
may only receive a Direct PLUS Loan by obtaining an 
endorser with good credit or proving that there have been 
extenuating circumstances relating to the credit score. 

The Federal Perkins Loan is the only federal loan that does 
not require you to repay your loan to the federal government. 
Instead, the Federal Perkins Loan must be repaid to the 
educational institute you choose to attend. This loan is 
available to undergraduate, graduate and professional 
degree students and is based off a student’s financial need. 
Loan availability and distribution is completely dependent 
on the funds of participating institutions, so it may not 

http://www.doe.virginia.gov/teaching/financial_support/index.shtml
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always be possible to apply. To find out if the Federal Perkins Loan is available at your chosen institute of study, contact the 
school’s financial aid office directly. Below is chart of the interest rates available for all federal loans. 

Grade Level Fixed Interest Rate 

Direct Subsidized Loan Undergraduate: 4.45%

Direct Unsubsidized Loan
Undergraduate: 4.45%

Graduate and Professional: 6%

Direct PLUS Loan 7%

Federal Perkins Loan 5% 

If you are interested in finding out the lifetime maximums for Direct Subsidized and Unsubsidized loans, visit the Federal 
Student Aid website. 

Applying for a Student Loan in Virginia 

Before applying for a student loan in Virginia, private or federal, it is important to calculate the exact amount you need to 
borrow semester by semester. The easiest way to do this is to subtract your total reward or aid amount from your school 
tuition and fees. Once you know how much you have to pay after subtracting all of your financial aid and scholarship awards, 
you can get an idea of how much you will need to borrow. You should then estimate your predicted future earnings and the 
monthly student loan amount you will need to repay. Your monthly student loan payments should only be a fraction of your 
predicted earnings to ensure that you will be able to repay the money that you borrow even with interest attached. 

Once you are sure that you will be able to repay a private or federal loan upon graduating, you can start applying for the loan 
that suits your needs best. You will need to fill out a Free Application for Federal Student Aid (FAFSA) before applying to a 
federal loan program and then complete a loan entrance counseling course upon being accepted. You will then be required 
to sign a Master Promissory Note (MPN) to show that you understand the conditions of the federal loan you have accepted. 
Similarly, private lenders will have you sign one of their contracts, as well. After all of the legal documentation has been signed 
and your loan has been officially accepted, you will need to contact your educational institute for further instruction on how 
you will be able to use your loan to pay for school.  

Finally, it is important to stay in contact with your loan servicer. The servicer is in charge of managing your loan, repayment 
plan and any changes to your personal information. If you need to change your name, address, student status or transfer from 
one school to another, the servicer will need to be informed as soon as possible to ensure that you receive your loan allotment 
without a problem.

https://studentaid.ed.gov/sa/types/loans/subsidized-unsubsidized
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Unemployment 
Insurance in Virginia 

If you have recently become unemployed through no fault 
of your own, you may qualify to receive temporary benefits 
in the state of Virginia. Unemployment insurance benefits 
are available to all qualifying applicants and are provided 
by the Virginia Employment Commission (VEC). To receive 
benefits, you will have to fill out a claim and send it to the 
unemployment commission for processing. If you meet 
all of the qualifications, you will be able to receive benefits 
for a certain period of time specified by the unemployment 
commission. To receive continuous benefits, you will have 
to file biweekly claims and continue to meet the eligibility 
criteria. You will also need to undergo an unemployment 
interview to ensure that the separation from your past 
employer was due to no fault of your own. This may be 
intimidating, but as long as you prepare accordingly you 
should be able to pass without a problem. 

The Virginia Employment Commission (VEC) is in charge 
of processing all claims in Virginia and distributing 
unemployment benefits to qualifying applicants. In 
addition to monetary benefits to help individuals as they 
look for new employment, the commission also provides 
other benefits to aid an individual’s job search. This 
guide contains information about eligibility requirements, 
available benefits and instructions on how to apply 
for unemployment benefits. Each article will help you 
understand the Virginia unemployment claims process 
better and prepare you to file your claim correctly.

Eligibility for Unemployment Insurance 
in Virginia 
Unemployment insurance is an essential assistance 
program in the state of Virginia. If you have recently 
become unemployed and wish to apply for unemployment, 
you must first meet the requirements put in place by 

the Virginia Employment Commission (VEC). The VEC 
processes all unemployment claims and distributes 
benefits to qualifying applicants every benefit week. 
The following sections discuss who is eligible for 
unemployment benefits and explain how you can maintain 
your eligibility to receive weekly benefits. 

Citizenship and Separation Qualifications 

To be eligible for unemployment insurance in Virginia, 
you must be a U.S. Citizen or have an approved residency 
status. If you were recently employed in another state, 
you may still be eligible for unemployment benefits in 
Virginia, but you must consult with the VEC for how to 
properly handle your claim. You must also have lost your 
employment through no fault of your own. Employees 
who were fired for misconduct or poor performance at 
work will not be eligible for unemployment benefits. Those 
who are incarcerated also do not qualify. An example of 
an eligible unemployed status is an individual who has 
been let go due to budget cuts, company downsizing or 
the elimination of their position. These are all factors that 
have more to do with an employer’s business decisions 
than the employee’s performance. The same applies if the 
company you were working for is shut down or goes out of 
business. If you are not sure whether or not you are eligible 
for unemployment benefits based on your termination, you 
should apply for benefits anyway.

Monetary Eligibility 

To qualify for unemployment benefits in Virginia, you 
must have a sufficient amount of earnings over your last 
base period. Your base period consists of the first four 
calendar quarters you worked out of the last 15 months 
(five quarters). Your base period earnings determine your 
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eligibility and the amount of assistance you will receive 
from the state of Virginia. If your base period does not 
qualify you for unemployment benefits, you also have the 
option of calculating your earnings based on the alternate 
base period, which only includes the wages from the last 
four completed calendar quarters (one year). Whichever 
base period you choose will be your set base period for the 
life of your unemployment claim. 

The base period you choose, combined with your 
base period earnings, determines how long you will be 
permitted to receive unemployment benefits from the 
VEC. Your benefit period, or benefit year, can range from 12 
to 26 weeks depending on your specific base period and 
earnings. To receive benefits for the entire benefit year, you 
must make a claim every week to recertify for benefits. If 
you have any trouble calculating or figuring out what your 
base period is in conjunction with the date of your claim, the 
Virginia Employment Commission (VEC) provides a base 
period calculator that may be able to help you during the 
application process. If you were receiving unemployment 
benefits from a different state before moving to Virginia, 
you will need to contact your former benefits provider to 
find out how to transfer your benefits or stop them in order 
to apply for benefits in Virginia. 

Continued Eligibility 

To continuously qualify for unemployment benefits for 
the duration of your benefit year, you must file a weekly 
claim. Your first weekly claim must be filed within 28 days 
of your original claim but cannot be filed before the end of 
your first benefit week. A benefit week begins on Sunday 
and ends on midnight Saturday, so be sure to keep this 
in mind as you file your claim. The claim filing system will 
not accept any claims filed after 28 days, so if you wait too 
long to file a claim, you will need to contact the VEC directly 
if you wish to maintain your benefits and eligibility status. 

To maintain eligibility, you must also show proof that you 
are actively seeking work and are willing to accept work if 
a suitable position should appear. The VEC requires you 
to keep a detailed log of your job search and employer 
contacts, which will need to include: 

Month, date and year of contact. 

Full name of employer contact. 

Complete address of employer contact. 

Types of work or positions for which you 
applied. 

Results of interviews you may have attended. 

Contact information of employers and 
companies you interview with. 

The VEC often also requires those who qualify to sign 
up for the VEC job resource site called the Virginia 
Workforce Connection (VAWC). The VAWC is a vast 
network of companies and employers that are searching 
for prospective employees. To sign up, you can create 
an account here. You can also subscribe to other work 
agencies as long as you show proof that you are actively 
seeking employment. If you fail or deny to show proof 
that you are actively seeking work, you may be required 
to repay the VEC for the benefits they allotted you for that 
benefit week. Additionally, you may lose your eligibility for 
future benefits. 

If the VEC or the job agency you are affiliated with offers 
you a suitable job, you must be willing to accept it. If you 
reject a job offer by the VEC or a work agency, you must 
give adequate reasons for why the offered position is not 
suitable for you. However, if your reasons are found to be 
insufficient, the VEC can revoke your eligibility status. 

You must also report all income while you are receiving 

http://www.vec.virginia.gov/unemployed/benefits-information/base-period
http://www.vec.virginia.gov/unemployed/benefits-information/base-period
https://www.vawc.virginia.gov/vosnet/Default.aspx
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unemployment benefits to maintain eligibility. If you fail 
to report a form of income, you may lose your benefits 
or have to repay the benefits you received for that benefit 
week. Supplemental earnings that you must report in your 
unemployment claim include, but are not limited to: 

Money from odd jobs. 

Holiday, vacation or severance pay. 

Retirement, pension or Social Security checks. 

Any additional state or government assistance. 

You may also be eligible for benefits in Virginia if you are 
attending school or are enrolled in a training program, 
depending on the area and course of study. However, to 
receive benefits while in a training program, you must first 
gain approval from the VEC. You can contact the VEC 
directly through the claims service you used to file your 
initial claim and ask for the department’s approval before 
registering for the course. You must also provide proof of 
attendance for these courses. 

How to Apply For Unemployment 
Insurance in Virginia 
Applying for unemployment insurance in Virginia can 
be a long process and requires a significant amount of 
personal information. If you are interested in receiving 
unemployment benefits in Virginia, you should apply as 
soon as possible because it takes up to two weeks for 
your application to be processed and approved by the 
Virginia Employment Commission (VEC). You can apply 
for benefits online, in person or by mail depending on your 
preference. In this guide, you will learn how and where to 

apply for unemployment in Virginia and what you will need 
to successfully fill out an application. 

Where to Apply For Unemployment in Virginia 

There are several application methods for the state of 
Virginia, but all claims are processed by the VEC, and 
all funds are distributed through the agency. To file your 
claim in person, you will need to find a VEC center near 
you. To do so, you can go online to the VEC website to 
locate the center closest to you. Once you have found a 
suitable location, you will need to call the VEC center you 
have chosen and ask how they would like you to present 
your claim. 

To file a claim by mail, you will need to find the address 
of the processing center closest to you. Once you have 
obtained the address, you will be able to send your 
completed unemployment application to the VEC center. 
You can obtain a copy of the unemployment application 
on the VEC website or at some VEC centers. Keep in mind 
that mail-in applications take the longest to process, and 
you may not have access to your application status for at 
least seven days after you have mailed it. Sometimes, you 
have to wait even longer if there are any delays in transit 
or if your application is lost and you need to send in a new 
one. 

Finally, to apply online you will simply need to create an 
account with the VEC here. You can fill out the complete 
application online once you have entered your information 
into the site. Your application will be processed as 
soon as possible. Once you have submitted your online 
unemployment claim, you will be able to view your 
application status right away. You should get a response 
from the VEC about your claim status in about four days, 
but you will still need to wait a week before you can receive 
any benefits. However, online applications are still the 
fastest and most efficient way to file for unemployment 
benefits. Regardless of how you turn in your application, 
it will always take approximately two weeks for you to 
receive benefits if you are approved. The advantage to an 
online application is that it will get to the VEC more quickly, 
removing the extra waiting time incurred by turning in your 
application in person or by mail. 

http://www.vec.virginia.gov/vec-local-offices
https://www.vawc.virginia.gov/vosnet/Default.aspx
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Necessary Documents

To make the application process go as smoothly as 
possible, it is best to have all the information and 
documentation you will need readily available. You will 
need to fill out five sections on the Virginia unemployment 
application, which include the following: 

Personal Information

Employment Information 

Eligibility Information 

Preferred Method of Payment 

Unemployment Instructions 

In the personal information section, you will need to provide 
your name, address and Social Security Number. If you are 
not yet a citizen of the United States, but you are a legal 
resident, you will need to provide your Alien Registration 
Number. For the employment information section, you will 
need to provide the name, address and current contact 
information for all of your previous employers over the last 
18 months even if you worked in another state. You will 
also need to provide all the proper dates of employment 
and your local union number if you obtained work through 
a union. 

For the eligibility information, you will need to verify the 
amount you earned over your base period, which is usually 
the last 15 months of your employment, and how long 
you worked during that base period. For this section, old 
pay stubs and tax returns are important to have on hand 

to make filling out the application easier. You will need to 
provide information about all of your income in this section, 
including government assistance, vacation pay, bonuses 
and money from odd jobs. You will also need to discuss 
the reason why you lost your job, as only individuals who 
have lost their employment through no fault of their own 
will be eligible for benefits. 

In the preferred method of payment section, you will need 
to provide a debit card or routing number for the VEC to 
use when depositing your benefits, so have your preferred 
method available when you fill out your application. 
Finally, the unemployment instructions are the terms and 
conditions for how to maintain your claim active, how 
to access your benefits and what you will need to do to 
maintain the conditions of your unemployment claim. 
Read this section carefully before signing the application 
and submitting it to the VEC to ensure you are fully aware 
of the parameters of your benefits.  
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After Filing a Claim 

After your claim is filed, you will be required to sign up for 
a job search and acquisition resource to ensure that you 
are actively seeking work, which is one of the conditions 
for receiving unemployment benefits. The VEC provides 
its own job connections resources called the Virginia Work 
Connection (VAWC). This site connects you to prospective 
employers and allows the VEC to easily monitor your job 
search and progress. In addition to registering for work 
and actively seeking out employment, you will also need 
to keep up with filing your weekly claim to maintain your 
benefits. For more information on work registrations and 
the weekly claims process, you can click here. 

How to Prepare for an Unemployment 
Insurance Interview in Virginia 
To receive unemployment insurance in the state of 
Virginia, you will sometimes be required to undergo an 
unemployment interview. The unemployment interview, 
often called a fact-finding interview, is conducted by a non-
lawyer deputy of the Virginia Employment Commission 
(VEC). The job of the deputy is to decide if the information 
you provided on your unemployment claim is true and if 
your employment history qualifies you for unemployment 
benefits. The deputy will interview both you and your 
previous employer to determine if you are eligible for 
benefits. To learn about the interview process and what 
you will need to know to pass, continue reading the 
information below. 

Why are unemployment interviews necessary? 

The reason some applicants need to undergo an 
unemployment interview and others do not is dependent 
on the information provided in the unemployment claim. 
If you write that you were fired, quit voluntarily or resigned, 
then you may be subject to an unemployment interview. 
You are only allowed to receive unemployment benefits if 
you have lost employment through no fault of your own. 
This is often defined as: 

A lack of available work or hours.  

Company downsizing or closure. 

Company modernization that may lead to the 
elimination of existing positions. 

In the above instances, it is the employer or the company’s 
business decisions that led to the loss of work and not 
the employee’s actions. If you or your employer states 
that you lost your employment for a reason other than the 
ones listed above, you will need to undergo the interview 
process to determine if your reasons are enough to qualify 
you for benefits in the state of Virginia. 

Who decides when the interview will take place? 

The Virginia Employment Commission (VEC) will notify 
you and your employer about the date and time of your 
unemployment interview. Once your unemployment 
claim has been filed and your employer has filled out the 
questionnaire sent by the VEC, you can both expect a call 
from the VEC if there are any sections of your application 
that require attention. It is important to provide accurate 
contact information for yourself and your past employers 
to ensure that the VEC can contact you whenever 
necessary. During the scheduling phone call with the VEC, 
you will be allowed to suggest dates and times that work 
best for you to ensure that you do not miss the deputy’s 
call. You cannot continue the interview at another time if 
you need to cut it short, so be sure to allot at least one hour 
to the unemployment interview in case it takes longer than 
expected.

Employers who receive a call from the VEC for an 
unemployment interview have a few more options. In 
addition to negotiating an interview date and time, they 
also have the option of submitting an official written 
statement to the VEC. However, the VEC may still contact 
an employer to clarify any sections of the submitted 
statement. Employers can only elect this options when 
the VEC contacts them to schedule the unemployment 
interview. Remember, the VEC will contact both the 
claimant and the employer directly if the unemployment 

http://www.vec.virginia.gov/unemployed/claims-information/our-claims-processes
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claim requires any additional investigation. You should not 
call the VEC to check your application status or schedule 
an unemployment interview.

Preparing for the Interview

The deputy will usually begin an interview by asking you 
basic questions such as: 

How long did you work for your past 
employer? 

Did you have any verbal or physical arguments 
with your employer? 

Did you have any conflicts with other 
employees?

What was the reason for your dismissal? 

It is important to be honest with your interviewer. The job of 
the VEC deputy interviewing you is to determine if you are 
being truthful and if your reasons are enough to meet the 
unemployment insurance requirements. If you exaggerate 
the truth or withhold information that the deputy directly 
asked you for, he or she is entitled to deny your claim even 
if it has already been processed. 

The deputy will ask you both professional and personal 
questions related to your past employment and any 
incidents regarding the loss of your job. Keeping your 
composure during these interviews no matter how 
personal the questions may become is key to passing 
your interview. Keeping calm strengthens your credibility 
by showing the deputy that you are confident in your side 
of the story. 

Another way to secure the success of your unemployment 
interview is to only answer the questions asked by 
the deputy and not add any unnecessary information. 

Remember to avoid getting defensive if you feel attacked 
by one of the questions, as the interviewer does not mean 
to personally offend you. Do not worry about what your 
employer will say in the interview with the VEC deputy, 
as you will have the opportunity to refute, explain and 
comment on any statement once all interviews have been 
conducted.

Finally, it is important to remember what you are trying 
to prove in your interview. Depending on what you wrote 
in your unemployment claim, you will be asked different 
questions. If you wrote that you voluntarily quit or resigned, 
you are responsible for explaining why the reason you quit 
is valid and still qualifies you for unemployment benefits. 
The interviewer will ask you to explain how the reasons you 
quit fall under the VEC criteria of losing your job through no 
fault of your own. You need to provide proper evidence of 
extraneous circumstances that resulted in your decision 
to quit and how it could not be avoided. If you or your 
employer stated that you were fired, it is the employer’s 
responsibility to prove that you were let go for misconduct 
or issues directly related to your performance at work. 
He or she will need to provide information on specific 
instances of misconduct and records of work violations to 
prove you are ineligible to receive benefits. 

Unemployment Insurance Benefits in 
Virginia 
Temporary unemployment benefits are available to all 
qualifying applicants in Virginia. After submitting your 
unemployment claim by mail, in person or online, you 
will need to wait for approximately one week to receive 
a benefit determination and then wait an additional week 
before you are allotted your benefits. This is why it is 
important to file for unemployment as soon as you lose 
full-time work. Once the Virginia Employment Commission 
(VEC) approves your claim, you will be granted temporary 
government assistance while you actively seek suitable 
employment. To learn about how to access your benefits, 
how long you can file for benefits and what unemployment 
benefits are available to you, continue reading below. 

What benefits are available in Virginia? 

The Virginia Employment Commission (VEC) provides 
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unemployment benefits in the form of temporary 
monetary assistance and access to helpful job-finding 
resources. The VEC can offer access to the Virginia Work 
Connection (VAWC), which is one of the largest job search 
tools available in Virginia. By creating a VAWC account 
here, you can gain access to hundreds of available jobs 
in Virginia and in the federal government. The VAWC can 
also help you create advantageous connections with 
potential employers and influential companies. You are 
required to keep a detailed history of the jobs you apply to 
and the employer interactions you have while you receive 
unemployment benefits. Signing up with the VAWC can 
help you and the VEC keep track of your job search history 
and ensure that you are actively seeking work to maintain 
your benefit eligibility. 

In addition to providing access to the VAWC, the Virginia 
Employment Commission (VEC) also provides helpful 
workshops through the Virginia Department of Education. 
The department has many available programs to help 
individuals seeking employment, such as: 

Resume Workshops

Workshops on interview techniques

Workshops on popular technical skills

Resources for furthering your education

Available technical school grants

The Virginia Department of Education hosts many of these 
workshops monthly and all you need to do is get in contact 

with the department to sign up for the workshop or locate 
one near you. You can find the additional resources through 
the VEC or the department of education to get started on 
improving your chances of getting employed. 

In addition to the VAWC, the VEC provides beneficial 
employee tools and resources to help you find a job faster 
by educating you on the job market and what is available. 
You will have access to the Virginia Occupation Career 
Guide, which can help you decide the career field you want 
to look for work in, as well as other helpful labor market 
information (LMI) tools.

Finally, when you apply for unemployment, you will receive 
monetary compensation through a VEC debit card or 
direct deposit into your bank account.  This monetary 
allotment is only temporary and is meant to assist you as 
you actively seek full-time employment. You must utilize 
the resources previously mentioned if you wish to continue 
receiving this monetary compensation for the limited time 
it will be available to you. 

What determines your benefit allotment? 

Your benefit allotment is dependent on the amount you 
earned during a certain period of your employment, and 
the duration of your benefits is dependent on the time you 
worked during that period. The period used to calculate 
your benefit allotment is called the base period. A regular 
base period consists of your earnings and time worked over 
the last 15 months. Based on the information provided, 
you will receive a monetary allotment that is a fraction 
of your previous earnings. You will be allowed to file a 
weekly claim for this allotment for six months to an entire 
year, called the benefit year, depending on the amount of 
time you spent working during your base period. To help 
determine your base period, you can use the VEC’s base 
period calculator, available here. 

However, if you do not qualify for benefits based on your 
regular base period, you also have the option of using an 
alternative base period to calculate your earnings and 
time worked. The alternative base period consists of your 
earnings and time worked over the last 12 months rather 
than the last 15 and can often help you qualify for benefits 
if necessary. It is important to remember that you should 

https://www.vawc.virginia.gov/vosnet/Default.aspx
https://data.virginialmi.com/gsipub/index.asp?docid=288
https://data.virginialmi.com/gsipub/index.asp?docid=288
http://www.vec.virginia.gov/unemployed/benefits-information/base-period
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not use the alternative base period unless you have already 
tried to use the regular base period first. If you are only 
using the alternative base period to try and obtain more 
benefits, the VEC may choose to revoke your benefits. Be 
sure to have all your available pay stubs, tax returns and 
employment information ready before you start filling out 
your unemployment claim. The VEC thoroughly checks 
each and every application, so do not attempt to lie on your 
claim for any reason. 

Recertifying for Benefits

To maintain your benefits for the duration of your benefit 
year, you must file weekly claims and maintain your 
eligibility throughout. You should start filing a weekly 
claim within 28 days of your initial claim but after your first 
benefit week has already passed. You will have to undergo 
a “waiting week” every time you file a new claim, so be sure 
to apply after every benefit week to allow for processing 
time. Your benefit week will always begin on Sunday 
and end on Saturday of that same week. Saturday is the 
date you should be filing your weekly claim to continue 
receiving benefits. To file you weekly claim you will need 
the following information: 

Six-digit VEC PIN given to you after filing your 
first claim

Social Security Number

Gross earnings during work week

Complete list of acquired employer contacts

Number of job applications submitted and 
interviews attended

The VEC will require all of this information to be present 
in your weekly claim to determine if you are still eligible to 
receive benefits.

Denial of Unemployment Insurance in 
Virginia
When an applicant is denied unemployment insurance 
benefits in Virginia, a notice is mailed to the address on 
file with the Virginia Employment Commission (VEC). 
Many applicants who receive a denial of benefits wonder 
what the reason for denial may be. While there are many 
common reasons for unemployment benefits to be denied, 
there are a few reasons that can be avoided with a better 
understanding of the program. All petitioners who are 
submitting an application for unemployment benefits 
should be aware of the reasons for which unemployment 
benefits can be denied, as well as how to avoid denied 
unemployment benefits during weekly claims. Applicants 
who disagree with the determination notice from the VEC 
can appeal the decision. For more information about the 
unemployment denial appeal process, plus ways to avoid 
a denial of unemployment benefits in Virginia, continue 
reading below.
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Common Reasons for Unemployment Insurance Denial

Unemployment benefits in Virginia can be denied in a variety 
of ways, from the initial application all the way through to 
the weekly claim filing. Applicants who are denied benefits 
for unemployment during the initial application process 
should verify that they meet all the eligibility requirements 
outlined by the state. Eligibility is one of the most common 
reasons for unemployment denials. A prospective 
petitioner must meet all of the eligibility requirements of 
the unemployment program in order to be approved by the 
VEC. Temporary financial assistance will not be provided 
to any applicants who fail to meet the qualifications of the 
program. These qualifications for eligibility include wage 
and other requirements. In order for an applicant to avoid 
being denied benefits during the initial application process, 
he or she should become familiar with the eligibility rules 
first.

Another common reason for which unemployment 
benefits are denied in Virginia involves meeting the weekly 
eligibility requirements. After an applicant is approved for 
benefits, he or she will still need to file weekly claims in 
order to receive financial assistance for that particular 
time period. If an applicant does not meet the weekly 
eligibility requirements, then he or she will be denied 
unemployment benefits for that week. In order to avoid 
a denial of benefits during the weekly benefit claims, an 
applicant must file the first weekly claim within 28 days of 
the initial unemployment claim. If a beneficiary does not 
meet the weekly qualifications as outlined by the VEC then 
he or she may be denied unemployment benefits.

To avoid unemployment benefits being denied on a 
permanent basis, Virginia petitioners should be as honest 
and transparent as possible during both the application 
and the weekly claims. Applicants who misreport gross 
earnings or who provide false information in order to 
receive a higher benefit amount will be denied benefits 
not only during the week the fraudulent information was 
reported but indefinitely. An easy way to avoid being 
denied unemployment benefits is to make sure everything 
reported is as accurate as possible and that important 
details are included if necessary.

How is an applicant notified of denied unemployment in 
Virginia?

When an applicant is denied unemployment benefits in 
Virginia, either generally or for a weekly claim, a notice 
will be mailed to the address he or she has on file. With 
any determination of ineligibility or disqualification, the 
beneficiary will receive a written notice, which will provide 
any necessary information or next steps to follow. The 
written determination is an important document to keep, 
as it will provide the applicant with instructions for the 
appeal process, an explanation of his or her rights and the 
final date in which an appeal can be submitted. It is critical 
for applicants to maintain their current address with the 
VEC at all times so they may receive determinations in a 
timely manner.

Filing an Unemployment Denial Appeal

When unemployment benefits are denied in Virginia and 
an applicant receives a written determination in the mail, 
there are a few ways to proceed. The applicant will have 
the decision to either accept the determination made by 
the VEC office or pursue an appeal. An appeal should be 
requested when an applicant disagrees with the decision 
and can provide proof to support his or her claim. If a 
petitioner simply finds the decision unfair but has no 
reason to appeal, then he or she should accept the decision 
and try to reapply for benefits at a later date. 

The appeal process begins with receiving the Notice of 
Deputy’s Determination in the mail. This determination 
letter will provide the necessary instructions that an 
applicant will need in order to file an appeal with the VEC. 
There are currently three ways in which an appeal can be 
filed: by mail, by fax or online. To file an appeal by mail, 
the applicant will need to follow the instructions outlined 
on the written determination and send the requested 
information to:

Virginia Employment Commission
Office of First Level Appeals, Room 124
P.O. Box 1358 
Richmond, VA 23218-1358

If filing an appeal by fax, the applicant can send the 
requested information to (804) 786-8492. However, filing 
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online is perhaps the simplest way to request an appeal 
hearing. Claimants can begin to file the appeal by clicking 
here. The information required for submission of an appeal 
includes:

The claimant’s Social Security Number.

The date of mailing.

The current address of the claimant.

The reason for the appeal.

Any pertinent documentation to help with the 
appeal.

Once the information is filled out online, the applicant 
can submit the appeal request. Any appeal of denied 
unemployment benefits must be submitted within 30 days 
of the determination mailing date. Any appeal request 
made past the 30-day window will be considered by the 
VEC on a case-by-case basis. After the appeal request 
is accepted by the VEC, a hearing will be announced. 
The appeal hearing will allow the claimant the chance to 
provide testimony, organize witnesses or submit any other 
important documentation to support his or her case. To 
find out more information regarding the appeal hearing 
and what to expect, click here.

Unemployment Insurance Extensions in 
Virginia
Unemployment insurance extensions in Virginia are 
rare. In fact, an extension of unemployment benefits 
can only take place during very specific circumstances. 

An unemployment benefits extension cannot occur for 
regularly scheduled weekly benefits and will only be 
approved in Virginia when an emergency is declared. The 
most common unemployment extension programs are the 
Extended Benefits (EB) and Emergency Unemployment 
Compensation (EUC) programs, which will only be declared 
on a state level when economic and unemployment 
circumstances are dire. For either of these unemployment 
insurance extensions to be awarded, beneficiaries must 
meet the requirements and established criteria first. To 
learn more about how an unemployment extension works, 
as well as the requirements for unemployment insurance 
extensions in Virginia, review the sections below.

https://www.vec.virginia.gov/unemployed/appeals/claimant
https://www.vec.virginia.gov/unemployed/appeals/claimant
http://www.vec.virginia.gov/unemployed/Claimant-Handbook/Claimant-Handbook/Appeal-Rights
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What are unemployment extensions in Virginia?

An unemployment extension in Virginia will only be available 
when the government declares a period for extended 
benefits. If a declaration for extended benefits is not 
made, then extensions will not be awarded. The Extended 
Benefits (EB) program is one of the unemployment 
insurance extensions that can take place in Virginia. When 
an EB period had been declared, beneficiaries who have 
already exhausted or who are close to exhausting their 
benefits will have the opportunity to request an extension. 
An EB period is only declared in Virginia when the state is 
suffering from high unemployment levels. Once Virginia is 
declared approved for an EB period, a notice is mailed to all 
beneficiaries who are receiving unemployment at that time 
to notify them of the extension. The Virginia Unemployment 
Commission (VEC) will mail the notice to the beneficiary, 
advising him or her of the extension. The VEC will also 
to let beneficiaries know if they must take any steps to 
facilitate approval for the extension. An EB declaration has 
not been declared in Virginia since December 2013.

The other extension program for unemployment 
benefits in Virginia is the Emergency Unemployment 
Compensation (EUC) program. The EUC provides an 
extension to beneficiaries who have exhausted all normal 
unemployment benefits. Similar to the EB program, the 
EUC program is not available year-round and will only be 
declared active during times of economic hardships. The 
EUC period is declared at a federal level, and beneficiaries 
will be notified by mail of the next steps for the program. 
The EUC program was created on June 30, 2008, and 
expired on January 1, 2014 in Virginia. To find out more 
information regarding the EUC program, click here.

At the moment, there are no unemployment benefit 
extensions active within the state of Virginia. The last 
unemployment extension of benefits expired in 2014, 
leaving only regular unemployment benefits as an option 
for financial assistance for recently unemployed residents. 
During the extension of benefits, beneficiaries have the 
chance to receive up to an additional 80 percent of regular 
weekly benefits. 

Who is eligible for unemployment extensions in Virginia?

When an extension period for unemployment benefits is 

declared, the first question to be asked by beneficiaries 
involves eligibility requirements. All beneficiaries should 
understand that in order to be eligible for an extension 
of unemployment benefits, an extension period must be 
declared. There will be no extension of unemployment 
benefits if either the EB or EUC has not been enacted. Only 
beneficiaries who have exhausted all regular unemployment 
benefits will be considered for the extension program. 

To receive benefits within an unemployment extension 
program, applicants must:

Not receive compensation from any 
other program, including unemployment 
compensation from Canada.

Have no established rights to regular 
unemployment benefits.

Exhaust all rights to regular compensation 
benefits by a specific time.

Eligibility for EB and EUC benefits will be determined in 
the same way that regular unemployment benefits are 
determined. Beneficiaries who meet the qualifications 
for regular benefits, as well as for weekly benefits, will be 
considered for the extension program when declared. An 
applicant must be approved for regular unemployment 
benefits through the VEC before requesting to be approved 
for an extension of benefits. The eligibility for an extension 
of benefits will need to be maintained on a weekly basis. 
Simply because a beneficiary is eligible for an extension 
of benefits does not mean that he or she will receive the 
weekly claim amount for the entire extension term.

Applying for an Unemployment Extension in Virginia

In order to be eligible for an extension of benefits in Virginia, 
an applicant must first qualify for regular unemployment 
benefits. For those beneficiaries who receive regular 
unemployment insurance assistance, a notice will be 
mailed by the Virginia Employment Compensation (VEC) to 
advise of the extension as well as provide any other details 

https://ows.doleta.gov/unemploy/supp_act.asp
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necessary for the extension period. Eligibility for an extension is pre-determined by recipients of unemployment benefits 
at that time. Many beneficiaries of unemployment insurance will not need to submit any further information in order to be 
approved for the extension. If an extension period for unemployment benefits is declared, new beneficiaries will need to first 
apply for regular unemployment benefits and exhaust those before being considered for the extension of benefits. 

The extension of benefits is aimed to be an addition to regular benefits. If a beneficiary has no remaining benefits through 
regular Virginia claims but meets the employment eligibility requirements by law, then he or she may be considered for an 
extension. Applicants who have questions regarding whether or not they are eligible for an extension of benefits should 
contact the VEC. For general inquiry questions, beneficiaries can call 866-832-2363 from 8:15 a.m. to 4:30 p.m. Monday 
through Friday. Beneficiaries can also contact a local Virginia Career Works office for more questions involving unemployment 
insurance extensions. To find the closest Virginia Career works office, click here

Virginia Unemployment Benefits for Ex-Service Members and Federal Civilian 
Employees
Obtaining unemployment insurance compensation for federal civilian employees and ex-military service members is similar to 
obtaining regular benefits, however, it will have different eligibility requirements as well as application procedures. For instance, 
unemployment benefits for ex-military members will only be approved if the prospective petitioner supplies the necessary 
paperwork regarding military discharge. Additional documents for both federal civilian employers and ex-members of the 
United States Armed Forces along with the application are needed in order to be considered for benefits. Any federal civilian 
or ex-military service member who is seeking unemployment benefits should understand the eligibility qualifications outside 
of regular unemployment insurance, as well as the types of forms that will need to be filed with the Virginia Employment 
Commission (VEC). To find out how to apply for unemployment insurance as a former federal civilian employee or ex-service 
member within the state of Virginia, continue reading below.

http://www.vec.virginia.gov/find-a-job/vec-local-offices
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Unemployment Compensation Eligibility for Ex-Service 
Members in Virginia

There are special qualification requirements for former 
service members of the United States Armed Forces 
who are looking for unemployment benefits. Outside 
of the regular eligibility for unemployment benefits, ex-
military members will have supplemental forms that must 
be included in order to verify eligibility for benefits. The 
Unemployment Compensation for Ex-Service Members 
program (UCX) will provide benefits for all qualifying ex-
military personnel as long as they meet the following 
criteria:

Applicants must have been an active member 
of the United States Armed Forces within 18 
months of filing.

If not U.S. Armed Forces, the applicant 
must be a former member of the National 
Oceanographic and Atmospheric 
Administration (NOAA).

Applicants must have been separated from 
their military position with an honorable 
discharge.

Ex-military personnel will need to establish qualification for 
the above-mentioned eligibility criteria with supplemental 
documents within the application. The documents which 
will be required by the VEC will prove that the petitioner was 
active within the military during the specified timeframe 
and that he or she was discharged honorably. Without 
this paperwork, a former military serviceperson will not be 
eligible for unemployment insurance.

Filing for Unemployment Compensation for Ex-Service 
Members in Virginia

As soon as a former service member is discharged from 
the United States Armed Forces, he or she should contact 
the Virginia Employment Commission office in order 
to understand the expectations of the unemployment 
program. Unemployment compensation will only be 
approved for ex-military as long as the application 
verifies all the necessary information requested by the 

VEC. Ex-service members will be able to file an initial 
unemployment claim in the same fashion that a civilian 
petitioner would file. There are two ways in which an 
application for unemployment can be submitted, online 
or by phone. In order to begin the initial application for 
unemployment insurance online, potential petitioners can 
do so by clicking here. Ex-military applicants will need to 
create an online account before beginning the application 
process. In addition to the basic application information 
required, former military personnel will also need to provide 
a standard DD214 and Member Copy 4 form. The purpose 
of these forms is to prove that the separation from the 
military was honorable and that the applicant was indeed 
active within a particular military branch. To find copies of 
these forms, applicants can access the Veterans’ Service 
Records website by clicking here. Ex-service members can 
also submit an application for unemployment benefits over 
the phone by calling the Virginia Employment Commission 
center at 1 (866) 832-2363. The office will only be open 
by telephone from 8:15 am to 4:30 pm Monday through 
Friday, no major state holidays. 

Unemployment Compensation Eligibility for Federal 
Civilian Employees in Virginia

In order for a former federal civilian employee in Virginia 
to be eligible for unemployment benefits, he or she must 
meet the regular qualifications for unemployment as well 
as any additional criteria. Former federal employees should 
be aware of the supplemental documentation which will 
need to be included within the application process in order 
to be eligible for benefits. To be eligible for unemployment, 
all former federal civilian employees will need to:

Establish proof that he or she worked as a 
federal government agent within the state of 
Virginia.

Verify that he or she did not have the final day 
of duty stationed in another state outside of 
Virginia.

Verify he or she was separated from his or her 
position as a federal employee in a manner 
considered honorable.

https://www.vawc.virginia.gov/vosnet/Default.aspx
https://www.archives.gov/veterans/military-service-records
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All prospective petitioners who are former federal 
employees must verify that the final day of duty was within 
the state of Virginia. The only exception to this eligibility 
requirement is if the petitioner was stationed overseas. If 
a petitioner lives in Virginia but was stationed on his or her 
final day in another state, then he or she will need to file an 
application for unemployment benefits with that state. The 
law of the state in which the final day of duty was served 
will determine the benefit amounts, eligibility requirements 
and how many weeks benefits can be paid.

Filing for Unemployment Compensation for Federal 
Civilian Employees in Virginia

As soon as a federal civilian employee in Virginia is 
unemployed, he or she should contact the VEC to submit 
an application for benefits. There are two ways to file 
for benefits, online or by telephone. To file a claim by 
telephone, the petitioner will need to call the VEC center 
at 1 (866) 832-2363. Filing a claim online is the simpler 
choice for many prospective applicants, as the necessary 
forms and documents can be uploaded to the application 
from the computer. Former federal civilian employees 
will need to include a Standard Form 50 and Standard 
Form 8 in addition to the application, which will verify 
federal employment. The Standard Form 50 will act as an 
employment birth certificate, detailing all the significant 
employment information that will need to be verified by 
the VEC. To find out more information about the Standard 
Form 50, click here. The Standard Form 8 is a document 
provided to a federal employee once he or she is placed 
in a non-pay status. This form will act as the documented 
proof of separation and should be submitted along with 
the application for unemployment benefits. Petitioners 
who wish to submit an application for unemployment 
insurance online can start the process by clicking here.

Disaster Unemployment Assistance in 
Virginia
Disaster Unemployment Assistance (DUA) in Virginia 
is a program aimed to provide financial assistance for 
residents who have been impacted by a major disaster. 
Similar to Emergency Unemployment Compensation and 
Extended Benefits, DUA is not a year-round benefit program 

and is only available when enacted through the federal 
government. A declaration of a major disaster in Virginia 
or in parts of Virginia is required for DUA to take effect. 
Once the declaration is made, DUA benefits will be allotted 
to those who apply and meet the eligibility requirements. 
There are different qualifications and unemployment 
conditions that must be met in order to become eligible for 
DUA benefits. DUA does not follow the same requirements 
for eligibility as regular unemployment insurance in 
Virginia. To find out more regarding eligibility and how to 
apply for DUA in Virginia, continue reading below.

What is Disaster Unemployment Assistance (DUA) in 
Virginia?

Disaster Unemployment Assistance (DUA) helps to 
provide financial assistance and unemployment benefits 
to petitioners who have been affected by a major disaster 
in Virginia. The DUA program is funded on a federal level 
and requires a declaration of a major disaster to be 
made before benefits can be given. DUA is generally paid 
up to 26 weeks beginning the first week following the 
major disaster. In order to qualify for benefits under the 
program, prospective petitioners will need to submit an 
application and meet all the requirements of the program. 
Disaster unemployment benefits will not be provided to 
just anyone in the declared disaster area but will focus 
solely on applicants who have either lost a job or have had 
their employment interrupted due to the disaster. Also, if a 
family member loses a head of household or breadwinner 
to a major disaster, he or she too can qualify. All potential 
applicants should be aware of the DUA qualifications prior 
to beginning the application process. Beneficiaries who are 
approved for disaster unemployment benefits can receive 
both financial assistance and employment help during the 
specific period of enactment.

A major disaster that can disrupt employment and 
businesses includes:

Hurricanes

https://www.state.gov/documents/organization/141905.pdf
http://www.vec.virginia.gov/unemployed/online-services/apply-for-unemployment-benefits
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Earthquakes

Tsunamis

Droughts

Floods

Tornadoes

Snowstorms

Mudslides

Forest fires

Landslides 

Storms

The origin or cause of a major disaster does not affect 
DUA. If the disaster directly influences the state of Virginia, 
then DUA can be enacted.

Disaster Unemployment Eligibility Requirements

One of the most important components of Disaster 
Unemployment Assistance (DUA) in Virginia is 
understanding the eligibility requirements. In order to be 
considered for DUA benefits, a declaration must be made 
on a federal level. If a declaration has not been made, 
despite a disaster occurring, then DUA benefits will not be 
issued. Eligibility requirements for DUA benefits can include 
both an applicant’s qualifications for the program and the 
unemployment conditions. The eligibility requirements are 
as follows: 

Applicants must not be eligible for basic 
unemployment benefits.

Applicants must be unemployed because of 
the major disaster.

Applicants must have had their employment 
interrupted due to the disaster.

Applicants must be willing and able to work 
unless injured.

Applicants must file for Disaster 
Unemployment Assistance within 30 days 
from the president’s declaration.

Applicants must not have refused an offer of 
employment.

Benefits for disaster unemployment will not be provided 
to applicants who simply do not report to work for 
home-related disaster cleanup. If a petitioner submits an 
application for DUA benefits but instead is approved for 
regular unemployment insurance, then these benefits will 
be provided instead. All regular unemployment benefits 
must be exhausted before an applicant can begin receiving 
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DUA benefits. 

There are additional unemployment conditions that must 
be met in order for a beneficiary to receive DUA benefits. As 
a result of the major disaster, at least one of the following 
conditions must have occurred:

The applicant had a week of unemployment 
following the date of the major disaster.

The applicant could not reach his or her place 
of employment.

The applicant was starting work and the job no 
longer exists or cannot be reached due to the 
disaster.

The applicant became the head of household 
or sole breadwinner for a household due to the 
disaster.

The applicant cannot work as the result of an 
injury from the major disaster.

The applicant lost most of his or her income 
because the place of business was damaged, 
destroyed or closed due to the disaster.

There may be caveats as part of these unemployment 
conditions. For instance, property damage to crops may 
not be enough of a condition for DUA eligibility. The only way 
to properly assess whether or not an applicant is eligible 
for disaster unemployment benefits is by submitting an 
application.

How to Apply For Disaster Unemployment Assistance 
(DUA) in Virginia

An application for Disaster Unemployment Assistance 
(DUA) must be submitted through the Virginia Employment 
Commission (VEC). The process for filing a disaster 
unemployment application is similar to the one for filing 

a claim for regular unemployment benefits. In Virginia, 
regular unemployment insurance is filed either online or by 
phone. An announcement of the declaration will be made 
by the VEC and an applicant can choose between which 
filing method he or she prefers. In order to file a disaster 
unemployment application online, applicants will need to 
either have an account created through the VEC or create 
an account. To access the online application, click here. 

If an applicant wishes to apply for disaster unemployment 
benefits by phone, then he or she can call 1(866) 832-
2363 Monday through Friday from 8:15 am to 4:30 pm, 
excluding major holidays. Once DUA is approved in 
Virginia, an applicant will still be responsible for filing 
weekly claims for benefit assistance. A beneficiary must 
meet the weekly eligibility conditions in order to receive 
disaster unemployment benefits. To file a weekly claim 
online, applicants can use the same web portal with a 
current ID and password. The portal is available here. To 
file a weekly benefits claim by phone, beneficiaries can call 
toll free 1(800) 897-5630.

http://www.vec.virginia.gov/unemployed/online-services/apply-for-unemployment-benefits
http://www.vec.virginia.gov/unemployed/online-services/apply-for-unemployment-benefits
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Unemployment Insurance Fraud and 
Consequences in Virginia
Unemployment insurance fraud in Virginia is a very 
serious offense and can carry severe consequences for 
those involved. Unemployment fraud can occur when a 
beneficiary provides false or misrepresented information 
during an unemployment claim or weekly benefits 
claim. Additionally, if a beneficiary withholds critical 
information that can affect his or her benefit amount, it 
is considered unemployment insurance fraud. Virginia 
unemployment insurance beneficiaries should understand 
what constitutes fraud and how to avoid benefits fraud 
through initial claim filing and weekly filing. In many 
cases, unemployment benefits fraud can carry severe 
penalties such as hefty fines, denial of benefits and even 
imprisonment. Knowing how to avoid unemployment 
fraud, as well as steps to report unemployment insurance 
fraud to the proper authorities, is important for all Virginia 
residents. To find out more information regarding how to 
avoid committing Virginia unemployment fraud and ways 
to report unemployment benefits fraud properly, continue 
reading below.

What is Virginia unemployment insurance fraud?

Unemployment benefits fraud occurs when a beneficiary 
receives more financial assistance than he or she is entitled 
to by purposely misreporting information. Providing 
information, whether during a weekly benefit claim or 
during the initial filing is considered unemployment fraud. 
A beneficiary should always correctly report his or her 
personal information during every unemployment claim 
in order to avoid benefits fraud. There are ways in which 
an applicant can be committing unemployment insurance 
fraud without knowing that he or she is even doing so. 
The most frequent examples of unemployment insurance 
fraud in Virginia include:

An applicant who continues to receive 
unemployment benefits despite returning to 
work.

An applicant who works part time and 
continues to receive full unemployment 
benefits.

An applicant who misrepresents his or her 
part-time income on weekly benefits claim.

An applicant who earns income and does not 
report it on benefits claims.

An applicant who purposely reports inaccurate 
information to receive a higher benefit amount.

An applicant who purposely withholds 
information to increase the benefit amount.

Even applicants who commit any of the above examples 
without realizing they are doing so may be committing 
unemployment insurance fraud. When a beneficiary 
receives unemployment insurance benefits, he or she is 
entering into a legal agreement with the state of Virginia 
to abide by all laws pertaining to unemployment. In order 
to avoid committing unemployment insurance fraud in 
Virginia, all beneficiaries should report information as 
accurately and honestly as possible each week. This can 
help avoid any unemployment fraud penalties.

Penalties for Unemployment Insurance Fraud

Penalties for unemployment insurance fraud in Virginia 
can range depending on the severity and frequency of the 
offense. The more prolonged the unemployment fraud or 
the more money that is obtained through fraud, the heftier 
the penalty. For instance, a Virginia woman convicted in 
2017 of unemployment insurance fraud that caused a loss 
of $150,000 for the state was sentenced to 57 months 
in prison and repayment of over $152,000. While most 
penalties for unemployment fraud are not quite as severe, 
they should still be taken seriously. 

Every false statement or fraudulently reported piece of 
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information will carry a separate penalty. Providing false 
information on an unemployment insurance claim can 
lead to fines, loss of benefits and imprisonment. The fines 
that are attached to committing unemployment insurance 
fraud can be more than the fraud is worth, with even interest 
percentages tacked onto each offense. Beneficiaries 
committing unemployment insurance fraud will need to 
repay in full any benefits that were obtained falsely. Failure 
to repay these benefits can result in personal property 
being levied, income tax being intercepted and legal action 
being taken.

How to Avoid Committing Virginia Unemployment 
Benefits Fraud

While many instances of unemployment insurance fraud 
in Virginia are made intentionally, there are some cases in 
which beneficiaries are unaware that they are committing 
fraud. For example, it is illegal to claim benefits while 
employed, yet many beneficiaries who are employed part-
time continue claiming full unemployment benefits. One 
of the easiest ways to avoid committing unemployment 
insurance fraud is to accurately and honestly report all 
information to the Virginia Employment Commission 
(VEC). This includes all wages earned, employment 
opportunities presented and income received, even from 
gifts. If an applicant is unaware of what to include in an 
unemployment benefits claim, it is better to contact the VEC 
rather than take a chance and providing false information. 
Prospective applicants can find the most Frequently Asked 
Questions for the VEC here. To find information to contact 
the local VEC office, click here. Beneficiaries should 
maintain as much employment information as possible 
in their personal records while receiving unemployment 
insurance in order to accurately report wages and other 
work opportunities. 

How to Report Unemployment Insurance Fraud in 
Virginia

Reporting unemployment insurance fraud in Virginia 
should occur as soon as possible after the fraud is 
discovered. Even individuals who do not receive benefits 
through unemployment but are aware of a beneficiary 
misrepresenting information can report fraud. The Virginia 
Employment Commission (VEC) takes every report of 

insurance fraud seriously and will conduct an investigation 
for each occurrence. Unemployment insurance fraud can 
be reported by mail, by fax or by phone. Reporting fraud 
means including as much information as possible about 
the fraud in question. This information includes the name, 
address and Social Security Number (if known) of the 
beneficiary or employer suspected of fraud. Additionally, 
information regarding dates surrounding the allegation 
and any other specific details that can provide substantial 
proof of the fraud should be included. Reporting fraud by 
phone can be as simple as calling the Fraud Hotline at 
1(800)782-4001. To report fraud by fax, use the fax number 
(804) 692-0580. In order to report unemployment fraud by 
mail, use the following address:

Virginia Employment Commission
Attention: Benefit Payment Control
Post Office Box 1358
Richmond, VA 23218

Those who are reporting fraud to the Virginia Employment 
Commission (VEC) will not need to include any personal 
information if they do not wish to do so. Reports of fraud 
can be anonymous. However, if an individual wishes to 
include personal information then his or her name or any 
further identifying information can be included.

http://www.vec.virginia.gov/frequently-asked-questions
http://www.vec.virginia.gov/find-a-job/vec-local-offices
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How to Handle Unemployment Benefit 
Overpayments in Virginia
Understanding how to handle overpayment of 
unemployment insurance benefits in Virginia is essential 
for all unemployment beneficiaries. Overpayments can 
occur for various reasons, whether due to administrative 
error or through incorrect information provided by 
the beneficiary. Unemployment insurance benefits 
are overpaid if a beneficiary receives more financial 
assistance than he or she is entitled to receive based 
on his or her circumstances. As soon as a beneficiary 
receives an overpayment of unemployment insurance, 
he or she should know the steps necessary for rectifying 
the situation. There are penalties that are issued when a 
beneficiary claims more than he or she is entitled to or 
fails to report an overpayment to the Virginia Employment 
Commission (VEC). Regardless of whether or not the 
overpayment of unemployment insurance benefits is the 
fault of the beneficiary or a clerical error, repayment will 
be mandatory. To find out more information about ways 
in which unemployment insurance overpayments can be 
handled, continue reading below.

Unemployment Insurance Overpayment in Virginia

An unemployment insurance overpayment in Virginia 
occurs when a petitioner receives a higher financial 
amount than he or she has been allotted through the VEC. 
Each unemployment beneficiary should understand what 
an unemployment overpayment is in order to recognize 
it when it occurs. When an applicant submits his or her 
information to the VEC for unemployment insurance 
consideration, the VEC will approve the applicant for a 
specific dollar amount in weekly benefits, depending on 
certain eligibility criteria. If a beneficiary files weekly claims 
and receives a higher amount than originally determined 
by the VEC, this is considered an unemployment insurance 
overpayment. Additionally, unemployment insurance 
overpayments can also be due to:

Benefits being paid while an employer appeal 
is being handled.

A beneficiary withholding income information 
that will reduce the benefits being provided.

A beneficiary falsely providing information to 
increase benefits due.

A beneficiary withholding employment 
information that would reduce or eliminate 
benefits altogether.

Regardless of why unemployment overpayment takes 
place, a beneficiary will be responsible for paying back the 
overpayment in full.

There are two types of unemployment benefits 
overpayment: non-fault overpayments and fault 
overpayments. Both non-fault and fault overpayments 
will require full repayment. Non-fault overpayments occur 
when an administrative error is made through the VEC. 
Non-fault indicates that the beneficiary is not responsible 
for the overpayment being made. Mistakes can occur, 
although rare, and if the result is an overpayment of 
benefits, even for only one week, the beneficiary will need 
to repay this overpayment immediately. If the overpayment 
is not paid, any future weekly claims will be deducted until 
the entire overpayment balance is paid. 

A fault overpayment occurs when a beneficiary receives 
more financial benefits than he or she should receive 
and is responsible for the overpayment happening. If 
a beneficiary provides false information during weekly 
claims, misrepresents the truth while filing or withholds 
information that affects the weekly benefits amount 
resulting in an overpayment, this is considered a fault 
overpayment. The penalties for fault overpayment are 
more severe and can carry hefty financial consequences. 
There may be circumstances in which a fault overpayment 
occurs without the beneficiary even being aware. Reporting 
unemployment overpayment to the VEC immediately after 
discovering the overpayment is important in order to avoid 
serious penalties and potential loss of future benefits.
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How to Repay Overpaid Unemployment Insurance in 
Virginia

Repayment of overpaid unemployment insurance in 
Virginia is mandatory regardless of whether or not the 
overpayment is the beneficiary’s fault or the fault of the 
Virginia Unemployment Commission (VEC). To determine 
the best course for unemployment insurance repayment, 
applicants can call the Benefit Payment Control Unit of 
Virginia at (804)786-8593. Beneficiaries can also use 
the Virginia Employment Commission to address any 
overpayment questions or concerns. To contact the VEC 
Customer Contact Center by telephone, applicants can 
call 1-866-832-2363 from 8:15 a.m. to 4:30 p.m. Monday 
through Friday. If a beneficiary wishes to contact the VEC 
by mail, he or she can use the following correspondence 
mailing address: 

Virginia Employment Commission 
P.O. Box 1358 
Richmond, VA 23218-1358

Penalties for Failure to Repay Unemployment Benefits

Failing to report or repay overpaid unemployment insurance 
benefits can result in serious penalties. Depending on 
whether or not an overpayment is the result of a fault 
or non-fault circumstance, the consequences can vary. 
When an overpayment of unemployment benefits is the 
result of administrative error, the penalties are less severe 
and just require an applicant to repay the overpayment 
amount in full within a certain timeframe. If a beneficiary 
cannot repay the overpayment amount in a timely manner, 
then he or she may be subject to a 15 percent penalty in 
addition to the overpayment amount. For instance, if a 
beneficiary receives $1,000 in overpayments and fails to 
repay this amount in full within an approved timeframe, 
then an additional $150 may be added to the overpayment 
amount by the Virginia Employment Commission (VEC). 
It is important for all overpayments to be repaid in full 
in order for future benefits to remain unaffected. If a 
beneficiary fails to repay an overpayment amount, future 
benefits can be deducted the overpayment amount 
or can be paused until the overpayment is paid. There 
are additional penalties that can result from failure to 
repay unemployment overpayments, many of which are 

financial. The VEC can use particular means to retrieve 
an overpayment amount, including collection agencies, 
wage garnishment, levying personal property and even 
seizing income tax refunds. If there is any cost to retrieving 
overpayments, such as attorney fees or the like, the 
beneficiary will be responsible for them. Also, the VEC can 
add on administrative fees, interest and late penalties to 
any overpayment amount, which will need to be paid by 
the beneficiary. In order to avoid these penalties and fees, 
beneficiaries should contact the VEC or Benefit Payment 
Control Unit of Virginia immediately after discovering an 
unemployment insurance overpayment.

How Employers in Virginia Can 
Respond to Unemployment Insurance 
Claim Notices
Understanding how to file a response to unemployment 
assistance claims in Virginia is important for every 
employer and business owner in the state. When a former 
employee files an unemployment claim in Virginia, the 
employer will have the opportunity to contest the claim. 
Knowing how to respond to unemployment claims and the 
ways in which a response can be filed will help an employer 
when faced with an initial filing by an employee. Employers 
should be aware of how to file a response, as well as the 
timeframe in which an unemployment response should 
be filed. The Virginia Employment Commission (VEC) 
will provide a specific timeframe in which an employer’s 
response will need to be made in order for the response to 
be considered. If an employer misses his or her chance to 
submit a response to an unemployment insurance claim, 
then he or she may not have another opportunity to do so. 
To learn about responding to unemployment claims as an 
employer in Virginia, review the following sections.

Responding to an Unemployment Compensation Claim 

Responding to an unemployment claim as an employer 
is important, as it is the only opportunity an employer 
has to contest the claim if he or she disagrees with it. An 
employee who submits an initial claim for unemployment 
through the Virginia Employment Commission (VEC) will 
be assigned a representative from the VEC to investigate 
the claim and determine eligibility for unemployment 
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insurance. In many cases, a letter or notice will be mailed 
to the employer involved in the claim to let him or her 
know of the filing. An employer will have a chance to 
respond to the claim and contest the filing. If an employer 
has proof that the unemployment claim is unwarranted, 
then this response will be the chance to provide such 
documentation and proof. Even when an employer does 
not contest an unemployment insurance claim, filing 
a response to the VEC notice is important. The VEC is 
responsible for making a fair and necessary determination 
regarding every unemployment claim, and the employer’s 
response plays an integral role in that determination.

How to Respond to Unemployment Compensation 
Claims in Virginia

An employer involved in an unemployment insurance 
claim in Virginia will have the option to respond to a notice 
provided by the Virginia Employment Commission (VEC). 
The written notice will let the employer know that he or 
she is involved in an unemployment claim and provide a 
questionnaire that must be filled out and either mailed 
or faxed back to the VEC. The questionnaire will feature 
important questions about the separation of the employee 
from the position, such as the reason for separation and 
the employee’s last day of work. 

In some cases, if a written notice or questionnaire does 
not provide enough information for a determination to 
be made by the VEC, then a phone interview may need 
to be conducted with the employer. The employer will be 
notified of the date and time in which the phone interview 
will be conducted. The employer will not be responsible for 
contacting the VEC first in any circumstance, nor will the 
employer need to speak with the employee directly. The 
VEC will be handling the unemployment insurance claim 
and the employer will only be responsible for responding 
to the claim in a timely manner. The VEC will be contacting 
the employer through his or her business address or 
telephone number, as no personal contact information for 
the employer will be provided. Employers who expect to be 
contacted by the VEC should prepare for correspondence 
to be mailed to the place of business.

Another way that an employer can respond to 
unemployment insurance claims is through the State 

Information Data Exchange System (SIDES). This is an 
electronic web platform formed by the U.S. Department 
of Labor and the VEC to provide employers with the 
chance to respond to an unemployment insurance claim 
quickly and accurately. A few of the benefits for the SIDES 
program include reducing the need for follow-up phone 
calls, reducing the need for unnecessary paperwork to be 
mailed, offering a specific point of contact for employers 
and an overall streamlining of the process. An employer 
can contact the Virginia Unemployment Commission 
SIDES representative directly by email at SIDESTeam@
VEC.Virginia.gov with any questions or concerns. If an 
employer wishes to submit an online application for the 
SIDES program, then he or she can click here. 

What Virginia Employers Should Know Before Filing a 
Response for an Unemployment Claim

Employers should understand the difference between filing 
a response for an unemployment insurance claim and 
the appeal process for a claim. The response to an initial 
claim is what the employer will need to submit before a 
determination of benefits has been made. This is different 
from the appeal, which is an opportunity to contest the 
decision already made by the VEC. The response is only 
the employer’s side of the separation and the chance 
for the employer to comment on facts regarding the 
separation that the employee may not have provided. 
While there may not necessarily be a way for an employer 
to properly prepare for a response to be submitted to the 
VEC, an employer can essentially prepare each employee 
file by maintaining organization and staying up to date with 
important business standards. For example, employers 
should always:

Maintain specific employment records for all 
employees

Conduct exit interviews with all employees

mailto:SIDESTeam@VEC.Virginia.gov
mailto:SIDESTeam@VEC.Virginia.gov
http://www.vec.virginia.gov/sites/default/files/SIDES%20Application%20%28Revised%204-19-16%29.pdf
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Respond in a timely manner to all VEC 
employment inquiries

Document all disciplinary action for each 
employee

Being organized in this way will allow for an employer to 
provide all the necessary documentation and proof that 
the VEC will require during the initial unemployment claim 
investigation. 

How Employers in Virginia Can Appeal 
Unemployment Insurance Decisions 
Understanding how to appeal a decision for unemployment 
compensation in Virginia is an important component of 
being a business owner. When the Virginia Employment 
Commission (VEC) makes a determination regarding an 
employee’s initial unemployment claim, an employer will 
have the opportunity to appeal the decision if he or she 
disagrees. Unemployment claim appeals can be filed in 
a variety of ways, depending on which option suits the 
employer best. Once a determination is made by the VEC, 
an employer will have the opportunity to file an appeal 
within a particular amount of time. The window of time to 
appeal the decision is critical and if an employer misses 
the opportunity to file, an appeal will no longer be an option. 
Understanding how to file an unemployment appeal as an 
employer involves knowing ways to file and understanding 
the necessary information required to file. To find out this 
information and more, continue reading below.

How does an employer appeal a reemployment 
assistance decision in Virginia?

The reemployment assistance appeal begins once a 
determination is made by the Virginia Employment 
Commission (VEC). An employer will receive the 
determination, generally by mail, and will be provided with 
the option to appeal. An employer should only pursue 
an appeal if he or she can provide necessary proof and 
documentation to back up the appeal. Simply finding the 
decision unfair is not enough reason to request an appeal. 

An employer who submits an appeal for an unemployment 
claim will have the opportunity to contest the claim 
through an appeal hearing. The employer must file the 
appeal no later than the due date provided on the Notice 
of Determination. If an employer misses the deadline to 
file, then he or she will need to provide a reason for why 
the appeal is late. It will be at the discretion of the VEC to 
determine if the reason for filing late is acceptable.
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How to File a Reemployment Assistance Appeal in 
Virginia 

Filing an unemployment appeal in Virginia as an employer 
can be done online, by mail or by fax. After a Notice of 
Determination is sent, an employer will have the option to 
choose which way he or she would like to file the appeal. 
Many employers choose to file online because it is the 
simplest, most straightforward way to submit an appeal. 
In order to file an unemployment claim appeal online, 
employers will need to fill in all the necessary information 
through the website and upload any additional proof or 
documentation. The information that will be required in 
order for an employer to request an unemployment appeal 
online includes:

The type of appeal — the Notice of Deputy’s 
Determination or Decision of Appeals 
Examiner.

The employer’s name.

The date of the determination mailing.

The point of contact for the appeal including 
the telephone number of the contact.

The name of the claimant

The claimant’s Social Security Number.

The reason for the appeal.

If filing after the final due date, the reason why 
the appeal is later.

To access the online resource for employer appeal filing, 
click here. An employer will also have the decision to file 
an unemployment appeal by mail. If filing by mail, the 
employer can respond to the Notice of Determination by 
sending the requested information to: 

The Virginia Employment Commission

Office of First Level Appeals, Room 124
P.O. Box 1358 
Richmond, VA 23218-1358

The Notice of Determination will provide the instructions 
and information required to file an appeal by mail. 
Additionally, an employer can also choose to file an 
appeal by fax, which will require the same information 
as filing by mail, plus the employer’s Social Security 
Number. The appeal may be filed by fax at 804-786-8492. 
No matter which way an employer chooses to submit 
his or her request to appeal, it must be postmarked no 
later than the last date for the appeal. Employers should 
maintain an updated address with the VEC at all times in 
order to avoid missing any important notices or updates 
regarding the appeal process. Any additional paperwork 
or documentation that can help an employer contest the 
determination made by the VEC should also be included 
when the appeal is filed.

After the Unemployment Compensation Employer 
Appeal 

Once the appeal request is approved, the Virginia 
Employment Commission (VEC) will schedule a hearing in 
order for each the employer and employee to present his or 
her claim. The unemployment claim appeal hearing will be 
the opportunity for the employer to provide testimony under 
oath and arrange for any witnesses or documentation that 
can support the appeal. The Appeals Examiner will record 
the testimony provided throughout the hearing in order to 
make a fair and accurate determination of benefits. The 
employer may hire an attorney to represent him or her at 
the appeal hearing. Obtaining an attorney for an appeal 

https://www.vec.virginia.gov/employers/appeals
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hearing, however, is the responsibility of the employer. 

An employer should understand that the purpose of the 
hearing is to collect as much information as possible to 
support the claim for benefits. This means that not only 
will the employer be able to submit testimony, but he or she 
will also be able to question any witness who is testifying 
against the employer. After both sides present the facts to 
the Appeals Examiner, a written determination of benefits 
will be provided to each party.

Even after the Appeals Examiner makes a final written 
determination of benefits and an employer disagrees, a 
Commission Appeal may be filed. The Commission Appeal 
must be filed within a specific period of time specified in 
the Appeals Examiner’s determination. If an employer does 
not request another hearing within 14 days from the date 
the appeal notice is mailed, then the information obtained 
within the Appeal Examiner’s hearing will be used by the 
Commission in order to make a determination. Employers 
who have concerns regarding the unemployment appeals 
procedure can contact the Clerk of Commission in Virginia. 
For first-level appeals, the telephone number is (804)786-
3020. For Commission Appeals, the telephone number is 
(804)786-4140.

How to File Unemployment Taxes in 
Virginia as an Employer
Filing unemployment taxes in Virginia as an employer 
is an important component of owning a business. 
Many employers in Virginia begin a business with no 
prior knowledge of how to file unemployment taxes. 
The purpose of unemployment tax filings is to help the 
workforce agencies who strive to protect employees 
against job loss in Virginia. Unemployment taxes paid by 
employers are filed on a quarterly basis and based on a 
taxable wage and specific tax percentage established by 
the Virginia Employment Commission (VEC). While there is 
not a written unemployment tax guide for employers, there 
are many resources that can be helpful in establishing how 
to file unemployment tax. To learn about unemployment 
insurance taxes and how to file them, read the sections 
below.

What is the unemployment tax in Virginia?

Unemployment tax in Virginia is a mandatory tax paid by 
employers for all eligible employees within their company. 
Filing unemployment taxes is necessary for all business 
owners with employees, even if only one employee exists 
on payroll. Many employers wonder if small businesses 
are exempt from paying unemployment tax. However, the 
answer does not depend on the number of employees 
within a business but rather on the taxable wages that 
an employee earns. For instance, the taxable wage base 
in Virginia is $8,000, which means that the first $8,000 in 
wages that are made by an employee are taxable. Even 
if the employee works part-time, the hours do not count 
toward determining unemployment tax. The employer will 
need to pay the unemployment tax on this wage base on 
a quarterly basis, using the predetermined percentage 
established by the Virginia Employment Commission 
(VEC).  

Every employer will be assigned an unemployment 
tax rate by the VEC, which will determine how much in 
unemployment taxes he or she will need to pay for each 
employee. There are two types of unemployment tax rates 
in Virginia, the base tax rate and the experience rate. The 
initial base tax rate for unemployment in Virginia starts 
at 2.5 percent, which is generally what new employers 
will be assigned as their base tax rate. There are many 
factors that can contribute to an unemployment tax 
rate increasing or decreasing, such as account history, 
circumstances surrounding employment, building charges 
and more. The base tax rate can only be applied when an 
employer has wages for a minimum of 12 full months for 
the period, for a fiscal year from July 1 to June 30 and have 
had an account established prior to the calculation period. 
In order for an employer to be provided with an experience 
unemployment tax rate, the benefits charged against the 
account from the taxable wage amount for a period ending 
on June 30th of the year prior will be factored. In addition, 
information of previous unemployment taxes and wages 
up to four years prior will also be used to determine the 
experience unemployment tax rate.

How to File Unemployment Tax in Virginia

Employers have various options for filing unemployment 
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taxes each quarter. Filing unemployment taxes online 
is the quickest, most straightforward approach. Online 
unemployment tax filings also allow employers access 
to filing services 24 hours per day, seven days per week. 
Employers who prefer to use the web option will have the 
chance not only to file unemployment taxes through the 
system, but also to pay unemployment taxes. In order to 
file unemployment taxes online, employers can use the 
Business iFile system as long as they have fewer than 100 
employees. This system allows employers the chance to 
pay the Employer FC-20 Tax Reports as well as Employer 
FC-21 Payroll Reports all in the same place. Also, online 
unemployment tax filing allows employers the ability to 
schedule payments for a future date. The Business iFile 
system can be accessed by here.

Employers who have more than 100 employees will need 
to file unemployment taxes online in Virginia through Web 
Upload. This service allows employers to upload a single file 
online, which goes straight to the VEC. Employers can use 
the provided spreadsheet or their own Excel spreadsheet 
to upload unemployment tax information into the system. 
Web Upload is a free online tool and will require first time 
users to register for an account. To access the Virginia Tax 
Web Upload, click here.

Employers who choose not to file online will have the option 
to submit unemployment taxes by printing and mailing a 
copy of the Employer FC-21 and Employer FC-20 reports, 
otherwise known as the Quarterly Payroll Report and the 
Quarterly Tax Report. An employer will need to download 
the files and print them out to manually enter each piece of 
information every quarter. Both reports are web-enabled, 
which means an employer can fill out the information 
online and print it out to mail. Applicants who are looking 
for either of the Quarterly Payroll Report and the Quarterly 
Tax Report for employers may find them here click here.

Consequences for Not Completing Unemployment Tax 
Filing in Virginia

Employers who fail to file unemployment tax reports 
or who fail to pay unemployment tax in Virginia will be 
subject to penalties and consequences from the Virginia 
Employment Commission (VEC). The penalty for failure to 
file or late filing can range from financial fees to an increase 

of the maximum base tax rate. All employers should be 
aware of the deadline dates for filing unemployment tax 
in Virginia. These are April 30th, July 31st, October 31st 
and January 31st. Filing unemployment taxes later than 
the assigned deadline will result in a minimum $75 penalty. 
Even if an employer does not have wages to report or 
unemployment tax to pay, filing will still be necessary. 
Another severe consequence of late unemployment tax 
filing or failure to pay delinquent taxes is employers being 
assigned the maximum base tax rate of 6.2 percent the 
following calendar year. 

Veteran Employment Assistance 
Programs in Virginia
Veteran employment assistance programs in Virginia are 
offered in order to help those who served in the military to 
transition back to a successful civilian life. There are many 
different veteran employment programs and job training 
services offered to ex-military personnel in Virginia. Any 
former U.S. military service member seeking to transition 
back into civilian life, pursue a post-secondary education 
or begin a new career can use the veteran services 
available to them in the state. Many veterans can pursue 
a career field of their choosing, especially with the help of 
employment services in Virginia. A majority of the veteran 
employment and job training programs are offered free 
of charge. Read on to learn about the different programs 
available in Virginia and how to apply to them.

https://www.business.tax.virginia.gov/VTOL/Login.seam
https://www.webupload.tax.virginia.gov/user/login
http://www.vec.virginia.gov/employers/VEC-FC-2120


Virginia Employment Commission Guide | 39

What are veteran employment programs in Virginia?

For veterans in Virginia who are looking for employment 
assistance or job training programs, there are a variety 
of options available to choose from. Veterans who use 
the employment services offered in Virginia can find 
career counseling, job placement, employment search, 
apprenticeship options and more. Veterans can use the 
skills and training used in the military in order to transition 
successfully into a place of employment. A few of the 
most popular employment programs in Virginia that can 
help veterans transition include:

Veterans Education Transition & Employment 
(VETE)

Virginia Transition Assistance Program (VTAP)

Credits2Careers

Onward to Opportunity in Partnership with the 
Veterans Career Transition Program (O2O-
VCTP)

Virginia Workforce Connection (VAWC)

VAforVETS

The Veterans Education Transition & Employment (VETE) 
program aims to help veterans gain employment through 
post-secondary education options. Veterans can achieve 
training, certification and even post-secondary degrees 
though the help of VETE. Virginia colleges and universities 
work in conjunction with this program in order to find G.I. 
Bill-approved opportunities for post-secondary paths. To 

access the VETE program, click here.

The Virginia Transition Assistance Program (VTAP) helps 
veterans and the spouses of veterans to transition into 
civilian life. This VTAP employment program offers peer-
to-peer support in order for veterans to receive referrals for 
employment, connections to veteran-seeking employers, 
opportunities to pursue education, entrepreneurship and 
more. VTAP is one of the most popular resources for 
veterans in Virginia, as it is easy to use and free to join. To 
access the VTAP resources, click here.

For veterans who wish to pursue a post-secondary 
education but do not know where to start, Credits2Careers 
can help. Credits2Careers is a program created for 
veterans in order to evaluate the trades, skillsets and 
learning opportunities gained through military service and 
determine how those translate into a college or university 
degree. Colleges and universities within the Virginia 
Community College System aid in the evaluation so that 
military veterans do not need to start from zero if they 
choose to go back to school. Many of the trades learned in 
the military easily translate into college credits or courses. 
To access the Credits2Careers website, click here.

Onward to Opportunity in Partnership with the Veterans 
Career Transition Program (O2O-VCTP) is a veteran 
employment program that provides the necessary 
resources to help empower transitioning service personnel. 
The O2O-VCTP is not only available to veterans in Virginia 
but also to their spouses and family members as well. 
O2O-VCTP connects veterans with hiring employers 
that are searching for qualified candidates to fill open 
positions. The O2O-VCTP program offers career training to 
service members who qualify for up to six months prior 
to their civilian transition date. In order to apply for the 
O2O-VCTP program, applicants must complete a personal 
assessment to pursue a specific training plan based on 
prior military experience, civilian career paths that are of 
interest and post-military goals. To access and apply for 
the O2O-VCTP program, click here.

The Virginia Workforce Connection (VAWC) is not 
solely geared toward veterans, as it is the place for all 
employment and labor information in Virginia. However, 
there are specific services in the VAWC that are provided 

https://www.dvs.virginia.gov/education-employment/
https://www.dvs.virginia.gov/education-employment/virginia-transition-assistance-program-vtap/
https://www.credits2careers.org
http://onward2opportunity-vctp.org/the-program/
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only to veterans. A veteran can simply create an account 
and have the chance to browse different employment 
options available, as well as search specialized services 
and job training programs that are specifically intended for 
military veterans in Virginia. To access Virginia Workforce 
Connection, click here.

VAforVETS is a comprehensive job training program 
available for veterans that provides a wealth of information 
in order to assist in job placement. VAforVETS offers virtual 
job training, online business courses, writing courses, 
career counseling and more. Using the VAforVETS 
programs is free for veterans but may require the veteran 
to sign up through the Talent Management System for the 
U.S. Department of Veterans Affairs (VA). The programs 
offered through VAforVETS can help grow and build a 
veteran’s experience in order to help him or her pursue a 
new career path within civilian life. To visit the VAforVETS 
program, click here.

Eligibility Requirements for Virginia Veteran Employment 
Programs

Depending on the veteran employment program, eligibility 
qualifications may vary. While there are many different 
veteran programs that are free to use with few eligibility 
requirements, some programs may require an application 
or program registration. For example, the Virginia 
Workforce Connection (VAWC) program offers free access 
to all veterans who wish to gain information about any of 
the various employment and job training services available. 
However, the Onward to Opportunity in Partnership with the 
Veterans Career Transition Program (O2O-VCTP) requires 
an application to be submitted in order for the veteran or 
veteran’s family member to be evaluated first. In addition, 
the Credits2Careers program will also require information 
in advance before a veteran can be evaluated fully. In 
general, depending on the veteran employment program, 
there may be other qualifications for eligibility.

Social Security Retirement Benefits for 
Seniors in Virginia
Virginia workers older than 62 may be eligible for Social 
Security retirement benefits. These cash payments are 
provided by the federal government and are designed to 

provide continual income for people who have retired after 
a minimum number of years in the workforce. The amount 
received will be determined by several factors, including 
your average wages during your working years and the age 
at which you apply. To learn about Social Security benefits 
for seniors, review the following sections.

Senior Social Security Retirement Eligibility

Two factors determine your eligibility to receive Social 
Security retirement benefits: your age and the amount of 
time you worked in positions that required you to pay Social 
Security taxes.  While your full retirement age is based 
on your year of birth, you are first eligible for retirement 
payments when you are 62. The minimum amount of time 
worked to be eligible for benefits is measured in credits, 
and the number of credits you have depends both on 
the amount of time you have worked and the wages you 
earned while working. You must have a total of 40 credits 
to be eligible for Social Security retirement benefits. If you 
worked prior to 1978, you received one credit for every 
three-month period in which you earned $50, for a total 
of 4 possible credits per year. After 1978, you earn credits 
on a yearly basis, and the number of credits you receive is 
based on your wages earned in the entire year. To earn 1 
credit, you must have earned $1300, and to earn the entire 
4 credits possible per year, you must have earned a total 
of at least $5200. 

Payment Amounts for Senior Social Security Benefits

The amount of money you will receive each month is 
based on several factors, the largest of which is the 
average wages you earned during your working years. The 
second largest determining factor of your monthly benefit 
amount is the age at which you choose to retire. Because 
your Social Security funds will be distributed over a longer 
period of time, if you choose to begin receiving retirement 
benefits when you are 62, you will receive a lower monthly 
payment amount for the entire time you receive benefits. 
Conversely, you may defer Social Security retirement 
benefits until age 70, which will likely result in a higher 
payment amount for the remainder of your life. 

You will be able to receive the entire monthly amount 
owed you at your full retirement age. Because recent laws 

https://www.vawc.virginia.gov/vosnet/Default.aspx
https://www.vaforvets.va.gov/vaforvets/va-employees/resources/Pages/Training-and-Resources.asp
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have affected the amount of funding available for Social Security and because the life expectancy of adults in the U.S. has 
increased, the age of retirement has been raised corresponding to your birth year. Following is a table to help you determine 
your full retirement age based on your year of birth and how much of a reduction you would take if you retired at age 62. Please 
note that if you were born on January 1st, you should use the previous year as your year of birth. 

Birth Year Full Retirement Age
If Applying at 62, Benefits 

Reduced By:

1937 or before 65 20%

1938 65 and 2 months 20.83%

1939 65 and 4 months 21.67%

1940 65 and 6 months 22.50%

1941 65 and 8 months 23.33%

1942 65 and 10 months 24.17%

1943-1954 66 25%

1955 66 and 2 months 25.83%

1956 66 and 4 months 26.67%

1957 66 and 6 months 27.50%
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1958 66 and 8 months 28.33%

1959 66 and 10 months 29.17%

1960-present 67 30%

Your monthly Social Security payment also varies based on the number of dependents you declare. Any children or dependent 
grandchildren that you claim on tax returns should be reported when applying for Social Security benefits. Your monthly 
payment may increase or decrease over time due to evolving Social Security laws, cost-of-living adjustments and changes to 
your dependent status. 
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How to Apply for Senior Social Security Benefits 

You can apply for Social Security retirement benefits 
online, by phone or in person at your nearest Social 
Security Administration (SSA) office. Regardless of how 
you choose to apply, you will be required to provide the 
following information: 

Your full legal name, date of birth and place of 
birth.

Records of your marriages and divorces, 
including:

The name and date of birth of your current 
spouse.

The name of previous spouses if the 
marriages lasted for longer than 10 years or 
ended in death. 

The beginning and ending dates of marriages.

The location where the marriages took place.

The branch, type and dates of any military 
service. 

Details about your employer including the beginning and 
ending dates of your employment and wage information 
for the current year and the previous two years. This 
information is available online in your Social Security 
Statement.

Details about your business type and net income for this 
year and the previous two years if you have been self-
employed. You can also find this information online in your 

Social Security Statement. 

Your banking information, including account type, number 
and routing number to establish electronic direct deposit 
of your payments. 

You can complete the entire application for Social Security 
retirement benefits online. You may also apply for benefits 
over the phone by calling 1-800-722-1213. If you are deaf 
or hard of hearing, you may call the TTY number at 1-800-
325-0778. You can utilize this option any time between the 
hours of 7:00 a.m. and 7:00 p.m. 

You can also apply in person at any Social Security 
Administration office. If you are out of the country when 
you elect to apply for retirement benefits, you should 
contact the nearest Social Security office, U.S. Embassy 
or consulate.

Additional Benefits of Social Security Retirement 
Programs in Virginia 

When you become eligible for Social Security retirement 
benefits, you also become eligible for Medicare. Even if 
you delay receipt of Social Security payments, you are 
encouraged to apply for Medicare coverage when you turn 
65 to avoid a delay in benefits and associated penalties 
when you do apply. 

In addition to the benefits available you when you apply 
for Social Security retirement payments, other individuals 
in your household may draw benefits as well. If you are 
married and your spouse is not receiving Social Security 
payments, he or she may be eligible to receive a monthly 
payment of up to 50 percent of your total monthly payment. 
Dependent children and grandchildren are also eligible 
for payments up to 50 percent of your monthly payment. 
These payments will continue for the life of your spouse 
and until your dependents become ineligible due to age 
and have no impact on the amount of the payment you 
will receive. 

The Virginia Workforce Connection 
(VAWC)
If you become unemployed in Virginia you are eligible for 
several services through the Virginia Workforce Connection 

https://www.ssa.gov/myaccount/
https://www.ssa.gov/myaccount/
https://secure.ssa.gov/iClaim/rib
https://secure.ssa.gov/ICON/main.jsp
https://secure.ssa.gov/ICON/main.jsp
https://www.ssa.gov/foreign/
https://www.ssa.gov/foreign/
https://secure.ssa.gov/iClaim/rib
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(VAWC). This service is part of the Virginia Workforce 
Network and supports workers in finding positions and 
employers in finding qualified applicants. Through the 
VAWC, you can access unemployment benefits, training 
programs and resources to assist you in finding a new job. 
The VAWC may also be an avenue through which you can 
get supplemental services for your family during hardship 
due to unemployment. Eligibility for and availability of 
services through the VAWC are discussed in more detail in 
the following sections. 

What is the Virginia Workforce Connection (VAWC)?

The Virginia Workforce Connection (VAWC) is a partner 
of the Virginia Workforce Network and supports the 
activities of the Virginia Employment Commission (VEC). 
This online, self-service system was created to support 
workers in finding new opportunities after unemployment 
and assist employers in finding qualified workers in a cost-
effective and convenient way. The VAWC also provides a 
vast array of workforce development resources to support 
in retraining or finding additional education for those 
working toward employment. 

When you register for the Virginia Workforce Connection, 
you are granted additional benefits from the state. Though 
the primary benefit offered through the VAWC portal 
is unemployment insurance, there is a variety of other 
services available when you are unemployed. These 
services range from job search assistance to educational 
aid to support for your family while you look for work. 

Getting Involved in the Virginia Workforce Connection 
(VAWC)

You are automatically eligible for the Virginia Workforce 
Connection (VAWC) if you lose your job, but you must 
complete registration for the program through the VAWC 
website. If you do not have a computer or Internet 
connection, you can get assistance enrolling in the 
program at any Virginia Employment Commission office. 
It is important that you complete this registration as soon 
as possible after you become unemployed to prevent any 
delay in your benefits. 

Virginia Workforce Connection (VAWC) Services

The primary benefit available through the Virginia Workforce 
Connection (VAWC) portal is an enhanced connection to 
job search resources and employment listings. The VAWC 
online job search system provides multiple methods by 
which to search for new positions. You can search for 
new jobs by keyword, employer, education level or skills 
required. You can also set an automatic search based 
on these criteria and be alerted to jobs that meet these 
requirements when they are posted.

An additional benefit to the job search platform available 
through the VAWC website is that employees of the 
VAWC continually prescreen the profiles and applications 
submitted for government and civil service positions. 
If you have registered for the job search platform, your 
application and resume will be considered for any positions 
for which you are qualified. 

You are also eligible for resume and interview services 
through the Virginia Workforce Connection. When you 
register for an account on the VWAC website, you are 
granted access to a variety of materials, including resume 
templates and common interview procedures. Just as you 
will use the VAWC portal to find jobs, employers will use 
this site to review resumes and find applications for open 
positions. 

Educational Resources Through the Virginia Workforce 
Connection (VAWC)

Another important benefit offered through the Virginia 
Workforce Connection (VAWC) is a selection of resources 
for finding education and training opportunities. You 
can search the database of labor statistics to view the 
educational and training requirements, wage information 
and career outlook for positions and industries that fit your 
experience. Through these searches, you can find options 
for completing your high school education, opportunities 
for higher education and information regarding trade 
schools or technical schools. 

In addition to providing links to the Federal Student 
Aid and the Direct Loan programs, the VAWC supports 
the implementation of the Workforce Innovation and 
Opportunity Act, which provides one-stop career services 

http://www.vec.virginia.gov/employers/post-a-job-or-find-a-candidate/register-workforce-connection
http://www.vec.virginia.gov/employers/post-a-job-or-find-a-candidate/register-workforce-connection
http://www.vec.virginia.gov/vec-local-offices
https://www.vawc.virginia.gov/jobbanks/default.asp?p=0&session=jobsearch&geo=
https://www.vawc.virginia.gov/vosnet/registration/ind/QuickRegistration.aspx?enc=Co3ZaADL4GcOcnF5kMiKOPXpJgK34Ss+AWGSgboIuZc=
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for those out of work in each state. In Virginia, you can also 
participate in the Trade Adjustment Assistance program, 
which provides support to workers who have been out of 
work due to little need for their services to retrain in areas 
of high need. 

The VAWC also provides links to online educational 
resources. These range from primary and secondary 
education to open courseware offered through major 
universities across the country. You can also improve your 
workplace skills online by taking online courses on popular 
topics like computer technology, writing, leadership, math 
and money management. 

Social Services Through the Virginia Workforce 
Connection (VAWC)

When you register for the Virginia Workforce Connection 
(VAWC), you are eligible for a variety of services while 
unemployed. The first of those is financial planning 
services. It can be difficult to adjust a budget to the funds 
available through unemployment. Financial planning 
services can help develop a spending strategy that will 
allow for the best use of your money. 

When you have established a picture of your financial 
situation, you can also apply for various social services 
based on your employment and income status. While these 
services are not provided through the Virginia Workforce 
Connection (VAWC) you can access information and 
applications for social services through their website. 

These services can provide needed support for you 
and your family while you are unemployed. There are 
services available for health and medical needs, as well as 
programs for families and children, including assistance 
in finding and affording childcare. If there are legal issues 
surrounding your unemployment, you may access legal 
assistance to obtain reparations.

You can also find information on how to best support 
yourself and your loved ones if you become unemployed 
while you are the caregiver of a disabled or elderly loved 
one. These resources expand to support you if you are 
disabled or become disabled. You can also find information 
regarding volunteer opportunities that can bolster your 
skills and provide experience in a variety of fields. 

The Work Opportunity Tax Credit 
(WOTC) in Virginia
The Work Opportunity Tax Credit (WOTC) is a federal tax 
credit intended to incentivize employers to hire specific 
target groups of people. These target individuals are 
identified as belonging to groups that have faced difficulties 
obtaining employment on a consistent basis. Under the 
program, employers receive tax relief for a percentage 
of their employees’ wages if those employees belong to 
a target group. This tax credit applies to new hires only. 
Employers cannot claim a tax credit for hiring an employee 
who has previously worked with them. Employers should 
also not submit false information in order to obtain a WOTC, 
as this is a crime and may result in a fine or incarceration 
in prison. 

The Benefits of Participating in the WOTC Program

The Work Opportunity Tax Credit (WOTC) provides 
benefits for both employers and employees. Employers 
have the opportunity to receive relief from tax burdens 
for hiring target group individuals. Employers may earn 
between $1,200 and $9,600 in credits. They may hire as 
many target-group individuals as they wish, but there is a 
maximum amount of credits they may earn.

The tax credit generally equals 25 percent or 40 percent 
of the employee’s first-year wages, depending on the 
amount of hours he or she works during the year. The 
maximum amount of credits depends on the particular 
target group of the employee and the number of hours 
worked. Information about maximum tax credits for each 
target group is available here. Additionally, this calculator 
can help employers calculate their tax credits. Employees 
from target groups benefit because they are given 
greater opportunity to secure employment despite facing 
significant barriers. The program helps these individuals 
gain economic independence by making it easy for them 
to find a job.

How to Get Involved in the WOTC Program

There are two main methods to apply to the WOTC 
program: by mail and online.

To apply by mail, the employer should have the new target-

https://www.vawc.virginia.gov/vosnet/Default.aspx
https://www.doleta.gov/business/incentives/opptax/benefits.cfm
https://www.doleta.gov/business/Incentives/opptax/spreadsheets/calculator.xlsx
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group employee fill out and sign the first page of the IRS Form 8850. This page should be completed and signed by the 
employee before a job offer is extended. The employer should then fill out and sign the second page of the 8850 form after 
officially hiring the target-group individual. Handwritten, original signatures are required for all forms. Copies or electronic 
signatures are not acceptable.

Next, the employer should complete an ETA Form 9061 or ETA Form 9062. The employer should mail the completed IRS and 
ETA forms to the following address:

Virginia Employment Commission
WOTC Program - Room 209
P. O. Box 1358
Richmond, VA 23218-1358

There is a 28-day deadline for mailing these signed and completed forms after the employee begins work. If employers do not 
mail these forms within 28 days, they cannot receive the WOTC and the application will be rejected. 

To apply online, the employer will need an account on the Virginia Work Opportunity Tax Credit System. He or she will then 
need to sign the same forms as with the mail-in method (the IRS 8850 and ETA 9061). Completion of additional documents 
may be required. After creating an account and submitted all required forms, the employer can log in at any point to check the 
application status or to update application information.

Eligibility

In order for employers to be eligible to receive the WOTC, they must hire individuals from at least one of 10 target groups. 
These target groups are shown below:

Target Group Important Notes

Veterans

Must be in a family that has received SNAP benefits 
for three months out of the 15 before being hired OR 
be eligible for service-related disability compensation 
(and be hired within a year of active duty) OR have 
been out of work for six months 

SNAP Recipient

(18-39 years old)

A member of a household that has received food 
stamps for six months leading up to the hiring or at 
least three out of the five months before the hiring 
date 

https://www.irs.gov/pub/irs-pdf/f8850.pdf
https://www.doleta.gov/business/incentives/opptax/PDF/ETA_Form_9061_English_FINAL_11_(expires_January_31,2020).pdf
https://www.doleta.gov/business/incentives/opptax/PDF/ETA_Form_9062_FINAL_(exprires_January_31,2020).pdf
https://wotc.vec.virginia.gov/
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Designated Community Resident

(18-39 years old)

This individual’s residence must fall within a 
Rural Renewal County or Empowerment Zone, as 
determined by the federal government

Ex-Felon
Anyone who has been convicted of a felony and is 
hired within one year of being released from prison or 
being convicted

Long-term Temporary Assistance for Needy 
Families (TANF) Recipient

A member of a household that has received TANF 
benefits for 18 straight months OR whose TANF 
eligibility has ended within the past two years because 
the household has reached the maximum amount of 
time receiving benefits allowed by law

Short-term TANF Recipient Any person whose household has received TANF 
benefits for nine out of the past 18 months before 
the hiring date

Vocational Rehabilitation Referral

A person with a disability who has participated in 
rehabilitation services from the U.S. Department 
of Veteran Affairs (VA), the Employment Network 
(Ticket to Work program) or a state-certified agency 
(must have completed or be completing the service)

Qualified Long-Term Unemployment Recipient
Anyone who has been unemployed for at least 27 
straight weeks before the hiring date and received 
unemployment compensation during some of that 
time

Summer Youth Employee

(16 or 17 years old)

A youth living in an Empowerment Zone and working 
for the employer between May 1 and September 15
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Supplemental Security Income (SSI) recipient Any person who has received SSI benefits for a full 
month, with the end of that month falling during a 60-
day window before the hiring date

Employers are credited 25 percent of the first-year wages of target group employees who work between 120 and 400 hours. 
If the same employees work more than 400 hours, the employer is credited 40 percent of the employee’s wages. For the 
second-year wages of long-term TANF recipients, the employer may be credited up to 50 percent. Second-year tax credits are 
not available for any other target group. To receive the Summer Youth Employee credit, the youth must work at least 90 days.
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Wrongful 
Termination in Virginia

Under state and federal laws, workers are protected from 
termination because of discrimination based on certain 
identities and characteristics. As a worker in Virginia, you 
cannot be terminated because of your age, sex, disability, 
religion, race, veteran status or national origin. You can also 
not legally be terminated in retaliation for filing a complaint 
with the Occupational Safety and Health Administration or 
for reporting illegal or unethical action to the company or 
to appropriate authorities.

Virginia is an at-will employment state, which means that 
your employer is not legally obligated to give you a reason 
for termination and may fire you at any time as long as 
discrimination or retaliation is not suspected. If you have 
been fired and you believe the reason is discriminatory, 
you have a limited time in which to file a complaint with 
the Equal Employment Opportunity Commission if your 
employer has more than 15 employees or the Virginia 
Division of Human Rights if your employer has 14 or fewer 
employees. These agencies are charged with determining 
if wrongful termination occurred.

Legal and Illegal Termination in Virginia
Because Virginia is an at-will employment state, you can 
terminate your employment or be legally terminated for 
almost any reason or no reason at all. Unless discrimination 
or retaliation are suspected as reason for the termination, 
your employer may dismiss you from employment at any 
time without providing an explanation for the decision. As 
long as discrimination or retaliation do not play a role in 
the termination process, any employee may be subject 
to termination due to mass layoffs, reductions in force 
and facility closings. Illegal reasons for terminations 
are those in which discrimination based on certain 
protected identities and characteristics, such as age, sex, 

religion, race, disability, veteran status or national origin. 
Additionally, a termination that is based on retribution for 
filing a safety, discrimination, legal or ethical complaint is 
also illegal and should be investigated. 

Types of Legal Termination in Virginia

Virginia employment laws dictate that employers are not 
required to provide a reason for terminating employees 
and may do so at any time so long as the termination is 
not believed to be based on discrimination or retaliation. 
Virginia employers are only required to establish just 
cause for a termination if there is a time-specific contract 
established with the employee. Just cause is a legal reason 
for termination if the employees has:

Displayed negligence that shows a disregard 
or intent to harm the employer or the 
employer’s interests.

Displayed a pattern of absenteeism or 
tardiness.

Taken part in misconduct or disregard for the 
rules and standards set by the employer.

Failed a drug or alcohol test. 

Unsatisfactorily performed job-related duties 
and responsibilities.

https://www.eeoc.gov/
https://www.oag.state.va.us/programs-initiatives/human-rights
https://www.oag.state.va.us/programs-initiatives/human-rights


Virginia Employment Commission Guide | 50

Damaged equipment or property belonging to 
the employer.

Even those employees considered to be a protected based 
on personal characteristics may be subject to layoffs 
and reductions in force as long as they were not included 
because of those protected characteristics. 

Types of Illegal Termination in Virginia 

Any termination that is based solely or partially on 
characteristics protected under equal opportunity 
employment laws is considered to be illegal and can be 
investigated by the Virginia Division of Human Rights (DHR) 
and the Equal Employment Opportunity Commission 
(EEOC). Nearly all companies employing more than six 
workers are bound by these laws, including local, state and 
Federal government agencies, private-sector companies, 
labor organizations and employment agencies. 

Certain characteristics and identities are considered 
to be protected and cannot be used as grounds for any 
type of discrimination, including wrongful termination. A 
termination is considered illegal if:

You were terminated on the basis of your 
age if you are older than 40. Specific laws 
prohibit age discrimination playing a role 
in determinations surrounding layoffs or 
reductions in force. Unlike discrimination 
based on other characteristics, all age-
related wrongful termination complaints 
are investigated by the Equal Employment 
Opportunity Commission (EEOC). 

You were fired based on your sex, gender, 
gender identity, sexual orientation or 
pregnancy.

You were dismissed because of your race, skin 
color, religion or nation of origin. This includes 
being fired for taking time required for religious 
practices. 

You were terminated because of a disability 
or your relation to someone with a disability. 
Terminations are also considered illegal 
if you were terminated due to reasonable 
accommodations necessary to complete your 
job. 

You were terminated because of your status 
as a veteran or disabled veteran.

A termination is also wrongful if these characteristics 
are considered when determining criteria for layoffs or 
reductions in workforce. If there is reason to believe that 
this was the case in your termination, the employer must 
establish that policies exist to prevent such discrimination 
and provide rationale for the inclusion of people with 
protected characteristics in layoff groups.

Additional laws exist to protect you from retaliation or 
retribution based on a report of any wrongdoing you 
have witnessed regarding your employer. If you were 
terminated after making a good-faith report of legal or 
ethical wrongdoing, including discriminatory practices 
in employment policies, you may have a wrongful 
termination claim. These protections extend to you if you 
have taken steps to report wrongdoing or you participate 
in investigations into claims made by other employees. 

Reporting Illegal Termination in Virginia

The vast majority of employers in Virginia are required 
to adhere to the laws regarding equal opportunity for 
employment, but the agency investigating a wrongful 
termination claim may vary based on the type of 
discrimination involved in your termination and the size 
of your employer. If you were terminated in retaliation for 
filing a report of a safety violation, you should report this to 
the Occupational Safety and Health Administration (OSHA) 
by calling 1-800-321-OSHA (6742) or by filing a complaint 
online regardless of the size of your employer. 

If you were terminated because you are older than 40, 
you should file a complaint with the Equal Employment 
Opportunity Commission (EEOC) regardless of the 
number of employees your company has. If you were 

https://www.osha.gov/whistleblower/WBComplaint.html
https://www.osha.gov/whistleblower/WBComplaint.html
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discriminated against for any other reason on the protected 
characteristics list and your company has more than 15 
employees, you should also file your complaint with the 
EEOC. You can do this online, in person at your nearest 
EEOC office or by mail by sending a letter to OSHA. If you 
were terminated based on discrimination for any other 
protected characteristic and your employer has between 
six and 14 employees, you should report this to the Virginia 
Division of Human Rights (DHR).  

At-Will Employment and Exceptions in 
Virginia
At-will employment refers to a legal doctrine interpreting the 
work relationship between employers and their employees. 
Under the doctrine, either employers or employees may 
terminate a work relationship “at will,” meaning they may 
do so at any time and for almost any reason. This is a long-
standing doctrine in the United States. However, over the 
course of the past century, several exceptions to this rule 
have been accepted by various states in the country. The 
sections below discuss at-will employment is, explaining 
what it is and reviewing the major exceptions to this 
doctrine.

About At-Will Employment

Employment at will has been the default legal understanding 
of the work relationship between employers and employees 
since the late 1800s. Traditionally, employment was 
viewed as a balanced partnership that both employer and 
employee entered as equals. The view under the doctrine 
was that both had the right to terminate the working 
relationship whenever they wanted in the absence of a 
written, signed contract.

Eventually, however, as understanding of the 
importance of work to the lives of employees grew, 
some states found it necessary to protect the rights 
of employees to job security under certain conditions.  
Some exceptions to at-will employment gained traction 
in the 20th century in order to protect employees from 
unfair terminations. Often, terminations would meet the 
standards of the at-will employment doctrine but with 
questionable fairness to the employee. Thus, many states 
adopted exceptions to employment at will.

There are three major exceptions to at-will employment. 
These relate to:

Public policy.

Implied contracts.

Covenants of good faith.

It is rare that a state accepts all three exceptions. In fact, 
as of 2000, only six states adhered to all three: Alaska, 
California, Idaho, Nevada, Utah and Wyoming. Conversely, 
four states did not adhere to any of the three exceptions: 
Florida, Georgia, Louisiana and Rhode Island. The most 
commonly accepted exception is the public-policy 
exception. 

Major Exceptions to At-Will Employment

Public-Policy Exception

The public-policy exception to at-will employment is the 
most widely recognized of the three major exceptions. As 
of 2000, 43 out of 50 United States recognized public policy 
as a potential exception to the employment-at-will doctrine. 
The public-policy exception refers to the understanding 
that a termination of employment is wrongfully done if 
it violates clear and long-standing public policies of the 
particular state in which it occurs. For example, the public-
policy exception may apply if:

An employer terminates an employee for filing 
for workers’ compensation after an injury.

An employer terminates an employee who is 
not willing to break the law on the employer’s 
behalf.

https://publicportal.eeoc.gov/portal/ShowForm.aspx?templateId=129
https://www.eeoc.gov/field/index.cfm
https://www.osha.gov/html/Feed_Back.html
https://www.oag.state.va.us/programs-initiatives/human-rights
https://www.oag.state.va.us/programs-initiatives/human-rights
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An employee refuses to commit perjury on 
behalf of the employer and is terminated.

An employee shares the criminal activity of a 
co-worker with authorities and is terminated.

Most states that recognize the public-policy exception 
maintain that public policy is found in a state’s administrative 
rule, statutes or constitution. However, some states have 
broadened or narrowed this view. Other states do not 
recognize the exception at all. One such example is New 
York. Its highest court ruled that the unequal position of 
the employee in an employment relationship ought to be 
dealt with by legislators rather than judges. Other states 
that reject the exception include Florida and Georgia.

Implied-Contract Exception

Another major exception to at-will employment is the 
implied-contract exception. Although not as widely 
accepted as the public-policy exception, it is still accepted 
by the majority of states. The exception was recognized by 
38 out of the 50 states in the year 2000. 

The implied-contract exception comes into effect when a 
contract between an employer and employee exists but 
was not explicitly agreed upon. The contract is implied 
by oral or written promises provided to the employee. In 
states that accept this exception, the employee may have 
a case for an implied contract in such situations.

An example of an implied contract is when an employee 
is hired and receives a handbook that outlines a company 
policy not to terminate the employee as the employee 
continues to produce adequate work. These may be 
considered implied “terms” of the working relationship, 
seeming to offer conditions under which the employee 
may be terminated. Other types of implied-contract 
content may include assurances of job security or the 
explanation of specific standards or goals an employee 
must meet to maintain employment. Implied contracts 
may be interpreted from either written materials or the oral 
messages of a hiring manager or other person responsible 
for onboarding a new employee.

If an implied contract is established, the employer must 
abide by its terms. The employer may not ignore the implied 
contract. However, if the employer says or writes clear 
and specific waivers in a handbook or conversation, the 
implied-contract exception may not be valid. For example, 
even if a handbook makes reference to an employee not 
being terminated without “just cause,” this is not an implied 
contract if the handbook explicitly states that such words 
do not amount to contractual rights.

Covenant-of-Good-Faith Exception

The covenant-of-good-faith exception sees all employment 
relationships as being accompanied by a “covenant of good 
faith.” This means that no termination of employment may 
occur without fair treatment. This has been interpreted 
differently by different states. For example, some states 
interpret fair treatment to mean the employer may not 
terminated an employee unless there is “just cause.” Others 
interpret it to mean that no employer may terminate an 
employee with malicious motivation. 

In California, this exception was established and 
accepted after an employee had worked for 18 years at a 
company and was terminated. The court ruled that to be 
terminated “without legal cause” after an extensive length 
of employment should not be acceptable and violates a 
covenant of good faith. This third major exception is by far 
the least accepted of the three. Only 11 states — including 
Wyoming, California and Alaska — adhere to the covenant-
of-good faith exception. 
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Does virginia recognize any of the three major 
exceptions?

The state of Virginia does not recognize every major 
exceptions to at-will employment. In general, an employer 
may terminate an employee for any or no reason. However, 
Virginia does accept the public-policy exception. Therefore, 
if certain public policies are violated during a termination, 
such as an employee being fired after filing a safety 
complaint about a work environment, an exception to at-
will employment may be interpreted. Further, no employee 
may be terminated because of discrimination for factors 
like religion, sex, race, age, national origin or handicap.

How to File a Wrongful Termination 
Discrimination Charge in Virginia 
If you believe you have been terminated from your 
employment as a result of discrimination, you may be able 
to file a wrongful termination charge. You can file a charge 
with Virginia’s Division of Human Rights (DHR) or with 
the Equal Employment Opportunity Commission (EEOC). 
If you plan to file a wrongful termination discrimination 
charge with either agency, you should do so within a certain 
timeframe. In the sections below, you will learn about the 
process for filing a wrongful termination complaint and 
what you must do after filing.

Deadline for Filing a Charge

In general, you have 180 calendar days from the day the 
discrimination took place to file a wrongful termination 
charge. However, this deadline may be extended to 300 
days if there is a law against employment discrimination 
that is being enforced by a state or local agency. For the 
deadline to be extended for an age discrimination case, 
there must be a state law against such discrimination, 
and that state law must be enforced by a state agency. 
The deadline is also different (only 45 days) if you were 
employed are were applying for employment with a federal 
agency, although this timeline may be extended in some 
cases.

Note: Calculating the amount of time you have to file a 
wrongful termination charge is a complex matter. The best 
way to determine how long you have to file a charge is 
always to contact an EEOC field office and allow the staff 

to calculate your deadline for you.

When to File a Charge

There are many cases in which you should consider filing 
a Charge of Discrimination. For example, you may want to 
file a charge if you believe you were terminated based on 
any of the following factors:

Race

Religion

Skin color

National origin

Age

Disability

Genetics

Sex

This may include pregnancy, sexual orientation and gender 
identity.

The Charge of Discrimination is a statement attesting 

https://www.eeoc.gov/field/
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that your employer or other overseeing organization 
discriminated against you or terminated your employment 
as a result of discrimination during or around the period of 
your working relationship. Any characteristics protected by 
law may not be used as a basis for your termination, and 
if you believe they were, you may have a case for wrongful 
termination. If you are unsure whether a charge against 
your employer is in order, you can request an interview 
with an EEOC staff member to discuss the circumstances 
around the possible discrimination and to receive 
assistance in determining your next course of action.

How to File a Wrongful Termination Discrimination Charge

If you would like the EEOC or Virginia’s Division of 
Human Rights (DHR) to take action on your part after a 
termination you believe is discriminatory, you should file 
a charge. If your complaint involves an employer with six 
to 14 employees, it will be handled by the DHR. If there are 
more than 14 employees, the complaint will be handled 
by the EEOC, although jurisdiction for age discrimination 
cases varies slightly. You may visit either the EEOC or DHR 
to receive counsel on where to file your charge. Moreover, 
if you file with either agency, your charge will also be filed 
with the other, since there is a “worksharing” agreement 
between the two.

To file a complaint with the DHR, you may contact the 
Office of the Attorney General of Virginia:

In person or by mail at:

202 North Ninth Street 
Richmond, VA 23219 
By phone at (804) 225-2292 
By email at human_rights@oag.state.va.us 

To file a complaint with the EEOC, you will need to use 
the online, in-person or mail-in methods. You can file a 
wrongful termination charge online using the EEOC’s 
Public Portal. However, before you file a complaint online, 
you must submit an inquiry to the EEOC. After this initial 
inquiry, you will be interviewed by an EEOC official in order 
to determine whether you should file a charge or whether 
the EEOC is the proper agency with which to file your 
complaint. In the end, the decision to file or not file belongs 
to you. After the interview, you may visit the Public Portal 

and fill out the requested information to file a charge. 

Note: Filing an intake inquiry does not constitute a formal 
charge.

To file a charge in person, you should visit an EEOC field 
office. You may walk in to an office at any time, or you 
may schedule an appointment online or by phone. You 
will be given an interview during which you can explain the 
circumstances surrounding the possible discrimination, 
and if you decide to file a charge, the EEOC staff member 
will prepare the charge on your behalf and ask for your 
signature. Any information or documentation that you 
can provide to the EEOC about your termination, such 
as a notice of termination in writing or proof of your 
performance, will help the staff member prepare your 
charge more effectively. You may also want to provide 
contact information for someone who can attest to your 
discriminatory experience. 

It is not possible to file a charge over the phone. However, 
you may call 1-800-669-4000 to receive assistance 
regarding your situation and to learn how to take the next 
step to file a charge. You can, however, file a wrongful 
termination charge by mail. To do so, write and mail a letter 
to the nearest EEOC field office and be sure to include the 
following information:

Your name, address, email and phone number

The specific type of discrimination you believe 
you experienced (e.g., religion or age)

A description of when the discrimination 
occurred

A brief explanation of the discriminatory 
actions surrounding your termination

mailto:human_rights@oag.state.va.us
https://publicportal.eeoc.gov/portal/
https://publicportal.eeoc.gov/portal/
https://www.eeoc.gov/field/index.cfm
https://www.eeoc.gov/field/index.cfm
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The number of employees who work for the 
employer (if you have this information)

The employer’s name, address, email and 
phone number

A signature

If you do not sign the letter, your charge will not be 
investigated.

The Investigation Process After Filing a Discrimination 
Charge

After you have formally filed a charge, you may log into 
your account on the EEOC’s Public Portal at any time to 
check the status of your filing. Within 10 days, the EEOC 
will notify your employer that a charge has been filed. It is 
not possible to file a discrimination charge anonymously.

The EEOC will decide to either close the case if it does 
not appear to be possible to prove a violation of the law, 
suggest mediation or investigate the matter further. If 
you and your employer accept mediation, a mediator will 
work to help both of you come to a mutual settlement. If 
either of you rejects mediation or if mediation does not 
solve the dispute, the EEOC will request a response to the 
charge from the employer. This is called a “Respondent’s 
Position Statement,” and you may view it or even respond 
to it online. You should respond to the position statement 
within 20 days.

From there, the EEOC will investigate the charge fully. 
This may include interviews with you or the employer. At 
the end of the investigation, you and the employer will be 
informed of the EEOC’s determination. On average, these 
investigations take about 10 months. Mediation typically 
helps to resolve matter much more quickly.

Note: You cannot file a lawsuit in a court of law against your 
employer until after filing a wrongful termination charge 
with the EEOC. However, after the EEOC’s investigation into 

your charge is finished, you may request a Notice of Right 
to Sue if you wish to file a lawsuit against the employer.

 9 Reasons to Avoid Drinking Coffee at 
Work
Coffee is a popular staple in many workplaces, but that 
does not mean it is necessarily always a good idea to drink 
coffee at work. While you may think that drinking coffee 
at work is helping to keep you awake and alert, it might 
actually give you the opposite effect. Drinking coffee at 
work could also be causing, contributing to or exacerbating 
a host of other problems that can interfere with both your 
ability to perform your job and complete tasks thoroughly. 
Coffee may also have an effect on your long-term health 
and wellness. As you review the following nine reasons 
to avoid drinking coffee at work, consider trading out 
coffee with clean, pure water or fresh fruit juice. If you 
must continue drinking coffee at work, at least be aware 
of the risk factors to look for so that you do not regret that 
cup of coffee long after you have clocked out for the day. 
Healthier alternatives to coffee include hot apple cider, 
sparkling water, coconut water, tea, probiotic drinks, yerba 
mate and kombucha tea. 

1. Dehydration

The U.S. Department of Labor’s Occupational Safety and 
Health Administration (OSHA) advises against drinking 
coffee for workers in cold environments. The tannins 
in coffee are astringent and the caffeine in coffee is a 
diuretic, both of which dehydrate the body. Dehydration 
can exacerbate risk and severity of both hypothermia and 
hyperthermia. Additional dangers of dehydration include 
listlessness, rapid heartbeat and breathing, shock, delirium, 
unconsciousness, seizures, permanent brain damage and 
even death. 

2. Quitting Smoking

When attempting to quit smoking cigarettes, it is useful to 
avoid activities that are common triggers for your nicotine 
cravings. It is likely that if you both smoke and drink coffee, 
the act of drinking coffee can trigger the yearning to 
smoke. Whether you give in to this compulsion or resist it, 
the conflict this trigger poses to your objective of quitting 

https://www.osha.gov/
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smoking can cause you and sometimes your coworkers 
undue stress in the workplace. 

3. Central Nervous System Impairments

If completing work tasks at your best is important to 
you, coffee may not be the greatest tool to achieve your 
goal. The caffeine in coffee is a stimulant to the nervous 
system that can result in symptoms of dependence 
and withdrawal, as well as toxicity. The propensity for 
dependence and withdrawal creates a tug of war over your 
attention, focus and emotions that you must constantly 
navigate throughout your work day to keep from getting 
too far out of control. Possible symptoms of caffeine 
withdrawal include irritability, fatigue and headaches. The 
potential toxicity that caffeine can cause in the body may 
further impact your ability to think, act and react quickly 
and effectively. Jitteriness, nervousness and anxiety, all 
of which can be detriments at work, can also result from 
drinking too much caffeine. 

4. Increased Stress

Among the other central nervous system impairments 
that coffee can produce is an impaired ability to respond 
to stress, thereby exacerbating the symptoms of stress. 
Effects include changes in heart rate, blood pressure 
and the release of stress-related hormones like cortisol, 
norepinephrine and epinephrine. As found in a 2002 study 
in Psychosomatic Medicine, these effects can last for 
hours beyond the initial consumption of the coffee.

5. Poor Sleep

Coffee is not an acceptable substitute for sleep. Too much 
caffeine during the day can promote sleeplessness or 
restless sleep at night. The use of caffeine to stay awake 
creates a self-perpetuating cycle of poor sleep, followed by 
poor wakefulness. Adequate sleep supports learning and 
memory. Without it, both your short-term and long-term 
memory can be negatively affected, as well as your ability 
to learn new skills and apply them to your job performance. 

6. Digestive Distress

Coffee is associated with a number of digestive issues 
that are incompatible with unencumbered functioning 

at work. For example, a 1999 study in the Scandinavian 
Journal of Gastroenterology found that coffee can cause 
gastroesophageal reflux, also known as heartburn. Coffee 
has additionally been linked to gallbladder contractions, 
and therefore should be avoided if you have gallbladder 
stones. Inopportune colonic movement is also a side effect 
of coffee and is usually undesirable in the workplace. 

7. Germs

Research at the University of Arizona has revealed that 
as many as 90 percent of the mugs used in workplaces 
contain a coating of harmful germs. Furthermore, 20 
percent of these mugs contain actual fecal matter. Even 
if you have your own personal mug at work, if you are 
washing it in a communal sink using a communal sponge, 
you are exposing yourself, through the mug, to all the 
germs your coworkers are bringing into the workplace.

https://www.ncbi.nlm.nih.gov/pubmed/12140349
https://www.ncbi.nlm.nih.gov/pubmed/12140349
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8. Caffeine Tolerance

If, like so many people, you start out your workday with a 
cup of coffee, you could be slowly diminishing the ability 
for coffee, or caffeine in any form, to wake you up and help 
you stay alert. The morning time is when the body naturally 
releases cortisol to wake it up. Adding coffee on top of this 
natural energy booster responsible for helping regulate 
your body’s circadian clock interferes both with your body’s 
ability to regulate its circadian rhythms and coffee’s ability 
to help you stay awake and alert at any time of day. 

9. Special Risks

Certain people should not be drinking coffee at work or 
anywhere else. People who should avoid coffee at all times 
include people with high, low or irregular blood pressure, 
people with diabetes or trouble controlling their blood 
sugar and pregnant women or women who are nursing. 
If you fall into one of these categories and do not wish to 
do without coffee altogether, you should at least consider 
switching from regular coffee to decaffeinated coffee. 

11 Questions to Not Ask Your Potential 
Employer
If you have ever attended a job interview before, you 
probably know that the end of the session, you are given 
an opportunity to ask the interviewer questions. This 
is an important part of the interview process because 
the questions you choose to ask can demonstrate 
your knowledge and understanding of the industry, the 
company and the position you have applied for. You can 
also learn important information that you may use when 
deciding whether or not to accept a potential job offer. 
However, there are certain questions that, when asked at 
an interview, can give a bad impression to the interviewer. 
Any question that indicates you care more about your 
personal life or the money you will make rather than the job 
itself should be avoided. You should also avoid questions 
that may suggest you are ignorant about proper interview 
or company etiquette. Many of the following questions 
should not be asked until you have been provided a firm job 
offer or the subject has been raised by the hiring manager, 
while others should never be asked at all. 

What are the salary and benefit amounts?

Money-related questions are certainly important and 
worth asking, but not during the initial interview. This will 
bring attention away from your discussion of the job and 
your skills. You may also lead the interviewer to question 
whether you actually care about the job or just the potential 
salary. A question about compensation may also give the 
impression that you have assumed you will get the job, 
which can come across as arrogant. 

What are the minimum hours expected for this job?

Asking about the minimum hours may give the impression 
that you are seeking to work as little as possible. Employers 
are looking for someone who is enthusiastic about the job. 
You should also avoid making specific requests about the 
hours or schedule you will work. This will come up if and 
when you are offered the job. 

When can I take a vacation?

Asking about vacation days before you are even offered 
the job will send the definite message that you are not truly 
invested in the job itself. You may be able to inquire about 
this later in the application process. A good place to ask 
this question is perhaps when the subject of benefits or 
paid vacation is raised by the interviewer. 

When could I get promoted?

It can be a good idea to ask about how other employees 
have progressed in their careers at the company, perhaps 
asking the interviewer about his or her own career. However, 
specifically asking about when you will get promoted is 
not advisable. It can give the impression that you are not 
committed to the job you are actually applying for and will 
only be looking for an opportunity to advance your career. 

Why should I work for you?

You may want to ask this question to get an idea of how 
well you would fit into the company or because it seems 
to give an impression of self-confidence in your abilities. 
However, it is far more likely to come across as entitled 
and arrogant. You may even give the impression that you 
are not as familiar with the company as you should be. 
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Can I work remotely?

Remote work is quite common and many companies have 
some kind of remote work program that allows employees 
to complete some or all of their work from home. However, 
unless the job was advertised as a remote work position, 
asking this at an interview is not a good idea. You may be 
able to arrange to work some hours from home after you 
have been offered the job. 

Do you monitor internet and social media?

Many companies will look at potential candidates’ social 
media activity to get an idea of their personalities and 
interests and whether they will be good representatives 
for the company. Not all companies do this and not all 
companies monitor their employees’ internet or phone use 
at the office. However, asking whether or not the company 
does this seems suspicious and makes it look as though 
you have something to hide on your social media or know 
that you will be using your computer for personal reasons 
during work hours. 

Where would my desk or office be?

Making special requests as to where your workspace will 
be before you are even offered the job gives off a bad 
impression. Not only does it suggest an assumption that 
you will receive an offer, but also makes you seem as 
though you will be demanding and high maintenance if you 
are offered a job. If the company is serious about hiring 
you, it will often include a tour of the facility and office 
areas. 

Personal Questions

When given the opportunity to ask the interviewer 
questions, it is often a good idea to ask about his or her 
personal experience with the company, such as positions 
held, what he or she likes best about the company or what 
he or she is currently working on. However, questions 
about home or personal life leave a bad impression and 
will likely make the interviewer feel uncomfortable. 

Easily Researched Questions

Basic questions about the company, such as what the 
company does, should be avoided under all circumstances. 

These should have been researched before you attended 
the interview, and if you ask them, it indicates that you 
have not thought through your application for the position. 
Understanding who you may potentially be working for 
is crucial preparation work that you should do prior to 
sending in your resume or agreeing to an interview. 

Did I get the job?

This question, or even asking “Can I have the job?” might be 
something you feel you should inquire about at the end of 
an interview. This could be the result of anxiety or a desire 
to show how confident you are in your chances. However, 
a good interviewer will not answer these questions right 
away, as he or she will have other candidates to interview. 
This attitude might make the interview atmosphere 
uncomfortable and give the impression that you do not 
know how the hiring process is normally conducted. 

How to Research A Company Before an 
Interview
When it comes to interviews, research is key. In order to 
ace any sort of interview with a company, it is important 
to know a little bit about the business itself. Companies 
want to know that potential employees are invested in the 
company and are aware of what it does. Always be sure to 
read up on a business’s mission statement and the various 
work it is involved with. This relates to the interviewer that 
a potential employee is interested enough to do research 
and shows the potential worker is dedicated enough to 
take the time to look the company up. Unfortunately, 
not everyone knows how to research a company before 
going in for an interview. However, skipping this step can 
often cost the interviewee the job. With a few quick tips, 
a potential employee can complete an in-depth research 
session on a company and leave a lasting impression on 
the interviewer. 

Researching a Company Beforehand Is Important 

Sometimes, it may not be obvious why researching a 
company beforehand is important. In many cases, it 
reflects poorly on a prospective employee if he or she 
comes into an interview and has no idea what the company 
does. It shows a level of incompetence and disrespect to 
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the interviewer. Companies also want to know that the 
people they are hiring are capable of a certain degree 
of autonomy. In this day and age, time is money and 
companies do not have time to continually hold a new 
employee’s hand. Researching a company also allows 
for a prospective employee to formulate questions for an 
interview, which is recommended. 

A portion of the interview is saved for questions and is 
not simply included to fill time. The question portion is still 
part of the interview. Asking questions about a company 
reiterates to an interviewer that a prospective employee is 
paying attention and engaged in the conversation, which 
can make all the difference when attempting to make it to 
the next cut. 

Where to Start

General internet searches are a great place to start when 
researching a company. This can provide a few pages of 
information on a business. Any reputable company will 
already have some form of web page available. In many 
cases, even if there is not a general company website 
available, there should be contact information or a different 
redirect to a page to obtain more information. 

What to Research Before an Interview

Researching a company before an interview is important, 
but the most common question potential employees 
wonder about is what to research exactly. Companies 
that have been around for any length of time will have a 
wealth of information available for review. It does no good 
to waste time looking up extraneous information, so here 
are a few things anyone researching a company should 
look up:

The Company’s Mission

The company’s mission should be the first thing a potential 
employee looks up. This is the overarching reason a 
company is in business and often can tell a potential 
employee if his or her beliefs align with the direction of 
that company. A mission statement mentions company 
values and how it wants to be seen in the eyes of the 
public. Usually, a mission statement can be found on the 
company website. Mission statements can also help to 

visualize what it will be like working at these companies. 

The Interviewers

It may seem like crossing some lines, but researching 
the people conducting the interviews can be helpful 
for interviewees. In many cases, looking up who the 
interviewers are can reveal potential similarities and 
highlight what the strengths are of these interviewers. 
Many times, a potential employee can ask questions that 
fall into the interviewers’ specialty area and gain valuable 
first-hand insight into what it is like in that position or 
division. LinkedIn or a general web search can yield good 
results. In many instances, the interviewer may have some 
common interests with the potential employee, or they 
may have both attended or worked for some of the same 
places. Also, research the company CEO to get a sense of 
what is important to him or her. This attitude will almost 
always be reflected in the company. 

Company Achievements or Awards

Always check up on company achievements or awards. 
In many cases, awards are great indicators of long-term 
plans. If this bit of information works into the interview 
conversation, it shows the interviewer that the person they 
are interviewing has a keen interest in the company and is 
up-to-date with the most current benefits or recognition of 
the company. It goes a long way sometimes to mention 
something that benefits the company, but only if it works 
into the conversation. 
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Other Workers at the Company

Sometimes, it is beneficial to look up people who currently 
work at the company. Having insight on potential co-
workers can give an information on the types of people the 
company is looking for and, in some cases, can clue into 
what the dress code is, which is important for the interview 
as well. These workers may also have contributed greatly 
to the success of the company and be great resources in 
the future. 

Research the Industry

Always look into the industry a company identifies with. It 
may seem abstract, but it is a helpful bit of information to 
obtain. Industry often determines if a company will have 
to downsize in the future or not. Companies that are in 
stagnant or struggling industries may be hiring now but 
have to downsize later. When downsizing occurs, workers 
who are new or under-producing may be the first ones to 
go. On the other hand, if a company is in an industry that 
is thriving and continuing to grow in the projected future, it 
may offer long-term positions and quick promotions.  

Five Entry-Level Selling Jobs to 
Consider
If you are interested in sales, an entry-level sales job may 
help you to start moving down your chosen career path. 
Even if you only have a high school education, there are 
several sales jobs that may be available to you. However, 
some sales jobs do require college educations. When 
applying for sales positions, you must understand that 
many entry-level sales positions are quite basic in nature 
but may open doors for you to obtain better positions in 
the future. According to the Bureau of Labor Statistics, 
wholesale and service sales positions are likely to offer 
you the best chances of job stability and advancement, 
while retail sales jobs are beginning to disappear due 
to online sales, making the job market smaller and job 
security questionable. However, a sales position, whether 
temporary or permanent, offers the benefits of knowledge, 
experience and networking, as well as other potential 
attributes you may enjoy, such as schedule flexibility. 
Below is a list of five entry-level jobs to consider, including 
the benefits and limitations you can expect from such jobs.

Commission-Based General Sales Positions

There are many commission-based entry-level general 
sales positions that may be available to you. An example of 
such a job includes vehicle sales. The benefit of accepting 
a commission-based position is that your earnings are 
primarily limited only by your own efforts in most cases. 
When you sell more of the item or service you are expected 
to sell, you make more money. The drawback of this type 
of position is that you will not have any guarantee that 
you can make a particular number of sales in a given time 
period, meaning that you will have to take care to set aside 
money to cover your expenses during slow sales periods. 

If you are considering applying for a commission-
based sales position, you must first verify several points 
regarding the position in question. Check to see if the 
position is commission-based only or if you will be paid a 
small salary in addition to the commission. Then, verify the 
percentage of each sale you will be allowed to keep as your 
commission. Additionally, ask if there is a cap to how much 
you can earn in commissions during a given time period 
and what will happen if you reach the earnings cap. If the 
answers to these questions are satisfactory, make further 
inquiries regarding whether or not the company will treat 
you as an employee or an independent contractor. The 
latter option means that you will be ineligible for insurance 
or other benefits through the company, such as vacation 
days. However, you will be your own boss and will most 
likely be able to set your own schedule as an independent 
contractor.

Insurance Sales Positions

Insurance sales positions are among the most popular 
entry-level selling jobs because insurance is something 
everyone needs. Therefore, there are many insurance 
sales positions available to you and if you obtain one, 
you are likely to have a certain level of job security. When 
considering a position as an insurance agent, keep in mind 
that some insurance sales positions are commission-
based and others are salaried jobs. Typically, you will have 
to sell insurance by earning commission when you first 
start working for an insurance company and then you may 
have the benefit of potential advancement to a salaried 
position over time, based on your performance. 

https://www.bls.gov/ooh/sales/home.htm
https://www.dol.gov/general/topic/wages/commissions
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Retail Sales Positions

Although the Bureau of Labor and Statistics indicates that 
the number of available retail sales jobs is likely to decline 
in the coming years, many retail sales jobs still exist. You 
can obtain a retail sales position with no higher education 
requirement or formal training. However, the pay you 
receive is likely to be quite low. The primary advantage of 
working in retail sales is experience, which you can carry 
over into better sales positions in the future. The primary 
disadvantage, other than low pay, is the fact that retail 
sales positions do not typically offer set predictable work 
hours. You may be expected to work nights, weekends or 
holidays, as needed. 

Telemarketing Positions

If you are interested in an entry-level sales job that is 
repetitive and somewhat predictable, a telemarketing 
position is one you should consider. As a telemarketer, 
you are expected to call strangers and convince them to 
purchase the products or services offered by the company 
for which you are working. The advantage of working in 
a telemarketing capacity is that you are given a set list 
of questions and information from which to work, so 
the basics of the job are quite easy. The disadvantage 
of accepting a telemarketing position is that most of the 
people you call will not necessarily want to talk to you. It 
will be up to you to convince them to stay on the line and to 
deal with whatever issues arise during your calls. However, 
you can use the experience of rejection and unpredictable 
potential telephone clients to hone your sales skills, which 
may become useful during future endeavors. 

Inside Sales Positions

If you accept a job that requires you to perform inside 
sales, it will be very similar to telemarketing. However, 
inside sales jobs require you to do more than call each 
client once. You must build rapport with the clients over 
repeated phone calls and emails. You must also be able to 
multitask and stick to a schedule well in order to connect 
with clients and keep them happy. As an inside sales 
professional, you will also be expected to handle rejection 
well and to be able to mentally recover quickly to move on 
to the next potential client. However, the rejection you will 

occasionally experience can be worth it because you will 
learn valuable skills, which can help you throughout your 
professional career. 

How to Deal With a Lack of 
Communication During the Interview 
Process
Job interviews can involve a great deal of anxiety and these 
feelings can return when you begin to question how well 
the interview went and whether or not you are likely to get 
the job. Anxiety can often be exacerbated when there is a 
lack of communication from the hiring company, failing to 
let you know whether you are in the running for the position 
or whether to expect a follow-up interview. However, there 
are a number of steps you can take to keep effective and 
professional open communication with the company. 
Taking notes on the process as it occurs is important, as 
well as staying aware of the company likely hiring timeline. 
Emailing or calling the hiring company can be a helpful 
action, though the manner and frequency with which 
you complete this task should be carefully balanced. By 
following the suggestions below, you can deal with a lack 
of communication during the interview process rationally, 
effectively and advantageously.

Remain Calm Throughout

If you have not yet been contacted by the hiring company 
after your interview, it is important to remain calm. 
Becoming overly anxious may lead you to behave in a 
manner that you will regret later and that may prevent you 
from communicating effectively if you do get in touch with 
the company. It is important to remember that many large 
companies may spend great deals of time interviewing all 
their potential hires. You may have been one of the first 
people to be seen and the rest of the candidates might 
take weeks to interview. 

Write a Follow Up Letter

Writing a follow up letter is a preemptive strategy to open 
the communication channels between yourself and the 
hiring company. It is generally expected that you will send 
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a polite note to thank the interviewer, usually within the 
first 24 hours after the first interview. This can also be an 
excellent opportunity to go over any issues you felt might 
not have been addressed to their full potential during the 
interview. However, the letter should be kept as short and 
to the point as possible. Touch briefly on any salient points 
and mention any issues that the interviewer raised him or 
herself, such as an area of particular need present within 
the company. It is a good idea to read sample thank you 
letters to use as guides. 

Make Notes 

Another task to take care of as soon as your first interview 
is over is to make notes. Write down the questions you 
were asked and the way you answered them, as well as 
your impression of how well you did. If the interviewer gave 
you any hint about what to expect next or mentioned when 
they might get back to you, write this down. Do this for any 
follow up interviews you might have. If you find yourself 
contacting the company throughout the interview process 
to follow up, it will be helpful to refer back to an accurate 
record of what was said by whom. 

Periodic Communication

After you have sent your first letter, wait a little while before 
following up again. If you hear nothing back and you were 
not given a time frame by the hiring company, you might 
want to consider getting in touch again after two to three 
weeks. If you still do not hear back after that, then your 
application has likely not been accepted. If you were given 
a date by which the company was supposed to contact you 
after the interview, wait until it has passed before following 
up yourself. If the company has continued to respond to 
your messages and it seems as though you may still be in 
the running for the position, you may consider contacting 
the office periodically to check in. However, it is important 
not to email or call too often. Try to wait until you have 
a reason to get in touch, such as following up on the 
proposed hiring timeline. 

Professional Tone and Manner

Although you have already spoken to the interviewer, it is 
important to keep all of your follow-up communication 

as carefully thought out as your resume and cover letter. 
Additionally, your behavior should remain professional. 
Over communicating can come across as desperate and 
can give the impression that you have no other options. 
Personal communication with the interviewer, such as 
calling, texting or reaching out over social media platforms 
will also make a bad impression. However, keep in mind 
that failing to follow up altogether may indicate you have 
lost interest in the position. This courteous, balanced 
behavior should continue even if you fail to get the job. 
Being remembered as professional and gracious may 
mean that the hiring manager will think of you for another 
available position in the future. 

Write a Sales Pitch

Sometimes, the interview process can carry on for a 
while and include several follow-up interviews as the 
hiring company seeks to narrow its pool of candidates 
for a specific position. If you are being considered as one 
of the final candidates and the company has failed to 
communicate to you whether you are still in the running, 
or when you might expect to hear their final decision, you 
may want to consider writing a letter that also functions 
as a sales pitch for yourself. In the letter, you can refer to 
various points that have been raised during the interview 
process, using the notes you have kept. You might restate 
how much you feel you would benefit the company in this 
particular role and how excited you would be to work for 
the company.

Jobs That May Require You to Take an 
Exam During an Interview
For certain jobs, interviews are more than opportunities for 
prospective employers to meet you face to face and ask 
questions. Sometimes, an interview will also include some 
sort of testing element. Examinations are often given in 
job interviews for positions that require certain levels of 
specialized knowledge. Potential written examinations 
you may be required to take during a job interview include 
cognitive ability tests, personality tests, physical ability 
tests, job knowledge tests and work sample tests. Cognitive 
ability tests evaluate your verbal, math and reasoning skills. 
Achievement tests evaluate your existing knowledge. 
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Aptitude tests evaluate your capacity to learn new material 
and develop new abilities. As you continue your search for 
employment, keep in mind that an employer may not ask 
you to take a medical exam during an interview without 
first offering you the job. Moreover, even after offering you 
the job, an employer can only ask you to take a medical 
test if it is necessary to process your request for an on-the-
job accommodation or if there is reason for the employer 
to believe that you may not be able to perform certain 
job duties safely or successfully due to a medical issue. 
Increasingly, jobs in all categories and classifications are 
also requiring candidates to pass drug tests or screenings 
before hiring. 

Jobs Requiring English Proficiency Exams

Many entry level and public-sector jobs require passing 
English proficiency exams. Whether the job title is 
explicitly Customer Service or Public Relations or the job 
simply involves some level of interaction with the public, 
you may be asked to take this simple exam to ensure you 
are able to interact and communicate effectively with 
clients, coworkers and customers. Jobs that may require 
the completion of these exams include those in public 
transportation, teaching, office reception, retail and call 
centers. 

Restaurant Jobs

To obtain a job in a restaurant, you may be required to 
pass a prescreening exam. These tests may be given orally 
during your job interviews and may include questions 
about drink ingredients or definitions of specialty foods 
and meals. You may also be given hypothetical scenarios 
that could occur in a restaurant and be asked how you 
would handle such situations. 

Law Enforcement Jobs

To get a job as a police officer, you are required to pass certain 
exams, starting with a written police officer candidate 
exam. Unless you are already certified as a deputy sheriff 
or police officer in Virginia as a Law Enforcement Officer by 
the Virginia Department of Criminal Justice Services, you 
must pass this exam to move on to the next phase of the 
hiring process. If you pass the written exam and proceed 

successfully through the next phases of hiring as a police 
officer, you will eventually be required to take a physical 
fitness test and a physical agility test. Accommodations 
are made for you if you have any disabilities in alignment 
with the Americans with Disabilities Act. Additionally, in the 
process of evaluating your suitability for public service, a 
polygraph test may be required prior to a conditional offer 
of work. 

Civil Service Jobs

In addition to law enforcement, there are many other 
civil service jobs available in Virginia state and local 
government offices that may require you to take civil 
service exams during your interviews. These jobs 
include professional positions, like engineers, attorneys, 
accountants and chemists. However, many positions for 
the Internal Revenue Service (IRS), including personnel 
officers, administrative assistants, product control 
specialists, claims examiners, purchasing officers, budget 
analysts and contract specialists must also pass exams. 
Civil service jobs may also include technical, clerical, and 
sanitation. 

The civil service exam is a written exam made up of 
multiple choice questions administered in a two to three-
hour time frame. Certain civil employment classes may 
require additional performance exams. There are around 
1,000 different job classes in state and local civil service 
jobs. Many federal civil service jobs also require passing 
examinations before completion of the hiring process. 
These jobs include domestic civil service positions in 
foreign affairs, human resources, management analysis 
and general accounting, among others. Federal jobs that 
may require testing during the interview process also 
include worldwide foreign service workers, such as foreign 
service officers and foreign service specialists. 

Clerical, Administrative and Managerial Jobs

Many office jobs, from the mailroom to the managerial 
level, may require you to take any number of prescreening 
exams during the hiring process. Communications skills 
may be tested through written exercises, such as writing a 
sample press release, business letter or essay. Technology 
tests may be required to assess your ability to perform 

https://www.dcjs.virginia.gov/law-enforcement
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certain basic and essential computer functions. Some 
firms may even require a Graphoanalysis sample so your 
handwriting can be analyzed. Clerical and administrative 
jobs may require you to take a basic clerical skills test 
that includes components of reading comprehension, 
following printed instructions, proofreading and math 
skills. Additionally, attainment of a clerical or administrative 
job may require that you pass a typing test. Other common 
tests that may be required for work in an office include 
emotional intelligence and integrity tests. 

Actuary

An example of one job requiring specialized knowledge is 
as an actuary. There are multiple actuary exams you must 
pass to get hired. You must pass at least the first two 
exams provided before you are even offered an entry level 
actuarial consultant or analyst job.

Tips for Nailing a Group Interview
Individual job interviews can be difficult to prepare for and 
can also be a potential cause for anxiety. A group interview, 
which is a job interview with two or more candidates who 
are vying for the same job at the same time, can seem 
as though it will be far worse in every way. As a group 
interview candidate, you will be thinking about your own 
answers along with everyone else’s and you will have to 
answer questions and take part in a discussion or group 
problem solving session. However, with the right attitude 
and preparation, you can use a group interview to your 
advantage. Instead of having to answer a stream of 
questions, you will be given an opportunity to demonstrate 
your ability to work with others, to listen and discuss and 
to take charge when necessary. By taking advantage of the 
other candidates’ contributions, you can show your ability 
to listen, debate and support others when they need it and 
you can prove yourself to be an excellent choice to your 
potential employer.

Prepare in Advance

While it is never a good idea to rely on scripted answers 
for any interview, it is nearly impossible to predict what 
you might end up discussing in a group interview. For 
this reason, it is essential to prepare yourself in advance. 

Research the company and take note of its history and 
future goals. Additionally, you can create some questions 
to ask if you are given an opportunity to do so, and some 
business ideas of your own. It is important not to prepare 
a selection of speeches, but to know the topics you will be 
discussing so well that you can have a real conversation 
during the interview. 

Arrive Early

Give yourself a little extra time before the interview by 
arriving around 10 minutes early. You can make sure 
that you are comfortable and prepared. It is also worth 
noting that not every hiring manager will tell you that your 
interview has been set up as a group session. If this is a 
surprise to you, arriving early can give you a chance to 
collect yourself and react calmly. 

Meet the Other Candidates

You may feel a little uncomfortable introducing yourself to 
those you will be in competition with for the job. However, 
it is important that you do not view them as competitors, 
as you will have to work together and collaborate with 
them throughout the interview. Use the time before the 
interview starts to introduce yourself to everyone and try 
to learn their names. Friendly interactions will make a good 
impression on the interviewer. 

Be Courteous

It is important that you remain courteous to the other 
candidates. Do not try to compete directly with them or 
interrupt them when they are speaking. Not only will 
these actions send negative messages to the interviewer 
regarding your personality, but they also may give the 
impression that you are insecure about your own abilities 
and knowledge. Try to keep the conversation flowing, rather 
than only looking for opportunities to speak and make 
sure to include anyone who has not spoken yet by asking 
them their opinions. Directing the conversation without 
overpowering it can show great confidence. However, try 
not to think only of the advantages that appearing polite 
will give you. False or exaggerated politeness will also give 
a bad impression. Rather, focus on presenting yourself 
well and giving everyone present the respect they deserve. 
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Listen to Other Candidates’ Ideas

One of the main benefits of coming to the interview well 
prepared is that you will not have to worry about what your 
next sentence is going to be every time someone else is 
speaking. Listening without interruption is an important 
part of interview etiquette. However, above and beyond 
that, you will need to actively listen to what the other 
candidates are saying so that you can make constructive 
additions to the conversation instead of redirecting it every 
time you wish to speak. 

Agreeing With Others

If you have the same opinion as someone else in the group, 
rather than staying silent or simply reiterating what he or 
she has said, listen carefully. Then, you can commend 
their opinion and add to it with an expanded idea of your 
own. This way, you will build on the conversation in a 
constructive manner while demonstrating your ability to 
collaborate with others. 

Disagreeing With Others

If you disagree with something another candidate has said, 
resist any urge you have to contradict him or her directly. 
This might come across as argumentative or show that 
you are not capable of working in a team. Instead, explain 
why you hold a different opinion and do not talk down to 
the person you are disagreeing with, even if you have more 
experience than him or her. When attempting to show your 
active listening skills, you should also keep a genuinely 
open mind throughout the discussion. If someone 
disagrees with you in a manner that is well thought out 
and persuasive, make sure to acknowledge his or her 
statements. Open mindedness can be an important trait 
to employers. 

Send a Thank You Note

After every job interview, you should send a thank you note 
to the company, generally within a day to a week after the 
interview. This should be a fairly short note and can also 
serve as an opportunity to mention a point that was raised 
in your interview, while expressing your continued interest 
in working for the company. After a group interview, this 
will also give you an opportunity to remind the interviewer 

of your personal contributions to the discussion. 

How to Sense an Unfavorable Work 
Environment During an Interview
You have probably heard at least one horror story from a 
friend about a terrible workplace filled with angry bosses 
and cutthroat coworkers. Oftentimes people wonder how 
an employee can continue to work at a place that has an 
obvious toxic environment. With an increased focus on 
production over the past few decades, the phrase “time is 
money” has become the perfect identifier of a dangerous 
mindset. With businesses trying to compete with one 
another to produce bigger, better products at a faster pace, 
unfavorable work environments arise to keep up with the 
demand. Sometimes it is not always easy to tell if a work 
environment will be unfavorable before starting to work 
there. If you are not careful and observant, this could easily 
happen to you. Toxic workplaces are not only miserable 
places to work, but if you work there long enough, can 
have a long-term and far ranging impact on your health, 
mental wellbeing and relationships. However, there are 
some general signs to look out for during a job interview 
that may indicate an unfavorable work environment. 
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Research Is Key

Research is important for any job interview. By doing a 
little reading up on a company, you can very quickly tell 
whether it is a good idea to show up to an interview or 
not. Start by reading the company’s mission statement. A 
company’s mission statement outlines all of a business’s 
core values and how it wants to be viewed by the general 
public. If a company is more concerned with only making 
progress, it may come at the expense of a comfortable 
environment. If you can find the information, it is always 
helpful to figure out what the employee turnover is in the 
company. Revolving doors indicate massive problems 
and you should avoid that company if you notice frequent 
turnover.

Pay Attention to the Interviewer

Interviewers are great resources for understanding the 
culture of a company. These are the people responsible 
for hiring everyone in the company and they decide what 
characteristics are most beneficial for the company. 
It is important to pay attention to the language of the 
interviewer. If the person is curt or dismissive, it indicates 
that the company has allowed someone with terrible 
communication and interpersonal skills to advance 
highly in the company. Another tipoff is if the interviewer 
immediately begins the interview with negative comments. 
Although the interviewer may attempt to diffuse the initial 
negative tone, it could indicate that he or she holds a 
predominantly negative view of life, which can impact 
office relationships and dynamics. If a potential employee 
gets the feeling that the interviewer is already unfavorable 
towards him or her, it could be even worse if that potential 
employee gets the job. 

Another sign of an unfavorable work environment is if the 
interviewer offers a job position that is lower than what the 
worker originally applied for. It is often said that a boss will 
never like an employee more than when that employee is 
newly hired. If a person is more than qualified for a higher 
position but is offered a lower one, it could indicate that 
the company already does not value the skills a potential 
employee has to offer. 

Pay Attention to the Time It Takes to Schedule an 
Interview

If a potential employee applies for a position at a company 
and is told he or she will hear from the employer within the 
week, but an interview is not scheduled until several weeks 
later, it may not be a company he or she wants to work 
for. If the company cannot give a viable reason as to why 
it took so long to set up an interview, it may not be worth 
it to continue on the interview process with that company. 
If a company does not see fit to provide a good answer, 
it indicates they do not seem to value anyone else’s time. 
If a business does not value a potential employee’s time 
before he or she even starts working there, it is even less 
likely that the business will be considerate of any personal 
issues that a worker may need time off for later on. It also 
indicates that workers may end up having to deal with long, 
unreasonable hours, which does not foster a favorable 
work environment if that schedule becomes indefinite. 

Look out for Discipline Policies

If a company has a progressive discipline policy, it means the 
employer has already set the consequences for workplace 
offenses starting from the first incident. It also suggests 
that the company still views its workers as juvenile and in 
need of a list of reminders to behave. There is no need to 
operate in this manner, especially since the workers are 
adults and should be able to govern themselves in the 
office. Even if there is a business hierarchy, all workers are 
old enough to sit down and calmly discuss mishaps and 
how to proceed with solving problems. 

Pay Attention to Visual Cues

Visual cues are indispensable. First impressions are very 
important and how a person acts non-verbally can tell a lot 
about how he or she feels about the current conversation. 
For example, if an interviewer looks at a potential employee 
judgingly from head to toe just as the meeting starts, it 
is a classic behavior indicating the interviewer sees the 
applicant as inferior. Another example is if a boss avoids 
direct eye contact for the majority of the meeting with 
an employee. Deflecting eye contact is a visual cue that 
shows the person is uncomfortable or insecure, which can 
indicate problems down the road if an applicant is hired. It 
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is possible that there are workers within the company who will try to knock the newly hired employee down simply because 
they are insecure. 

Be Sure to Note Attitude

Attitude is key when deciding if an employer can offer a good work environment or not. If an interviewer has a lack of 
enthusiasm or interest, it could suggest that he or she is just muddling through the day to go home. Companies that do not 
foster favorable work environments often have unhappy workers who will do the bare minimum to get by and nothing more. 
This attitude does not promote camaraderie or any sort of reciprocity outside of regulation. Companies who have unhappy 
workers often have unhappy work environments. 



Virginia Employment Commission Guide | 68

How to Determine Your Value as a 
Worker
Whether you are preparing to ask your boss for a raise 
or promotion or trying to decide if you should seek more 
lucrative work from a different employer, it can be helpful to 
determine exactly what your value is as a worker. Knowing 
this information can help you build your case for higher 
pay or greater responsibility with your current employer. 
It can also be the confidence boost you need to convince 
yourself you are ready and able to seek an entirely new and 
improved job. Listed below are some of the key ways to 
determine your value as a worker. As you examine your 
own value as a worker, you may find areas where you 
could use some improvement. To increase your value to an 
employer, work hard and challenge yourself to continually 
improve, be willing to make sacrifices and think creatively, 
let go of any feelings of entitlement that you may have, 
avoid bringing personal drama into the workplace and 
share your visions for projects and the company. Above all, 
enjoy your job. If you do not love the work that you do, it will 
show in your day to day performance and your employer 
will not be as likely to see your value as a worker. 

Seek Evidence

Collect the evaluations, performance reviews and any other 
written assessments that your employer has completed 
pertaining to your performance. Review these for insights 
into your various strengths. Consider the areas where you 
consistently excel and where you demonstrate a track 
record of achievement. Evidence of your performance is 
also useful in a negotiation with your superior if you ever 
need to validate your claims. 

Rank Yourself

Verbal descriptions of your strengths and weaknesses can 
give you a general idea of where you stand in relation to your 
employer’s expectations for his or her workers. However, 
without further analysis, it can be hard to translate those 
strengths and weaknesses into a clear and definable 
sense of the value that you provide to an employer. To 
help simplify this effort, take the various strengths and 
weaknesses, skills and abilities, and try to apply them to 
how they help serve the employer’s or decision maker’s 

goals. For example, if you type well, you may help to 
expedite and streamline paperwork and related processes 
and procedures. If you deal with people well, you may 
help to foster and strengthen relationships with clients, 
customers and colleagues, both current and prospective. 
Identify several key areas relevant to your qualifications 
and the nature of the work in question and rank yourself 
accordingly. Not only will this assessment show employers 
how you evaluate yourself in terms of your value to the 
company, but it will also show your employer how you 
assess what makes an employee valuable for him or her 
and the company. If this task is completed thoroughly, it 
can show an employer that your priorities match up with 
his or hers, making you more valuable.

Observe Your Habits

Oftentimes, people reveal a lot about themselves without 
even knowing it through their recurring habits and patterns 
of behavior. Observe yourself closely to identify these 
habits and patterns as they relate to your work. Listen 
to how you speak with others about your job and notice 
whether you keep repeating certain phrases that might 
indicate aspects of your worth in the workplace. For 
example, you can observe your daily tasks, the tasks you 
are never assigned and the items your boss and supervisor, 
coworkers and colleagues or clients and customers rely 
on you for. Examine your accomplishments and take 
note if you are always surpassing quotas, taking on extra 
assignments or winning awards. 

Control Your Inner Critic

More than likely, you have a voice inside your head that 
judges everything you do. Monitor this voice closely, as it 
can reveal a lot about your focus at work. Oftentimes, this 
voice is quietest when you are most focused on the task at 
hand. If you do not hear your inner critic that often or that 
loudly, you can assume that you must be acutely focused 
on the job while at work. On the other hand, if your inner 
critic is constantly making noise, it may mean that you are 
distracted from your work and not necessarily providing 
as much value as you may think or hope. However, if you 
notice that an active inner critic is focusing its messages 
particularly on the job itself, then you may simply be 
engaging a part of yourself that can help you to perform at 
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your best. Likewise, monitor your emotions at work. If you 
are feeling happy, engaged and energized at work, it can 
be a strong indicator that you are providing value to your 
employer and that the time and effort you are expending 
is worthwhile. 

Solicit Input

There are likely many individuals besides your employer 
who can give you a personal assessment of your value and 
worth as a worker. For example, people you would list as 
references on a job application would be perfectly poised 
to provide you with the same sort of information about 
your attributes and abilities. Ask these individuals why 
they are willing to serve as a reference for you. Find out 
what they would say if asked to give a recommendation for 
you. Teachers and mentors who have seen you complete 
projects and assignments could also tell you about your 
strengths and weaknesses. 

Compare

The last way to determine your value as a worker is to 
compare yourself to other workers in the same position 
as you. It may be tempting to compare yourself to 
other workers in your workplace who have different 
responsibilities than you, but these would not be accurate 
comparisons. However, if you check salary research 
websites, job board sites, general salary surveys and your 
own personal network of people, you can generally get an 
idea of how you stack up against other people in the same 
position as yours at other companies. 

How to Bounce Back From Job 
Rejection
Whether you are just starting out in the job market, 
changing careers or getting back to work after a period 
out of work, you are likely to face rejection in the process 
of securing employment. No one likes rejection and it 
is common for rejection to cause you to feel bad about 
yourself which can, in turn, make it even more difficult to 
succeed with your employment goals. As you review these 
tips for bouncing back from rejection for a job, remember 
to never give up in your search for employment until you 
succeed in finding and securing it. Keep your goals in 

the forefront of your mind and do not let any temporary 
obstacles dissuade you from achieving them. Persistence 
is paramount in a successful job search. As long as you 
have the willingness to persist in your job search, not only 
will the following tips help you stay on course, but they 
may also help you to continually improve your chances of 
avoiding rejection at your next attempt. 

Remember That It Is Normal

Job rejection is a common part of the job seeking process. 
It is not an indictment of you, but rather a simple matter 
of supply and demand. Specifically, the employer has 
one position to hire for and an entire pool of applicants to 
select from. Invariably, this will lead to perfectly qualified 
individuals getting rejected. You can never know exactly 
what criteria an employer is using to make the hiring 
decision. You can only present your best self as an offer 
for an employer’s consideration. If that employer chooses 
not to accept your offer, you can simply present it to other 
employers until you find one who does. 

Do Not Take Rejection Personally

Rejection is normal so it would seem easy not to take it 
personally. However, even knowing how commonly and 
often rejection occurs without logic or reason, human 
nature can still lead you to take a rejection personally. 
The good news is that the more you experience rejection, 
the more inured you will likely become to its potential 
emotional effects and the less likely you will be to take it 
personally. Rather than blame yourself or pick apart what 
you may have done right or wrong in the interview, turn 
your focus forward to the next job interview you will land 
and how you will ace it. Never underestimate the power of 
a negative attitude to sabotage your employment efforts 
and a positive attitude to aid in it. 

Request Feedback

While you do not want to harp on what you may have 
done wrong during a job interview, it does not hurt to ask 
for feedback on your performance to help you learn and 
improve your job interviewing skills. Request and receive 
feedback from a place of desiring to improve, rather than 
a place of self blame and shaming. Make sure to thank 
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the employer for his or her time when you reach out 
for feedback and ask for a brief description of how you 
might improve your interview performance, rather than 
asking about what you did wrong or why he or she did 
not choose to hire you. He or she may not be able to give 
you as thorough of an answer as you may desire, but even 
a small amount of information may help you to improve 
your job seeking efforts. Avoid the temptation to argue 
with the feedback provided or to blame the employer for 
not selecting you for the job. Simply be open and receptive 
to whatever he or she has to offer you. An independent 
analysis of your own strengths and weaknesses is an 
invaluable tool for self-development and personal growth. 
Rather than view rejection as an injury or offense, be 
grateful for this powerful gift that it offers. 

Do Not Burn Bridges

Along with not blaming the employer for choosing to 
hire someone other than you, you should also keep all 
connections and lines of communication open. You never 
know when you and the employer may cross paths again, 
or whether the employer may think of you for a future 
position at his or her office or a colleague’s company. 
Particularly, if an employer is receptive to your request 
for feedback on your interview performance, what started 
as a job opportunity can still transform into a potentially 
useful networking opportunity. Every once in a while, send 
a brief email to check in and wish the employer well so you 
can keep your name fresh in his or her mind. 

Stay Healthy

The key to coping with any upsets that life has to throw you 
is staying healthy. You are far more capable of positively 
and proactively processing any stimulus, positive or 
negative, when you are approaching it with a clear mind, 
and a clean and healthy body. Therefore, when facing 
rejection, it is more important than ever to eat well, sleep 
regularly and get sufficient exercise. 

Identify Underlying Myths

Everyone has personal beliefs underlying their thoughts, 
feelings, expectations and reactions. Many of these beliefs 
are based in valid understandings of life, the world their 

own nature and human nature in general. Other beliefs 
are pure myth and fantasy, only serving to produce false 
impressions and expectations. The myths that could 
influence the way you react to rejection include:

The beliefs that you are as qualified as or more 
qualified than any other candidate for the job.

The belief you have control over every aspect 
of your life.

The belief that life is always fair.

The belief that you deserve to get everything 
you want.

The belief that you need a job in order to be 
happy. 

Identifying any of these myths influencing your thinking 
and ridding yourself of them immediately can go a long 
way toward helping you cope with job rejection and making 
sure you bounce back into the job market with gusto.

Pros and Cons of College Dorm Living
One of the most important decisions students have to 
make regarding their futures is which colleges they want 
to attend. Picking a college to attend is difficult because 
there are many different factors to take into consideration. 
Students need to pick colleges that not only appeal to their 
areas of study, but also are in locations where they feel 
comfortable learning. Additionally, students must decide 
whether they want to live on campus or if they are better 
off living elsewhere.

There are several advantages and disadvantages to living 
in the campus dorms at Virginia colleges. When deciding 
between living on or off campus, students must look 
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at each of the specific benefits that are available from 
the schools they are attending because each college in 
Virginia has slightly different perks for students who live 
on campus.

Travel

One of the biggest advantages of living in the college 
dorms is how close all campus services and buildings are 
for students. Students who live off campus have to worry 
about making commutes to class every day. Depending 
on their schedules, students may end up traveling from 
their home to the school several times throughout the day. 
Many students who do not live on campus obtain awkward 
and inconvenient schedules, so they do not have enough 
time to justify returning home, but they still have a long 
wait between their classes at school. 

In comparison, living on campus makes everything 
accessible for students. This not only refers to class 
schedules, but also to several other resources. Students 
living on campus will always have access to other school 
services, such as the food court, library and computer labs. 
Many other campuses also offer additional perks, such as 
gym space.

Privacy

When comparing living on campus and off campus living, 
students must examine their needs for privacy. Students 
living on campus will have a much harder time with privacy 
because they are most likely going to have roommates. 
There are some colleges that offer single dorms, but 
these are not common and often times these dorms are 
occupied quickly. Additionally, these dorms are usually not 
available to first-year students.

On campus privacy is not just determined by roommates 
or single-occupancy dorms. Students must also share 
general living spaces with a lot of other students. Even 
students who are used to sharing facilities at home may 
find it unnerving to share space with so many strangers. 
Finding time alone on campus can also be difficult, just 
because of how many students are constantly coming and 
going.

Socializing 

Privacy may be hard to come by for students living in 
dorms, but the lack of privacy also means it is a lot easier 
for students to socialize. Students who live on campus 
have access to numerous different activities. There are 
always wide selections of clubs and events available on 
campus. While these events are still available to students 
who live off campus, it is much harder for these students 
to attend activities, since it involves so much extra travel. 

Many dorms offer specific events for all students living on 
certain floors. For example, a lot of dorms will organize 
movie or game nights. These events are especially 
common at the beginning of the year, since it provides new 
students with chances to interact with other new students 
on the same floors.

Cost

Another important consideration for on campus living is 
the cost. Each college has its own expenses associated 
with student living. Typically, living on campus ends up 
costing at least several thousand dollars extra throughout 
college. While this may initially seem expensive, it is 
important to remember this not only covers dorm cost, but 
also the cost of all utilities on campus. 

Students who rent apartments off campus will not only 
have to pay monthly rent, but will also have to pay for all of 
their utilities. For many students, this can be overwhelming, 
especially if it is their first times living away from home. 
Students who are attending college typically do not have 
the time to work full-time jobs, which makes it incredibly 
difficult to afford off campus housing. 

If possible, the most affordable option is for a student to 
live with his or her parents and commute to school. This 
way, a student does not have to worry about paying rent 
or utilities. His or her biggest expense would be the cost of 
commuting to and from school. For a student who is on a 
tight budget and who lives close enough to the school he 
or she wishes to attend, this may be the most affordable 
option available.

Home Space

When deciding where to live, students should also take into 
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consideration the space available in college dorms. The 
majority of college dorms are relatively small, especially 
since students often end up sharing spaces with one 
another. However, this is partially mitigated by students 
having so much accessibility to other facilities on campus. 
Students who feel trapped in small rooms can simply go 
to the cafeteria, student union or simply take walks around 
the campus. 

Students who live off campus have much more home 
space, but they likely will not have the same access to 
facilities living off campus. However, students who live off 
campus have more freedom over their home spaces. It is 
hard to decorate the inside of dorm rooms because the 
spaces are so small, while students living off campus have 
much more space to work with.

How to Choose Between a College 
Dorm and an Off-Campus Apartment
Students must make several important decisions when 
they are picking which colleges to attend in Virginia. One 
of the decisions that students must make regarding their 
college experiences each year is whether they want to live 
on the college campuses or if they want to get apartments 
off-campus. Deciding between living on or off-campus can 
be a difficult decision because there are many advantages 
and disadvantages to both options. For the majority of 
students, the decision primarily comes down to which 
option they are more comfortable with.

It is important for students to remember that their 
decisions may ultimately change from year to year. For 
example, many first-year students prefer living on campus 
because they have never lived away from home before, so 
they want to experience what it is like to live somewhere 
new. For students closer to graduating, it may not be worth 
living on campuses because they take so few classes. 
Students are strongly encouraged to go over both the 
advantages and disadvantages of where to live each year 
before committing to their decisions.

Accessibility

One of the biggest advantages to living on campus is 
accessibility. College dorms are built so students can 

easily access the rest of campus on foot. It only takes a 
few minutes for students to go from their dorm housing 
to the cafeterias, student unions or libraries. Classes are 
equally close by, and even on larger campuses, students 
can easily access their classes on foot. This makes 
scheduling easier and allows students to do more in a day, 
since less time is wasted on daily commutes. 

With off-campus housing, students can sometimes find 
locations close to their colleges, helping to cut down on 
commute time. Many students run into the problem of 
not having enough time to return home before their next 
classes, but still having chunks of time where they are not 
doing anything on campus. Students who decide to live 
off-campus should try and balance out their schedules so 
they do not have to make as many trips to and from school 
each day. 
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Cost

Big factors for students who are struggling with where to 
live is cost. Depending on the college, living on campus 
can be considerably expensive. Students also have to pay 
for their living costs upfront, while students living in off-
campus apartments pay for rent and utilities monthly. 
This is better for students who do not have large sums of 
money to pay upfront for campus housing. 

However, living off-campus is not necessarily less 
expensive than living on-campus. Students who have off-
campus apartments must factor in the monthly cost of 
rent and the cost of all their utilities and groceries, plus 
whatever they are spending to travel to and from school 
each day. 

Students who have never lived off-campus before should 
be careful when calculating how much it will cost. It is 
important to take into consideration all of the monthly 
utilities, otherwise students may end up being unable to 
afford their off campus housing. Initially, these costs may 
seem like they are entirely negative, but many students 
appreciate living off-campus because they obtain good 
learning experiences that prepare them for what housing 
is like after they graduate. 

Privacy

For many students, the deciding factor for whether they 
want to live on or off-campus comes down to privacy. 
Many students are uncomfortable having roommates they 
do not know and having to share so much of their common 
space with other students. Even at larger colleges, it can 
sometimes be challenging to find space just to be alone. 
While this may be a disadvantage for some students, others 
thrive in these kinds of social environment. Students who 
enjoy joining different clubs and attending various school 
events may be happy living on campus. 

Students can still socialize if they live off-campus. Students 
living off-campus may find it easier to have friends or 
family over because they do not have to worry about 
whether their roommates will be around or if the common 
space areas around campus will be occupied by student 
events. Students living off-campus typically have less 
noise concerns as well, since they do not have to worry 

about students studying a few feet away from where they 
are trying to socialize. 

Moving Costs and Space

One issue many students overlook when they are moving 
into off-campus apartments is how much it costs to move. 
Students moving into dorms do not have to worry about 
moving costs as much because they are limited with 
how much they can bring. The majority of the furniture is 
provided by the school and the dorm rooms are typically 
too small to add too many extra amenities. 

Students living off-campus have to worry about furnishing 
whole apartments. At most, there may be some basic 
storage or shelving units in the apartments. Students 
have to provide their beds, dressers, desks and living room 
furniture, which can end up being expensive. However, 
students living in off-campus apartments ultimately have 
much more freedom with how they decorate their living 
spaces, since they are responsible for buying all of the 
furniture. Off-campus apartments are also much larger 
than campus dorms, so students are not limited by small 
spaces when choosing how they want to decorate.

The Main Differences Between a Two-
Year College and a Four-Year College
Every year, high school graduates and residents 
considering obtaining a higher education may contemplate 
the differences between two-year schools and four-year 
schools. Potential enrollees may want to know if one is 
cheaper than the other, the quality of education provided 
and the types of degrees or training offered at both types 
of schools. These are all characteristics that should we 
considered when a potential student is determining his or 
her next academic move. 

A good way to decide between a two year or a four-year 
college is to ask yourself some basic questions about what 
it is you want from your educational experience. Organizing 
your thoughts, your plans and your decisions on paper can 
help you make an objective decision regarding your next 
steps. Once you make your decision, visiting the college 
and narrowing down which college you will select is the 
next step.  Use the following information as you create 
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your own strategic plan for the future. 

Degree Programs in Two-Year Versus Four-Year Colleges

Two-year colleges are often smaller in size than four-year 
colleges, which may also mean that the number of degrees 
offered and programs covered are reduced. Additionally, 
most two-year colleges do not offer the advanced degrees 
that require four years of study for attainment. In these 
instances, two-year colleges offer students opportunities 
to complete the first two years with them, and then transfer 
to four-year colleges to complete the rest of their degrees. 
With this strategy, students can often to save money since 
two-year schools’ tuition rates are often cheaper than four-
year schools. 

If this is a consideration, make sure that the degree you 
intend to pursue allows the first two years’ worth of classes 
and credits to be transferred to the four-year college 
of your choice. Not all colleges accept the classes and 
credits transferred from community colleges. Speak with 
the admissions department at the two-year college and 
ask which colleges partner with them in academic transfer 
programs. If the college you are interested in attending is 
not on the list, you should reconsider. 

Social and Activity Differences Between Two and Four-
Year Colleges

Community colleges tend to be transient in nature, with 
a majority of the student body living off campus. Many 
community colleges do not offer on campus housing either, 
so many social activities are limited. Many community 
colleges do arrange for social gatherings and events, but 
not at the same extent or involvement as a traditional four-
year college. 

If you would like the college experience of living in a dorm, 
going to sporting events, participating in Greek life or 
hanging with friends after classes are over, then a four-
year college may be a better choice for you. 

Friendships made in college can have long-ranging 
implications after you graduate and can become important 
sources for future job networking. Many partnerships begin 
in college and life-long friendships are made. Living on 
campus or away from home also offers students chances 

to begin living independently and gaining important life 
experiences that are not likely to happen if the students 
continue to live with parents and commute each day. 

Keep in mind that community colleges usually have more 
diverse student populations when it comes to age ranges. 
Many students are older, returning to obtain additional 
education for established careers. Many older students 
have families and work full-time jobs. 

Earning Potential for Two-Year College Degrees Versus 
Four-Year College Degrees

The Bureau of Labor Statistics indicates that for the most 
part, students with bachelor’s degrees make better wages 
than those with only associate’s degrees. This can be seen 
in most industries. For example, many graduates with 
engineering degrees earn average salaries of $98,620. 

Depending on the field of study you are interested in, you 
may be able to land a high-paying job with only a two-year 
degree or technical certification. With the rising costs of 
tuition, many students are now opting for the shorter, more 
affordable degree programs that allow them to graduate 
with little to no student debt and to get into the workforce 
sooner than their four-year college degree counterparts. 
Nursing degrees are a good example of this. In Virginia, 
nurses with four-year degrees generally earn $48,959, 
while nurses with two-year degrees earn approximately 
$45,342. While the figure is slightly smaller, those with 
two-year degrees were also working sooner and have the 
potential over the course of their lifetimes to earn more 
because they started working sooner. 

If you are considering a two-year college program and want 
to have a good paying occupation when you graduate, you 
should begin by researching which industries and degree 
programs pay the best. 

Quality of the Teaching Staff

Much of the public equate higher salaries with competency 
and talent, but this is a myth. While it is true that the larger 
and more affluent universities attract world-class and well 
recognized professors (many who have won prestigious 
awards), two-year colleges employ professors who have 
had the same training and educational background as 

https://www.bls.gov/opub/ted/2015/median-weekly-earnings-by-education-gender-race-and-ethnicity-in-2014.htm
https://www.bls.gov/oes/current/oes172071.htm
https://www.bls.gov/home.htm
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those in larger universities. While you may not find many 
Nobel Prize winners residing and working at community 
colleges, you can be assured that the professors working at 
community colleges obtained their degrees and education 
by progressing through similar processes as their larger 
college professor counterparts. 

Pros and Cons of Using Your 
Employer’s Health Insurance
Health insurance is a huge priority for most Americans, 
yet it can sometimes seem unmanageably expensive. 
Accessibility can become a bigger issue if you have 
preexisting conditions or family members to include on 
your plan. One way that you can get more affordable health 
care insurance is to take part in an employer-sponsored 
health care plan. With this type of plan, you buy your 
health insurance through your employer, and the employer 
contributes a certain amount to your plan’s premium. The 
potentially lowered costs and accessibility this offers has 
made employer’s health insurance a popular choice for 
eligible workers. However, there are also certain limitations 
for you, as an employee, that may be a cause for concern. 
In Virginia, it is not legally required for an employer to offer 
health insurance to his or her employees, although many 
choose to do so. If you are given this option, it is important 
to weigh all the advantages and disadvantages prior to 
making your decision. 

Pros of Using Your Employer’s Health Insurance

Lower Premiums

If you accept your employer’s health insurance plan, there 
is a good chance that your premiums will be significantly 
lowered. Large employers are required to control your 
payments according to your income, meaning that your 
premiums will never be more than 9.69 percent of your 
income. Smaller employers who receive a premium 
tax credit will contribute 50 percent of the cost of your 
premium. 

Preexisting Conditions

Although it is no longer legal for health care insurance 
providers to deny you coverage based on any preexisting 

conditions, if you do have one of these conditions, you 
may find yourself paying a considerable amount for private 
health insurance. With employer-sponsored insurance, you 
can take advantage of the set rate offered to all employees. 
Therefore, you could get a more comprehensive plan and 
coverage than if you opted to purchase insurance on your 
own. 

Part Time Employees

If you only earn part-time wages, you may struggle to 
afford individual health insurance and you may not think 
that you are eligible to be part of your employer’s health 
insurance program. However, your employer is required to 
determine your eligibility based on the average number of 
hours you work. If your hours are increased during peak 
times of the year, then you may still qualify for coverage. 

Tax Deductions

By paying for insurance through your employer, you can 
save money on your taxes. Although the money is a part 
of your earnings, and premiums are paid directly from 
your employer, the amount is not included in your taxable 
income. In many instances, this is almost like getting a tax-
free bonus. 

Healthier Behaviors

There have been links made between employer-sponsored 
wellness programs and general rises in the long-term 
health of employees. By contributing to a health plan along 
with your fellow employees, you may be helping to benefit 
the group as a whole. Many companies understand the 
benefit of a preventative program and its impact on overall 
productivity. 

Flexible Spending Accounts

Although participating in an employer-sponsored health 
care plan may mean that there are certain costs you 
will have to pay with your own money, you can take 
advantage of a Flexible Spending Account (FSA). This is 
a savings account, that is not subject to taxation and can 
be used to pay medical bills. You employer can also make 
contributions toward the account if he or she chooses to. 
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No Health Care Penalty

If you are facing a choice between an employer-sponsored 
health care plan and no health insurance at all, you should 
bear in mind the penalty that you have to pay if you do not 
purchase health insurance. Taking part in your employer’s 
plan can prevent you from being responsible for this penalty 
fee. In most instances, if your employer offers a health 
care plan, you will not be eligible to choose a plan from the 
health care marketplace as an individual. However, with 
the new legislation changes approaching, the penalty for 
not obtaining insurance will be removed shortly. 

Cons of Using Your Employer’s Health Insurance

Lack of Choice

Most employer-sponsored health insurance plans offer 
limited choices for you, the employee. Even if the employer 
offers a few different plans, they are all preselected. Your 
employer chooses exactly what is and what is not covered, 
what options you will have and even which covered doctors 
you can visit. This might be particularly disruptive if you 
have been seeing one particular doctor for a number of 
years. 

Uncovered Areas

Although you might take advantage of a Flexible Spending 
Account to help pay for all your personal insurance 
expenses, a health plan selected by your employer may 
not cover important areas, such as dentistry or vision. It 
is important to ask about the coverage and any necessary 
supplementary coverage for prescription medications, 
vision or dental procedures you should purchase. 

Unneeded Coverage

A group coverage plan and rate might be set to cover you 
if you have health problems, family members or choose to 
use tobacco products. However, this group rate includes 
all employees including yourself. If you are a younger and 
healthier employee, you may find yourself paying for areas 
of coverage that you do not consider essential. You might 
find a better rate by opting for individual coverage instead. 

Pressure to Stay With the Job

It has been suggested that many Americans worry more 
about what kind of health benefits might be offered to 
them by their workplaces than about the jobs themselves. 
You should create your own priorities when job seeking and 
having health insurance may be one of your first priories. 
However, relying on an employer-sponsored health plan 
might prevent you from being willing to seek out new 
business opportunities, work for a smaller company or to 
start your own business.

No Tax Credit

If you have a low income, you might be eligible to receive 
a premium tax credit to help lower your health insurance 
premium. However, if your employer’s health plan is 
considered an “affordable” percentage of your income, 
and meets the minimum coverage standards, you will not 
qualify for savings. You may still not qualify for savings, 
even if you choose to switch over to an individual plan later.
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Tips for Identifying Job Scams
Looking for new work is hard enough without scammers 
attempting to take advantage of your need to earn money. 
If you are not careful, what starts out as a dutiful effort on 
your part to find gainful employment could wind up as a 
personal and financial disaster that costs you money, your 
security and your peace of mind. Perpetrators of job scams 
may steal your money, your identity or both. To protect 
yourself from job scams, always take the necessary time 
to verify any prospective employer through your own 
independent third-party research and sources, such as the 
Better Business Bureau for the employer’s area, the local 
Chamber of Commerce or the Economic Development 
Office. The local police in your area and any area where 
you may consider seeking employment can also inform 
you of any current scam alerts to watch out for. You can 
find additional resources and tools from the Federal Trade 
Commission to help you better protect yourself from 
scammers while you seek legitimate employment. As you 
explore ways to earn an income, use the following tips to 
identify and avoid job scams and stay alert to potential 
business opportunity scams. 

Job Scam Signs

There are certain red flags that can alert you to a likely job 
scam. If you need to pay money to get hired for a job, it is 
probably a scam. Oftentimes, you will be asked to provide 
payment to receive training materials or certification. Job 
placement costs through agencies are also commonplace, 
but a real, legitimate employer should not make you pay 
money for the promise of employment. Similarly, if you are 
asked to provide your bank account information or credit 
card number over telephone, email or text, use extreme 
caution. You should only give this information or payment 
to people you know and trust, ideally whom you have 
contacted rather than who has contacted you, and only 
when you have consented to pay for a tangible item. 

Help Wanted Ad Scam

One of the common scams encountered in the city 
and Commonwealth is the Help Wanted Employment 
Ad Scam. These ads start with a printed employment 
advertisement in a publication, like a newspaper classified 

section or an online job search website. If you respond 
to the advertisement, soon after, you will start receiving 
a barrage of encouraging emails, phone calls and text 
messages, all leading you to believe that you are on the 
path to getting hired for the job. The hook comes next in 
the form of a request for bank information to verify your 
satisfactory credit rating and to pay the company a fee for 
processing your application. The Help Wanted Ad Scam is 
such a pervasive scam that it has now infiltrated popular 
social media sites and classified sites, like Craigslist. 

“Previously Undisclosed” Government Job Scam

Sometimes, an advertisement will promise you access 
previously undisclosed job listings with the federal 
government. However, these job listings do not exist. All 
government jobs are posted for free public viewing on the 
same USA Jobs website. You should never have to pay 
money to find out about a government job. 

Job Placement Services Scam

While there are many legitimate job placement services, 
there are also many scammers disguising themselves 
as such. These scammers will make promises about 
advocating for your employment on which they will not 
deliver. They may charge fees up front for useless services 
and promote fake or outdated job opportunities. Many 
will not even contact you or return your calls ever again 
after they get your money. To avoid job placement services 
scams, request the details of their offers in writing. If 
provided, make sure the sender includes the cost to you, 
what you receive for that cost and what happens if you 
do not get hired after using the service. Any reluctance 
to answer these questions clearly and directly should be 
a sign that this may be a scammer and, if not, this is a 
company you do not want to work with. If the job placement 
services advertisement or literature mentions a particular 
hiring company they work with, check with that company 
directly to find out if it really is hiring and if so, if it is truly 
using the given job placement service to handle the hiring 
process. 

Employment Verification Scam

This scam is perpetrated against a worker by engaging his 

https://www.bbb.org/en/us
https://www.usajobs.gov/
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or her employer. With this scam, an employer is contacted by fax, email or mail with a request for employment verification 
of one of his or her employees, like you. The aim is to trick your employer into divulging personal information about you 
under the guise of verifying that information on your alleged application for a loan or other services from the scammer’s 
fake company. Employment verification letters are real, but they are generally preceded with a phone call. Additionally, the 
requesting company usually has you present the verification request to your employer yourself, precisely to avert this type of 
scenario. To protect yourself from this scam, make sure that your employer is aware of it. Let your employer know that you will 
always contact him or her first if you fill out any application that will require employment verification from him or her. Request 
that he or she contact you if he or she ever receives an employment verification request for you without any prior notification 
about it from you directly.
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